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Example 4.8(10): Accident/Incident/Occupational Disease Report for Employees / 4-78.3

Example 4.8(11): Employee Accident/Incident Report / 4-78.7

Example 4.8(12): Guidelines for Handling Customer Accident / 4-78.9

Example 4.8(13): Accident Investigation: Checklist of Information & Analysis / 4-78.10

Example 4.8(14): Potential Exposure Report / 4-78.12

4.9 EMERGENCY PREPAREDNESS AND FIRST AID / 4-79

(1) Legal Considerations / 4-79

(2) Form Elements / 4-79

Example 4.9(1): Emergency Procedures Checklist / 4-80

Example 4.9(2): Pandemic Influenza Business Planning Checklist / 4-80.1

Example 4.9(3): Emergency Evacuation — Request for Assistance Form / 4-80.5

Example 4.9(4): First Aid Kit Inventory and Inspection Card / 4-80.6

Example 4.9(5): Record of First Aid Treatment / 4-80.7

Example 4.9(6): Management Contingency Planning for Emergencies / 4-80.9

Example 4.9(7): Communication Checklist in Public Health Emergencies / 4-80.10

Example 4.9(8): Fire/Evacuation Drill Checklist / 4-80.11

4.10 WORKERS’ COMPENSATION / 4-81

(1) Legal Considerations / 4-81

(2) Form Elements / 4-81

Example 4.10(1): Functional Abilities Form for Timely Return to Work (Ontario) / 4-82

Example 4.10(2): Sample Functional Abilities Assessment Report (Generic) / 4-84

Example 4.10(3): Functional Abilities Form for Timely Return to Work / 4-103

12

BEST PRACTICES — HUMAN RESOURCES FORMS TOOLKIT



Example 4.10(4): Modified Work Program / 4-105

Example 4.10(5): Workers’ Compensation Re-employment Provisions / 4-109

Example 4.10(6): Graduated Return to Work Plan / 4-110

Example 4.10(7): Sick Leave/Return to Work Form / 4-111

Example 4.10(8): Return to Work Plan / 4-114

4.11 SECURITY AND VIOLENCE INTHEWORKPLACE / 4-115

(1) Legal Considerations / 4-115

(2) Form Elements / 4-115

Example 4.11(1): Violent Incident Report Form / 4-116
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Example 4.11(4): Workplace Violence Policy Checklist / 4-120.1

Example 4.11(5): Checklist of Preventive Measures to Avoid Workplace Violence / 4-

120.3

Example 4.11(5.1): Common Sense Preventative Measures Against Violence in the
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Example 4.11(6): Workplace Violence Prevention Program Checklist / 4-120.4-1

Example 4.11(7): Workplace Violence Risk Assessment Checklist / 4-120.5

Example 4.11(8): Domestic Violence in the Workplace Checklist / 4-120.9

Example 4.11(9): Workplace Violence and Harassment Incident Report / 4-120.10

Example 4.11(10): Signs of Domestic Violence / 4-120.13

Example 4.11(11): Workplace Violence: Employee Risk Assessment

Questionnaire / 4-120.14

Example 4.11(12): Workplace Violence Survey / 4-120.16

Example 4.11(13): Workplace Violence/Harassment Complaints Involving Customers/

Clients, Suppliers, Visitors or Members of the Public / 4-120.22

Example 4.11(14): Security Incident Report / 4-120.23

Example 4.11(15): Emotional Effects of Trauma / 4-120.24

4.12 CONTRACTOR SAFETY / 4-120.25

(1) Legal Considerations / 4-120.25

(2) Form Elements / 4-120.25

Example 4.12(1): Health and Safety Statement Form for Contractors / 4-121

Example 4.12(2): Contractor Safety Questionnaire / 4-122

Example 4.12(3): Contractor Evaluation / 4-124

Example 4.12(4): Contractor’s Prequalification Form (PQF) / 4-126

4.13 COMPLIANCE, DUE DILIGENCE AND LEGAL MATTERS / 4-126.9

(1) Legal Considerations / 4-126.9
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(2) Form Elements / 4-126.9

