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ACCIDENT REPORTING AND
INVESTIGATION, 4.8 See also
WORKPLACE HEALTH AND SAFETY

ATTENDANCE RECORDS, 6.2 See also
HUMAN RESOURCES
ADMINISTRATION

BENEFITS SUMMARY AND TRACKING,
7.6 See also SALARY AND BENEFITS
ADMINISTRATION

COMPETENCIES, 9.1

e behavioural (soft skills), 9.2
ee importance of, 9.2

¢ business skills competencies, 9.12

ee business acumen example, Ex. 9.12(1)

e e financial management and accountability ex-
ample, Ex. 9.12(2)

e managing information example, Ex. 9.12(5)

e e project management example, Ex. 9.12(4)

e e strategic orientation example, Ex. 9.12(3)

e communication skills competencies, 9.13

e e bilingualism example, Ex. 9.13(3)

ee verbal communications example, Ex. 9.13(2)
ee written communications example, Ex. 9.13(1)

e coping competencies, 9.9
ee managing change example, Ex. 9.9(1)
e e negotiation and conflict management, Ex. 9.9(2)

e defined, 9.1
ee Boyatzis and Rothwell & Sullivan, 9.1
ee Hay Group, 9.1

¢ management skill competencies, 9.14
ee employee development example, Ex. 9.14(2)
e e Jeadership and supervision example, Ex. 9.14(1)

e professional and technical competencies, 9.15

ee computer skills example, Ex. 9.15(1)

e ¢ technical and professional expertise example, Ex.
9.15(2)

e representing and promoting competencies, 9.10
ee courage and confidence example, Ex. 9.10(3)

ee customer service example, Ex. 9.10(2)

e e influence and persuasion example, Ex. 9.10(1)

¢ self-management competencies, 9.11
ee accuracy and attention to detail example, Ex.
9.11(1)

ee teamwork example, Ex. 9.11(2)
ee time management and prioritization, Ex. 9.11(3)

o skills-based (technical or professional), 9.2

¢ thinking competencies, 9.8

ee innovation example, Ex. 9.8(2)

ee judgment and decision making, Ex. 9.8(3)
ee problem solving example, Ex. 9.8(1)

® types of
ee CIPD study, 9.1
ee Rankin study, 9.1

e why use?, 9.3

ee CIPD study reasons, 9.3

ee Hay Group study, 9.3

ee William Mercer study drivers, 9.3

COMPETENCY DICTIONARY see
COMPETENCY FRAMEWORK

COMPETENCY FRAMEWORK, 9.1
e CIPD survey, 9.1

e creating for an organization, 9.5

ee analyze organizational needs and realities, 9.5
e e benefits of, 9.5

ee steps to create, Ex. 9.5(1)

e criticisms of, 9.7

e elements of

ee competency definitions, 9.4

ee competency groups/clusters, 9.4

e ¢ proficiency levels and behavioural indicators, 9.4
e e specific competencies, 9.4

e updating and editing, 9.6

COMPLAINTS, EMPLOYEE See HUMAN
RIGHTS COMPLIANCE AND
RESOLVING EMPLOYEE COMPLAINTS

CONFLICT OF INTEREST AND
CONFIDENTIALITY

e Form elements, 6.7(2)

e Form examples

ee Acknowledgment of directives to be observed,
Ex. 6.7(2)

e Confidentiality agreement, Ex. 6.7(4)

e e Conflict of Interest declaration, Ex. 6.7(2.1)

ee Employee confidentiality and privacy policy
acknowledgment, Ex. 6.7(5)
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Employment contract, Ex. 2.7(1), (2)
Invention covenant, Ex. 6.7(7)
Non-competition agreement, Ex. 6.7(8)
Non-solicitation agreement, Ex. 6.7(9)

Secrecy and non-competition covenant, Ex.
6.7(6)

Sign-off form, Ex. 2.2(2)

Statement of disclosure, Ex. 6.7(1)

ee Statement respecting confidentiality, Ex. 6.7(3)

e Legal considerations, 6.7(1)

DISABILITY RECORDS, 7.11 See also
SALARY AND BENEFITS
ADMINISTRATION

DISCIPLINE
e Form elements, 5.6(2)

ee Form examples

eee Absenteeism and long term disability checklist,
Ex. 5.6(7.1)

Acknowledgement of interpretation/translation
of employee meeting, Ex. 5.6(21)

Corrective action plan, Ex. 5.6(17)

Difficult Conversations, Ex. 5.6(22)
Discipline checklist, Ex. 5.6(18)

Disciplinary action checklist, Ex. 5.6(19)
Disciplinary investigation checklist, Ex.
5.6(2.1)

Disciplinary notice, Ex. 5.6(8), Ex. 5.6(16)
Documentation of oral reprimand, Ex. 5.6(10)
Effective corrective action plan checklist, Ex.
5.6(17.1)

Employee discipline report, Ex. 5.6(11)
Notice of investigation, Ex. 5.6(2)

Notice of reprimand, Ex. 5.6(9)

ee Record of interview

Absenteeism control, Ex. 5.6(7)

Improving employee performance, Ex. 5.6(5)
Maintaining improved employee performance,
Ex. 5.6(6)

Supervisor’s checklist for taking disciplinary
action, Ex. 5.6(3)

Taking disciplinary action, Ex. 5.6(4)
Unacceptable Behaviour Leading to Discipline,
Ex. 5.6(20)

Work incident report, Ex. 5.6(1)

Written warning, Ex. 5.6(12)

Letter for lateness, Ex. 5.6(13)

Letter for misconduct, Ex. 5.6(14)

Letter for poor performance, Ex. 5.6(15)
Warning Letter for Improper Conduct, Ex.
5.6(14.1)

Warning Letter for Poor Performance, Ex.
5.6(15.01)

e Legal considerations, 5.6(1)

I-2

DISMISSAL See TERMINATION
DIVERSITY AND EQUITY
e Designated groups, four, 10

¢ Diversity, 10.2

ee Form examples

eee Diversity action steps to become “employer of
choice” for visible minorities, 10.2(2)

eee Diversity tips, 10.2(4)

eee Human rights/race relations policy elements,
10.2(3)

eee [ everaging diversity, tips, 10.2(1)

e Equity in pay, 10.1

ee Form elements, 10.1(2)

ee Form examples

eee Calculating compensation for pay comparisons,
10.1(3)

eeee part time and full time employees, 10.1(3)

eee (Calculating gender predominance, 10.1(6)

eee Checklist for filing the annual pay equity
report, 10.1(13)

eee Conducting the pay equity analysis, 10.1(10)

eee Determining job gender, 10.1(5)

eeee Gender predominance, 10.1(5)

eeee Gender stereotype, 10.1(5)

eeee Historical incumbency, 10.1(5)

eee Determining the job rate, 10.1(9)

eee Employee types, 10.1(4)

eee Guidelines for conducting a pay equity review,
10.1(2)

eee Historical incumbency by job, 10.1(7.1)

eee Historical incumbency record, 10.1(7)

eee Notice to employees about pay equity, 10.1(12)

eee (Occupational gender stereotyping, 10.1(8)

eee Pay equity adjustments, 10.1(11)

eee Pay equity legislation table, 10.1(1)

ee [ egal considerations, 10.1(1)

eee Pay Equity legislation, 10.1(1)

e forms, benefits of, 10

EMERGENCY PROCEDURE AND FIRST
AID, 4.9 See also WORKPLACE HEALTH
AND SAFETY

EQUITY See DIVERSITY AND EQUITY

EXPENSE REPORTS, 6.4 See also HUMAN
RESOURCES ADMINISTRATION

FLEXIBLE WORK ARRANGEMENTS, 6.8
See also HUMAN RESOURCES
ADMINISTRATION

HEALTH AND SAFETY See
WORKPLACE HEALTH AND SAFETY

HIRING PROCESS, MANAGING
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e Application for employment forms, 2.1

ee Form elements, 2.1(1)

ee Form examples

eee Acknowledgment of receipt of application for
employment

eeee General, Ex. 2.1(8)

eeee Specific, Ex. 2.1(9)

eee Application for employment

eeee General, Ex. 2.1(1) - Ex. 2.1(3), Ex. 2.1(6)

eeee Hospitality industry, Ex. 2.1(4)

eeee Manufacturing, Ex. 2.1(7.1)

eeee Professional sales and administrative posi-

tions, Ex. 2.1(5)

eeee Retail, Ex. 2.1(7)

eeee Sample job application form, Ex. 2.1(11)

e e e Checking proof of right to work in Canada, Ex.
2.1(1.1)

eee Potential for human rights complaints, 2.1(1)

eee Resume review checklist, Ex. 2.1(12)

ee [egal considerations, 2.1(2)

e Employment agreements, 2.7

ee Form elements, 2.7(2)

ee Form examples

eee (Casual staff employment contract, Ex. 2.7(4)

eee Employment contract

eeee [ectter form, Ex. 2.7(1)

eeee [ong form, Ex. 2.7(2)

eee Employment contract checklist, Ex. 2.7(5)

eee Informal employment contract, Ex. 2.7(3)

eee Terms of employment contract checklist,
Ex. 2.7(6)

ee [ egal considerations, 2.7(1)