Example 4.13(1): Legal and Due Diligence Checklist / 4-127

Example 4.13(2): Draft Letters of Appeal (Inspector’s Orders) / 4-130

Example 4.13(3): Loss Prevention Funds Funding Application / 4-131

4.14 ERGONOMICS AND MUSCULOSKELETAL INJURIES (MSIs) / 4-133

(1) Legal Considerations / 4-133

(2) Form Elements / 4-133

Example 4.14(1): Checklist for Computer Workstations / 4-134

Example 4.14(2): Ergonomics Checklist / 4-136

Example 4.14(3): Checklist for Workstation Assessment / 4-141

Example 4.14(4): Checklist for Ergonomics Tips / 4-144

Example 4.14(5): Ideas for Reducing Frequency & Severity of Lost Time

Injuries / 4-145

4.15 INDOOR AIR QUALITY / 4-146

(1) Legal Considerations / 4-146

(2) Form Elements / 4-146

Example 4.15(1): Indoor Air Quality Assessment / 4-146.1

4.16 WORK-LIFE BALANCE, WELLNESS AND EMPLOYEE ASSISTANCE

PROGRAMS / 4-146.3

(1) Form Elements / 4-146.3

Example 4.16(1): Better Work-Life Balance Steps for Employees / 4-147

Example 4.16(2): Promoting Work-Life Balance in Your Organization / 4-148

Example 4.16(3): Tips for Verifying Employee Medical Information / 4-149
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(EAP) / 4-150
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4.17 CRITICAL INCIDENT MANAGEMENT / 4-153
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Example 4.17(1): Critical Incident Aftermath: Top Reminders / 4-154

Example 4.17(2): Recognizing Critical Incident Stress Reactions / 4-155
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Example 4.17(3): AODA Acknowledgement Form / 4-156

VOLUME 2

CHAPTER 5: MANAGING EMPLOYEE PERFORMANCE AND CONDUCT

5.1 PROBATIONARY EMPLOYEES / 5-1

(1) Legal Considerations / 5-1

(2) Form Elements / 5-1

Example 5.1(1): Probation Employee Review / 5-3

Example 5.1(2): Probationary Review Report / 5-5

Example 5.1(3): Performance Appraisal Form / 5-8

Example 5.1(4): Probationary/Term Employee Progress Report / 5-8.1

Example 5.1(5): End of Probation Appraisal / 5-8.3

Example 5.1(6): Employee’s Progress During Probationary Period / 5-8.5

Example 5.1(7): Dress Code / 5-8.7

Example 5.1(8): Policy Agreement / 5-8.9

Example 5.1(9): Code of Conduct Acknowledgement Form / 5-8.10

5.2 TRAINING AND DEVELOPMENT / 5-9

(1) Legal Considerations / 5-9

(2) Form Elements / 5-9

Example 5.2(1): Employee Training and Conference Requisition / 5-10

Example 5.2(2): Course and Conference Evaluation / 5-11
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Example 5.2(3.1): Participants’ Course Evaluation / 5-12.2
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Example 5.2(9): Notice to Supervisor of Employees’ Enrollment in Training

Program / 5-12.17

Example 5.2(10): Strategies for Communicating with a Diverse Workforce / 5-12.18

Example 5.2(11): Emotional Intelligence — 15 Areas to Consider / 5-12.19

Example 5.2(12): Application for Tuition Assistance / 5-12.20
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5.3 MANAGING EMPLOYEE PERFORMANCE / 5-12.22

(1) Legal Considerations / 5-12.22

(2) Form Elements / 5-12.22

Example 5.3(1): Establishing Performance Goals and Objectives / 5-13

Example 5.3(2): Action Items that Improve Employee Motivation / 5-14

Example 5.3(3): Career Development Discussions Checklist / 5-14.1

Example 5.3(4): Employee Interests and Capabilities Checklist / 5-14.2

Example 5.3(5): Manager’s Checklist for Stress Management / 5-14.3

Example 5.3(6): Manager’s Guideline to Reduce Worker Alienation / 5-14.5
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Example 5.3(9): Tactics to Boost Engagement / 5-14.9