¢ Independent contractor status, 2.8

ee Checklist, Ex. 2.8(1)

e e Employee/Independent contractor status, Ex.
2.8(1)

e e Independent contractors determination form, Ex.
2.8(2)

e ¢ Independent contractor determination guidelines,
Ex. 2.8(3)

e Internal postings, applications for, 2.3

ee Form elements, 2.3(2)

ee Form examples

eee Internal application form, Ex. 2.3(1.1)

eee Internal application for positions posted, Ex.
2.3(1)

eee Job posting application form, Ex. 2.3(4)

eee Job posting availability notice, Ex. 2.3(3)

eee Position vacancy and/or advertising request,
Ex. 2.3(2)

ee [ egal considerations, 2.1, 2.3(1)

e Interview information, 2.5
ee Form elements, 2.5(2)
ee Form examples

eee Applicant skills/competencies shortlist, Ex.
2.509)

eee Applicant’s self-assessment of ability to do job,
Ex. 2.5(7.1)

eee Application appraisal form, Ex. 2.5(7)

eee Behavioural-based questions, Ex. 2.5(22)

eee Candidate questions to be prepared for, Ex.
2.5(24)

eee (Candidates summary, Ex. 2.5(6)

eee Checklist, interview, Ex. 2.5(3)

eee Competency assessment sheet, Ex. 2.5(11)

e e e Confirmation Email — Telephone Interview, Ex.

2.5(17)

e e e Confirmation Email — Virtual/Online Interview,
Ex. 2.5(18)

eee Confirmation Email — In-Person Interview, Ex.
2.5(19)

eee Developing appropriate interview questions for
technology employees, Ex. 2.5(5.2)

eee Diverse recruiting — Proper language, Ex.
2.5(5.1)

eee Effective interviewing techniques, Ex. 2.5(1)

eee First interview worksheet, Ex. 2.5(8)

eee [nterview report, Ex. 2.5(10)

eee Interviewer’s Evaluation of Candidate, Ex.
2.5(7.2)

eee [nterviewing techniques, Ex. 2.5(15), Ex.
2.5(16)

eee Protected grounds to avoid discrimination in
employment, list of, Ex. 2.5(4)

eee Questions for Interviewing Customer Services
Candidates, Ex. 2.5(20)

eee Recruitment process tracking, Ex. 2.5(6.1)

eee Sample questions not allowed, Ex. 2.5(5)

eee Screening interview — preparation, Ex. 2.5(21)

eee Telephone interview, sample, Ex. 2.5(13), Ex.
2.5(14)

eee Telephone screening, guidelines, Ex. 2.5(12)

eee Things to look for in interview, Ex. 2.5(2)

eee Virtual/Online interview ideas, Ex. 2.5(18.1)

eee Wrapping up the interview, Ex. 2.5(23)

ee [ egal considerations, 2.5(1)

eee Avoiding “promises” about job, Ex. 2.5(1)

eee Avoiding questions on prohibited grounds of
discrimination, Ex. 2.5(1)

o Offer letters and acknowledgment letters, 2.6

ee Form elements, 2.6(2)

ee Form examples

eee Acknowledgment letter: unsuccessful inter-
view, Ex. 2.6(7)

eee Feedback to job applicants, Ex. 2.6(7.2.1)

eee Guidelines for extending offers electronically,
Ex. 2.6(11)

eee Job offer request form — details for verbal
offer, Ex. 2.6(9)

eee [ ctter confirming employment, Ex. 2.6(8)
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eee Offer letter

eeee Full-time, Ex. 2.6(1)

eeee Part-time employment, Ex. 2.6(3)

eeee Reduction in hours to part-time, Ex. 2.6(6)
eeee Regular part-time, Ex. 2.6(2)

eeee Temporary, Ex. 2.6(5)

eeee Transfer or promotion, Ex. 2.6(4)

Offer package checklist, Ex. 2.6(12)
Rejection Letter, Ex. 2.6(7.1)

Rejection Letter to Internal Applicant, Ex.
2.6(7.2)

Rejection of unsuccessful candidates, Ex.
2.6(7.2.2)

Sample legal acknowledgement of job offer,
Ex. 2.6(8.1)

Sample script for verbal offer, Ex. 2.6(10)
ee [ egal considerations, 2.6(1)

eee Offer including all terms of importance, 2.6(1)
eee Offer vetted by legal counsel, 2.6(1)

e QOrientation information, 2.10

ee Form elements, 2.10(2)

ee Form examples

eee Checklist for day 1 communication to new
employee, Ex. 2.10(6)

e e e Checklist for pre-employment communications,

Ex. 2.10(1.2)

Checklist of first 30 days communication to

new employee, Ex. 2.10(7)

Emergency contact form, Ex. 2.10(8)

Employee onboarding-orientation-probation

checklist, Ex. 2.10(4)

New employee information checklist, Ex.

2.10(1)

New hire documentation, Ex. 2.10(1.1)

Orientation checklist, Ex. 2.10(2.1)

Orientation checklist - example 2, Ex. 2.10(5)

Payroll setup form, Ex. 2.10(9)

Record of orientation, Ex. 2.10(3)

e e e Supervisor’s checklist, orientation program, Ex.
2.10(2)

eee Virtual onboarding checklist, Ex. 2.10(10)

ee [ egal considerations, 2.10(1)

e Recruitment, 2.4

ee Form elements, 2.4(1)

ee Form examples

eee Advertising for Jobs in Newspapers, Ex. 2.4(8)
eee Applicant screening profile, Ex. 2.4(4.1)

eee Application screening worksheet, Ex. 2.4(4)
Checklist for recruitment/selection process, Ex.
2.4(1)

Employment process chart, Ex. 2.4(2.3)
External recruiting strategy questions, Ex.
2.4(1.4)

Guidelines for recruitment, Ex. 2.4(2)

Hiring and recruiting checklist, Ex. 2.4(1.1)

eee How to hire: people advantage, Ex. 2.4(3)
eee How to recruit in a tight labour market, Ex.
2.4(10)

Internal recruiting strategy questions, Ex.
2.4(1.3)

eee Interview panel scoring and analysis, Ex. 2.4(5)
eee Process for creating a new position, Ex.
2.4(2.1)

Questions when screening resumes for tech-
nology employees, Ex. 2.4(1.5)

Recruitment Planning Checklist, Ex. 2.4(1.2)
Replacing an employee, Ex. 2.4(2.2)

Resume Screening — Checklist, Ex. 2.4(7)
Screening Guidelines for Resumes, Ex. 2.4(6)
Temporary Employee Request Form, Ex.
2.4(2.4)

Useful Questions for External Recruiters,

Ex. 2.4(9)

eee Using Specialty Recruiting Firms, Ex. 2.4(11)

e Reference check forms, 2.9

ee Form elements, 2.9(2)

ee Form examples

eee Authorization for fingerprinting, Ex. 2.9(2.1)

eee Background checks for temporary employees,
Ex. 2.9(8)

e e e Consent for criminal record search, Ex. 2.9(2.2)

eee Employee referral form, Ex. 2.9(14)

eee Employee referral program overview, Ex.
2.9(13)

eee Personal Reference Check, Ex. 2.9(4.1)

eee Police/Criminal reference check request, Ex.
2.9(2)

eee Proof of eligibility to work, Ex. 2.9(7)

e e e (ualification reference check, Ex. 2.9(6)

eee Reference check, Ex. 2.9(4)

ee e Reference check form, Ex. 2.9(1)

eee Reference check sheet, Ex. 2.9(3)

eee Reference release, Ex. 2.9(1.1)

eee Referral bonus award

eeee Application, Ex. 2.9(11)

eeee (Cash award memo, Ex. 2.9(9)

eeee Employee memo, Ex. 2.9(12)

eeee Employee memo flyer, Ex. 2.9(10)

eee Telephone reference check, Ex. 2.9(5), Ex.
2.9(5.1)

ee [egal considerations, 2.9(1)

eee Criminal reference check, 2.9(1)

eee Driver’s license abstract, 2.9(1)

¢ Sign-off forms: notice of expectations and work-
place rules, 2.2
ee Form elements, 2.2(2)
ee Form examples
eee Confirmation of understanding of employment
policies and procedures, Ex. 2.2(4)
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eee Conflict of interest and confidentiality ac-

knowledgment, Ex. 2.2(2)

False statement warning for employment ap-
plication, Ex. 2.2(6)

Internet use: user declaration, Ex. 2.2(3)
Release Authorizing Reference Check of Ap-
plicant’s Credentials, Ex. 2.2(5.1)

Request for school transcripts, Ex. 2.2(7)
eee Software guidelines, Ex. 2.2(1)

ee [ egal considerations, 2.2(1)

HUMAN RESOURCES
ADMINISTRATION See also SALARY
AND BENEFITS ADMINISTRATION

e Attendance records, 6.2

ee Form elements, 6.2(2)

ee Form examples

eee Absence Request Form, Ex. 6.2(7)
Absent/Late report, Ex. 6.2(4)
Attendance record, Ex. 6.2(3)
Attendance/absence checklist, Ex. 6.2(6)
Bi-weekly attendance report, Ex. 6.2(1)
Paid leave application, Ex. 6.2(10)
Report of absence, Ex. 6.2(5)

Sick leave form, Ex. 6.2(9)

Supervisor’s Absence Report, Ex. 6.2(8)
Weekly time report, Ex. 6.2(2)

ee [ egal considerations, 6.2(1)

¢ Change forms, employee, 6.1

ee Form elements, 6.1(1)

ee Form examples

eee Computer set-up request form, Ex. 6.1(17)
eee (Cost-Saving Payroll Recordkeeping Ideas, Ex.
6.1(13)

Employee file set-up, Ex. 6.1(7.1)

Employee information, changes, Ex. 6.1(9)
Facilities request form, Ex. 6.1(18)

Notice of change in personnel data, Ex. 6.1(6)
Payroll administration, Ex. 6.1(12)

Payroll information profile, Ex. 6.1(7)
Personnel action form, Ex. 6.1(3), Ex. 6.1(4)
Personnel change, Ex. 6.1(2)

Personnel change approval form, Ex. 6.1(5)
Position authorization, Ex. 6.1(1)

Recording work hours, Ex. 6.1(14)
Recruiting source analysis, Ex. 6.1(15)
Request for Time Off Form, Ex. 6.1(16)
Transfer Request Form, Ex. 6.1(11)

Wage Garnishment Policy — Checklist, Ex.
6.1(10)

e Conflict of interest, 6.7

ee Form elements, 6.7(2)

ee Form examples

eee Acknowledgment of directives to be observed,
Ex. 6.7(2)

eee (Confidentiality agreement, Ex. 6.7(4)

eee Confidentiality of company information, Ex.
6.7(4.1)

eee Disclosure statement, Ex. 6.7(1)

eee Statement respecting confidentiality, Ex. 6.7(3)

ee [ egal considerations, 6.7(1)

e Consent forms, 6.9

ee Form elements, 6.9(2)

ee Form examples

eee Acknowledgment conditions of employment,
Ex. 6.9(5)

Acknowledgment form for consultants/in-
dependent contractors, Ex. 6.9(7)

Consent for reference check for employment
application, Ex. 6.9(1.1)

Consent for release of information, Ex. 6.9(3)
Consent to release employment information,
Ex. 6.9(1)

Consent to release medical records, Ex. 6.9(2)
Email consent form, Ex. 6.9(8)

Employee handbook receipt acknowledgment,
Ex. 6.9(6)

Fraud/dishonesty policy acknowledgment, Ex.
6.9(4)

ee [ egal considerations, 6.9(1)

¢ Employee handbooks, 6.17

ee Form examples

eee Characteristics of an effective employee hand-
book, Ex. 6.17(3)

Checklist for updating your employee hand-
book, Ex. 6.17(6)

Communicating changes to your employee
handbook, Ex. 6.17(7)

eee Considerations for an employee handbook, Ex.
6.17(4)

Employee handbook development, Ex. 6.17(9)
e e e (Goals and objectives of an employee handbook,
Ex. 6.17(2)

Sign-off example, Ex. 6.17(8)

Tips for communicating your employee hand-
book, Ex. 6.17(5)

eee Why have an employee handbook?, Ex. 6.17(1)

e Expense reports and cheque request forms, 6.4
ee Form elements, 6.4(1)

ee Form examples

eee (Cash advance acknowledgement, Ex. 6.4(5)
eee Employee expense report, Ex. 6.4(2)
Expense account form, Ex. 6.4(3)

Expense report, Ex. 6.4(1), Ex. 6.4(3.1)
MIS Call-In Allowance Approval Form, Ex.
6.4(7)

Overnight pet care expense claim form, Ex.
6.4(6)

Request for accounts payable cheque, Ex.
6.4(4)
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¢ Flexible work arrangements, 6.8

ee Form elements, 6.8(2)

ee Form examples

eee Acknowledgement form, Ex. 6.8(1.4)

eee Application for compressed hours of work,
Ex. 6.8(5.1)

Benefits of flexible staffing: contingency
workers, Ex. 6.8(1.6)

Checklist for basic proposal, Ex. 6.8(1)

eee Compressed hours of work, application for, Ex.
6.8(4)

Compressed work week (CWW) agreement,
Ex. 6.8(5)

Flexible work arrangements: successful im-
plementation principles, Ex. 6.8(1.3)

Flexible work options checklist, designing and
implementing, Ex. 6.8(7)

Hours of work schedule — management staff,
Ex. 6.8(5.2)

Impact of flexible work arrangements, Ex.
6.8(1.2)

Implementing a flexible work policy, guide-
lines, Ex. 6.8(1.1)

Key Points in Developing a Flexible Work
Schedule Policy, Ex. 6.8(1.5)

Summer hours guideline, Ex. 6.8(3)

Telework agreement checklist, Ex. 6.8(11)
Telework checklist, Ex. 6.8(6)

Telework policy checklist, Ex. 6.8(9)
Teleworking, job requirements to determine if
suitable, Ex. 6.8(8)

Tips for creating an effective home office, Ex.
6.8(10)

Tips for employers working with staffing
agencies, Ex. 6.8(1.7)

Work sharing agreement, Ex. 6.8(2)

Working from home — occasional, Ex. 6.8(12)
ee [ egal considerations, 6.8(1)

¢ Internet agreements, 6.6

ee Form elements, 6.6(2)

ee Form examples

eee E-mail consent form, Ex. 6.6(2)

eee Guidelines for IBM bloggers: executive
summary, Ex. 6.6(4)

eee [nternet policy and standard agreement, Ex.
6.6(1)

eee [nternet use and e-mail consent agreement, Ex.
6.6(3)

eee User declaration — internet use, Ex. 6.6(5)

ee [ egal considerations, 6.6(1)

eee Authorized user, 6.6(1)

eee Confidentiality of business information, 6.6(1)

eee Risk of viruses, 6.6(1)

e Privacy issues, 6.14
ee Form elements, 6.14(2)

ee Form examples

eee Notice regarding collection, use and disclosure
of employee personal information, Ex. 6.14(2)

eee Qutsourcing/transferring personal information
across borders, Ex. 6.14(3)

eee Privacy complaint form, Ex. 6.14(1)

ee [ egal considerations, 6.14(1)

e Record keeping, 6.10

ee Form elements, 6.10(2)

ee Form examples

eee Employee records: creation of file, Ex. 6.10(2)

eee Employee verification of personnel data, Ex.
6.10(5)

eee New employee set-up checklist, Ex. 6.10(7)

eee Personnel file checklist, Ex. 6.10(4)

eee Personal record, Ex. 6.10(6)

eee Personnel record card, Ex. 6.10(3)

eee Record keeping practices checklist, Ex. 6.10(1)

ee [ egal considerations, 6.10(1)

e Tuition refund, 6.5

ee Form elements, 6.5(1)

ee Form examples

eee Application for educational assistance, Ex.
6.5(1)

eee Application for employee tuition assistance, Ex.
6.5(3)

eee Application for tuition waiver, Ex. 6.5(2)

eee Education assistance/tuition reimbursement,
Ex. 6.5(4)

¢ Volunteering and corporate philanthropy, 6.16
ee Form elements, 6.16(1)

ee Form examples

eee Checklist for volunteer days, Ex. 6.16(2)
eee Request for paid volunteer days, Ex. 6.16(1)

HUMAN RESOURCES POLICIES AND
PROCEDURES, 6.15

¢ Benefits of a Human Resources Policy Manual,
Ex. 6.15(6)

Checklist of Sections to Include in Employment
Policies, Ex. 6.15(8)

HR policies and practices identification, Ex.
6.15(3)

HR policy/management areas to consider check-
list, Ex. 6.15(1)

Human Resources Committee Policy — Checklist,
Ex. 6.15(4)

Policy implementation checklist, Ex. 6.15(2)

Policy Manual Revision Transmittal Sample
Memo, Ex. 6.15(5)



INDEX

e Steps for Writing Policies and Procedures, Ex.
6.1509)

e Twelve Tips for Better Readability of Your Hu-
man Resources Policy Manual, Ex. 6.15(7)