Example 5.3(9.1): Trust in Leadership / 5-14.10

Example 5.3(9.2): Are You an Effective Leader? / 5-14.11

Example 5.3(9.3): Using Your Time Effectively / 5-14.12

Example 5.3(9.4): Understanding Procrastination in Your Employees / 5-14.13

Example 5.3(10): Engaging Different Generations / 5-14.14

Example 5.3(11): Smoking Cessation Support / 5-14.15
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5.4 EVALUATING EMPLOYEE PERFORMANCE / 5-15

(1) Legal Considerations / 5-15

(2) Form Elements / 5-15

Example 5.4(1): Performance Evaluation / 5-16

Example 5.4(2): Performance Review / 5-20

Example 5.4(3): Performance Appraisal Form / 5-21

Example 5.4(4): Performance Review / 5-23

Example 5.4(5): Employee Performance Evaluation for Supervisory Personnel / 5-25

Example 5.4(5.1) Supervisory Personnel Evaluation / 5-28

Example 5.4(6): Performance Assessment and Development Plan for Manageent/

Professional Staff / 5-32

Example 5.4(6.1): Employee Self-Evaluation / 5-32.4

Example 5.4(6.1.1): Employee Self Appraisal Worksheet for Performance Review / 5-32.6

Example 5.4(6.2): Peer Evaluation / 5-32.8

Example 5.4(7): Management Review: Hospitality / 5-33

Example 5.4(8): Non-profit Performance Review Form / 5-36
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Example 5.4(9): Employee Evaluation Form OR Employee Self-Evaluation

Form / 5-36.7

Example 5.4(9.1): Performance Review Form / 5-36.10

Example 5.4(10): Job Evaluation Requisition / 5-36.16

Example 5.4(11): Employee Report Form / 5-36.17

Example 5.4(12): Job Evaluation Program-Supervisor’s Report Form / 5-36.18

Example 5.4(13): Employee’s Statement of Goals for Performance Review

Meeting / 5-36.20

Example 5.4(14): Employee Concerns for Performance Review Discussion / 5-36.22

Example 5.4(15): Employee Response to Performance Appraisal / 5-36.24

Example 5.4(16): Performance Appraisal Policy – Checklist / 5-36.24-1

Example 5.4(17): Workplace Expectations / 5-36.24-2

Example 5.4(18): Assessment of Employee’s Management Potential / 5-36.25

Example 5.4(19): Forecast of Individual’s Potential for Promotion / 5-36.26

Example 5.4(20): Employee’s Self-Evaluation for Management Development

Program / 5-36.28

Example 5.4(20.1): Coaching Ideas Most Valued by Employees / 5-36.28-1

Example 5.4(20.2): General Review of Performance & Potential for

Advancement / 5-36.28-2

Example 5.4(20.3): Specific Performance Review Factors to be Appraised / 5-36.28-3