HUMAN RIGHTS COMPLIANCE AND
RESOLVING EMPLOYEE COMPLAINTS

e Accommodation, 3.6

ee Form elements, 3.6(2)

ee Form example

eee Accommodation disabilities — policy checklist,
Ex. 3.6(7)

eee Accommodation for people with disabilities,
Ex. 3.6(3)

eee Bona fide occupational requirement — ques-
tions, Ex. 3.6(9)

eee Evacuating employees with disabilities, Ex.
3.6(4)

eee Flexibility for older workers, Ex. 3.6(2.2)

eee Gender identity and expression inclusive po-
licies — checklist, Ex. 3.6(11)

eee Managing older workforce checklist, Ex. 3.6(2)

eee Reasonable accommodation assessment, Ex.
3.6(5)

eee Religion in the workplace, Ex. 3.6(1)

eee Response to Request for Reasonable Accom-
odation, Ex. 3.6(5.1)

eee Substance Abuse Policy — Checklist, Ex. 3.6(8)

eee Selecting reasonable accommodation, Ex.
3.6(6)

eee Termination of employee with physical dis-
ability, Ex. 3.6(10)

eee Tips for Hiring Managers — Why Older People
Want to Work, Ex. 3.6(2.1)

eee Training for managers of employees with
episodic disabilities, Ex. 3.6(7.1)

e e e Voluntary Disclosure Form for Employees with
Disabilities, Ex. 3.6(5.1)

ee [ egal considerations, 3.6(1)

e Complaints, employee, 3.4

ee Form elements, 3.4(2)

ee Form examples

eee Employee abuse form, Ex. 3.4(5)

eee Employee grievance form, Ex. 3.5(7)

eee Employee incident form, Ex. 3.4(2)

e e e Personal harassment complaint form, Ex. 3.4(1)

eee Workplace harassment policy checklist, Ex.
3.4(3)

eee Workplace harassment prevention program
checklist, Ex. 3.4(4)

ee [ egal considerations, 3.4(2)

eee Office holders, 3.4(2)

eee Public sector employees, 3.4(2)

eee Unionized workplace, 3.4(2)

e e Resolution of employee complaints, 3.5

eee Complaint interview guidelines, Ex. 3.5(5)

eee Employee complaint procedure, Ex. 3.5(1)

eee Form elements, 3.5(2)

eee Harassment investigation procedure, Ex. 3.5(3)

eee Harassment investigator — desirable profes-
sional and personal characteristics, Ex. 3.5(4)

eee Harassment investigation tips — do’s and
don’ts, Ex. 3.5(2)

eee | egal considerations, 3.5(1)

eee Steps for a reasonable complaint investigation,
Ex. 3.5(6)

eee Workplace complaints

eeee Form, Ex. 3.5(8)

eeee Investigator’s log & checklist, Ex. 3.5(2.1),

Ex. 3.5(2.2), Ex. 3.5(5.1)
eeee Respondent’s response form, Ex. 3.5(9)

e Gender neutral language guidelines, 3.3
ee Gender inclusive language checklist, Ex. 3.3(1)
e e Gender neutral language guidelines, Ex. 3.3(2)

¢ Human Rights Commission Guidelines, 3.2
ee List of employment related policies and guide-
lines available across Canada, Ex. 3.2(1)

e Prohibited grounds of discrimination, 3.1

ee Application form do’s and don’ts, Ex. 3.1(2)

e e Chart of protected grounds of discrimination, Ex.
3.1(1)

ee List of protected grounds to avoid discrimina-
tion, Ex. 2.5(4)

INDEPENDENT CONTRACTOR STATUS,
2.8 See also HIRING PROCESS,
MANAGING

INSURANCE CLAIM FORMS, 7.4 See also
SALARY AND BENEFITS
ADMINISTRATION

INTERNET

e E-mail consent form, Ex. 6.6(2)

e Policy and standard agreement, Ex. 6.6(1)

e Use and e-mail consent agreement, Ex. 6.6(3)
e User declaration, Ex. 2.2(3)

INTERVIEW INFORMATION, 2.5 See also
HIRING PROCESS, MANAGING

JOB DESCRIPTIONS, 1.5 See also STAFF
PLANNING

e Administrative assistant, Ex. 1.5(4)
e Maintenance supervisor, Ex. 1.5(3)

e Person with disabilities, Ex. 1.5(5)
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JOB EVALUATION/CLASSIFICATION,
7.2 See also SALARY AND BENEFITS
ADMINISTRATION

LEAVES OF ABSENCE, 7.10 See also
SALARY AND BENEFITS
ADMINISTRATION, 5.7

e Form elements, 5.7(1)

e Form examples

ee Change initiative, managing, Ex. 5.7(1)

e Evaluating succession program effectiveness,
Ex. 5.7(5)

Identifying levels of employment engagement,
Ex. 5.7(4)

Manager performance report card, Ex. 5.7(7)
Roles in the change process, Ex. 5.7(2)
Succession plan factors, Ex. 5.7(3)

Successful transfer of knowledge for succession
planning, Ex. 5.7(6)

ORIENTATION

¢ Information for new employees, 2.10 See also
HIRING PROCESS, MANAGING

e Workplace health and safety, 4.2

OVERTIME, 7.3 See also SALARY AND
BENEFITS ADMINISTRATION

PANDEMIC INFLUENZA BUSINESS
PLANNING CHECKLIST, Ex. 4.9(2)

PERFORMANCE AND CONDUCT OF
EMPLOYEES, MANAGING

¢ Evaluation of employee performance, 5.4

ee Form elements, 5.4(2)

ee Form examples

eee Assessment of employee’s management po-
tential, Ex. 5.4(18)

eee (Coaching ideas most valued by employees, Ex.

5.4(20.1)

Employee concerns for discussion, Ex. 5.4(14)

Employee evaluation form or employee self-

evaluation form, Ex. 5.4(9)

Employee response, Ex. 5.4(15)

Employee self-appraisal worksheet, Ex.

5.4(6.1.1)

Employee self-evaluation, Ex. 5.4(6.1)

Employee statement of goals for meeting, Ex.

5.4(13)

Employee’s self-evaluation for management

development program, Ex. 5.4(20)

Evaluation employee report form, Ex. 5.4(11)

Forecast of individual’s potential for promo-

tion, Ex. 5.4(19)

General review of performance & potential for

advancement, Ex. 5.4(20.2)
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eee Job Bid Announcement and Interest Form, Ex.
5.4(22)

Job Bid Promotion Policy Checklist, Ex.
5.4(21)

Job evaluation program—Supervisor’s report
form, Ex. 5.4(12)

Job evaluation requisition, Ex. 5.4(10)
Management review: hospitality, Ex. 5.4(7)
Mentoring: advisee’s evaluation of mentor, Ex.
5.4(23)

e e ¢ Non-profit performance review form, Ex. 5.4(8)
eee Performance Appraisal Policy — Checklist, Ex.
5.4(16)

Peer evaluation, Ex. 5.4(6.2)

Performance appraisal form, Ex. 5.4(3)

eee Performance evaluation, Ex. 5.4(1)

e e e Performance review, Ex. 5.4(2), Ex. 5.4(4), Ex.
5.4(9.1)

Specific performance review factors to be
appraised, Ex. 5.4(20.3)

Supervisory personnel, employee performance
evaluation for, Ex. 5.4(5)

eee Supervisory personnel evaluation, Ex. 5.4(5.1)
eee Workplace expectations, Ex. 5.4(17)

ee [ egal considerations, 5.4(1)

e Managing performance, 5.3

ee Form elements, 5.3(2)

ee Form examples

eee Action items that improve employee motiva-
tion, Ex. 5.3(2)

Are you an effective leader?, Ex. 5.3(9.2)
Career development discussions checklist, Ex.
5.3(3)

Checklist in unionized workplaces, for line
managers, Ex. 5.3(7)

Easy ways to follow up with employees,

Ex. 5.3(13)

Employee interests and capabilities checklist,
Ex. 5.3(4)

Engaging Different Generations, Ex. 5.3(10)
Four phases of engagement, Ex. 5.3(8)
Performance goals and objectives, establishing,
Ex. 5.3(1)

Personalize each employee’s job, Ex. 5.3(8.1)
e e e Reduce worker alienation, manager’s guideline,
Ex. 5.3(6)

Smoking Cessation Support, Ex. 5.3(11)
Stress management, manager’s checklist, Ex.
5.3(5)

Tactics to Boost Engagement, Ex. 5.3(9)
Techniques that work in promoting
engagement, Ex. 5.3(12)

Trust in leadership, Ex. 5.3(9.1)
Understanding procrastination in your
employees, Ex. 5.3(9.4)

Using your time effectively, Ex. 5.3(9.3)
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ee [ egal considerations, 5.3(1)

e Probationary employees, 5.1

ee Form elements, 5.1(2)

ee Form examples

eee Code of conduct acknowledgement
form, Ex. 5.1(9)

Dress code, Ex. 5.1(7)

Employee’s progress, Ex. 5.1(6)

End of probation appraisal, Ex. 5.1(5)
Performance appraisal form, Ex. 5.1(3)
Policy agreement, Ex. 5.1(8)
Probation employee review, Ex. 5.1(1)
Probationary review report, Ex. 5.1(2)
Probationary/Term employee progress report,
Ex. 5.1(4)

ee [egal considerations, 5.1(1)

eee Probationary termination, 5.1(1)

e Rewarding employee performance, 5.5

ee Form elements, 5.5(1)

ee Form examples

eee Characteristics of effective employee recogni-
tion, Ex. 5.5(6)

Employee recognition nomination, Ex. 5.5(1)
Employee suggestion, Ex. 5.5(5)

Employee suggestion system rules, Ex. 5.5(4)
Employee suggestion evaluation, Ex. 5.5(7)
Letter of commendation, Ex. 5.5(2)
Nomination for Employee of the Month, Ex.
5.5(3)

e Training and development, 5.2

ee Form elements, 5.2(2)

ee Form examples

eee Application for tuition assistance, Ex. 5.2(12)
Course and conference evaluation, Ex. 5.2(2)
Detailed training proposal, Ex. 5.2(7)

eee Emotional intelligence — 15 areas to consider,
Ex. 5.2(11)

Employee training and conference requisition,
Ex. 5.2(1)

Evaluation of New Position Training,

Ex. 5.2(3.4)

Evaluation of Training Effectiveness by
Trainees’ Supervisor, Ex. 5.2(3.3)
Nomination of employee to be trained, Ex.
5.2(8)

Notice to supervisor of employees’ enrollment
in training program, Ex. 5.2(9)

Participants’ Course Evaluation, Ex. 5.2(3.1)
Participants’ Course Evaluation (Alternative),
Ex. 5.2(3.2)

Presentation points to consider, Ex. 5.2(5)
Request for new training program, Ex. 5.2(6)
Selecting human resources courses checklist,
Ex. 5.2(4)
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eee Strategies for communicating with a diverse
workforce, Ex. 5.2(10)

eee Training & Development Activity Evaluation,
Ex. 5.2(3)

ee [ cgal considerations, 5.2(1)

PHYSICAL DEMANDS ANALYSIS, 1.6 See
also STAFF PLANNING

e Auto mechanic apprentice, Ex. 1.6(5)
e Immunization record, Ex. 1.6(4)
e Order filler, Ex. 1.6(1)

PREGNANCY, PARENTAL AND
ADOPTION LEAVE, 7.12 See also SALARY
AND BENEFITS ADMINISTRATION

PRIVACY COMPLAINTS, 6.14

¢ Notice to employees regarding collection, use and
disclosure of personal information, Ex. 6.14(2)

e Privacy complaint form, Ex. 6.14(1)

PROBATIONARY EMPLOYEES, 5.1 See
also PERFORMANCE AND CONDUCT OF
EMPLOYEES, MANAGING

RECRUITMENT See HIRING PROCESS,
MANAGING

REORGANIZATION, Ex. 1.1(3)

RESIGNATION, 8.7 See also
TERMINATION

SALARY AND BENEFITS
ADMINISTRATION

e Benefits co-ordination, 7.7

ee Form elements, 7.7(1)

ee Form example

eee Co-ordination of benefits, Ex. 7.7(1)

e Benefits introductions, 7.7.1

ee Form elements, 7.7.1(1)

ee Form example

eee Group tax free savings account (TFSA), em-
ployer considerations, Ex. 7.7.1(1)

e Benefits summary and tracking, 7.6

ee Form elements, 7.6(1)

ee Form examples

eee Announcement of Profit Sharing Bonus, Ex.
7.6(10)

Benefits options checklist, Ex. 7.6(4)
Benefits summary, Ex. 7.6(1)

EAP programs — typical services, Ex. 7.6(7)
Eligibility for corporate benefits plan, Ex.
7.6(5)

Employee assistance program procedures, Ex.
7.6(7.1)
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eee [ncome Replacement Benefits Planning Matrix,
Ex. 7.6(2)

eee [ncome Replacement Benefits Planning Matrix
— Non Disability, Ex. 7.6(3)

eee Matching gift form, Ex. 7.6(8)

eee Sample perk planning process, Ex. 7.6(9)

eee Taxable benefits checklist, Ex. 7.6(6)

eee Total rewards package components, Ex.
7.6(4.1)

eee Wellness programs, Ex. 7.6(11)

e Company vehicle information, 7.13

ee Form elements, 7.13(1)

ee Form examples

eee Vehicle lease protocol, Ex. 7.13(2)

eee Vehicle purchase form, Ex. 7.13(1)

eee Vehicle Use Policy — Checklist, Ex. 7.13(3)

¢ Disability records, 7.11

ee Form elements, 7.11(2)

ee Form examples

eee Short-term disability insurance claim, Ex.
7.11(2)

eee Short-term disability record, Ex. 7.11(1)

ee [ egal considerations, 7.11(1)

e Enrollment form, 7.5

ee Form elements, 7.5(1)

ee Form example

eee Hourly insurance enrollment form, Ex. 7.5(1)

e Group RSP deductions change forms, 7.16

ee Form elements, 7.16(1)

eee Begin/resume regular group RSP payroll
deductions, Ex. 7.16(1)

eee Change regular group RSP payroll deductions,
Ex. 7.16(2)

eee End group RSP payroll deductions, Ex. 7.16(4)

eee One-time group RSP payroll deduction, Ex.
7.16(3)

e Insurance claim forms, 7.4

ee Form elements, 7.4(1)

ee Form examples

eee Dental claim, Ex. 7.4(2)

eee Extended health care claim, Ex. 7.4(1)

e Job evaluation/classification, 7.2

ee Form elements, 7.2(1)

ee Form examples

eee Employee report form, Ex. 7.2(4)

eee Job analysis questionnaire, Ex. 7.2(7)

eee Job evaluation requisition, Ex. 7.2(2)

eee Matrix of job evaluation factors, Ex. 7.2(1)

eee Position classification questionnaire form, Ex.
7.2(5)

eee Request for reclassification, Ex. 7.2(6)

eee Supervisor’s report form, Ex. 7.2(3)

e [ eaves of absence, 7.10

ee Form elements, 7.10(1)

ee Form examples

eee Application, Ex. 7.10(1.1)

eee Application for Re-employment Following
Military/Reservist Leave, Ex. 7.10(12)

eee (Certificate of Entrance into Military/Reservist
Service, Ex. 7.10(11)

eee (Certificate of Return From Military/Reservist
Leave, Ex. 7.10(13)

eee Checklist for a Bereavement/Funeral Leave
Policy, Ex. 7.10(15)

eee Employee’s Notice of Intent Not to Return to
Employment Following Military/Reservist
Leave, Ex. 7.10(14)

eee Notice of Financial Hardship if Employee
Serves on Jury Duty, Ex. 7.10(9)

eee Notice of Military/Reservist Service, Ex.
7.10(10)

eee Paid leaves of absence, Ex. 7.10(4) - Ex.
7.10(6)

eee Personal leave of absence without pay for over
three months, Ex. 7.10(2)

eee Report of Jury Duty Pay, Ex. 7.10(1)

eee Request for leave of absence, Ex. 7.10(1)

eee Request for time off, Ex. 7.10(3)

eee Sclf-funded leaves of absence checklist, Ex.
7.10(7)

e Overtime, 7.3

ee Form elements, 7.3(1)

ee Form example

eee Controlling overtime: tips, Ex. 7.3(3)

eee Minimum employment standards legislation,
Ex. 7.3(1)

eee On call allowance form, Ex. 7.3(2.1)

eee Overtime Pay Policy Checklist, Ex. 7.3(4)

eee Request to Approve Overtime, Ex. 7.3(2)

e Pregnancy and parental leave, 7.12

ee Form elements, 7.12(2)

ee Form examples

eee Application for pregnancy/parental leave of
absence, Ex. 7.12(2)

eee Minimum employment standards legislation:
pregnancy/parental leave, Ex. 7.12(1)

ee ] egal considerations, 7.12(1)

e Professional and club memberships, 6.11

ee Form elements, 6.11(2)

ee Form example

eee Application for payment of membership fees,
Ex. 6.11(1)

ee [ egal considerations, 6.11(1)

e Purchase agreements, 7.9

ee Form elements, 7.9(2)

ee Form example

eee Employee purchase agreement, Ex. 7.9(1)
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ee [ egal considerations, 7.9(1)

e Salary and wage increases, 7.14

ee Form elements, 7.14(1)

eee Cost of living adjustment (COLA) increase
letter—hourly employee, Ex. 7.14(4)

eee Cost of living adjustment (COLA) increase
letter—salary employee, Ex. 7.14(3)

eee Market adjustment increase letter—hourly em-
ployee, Ex. 7.14(8)

eee Market adjustment increase letter—salary em-
ployee, Ex. 7.14(7)

eee Merit increase decision matrix, Ex. 7.14(1)

eee Merit increase letter—hourly employee, Ex.
7.14(6)

eee Merit increase letter—salary employee, Ex.
7.14(5)

eee No wage increase letter, Ex. 7.14(9)

eee Salary review, Ex. 7.14(2)

e Salary range models, 7.1

ee Form elements, 7.1(1)

ee Form example

eee Broadband structure, Ex. 7.1(4)

eee Salary range structure, Ex. 7.1(3)

eee Step increase plan (CBA), Ex. 7.1(7)

eee Step increase plan—set percentage, Ex. 7.1(5)
e e e Step increase plan—variable percentage, Ex.
7.1(6)

eee Traditional salary structures, Ex. 7.1(2)
eee Types of salary structures, Ex. 7.1(1)

e Sick leave, 7.10.1

ee Form elements, 7.10.1(1)

ee Form example

eee Checklist for Sick Leave Policy, Ex. 7.10.1(2)
eee Sick leave — file review, Ex. 7.10.1(1)

e Vacation forms, 7.8

ee Form elements, 7.8(1)

ee Form examples

eee Minimum employment standards: vacation, Ex.
7.8(1)

eee Notice of vacation/advance pay, Ex. 7.8(2)

eee Vacation Policy — Checklist, Ex. 7.8(5)

eee Vacation record, Ex. 7.8(4)

eee Vacation request form, Ex. 7.8(3)

e Variable pay decisions and communications, 7.15
ee Form elements, 7.15(1)

eee Bonus incentive policy—checklist, Ex. 7.15(1)
eee Bonus pay letter, Ex. 7.15(3)

eee Incentive pay letter, Ex. 7.15(2)