Example 5.4(21): Job Bid Promotion Policy Checklist / 5-36.29

Example 5.4(22): Job Bid Announcement and Interest Form / 5-36.30

Example 5.4(23): Mentoring: Advisee’s Evaluation of Mentor / 5-36.31

5.5 REWARDING EMPLOYEE PERFORMANCE / 5-36.34

(1) Form Elements / 5-36.34

Example 5.5(1): Employee Recognition Nomination Form / 5-37

Example 5.5(2): Letter of Commendation / 5-38

Example 5.5(3): Nomination for Employee of the Month / 5-38.1

Example 5.5(4): Characteristics of Effective Employee Recognition / 5-38.3

Example 5.5(5): Employee Suggestion / 5-38.4

Example 5.5(6): Employee Suggestion System Rules / 5-38.6

Example 5.5(7): Employee Suggestion Evaluation / 5-38.8

5.6 DISCIPLINE / 5-39

(1) Legal Considerations / 5-39

(2) Form Elements / 5-39

Example 5.6(1): Work Incident Report / 5-40

Example 5.6(2): Notice of Investigation / 5-41

Example 5.6(2.1): Disciplinary Investigation Checklist / 5-42

Example 5.6(3): Supervisor’s Checklist for Taking Disciplinary Action / 5-42.1
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Example 5.6(4): Record of Interview for Taking Disciplinary Action / 5-43

Example 5.6(5): Record of Interview for Improving Employee Performance / 5-45

Example 5.6(6): Record of Interview for Maintaining Improved Employee

Performance / 5-47

Example 5.6(7): Record of Interview for Absenteeism Control / 5-49

Example 5.6(7.1): Absenteeism and Long Term Disability Checklist / 5-50.1

Example 5.6(8): Disciplinary Notice / 5-51

Example 5.6(9): Notice of Reprimand / 5-52

Example 5.6(10): Documentation of Oral Reprimand / 5-53

Example 5.6(11): Employee Discipline Report / 5-54

Example 5.6(12): Written Warning / 5-55

Example 5.6(13): Written Warning Letter for Lateness / 5-56

Example 5.6(14): Written Warning Letter for Misconduct / 5-57

Example 5.6(14.1): Warning Letter for Improper Conduct / 5-58

Example 5.6(15): Written Warning Letter for Poor Performance / 5-58.1

Example 5.6(15.01): Warning Letter for Poor Performance / 5-58.2

Example 5.6(15.1): Disciplinary Warning Letter / 5-59

Example 5.6(16): Disciplinary Warning Notice / 5-60

Example 5.6(17): Corrective Action Plan / 5-61

Example 5.6(17.1): Effective Corrective Action Plan Checklist / 5-62

Example 5.6(18): Discipline Checklist / 5-62.1

Example 5.6(19): Checklist for Taking Disciplinary Action / 5-62.2

Example 5.6(20): Unacceptable Behaviour Leading to Discipline / 5-62.4

Example 5.6(21): Acknowledgement of Interpretation/Translation of Employee

Meeting / 5-62.5

Example 5.6(22): Difficult Conversations / 5-62.6

5.7 ORGANIZATIONAL CHANGE / 5-63

(1) Form Elements / 5-63

Example 5.7(1): Managing a Change Initiative / 5-64

Example 5.7(2): Roles in the Change Process / 5-65

Example 5.7(3): Succession Plan Factors to Consider / 5-67

Example 5.7(4): Identifying Levels of Employment Engagement / 5-68

Example 5.7(5): Evaluating Succession Program Effectiveness / 5-70

Example 5.7(6): Blueprint for Successful Succession Planning / 5-71

Example 5.7(7): Manager Performance Report Card / 5-72

CHAPTER 6: HUMAN RESOURCES ADMINISTRATION

6.1 EMPLOYEE CHANGE FORMS / 6-1

(1) Form Elements / 6-1
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Example 6.1(1): Position Authorization / 6-3

Example 6.1(2): Personnel Change / 6-4.1

Example 6.1(3): Personnel Action Form / 6-5

Example 6.1(4): Personnel Action Form / 6-7

Example 6.1(5): Personnel Change Approval Form / 6-8

Example 6.1(6): Employee Notice of Change in Personnel Data / 6-10
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Example 6.1(18): Facilities Request Form / 6-10.13
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6.3 EMERGENCY CONTACT / 6-16.1
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Example 6.3(1): Emergency Contact Information / 6-16.2

Example 6.3(2): Emergency Contact Form / 6-17
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6.4 EXPENSE REPORTS AND CHEQUE REQUEST FORMS / 6-18

(1) Form Elements / 6-18
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(1) Legal Considerations / 6-35

(2) Form Elements / 6-35
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