STAFF PLANNING

e Forecasting forms, 1.1
ee Form elements, 1.1(1)
ee Form examples

eee Determining supply for human resources
planning, Ex. 1.1(3)

eee Employee development plan: a tool for de-
termining supply - B, Ex. 1.1(5)

eee Estimate of staffing needs, Ex. 1.1(1)

eee Human resources planning: a tool for de-
termining supply - A, Ex. 1.1(4)

eee Human resources planning: determining de-
mand & supply - C, Ex. 1.1(7)

eee Human resources planning: replacement chart,
Ex. 1.1(6)

eee Ranking questionnaire, Ex. 1.1(13)

eee Recording benchmarking opportunities, Ex.
1.1(11)

eee Recruitment Management Strategy Planning,
Ex. 1.1(14)

eee Recruitment Strategy Guidelines, Ex. 1.1(15)

ee e Resource assessment tool, Ex. 1.1(10)

eee Resource planning form, Ex. 1.1(9)

eee Reorganization checklist, Ex. 1.1(8)

eee Supply forecast, Ex. 1.1(2)

eee Technology enabler: preparedness assessment
questionnaire, Ex. 1.1(12)

e Job descriptions, 1.5

ee Form elements, 1.5(1)

ee Form examples

eee Administrative assistant, job description for,
Ex. 1.5(4)

eee Business process re-engineering, Ex. 1.5(12)

eee Checklist for writing job descriptions, Ex.
1.509)

eee Common problems in job descriptions, Ex.
1.5(10)

eee Competency-based job description template,
Ex. 1.5(13)

eee Employment of people with disabilities, job
description with justification for listing func-
tions as essential for, Ex. 1.5(5)

eee Formulating a job description, Ex. 1.5(7)

eee [dentifying competencies for executives
checklist, Ex. 1.5(11)

eee Job analysis checklist, Ex. 1.5(8)

eee Job description action words, Ex. 1.5(16)

eee Job description format incorporating instruc-
tions, Ex. 1.5(2)

eee Job description guidelines, Ex. 1.5(1)

eee Job Description, job fact sheet for, Ex. 1.5(6)

eee Maintenance supervisor, job description for,
Ex. 1.5(3)

eee Other common job description fields, Ex.
1.5(14)

eee Sample job descriptions policy, Ex. 1.5(15)

e QOutsourcing, 1.7
ee Form examples
e e e Qutsourcing: checklist for recruiting, Ex. 1.7(1)
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eee Qutsourcing: relationship management, Ex.
1.7(4)

eee Qutsourcing: review/evaluation of arrangement
& contracts, Ex. 1.7(5)

eee Qutsourcing: transition to provider — detailed
plan, Ex. 1.7(3)

eee Qutsourcing: vendor selection considerations,
Ex. 1.7(2)

¢ Personnel requisition forms, 1.3

ee Form elements, 1.3(1)

ee Form examples

eee Permission to recruit, Ex. 1.3(6)

eee Personnel addition - rationale, Ex. 1.3(5)

eee Personnel requisition, Ex. 1.3(1), Ex. 1.3(2)

eee Personnel requisition with budget justification,
Ex. 1.3(4)

eee Personnel requisition with quantified justifica-
tion, Ex. 1.3(3)

eee Position Requisition Form, Ex. 1.3(8)

eee Request to promote form, Ex. 1.3(10)

eee Sample permission to recruit, Ex. 1.3(9)

eee Temporary employee requisition, Ex. 1.3(7)

¢ Physical demands analysis, 1.6

ee Form elements, 1.6

ee Form examples

eee Immunization record, Ex. 1.6(4)

eee Job site analysis report: auto mechanic ap-
prentice, Ex. 1.6(5)

eee Physical demands and environmental analysis
worksheet, Ex. 1.6(2)

eee Physical demands for order filler, Ex. 1.6(1)

eee Pre-placement physical medical exam: fitness
to work form, Ex. 1.6(3)

e Tracking forms, 1.4

ee Form elements, 1.4(1)

ee Form examples

eee Consolidated employee count: hourly staff, Ex.
1.4(4)

eee Consolidated employee count: salaried staff,
Ex. 1.4(3)

eee (Cost per hire report, Ex. 1.4(2)

eee Human resources report card, Ex. 1.4(5)

eee Salaried vacancies tracking log, Ex. 1.4(1)

e Turnover analysis, 1.2

ee Form elements, 1.2

ee Form examples

eee (Creating a benchmark object profile, Ex. 1.2(3)

eee Personnel activity report, Ex. 1.2(1)

eee Sample turnover analysis, Ex. 1.2(4)

eee Separation rate by month and division, Ex.
1.2(2)

TERMINATION
¢ Death of employee, 8.7.2

ee Form example
eee Employee death checklist, Ex. 8.7.2(1)

e Employment standards guidelines, 8.2

ee Form examples

eee Chart of statutory group termination notice re-
quirements, Ex. 8.2(2)

eee Chart of termination notice and severance pay
requirements, Ex. 8.2(1)

e Exit checklist, 8.8

ee Form elements, 8.8(1)

ee Form examples

eee Employee exit interview form, Ex. 8.8(2.1)

eee End of contract checklist, Ex. 8.8(7)

eee Exit checklist, Ex. 8.8(1)

eee Final pay checklist, Ex. 8.8(9)

eee Payroll in termination administration, involve-
ment of, Ex. 8.8(8)

e e e Post-termination checklist, Ex. 8.8(2)

eee Record of employment (ROE), Ex. 8.8(6.1)

eee Recovery of assets/payments before termina-
tion, Ex. 8.8(10)

eee Restrictive covenant factors, Ex. 8.8(5.1)

eee Return of property, Ex. 8.8(3)

eee Return of advanced expense monies, Ex.
8.8(3.1)

eee Termination checklist, Ex. 8.8(4), Ex. 8.8(5)

eee Termination considerations checklist for man-
agers, Ex. 8.8(4.2)

eee Termination considerations for line managers,
Ex. 8.8(4.1)

eee Termination of employment record, Ex. 8.8(6)

e Exit interview/survey: employee, 8.9

ee Form elements, 8.9(1)

ee Form examples

eee Employee Exit Interview Form, Ex. 8.9(11)

eee Employee exit interview: voluntary resignation,
Ex. 8.9(10)

eee Exit interview, Ex. 8.9(7), Ex. 8.9(8)

eee Exit interview form, Ex. 8.9(1)

eee Exit survey, Ex. 8.9(3)

eee [nterview questionnaire, Ex. 8.9(2)

eee Post-exit survey, Ex. 8.9(6)

eee Record of exit interview voluntary resignation,
Ex. 8.9(9)

eee Termination questionnaire, Ex. 8.9(4)

eee Termination report, Ex. 8.9(5)

e EXxit interview/survey: manager, 8.10

ee Form elements, 8.10(2)

ee Form example

eee Sample letter re post exit survey, Ex. 8.10(2)
eee Termination report by manager, Ex. 8.10(1)
ee [ egal considerations, 8.10(1)

e Just cause checklist, 8.4
ee Form elements, 8.4(2)

I-12



INDEX

ee Form example
eee Checklist, Ex. 8.4(1)
ee [ egal considerations, 8.4(1)

e Legal counsel, data checklist for, 8.12

ee Form elements, 8.12(1)

ee Form example

eee Data checklist for legal counsel, Ex. 8.12(1)

eee Employee data checklist legal counsel, Ex.
8.12(2)

e Letter of termination: with just cause or possible
just cause, 8.6

ee Form elements, 8.6(2)

ee Form examples

eee Just cause, Ex. 8.6(1)

eee Possible just cause, Ex. 8.6(2)

eee Reserving ground of just cause, Ex. 8.6(3)

ee [ egal considerations, 8.6(1)

e Termination — not just cause, 8.5

ee Form elements, 8.5(2)

ee Form examples

eee Communicating termination to others, Ex.
8.5(8)

eee Dismissal letter, Ex. 8.5(2)

eee Employee lay-off, Ex. 8.5(3)

eee Employee resignation, Ex. 8.5(4)

eee Excessive absenteeism

eee Follow up letter, Ex. 8.5(7)

eee Frustration of the contract chart, Ex. 8.5(9)

eee Innocent absenteeism, Ex. 8.5(5)

eee Manager’s checklist, Ex. 8.5(6)

eee Termination letter — no cause, Ex. 8.5(1.1)

eee Termination letter: termination without just
cause, Ex. 8.5(1)

ee [ egal considerations, 8.5(1)

¢ Process for termination and guidelines, 8.1

ee Form elements, 8.1(2)

ee Form examples

eee Abandonment of position, Ex. 8.1(2.2), Ex.

8.1(2.3)
eee Avoiding constructive dismissal when using
suspensions, Ex. 8.1(4.3.1)

eee Corrective Action — Steps, Ex. 8.1(4.1.1)

eee Discipline

eeee (Considerations for Disciplinary Rules and
Procedures Policy, Ex. 8.1(3.4.3)

eeee Counselling Report, Ex. 8.1(3.4.1)

eeee Decision-making leave, Ex. 8.1(4.2)

eeee Discipline Checklist — Considerations Before
Disciplining Employees, Ex. 8.1(3.4)

eeee Discipline: Notice of Summary Dismissal, Ex.
8.1(4.5)

eeee Dismissal checklist, Ex. 8.1(3)

eeee Follow-Up Report on Plan for Improvement,
Ex. 8.1(3.4.2)
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eeee Notice of Dismissal, Ex. 8.1(4.4)

eeee Record, Ex. 8.1(6.1)

eeee Record of written warning, Ex. 8.1(4.1)

eeee Review following decision-making leave, Ex.

8.1(4.3)
eeee Termination Notice for Unexplained Absence,
Ex. 8.1(4.6)

eeee Verbal correction report, Ex. 8.1(4.1.2)

eeee Written warning letter, Ex. 8.1(4.1.3)

eee Dismissal checklist, Ex. 8.1(3.4.4)

eee Documentation of oral reprimand, Ex. 8.1(4)

eee Employee discipline report, Ex. 8.1(6)

eee Employee personal work incident report, Ex.
8.1(6.2)

eee Employee termination policy and procedures
checklist, Ex. 8.1(3.2)

eee Employee termination report, Ex. 8.1(3.3)

eee Involuntary separation/termination, Ex. 8.1(1.1)

eee Notice of investigation, Ex. 8.1(5)

eee Process for terminating employee, Ex. 8.1(1)

eee Retiring allowance direct transfer form, Ex.
8.1(10)

eee Rules & Regulations: Expectations, Ex.
8.1(1.1.3)

eee Rules of Conduct & Consequences, Ex.
8.1(1.1.1)

eee Separation notice checklist, Ex. 8.1(2.1)

eee Terminations

eee Warning letter for improper conduct,
Ex. 8.1(4.1.4)

eee Warning letter for poor performance,
Ex. 8.1(4.1.5)

eee Workplace Expectations, Ex. 8.1(1.1.2)

eeee Action checklist, Ex. 8.1(3.1)

eeee Due to physical disability checklist, Ex. 8.1(7)

eeee Employment, Ex. 8.1(1.2)

eeee Pay advice, Ex. 8.1(9)

eeee Procedures, Ex. 8.1(2)

eeee Severance payment confirmation, Ex. 8.1(8)

ee [ cgal considerations, 8.1(1)

e Reasonable notice guidelines, 8.3

ee Form elements, 8.3(2)

ee Form examples

eee Group Reductions/Downsizing: Schedule of
Critical Activities, Ex. 8.3(3)

e e e Guidelines for termination notice, Ex. 8.3(1)

eee Planning for Downsizing — Management’s role,
Ex. 8.3(4)

eee Statement to employees — closure of plant, Ex.
8.3(5)

eee Statement to employees personally impacted by
closure of plant, Ex. 8.3(6)

eee Termination due to business change, Ex. 8.3(2)

ee [ cgal considerations, 8.3(1)

e Release, 8.11
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ee Form elements, 8.11(2)

ee Form examples

eee Final release, Ex. 8.11(1)

eee | ong form release, Ex. 8.11(4)

eee Sample letter: final release and indemnity, Ex.
8.11(2)

eee Short form release, Ex. 8.11(3)

eee Termination letter with clawback provision, Ex.
8.11(5)

ee [ egal considerations, 8.11(1)

e Resignation, 8.7

ee Form elements, 8.7(2)

ee Form examples

eee Communicating resignation to others, Ex.
8.7(2)

eee Resignation form, Ex. 8.7(1)

eee Voluntary resignation form, Ex. 8.7(3)

ee [ cgal considerations, 8.7(1)

e Retirement, 8.7.1

ee Form elements, 8.7.1(2)

ee Form examples

eee Approval letter: employee’s application to re-
tire, Ex. 8.7.1(2)

eee Communicating retirement to others, Ex.
8.7.1(11)

eee Early retirement survey, Ex. 8.7.1(4)

eee Employee retirement, Ex. 8.7.1(10)

eee Employee retirement planning checklist, Ex.
8.7.1(6)

eee Employee retirement living expenses summary,
Ex. 8.7.1(7)

eee Employee retirement: attitude assessment, Ex.
8.7.1(8)

eee FEarly retirement determination scale, Ex.
8.7.1(9)

eee General guidelines: conducting & documenting
exit interview for retiring employee, Ex.
8.7.1(5)

eee Voluntary resignation, Ex. 8.7.1(1)

eee Voluntary early option survey, Ex. 8.7.1(3)

ee [ egal considerations, 8.7.1(1)

e Severance, 8.13

ee Form example

eee Payment of severance, Ex. 8.13(2)

eee Retiring allowance direct transfer form, Ex.
8.13(4)

eee Severance payment confirmation form, Ex.
8.13(3)

eee Types of severance plans, Ex. 8.13(1)

ee [ egal considerations, 8.13(1)

TUITION REFUND, 6.5 See also HUMAN
RESOURCES ADMINISTRATION

VACATION FORMS, 7.8 See also SALARY
AND BENEFITS ADMINISTRATION

VEHICLE INFORMATION, 7.12 See also
SALARY AND BENEFITS
ADMINISTRATION

VOLUNTEERS, APPLICATION AND
MANAGEMENT

e Volunteer application form, 6.13

ee Form elements, 6.13(2)

ee Form example

eee Volunteer application form, Ex. 6.13(1)
ee [ egal considerations, 6.13(1)

e Volunteer management, 6.12

ee Form elements, 6.12(2)

ee Form examples

eee Volunteer award recognition, Ex. 6.12(2)

eee Volunteer rights and responsibilities, Ex.
6.12(1)

ee [ egal considerations, 6.12(1)

WORKERS’ COMPENSATION, 4.10 See
also WORKPLACE HEALTH AND
SAFETY

WORK-LIFE BALANCE, WELLNESS
AND EMPLOYEE ASSISTANCE
PROGRAMS, 4.16

e Form elements, 4.16(1)

e Form examples

e e Benefits of Wellness, Ex. 4.16(5.2)

e e Better work-life balance steps, Ex. 4.16(1)

ee Developing an Effective Wellness Program,
Ex. 4.16(5.3)

ee Employee assistance program (EAP), character-
istics, Ex. 4.16(4)

ee Mental health warning signs, Ex. 4.16(7)

ee Promote health and productivity, tips, Ex.
4.16(6)

e Promoting work-life balance, Ex. 4.16(2)

ee Steps to a Healthy Wellness Plan, Ex. 4.16(5.1)

ee Verifying employee medical information, tips,
Ex. 4.16(3)

ee Ways to be Fit at Work, Ex. 4.16(8)

ee Wellness program implementation checklist, Ex.
4.16(5)

WORKPLACE HAZARDOUS
MATERIALS INFORMATION SYSTEM
(WHMIS), 4.4 See also WORKPLACE
HEALTH AND SAFETY

WORKPLACE HEALTH AND SAFETY

e Accident reporting and investigation, 4.8

ee Form elements, 4.8(2)

ee Form examples

eee Accident/incident/occupational disease report
for employees, Ex. 4.8(10)

I-14



INDEX

eee Accident investigation: checklist of information
& analysis, Ex. 4.8(13)

eee Accident investigation report, Ex. 4.8(4), Ex.
4.8(6)

eee Accident report, Ex. 4.8(9)

eee Accident report checklist and protocol for death
or critical injury, Ex. 4.8(1)

eee Driver’s accident report, Ex. 4.8(7)

eee Employee accident/incident report Ex. 4.8(11)

eee Employee injury report, Ex. 4.8(2), Ex. 4.8(8)

eee Employee personal work incident report,
Ex. 4.8(2.3)

eee Guidelines for handling customer accident, Ex.
4.8(12)

eee Injury report, Ex. 4.8(2.2)

eee Near-miss accident report & investigation form,
Ex. 4.8(2.1)

eee Potential Exposure Report, Ex. 4.8(14)

eee Supervisor’s accident investigation report, Ex.
4.8(5)

eee Supervisor’s report of injury, Ex. 4.8(3)

ee [ egal considerations, 4.7(1)

e Compliance, due diligence and legal matters, 4.13

ee Form elements, 4.13(2)

ee Form examples

eee Draft letters of appeal (inspector’s order), Ex.
4.13(2)

eee [ cgal and due diligence checklist, Ex. 4.13(1)

eee [ 0ss prevention funds funding application, Ex.
4.13(3)

ee [ egal considerations, 4.13(1)

¢ Contractor safety, 4.12

ee Form elements, 4.12(2)

ee Form examples

eee Contractor evaluation, Ex. 4.12(3)

eee Contractor safety questionnaire, Ex. 4.12(2)

eee Contractor’s prequalification form (PQF), Ex.

4.12(4)

e Health and safety statement form for contractors,
Ex. 4.12(1)

ee [ egal considerations, 4.12(1)

e (Critical incident management, 4.17

ee Form elements, 4.17(1)

ee Form examples

eee AODA acknowledgement form, Ex. 4.17(3)

eee (ritical incident aftermath top reminders, Ex.
4.17(1)

eee Recognizing critical incident stress reactions,
Ex. 4.17(2)

¢ Emergency preparedness and first aid, 4.9

ee Form elements, 4.9(2)

ee Form example

eee Communication checklist in public health
emergencies, Ex. 4.9(7)

eee Emergency evacuation request for assistance,
Ex. 4.9(3)

eee Emergency procedures checklist, Ex. 4.9(1)

eee First aid kit, inventory and inspection card, Ex.
4.9(4)

eee Fire/Evacuation Drill Checklist, Ex. 4.9(8)

eee Management contingency planning for emer-
gencies, Ex. 4.9(6)

eee Pandemic influenza business planning check-
list, Ex. 4.9(2)

eee Record of first aid treatment, Ex. 4.9(5)

ee [ egal considerations, 4.9(1)

e Ergonomics and musculoskeletal injuries (MSIs),
4.14

ee Form elements, 4.14(2)

ee Form examples

eee Checklist for computer workstations, Ex.
4.14(1)

eee Checklist for Ergonomics Tips, Ex. 4.14(4)

ee e Checklist for workstation assessment, Ex.
4.14(3)

eee Ergonomics checklist, Ex. 4.14(2)

eee [deas for Reducing Frequency & Severity of
Lost Time Injuries, Ex. 4.14(5)

ee [ egal considerations, 4.14(1)

e Hazard recognition and reporting, 4.5

ee Form elements, 4.5(2)

ee Form examples

eee Confined space entry checklist, Ex. 4.5(10)

eee Confined space entry log, Ex. 4.5(8)

eee Confined space entry permit, Ex. 4.5(9)

eee Engineering checklist, Ex. 4.5(5)

eee Engineering checklist procedures, Ex. 4.5(5.1)

eee Hazard checklist and guideline, Ex. 4.5(1)

eee Hazard control plan, Ex. 4.5(3)

eee Hazard identification form, Ex. 4.5(2)

eee Hazard indentification and assessment, EX.
4.5(7)

eee Hazard inspection report, Ex. 4.5(4.2)

eee Hazard report (five stages), Ex. 4.5(4)

eee Health & safety pre-purchase checklist, Ex.
4.5(11)

eee Job hazard analysis, Ex. 4.5(3.1)

eee Maintenance & housekeeping rules, Ex.
4.5(4.3)

eee OH & S pre-purchase checklist, Ex. 4.5(13)

eee OHS & environmental pre-purchase risk as-
sessment checklist, Ex. 4.5(12)

eee Reporting hazards procedure, Ex. 4.5(4.1)

eee Safety audit checklist: sample — material
handling, Ex. 4.5(14)

eee Ventilation system checklists, sample, Ex.
4.5(6)

ee [ egal considerations, 4.5(1)

e Health and safety committees, 4.3
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ee Form elements, 4.3(2)

ee Form examples

eee Agenda checklist, Ex. 4.3(2)

eee Job safety recommendation form, Ex. 4.3(4.1)

eee Measuring effectiveness, Ex. 4.3(5)

eee Minutes form, sample, Ex. 4.3(3)

eee (Occupational safety and health committee
meeting attendance form, Ex. 4.3(3.2)

eee Recommendation form, Ex. 4.3(4)

eee Safety and health committee meeting minutes,
Ex. 4.3(3.1)

eee Safety committee membership, Ex. 4.3(1.1)

eee Terms of reference, joint health and safety
committee, Ex. 4.3(1)

ee [ egal considerations, 4.3(1)

e Indoor air quality, 4.15

ee Form elements, 4.15(2)

eee Indoor air quality assessment, Ex. 4.15(1)
ee [ egal considerations, 4.15(1)

¢ Inspections, 4.6

ee Form elements, 4.6(2)

ee Form examples

eee Inspection checklist and report form, Ex. 4.6(2)

e e e Office inspection checklist, Ex. 4.6(5)

eee [aboratory/workshop inspection checklist, Ex.
4.6(6)

eee Safety inspection checklist, Ex. 4.6(9)

eee Temporary warehouse/construction mill/space
inspection checklist, Ex. 4.6(7)

eee Workplace inspection, Ex. 4.6(3)

eee Workplace inspection form, Ex. 4.6(1)

eee Workplace inspection: health problems of
individual employees, Ex. 4.6(8)

eee Workplace inspection recording form, Ex.
4.6(4)

ee [ egal considerations, 4.6(1)

¢ Orientation and training, 4.2
ee Form elements, 4.2(2)
ee Form examples
eee Induction checklist, Ex. 4.2(2)
eee Manager/Supervisor orientation, Ex. 4.2(3)
eee New employee information checklist,
Ex. 4.2(8)
eee New workers orientation checklist, Ex. 4.2(5)
eee QOrientation form, Ex. 4.2(4)
eee Record of orientation, Ex. 4.2(1)
eee Record of training and instruction, Ex. 4.2(7)
eee Worker safety orientation, Ex. 4.2(2.1)
eee Young worker safety checklist, Ex. 4.2(6)
ee [ egal considerations, 4.2(1)

e Safety manuals, management and employee sign-
offs, 4.1

ee Form elements, 4.1(2)

ee Form examples

eee Flements of an organization safety code,
Ex. 4.1(4)

eee Employee sign-off, Ex. 4.1(3)

eee Health and safety bulletin board checklist,
Ex. 4.1(2)

eee Sample general health and safety policy state-
ment, Ex. 4.1(1)

ee ] egal considerations, 4.1(2)

e Security and violence, 4.11

ee Form elements, 4.11(2)

ee Form examples

eee Checklist to avoid workplace violence, Ex.
4.11(5)

eee Common sense preventive measures against
violence in workplace checklist, Ex. 4.11(5.1)

eee Domestic violence in the workplace checklist,
Ex. 4.11(8)

eee Emotional Effects of Trauma, Ex. 4.11(15)

eee Security incident report, Ex. 4.11(14)

eee Signs of domestic violence, Ex. 4.11(10)

eee Suspect and vehicle identification report form,
Ex. 4.11(2)

eee Violent incident report form, Ex. 4.11(1)

eee What an effective workplace violence policy
should do, Ex. 4.11(3)

eee Workplace violence and harassment incident
report, Ex. 4.11(9)

eee Workplace violence/harassment complaints
involving customer/clients, suppliers, visitors
or members of the public, Ex. 4.11(13)

eee Workplace violence policy checklist, Ex.
4.11(4)

eee Workplace violence prevention program
checklist, Ex. 4.11(6)

eee Workplace violence risk assessment checklist,
Ex. 4.11(7)

eee Workplace violence survey, Ex. 4.11(12)

eee Workplace violence: employee risk assessment
questionnaire, Ex. 4.11(11)

ee [ egal considerations, 4.11(1)

e Work refusals, 4.7

ee Form elements, 4.7(1)

ee Form examples

eee Employer’s report of safety related refusal to
work, Ex. 4.7(3)

eee Form/Checklist for stop work directive, Ex.
4.7(2)

eee (Occupational health and safety representative
concern or work refusal report form, Ex. 4.7(4)

eee Work refusal record, Ex. 4.7(1)

ee [ egal considerations, 4.7(1)

e Workers’ compensation, 4.10
ee Form elements, 4.10(2)
ee Form examples
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Functional abilities form for timely return to
work, Ex. 4.10(3)

Functional abilities form for timely return to
work (Ontario), Ex. 4.10(1)

Graduated return to work plan, Ex. 4.10(6)
Modified work program, Ex. 4.10(4)

Return to work plan, Ex. 4.10(8)

Sick leave/teturn to work form, Ex. 4.10(7)
Workers’ compensation re-employment
provisions, Ex. 4.10(5)

ee ] egal considerations, 4.10(1)

e Workplace hazardous materials information sys-
tem (WHMIS), 4.4

ee Form elements, 4.4(2)

ee Form examples

Hazardous waste profile sheet (WPS), Ex.
4.4(3.1)

Hazardous work disposal — material list, Ex.
4.4(6)

Health screening questionnaire for respirator
users, Ex. 4.4(7)

MSDS checklist, Ex. 4.4(2)

Sample material safety data sheet (MSDS), Ex.
4.4(3)

Sample supplier label, Ex. 4.4(4)

Spill control plan — flammable and combus-
tible liquids, Ex. 4.4(5)

WHMIS inspection checklist and report form,
Ex. 4.4(1)

WHMIS program assessment checklist, Ex.
4.4(8)

Worker WHMIS Training Assessment Check-
list, Ex. 4.4(9)

ee [egal considerations, 4.4(1)
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