
Index

ACCOMMODATION

CANDIDATE EXPERIENCE

ACCOUNTABILITY communications, 108

CAREER DEVELOPMENT
leadership (succession management),
368

334

HR function, 37

ADDIE MODEL

evaluating, 334model, 320

ADMINISTRATIVE MATTERS,
695, 698 COACHING

ASSESSMENT
298

management), 367• organizational assessment
(wellness), 573 COLLECTIVE AGREEMENT

BENEFITS
agreement, 542

leave, 429
agreement, 544

rights), 456 COLLECTIVE BARGAINING

employees (wellness), 572
• conciliation/mediation, 541

time off, 432 COMMUNICATION

833

• vacation request form, 436

• employment accommodation, 501

• phased retirement, 694 • candidate experience, 108
• undue hardship, 504

• elements of employer branding, 107
• • considerations, 505

• tips for effective candidate

• engagement and accountability of

• career development conversation,

• goals and objectives of an effective
• career development plan, 334, 351

• career planning, 333

• monitoring, reviewing and• training programs and the ADDIE

• priority-setting and scheduling, 334

• coaching and continuous feedback,
• assessment methods (selection), 85

• coaching and mentoring (succession• hazards assessment, 562, 605

• administering the collective

• application for pregnancy/parental
• operating under the collective

• benefits for employers (human

• benefits for employers and • collective bargaining, 539

• request form for employee leaves or

• types of benefits, 401–408 • checklist for day 1 communication
• vacation policy checklist, 433 to new employee, 178

 

 

 

 

 
 

 

  

 

 

 
 

 
 

 

 

 



Human Resources Guide for Smaller Employers

COMMUNICATION (cont’d)
confidentiality of information, 287,
677communication to new employee,

179 CONSTRUCTIVE DISMISSAL
• layoff, 701(labour relations), 538
• resignation, 696

(privacy), 648 CONSULTATION

termination to co-workers, 804 (employment equity), 450

CONTRACT
stakeholders, 805

COMPENSATION

fixed-term contractual employees,
420 742

employees, 742

CULTURE
• organizational, 5

• workplace, 440
415–417, 421–423

DEVELOPMENT

COMPLIANCE
328

(employment equity), 451

330regulation, 23

DISABILITY

CONFIDENTIALITY
(privacy), 644, 647

812
term and long-term disability, 283

677 DISCIPLINE

834

• sample policy statement —
• checklist for first 30 days of

• communicating to employees

• communication and education

• communication of employee • consultation and collaboration

• communication to external

• employment contract, 106

• sample policy — termination of
• bonus incentive policy checklist,

• compensation structure, 391 • sample termination contract, 762
• income supplement plan, 423 • termination of fixed-term contractual
• pay equity, 397

• salary administration, 398

• salary review, 418

• sample policy statements — various,

• special salary adjustments, 422
• benefits of employee development,

• compliance and enforcement
• employee development, 328

• employee development costs, 332• compliance and risk management, 6
• employee development methods,• federal and provincial/territorial

• individual development plan, 381• OH&S legislation, 554, 578
• vendor-provided training, 330• pay equity legislation, 412

• privacy legislation, 633
• medical and disability information

• confidentiality of exit interviews,
• sample policy statement — short-

• confidentiality of information, 287,

• disciplinary letter — suspension, 788

• disciplinary meetings, 720
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DISCIPLINE (cont’d)
493

checklist, 784

discipline and dismissal, 786

DOCUMENTATION719

DISCRIMINATION
(selection), 90

movement, 209–212
grounds, 457

• prohibited grounds of guidelines, programs and initiatives,
discrimination, 452, 724 32

EDUCATIONrights code-based discrimination and
harassment, 497

DISMISSAL

diverse workforce, 341702

EMPLOYEE ASSISTANCE
cause/for just cause, 703 PROGRAM

704, 713

employee assistance program, 284,
704, 714 438

• sample letter EMPLOYEE HANDBOOK

process, 185

DIVERSITY, EQUITY &
184INCLUSION (DEI)

handbook, 189

EMPLOYEE INDUCTION

835

• general statement on discrimination,
• discipline and dismissal procedure

• sample policy statements
• progressive discipline process, 719 • • diversity and inclusion, 473
• sample policy statement — • • valuing diversity, 472

• self-identification form, 483
• termination procedures, 781

• tips for leveraging diversity, 474
• warnings, notice and suspension,

• documentation, records and storage

• discrimination in the workplace, 454
• documentation of employee

• exceptions to the prohibited

• documenting policies, procedures,

• sample policy statement — human

• education and training (OH&S), 561

• education verification, 100

• strategies for communicating with a• dismissal with and without cause,

• examples of dismissal without

• legal considerations — dismissal, • employee assistance programs, 405

• sample policy statement —
• notice and payment requirements,

• • dismissal for just cause, 794, 795
• employee handbook development

• • dismissal without cause, 759

• wrongful dismissal, 711, 717 • handbook dissemination, 190

• purposes of an employee handbook,

• diversity action steps, 476 • reviewing and updating the

• diversity and inclusion, 443
• sample employee handbook, 193• employment equity, 447

• employment equity plan, 450

• employment systems review, 485 • employee induction
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EMPLOYEE INDUCTION (cont’d)

165

implementation and monitoring, 480EMPLOYEE INFORMATION

practice, 478personnel data, 681

161 ENFORCEMENT

(employment equity), 451EMPLOYEE ONBOARDING

requirements and corporate policy
(OH&S), 569employee, 177

EXIT INTERVIEWS• onboarding, 141

812

• orientation program
manager’s/supervisor’s checklist,

interview process, 810155

FAIRNESS

onboarding, 182 48

EMPLOYEE RESIGNATION
79

GRIEVANCES• resignation form, 740

• policy grievance, 235

grievances, 547
EMPLOYMENT EQUITY

(privacy), 645

836

• employment equity legislation, 447
• • orientation, probation checklist, • employment equity plan, 450

• • checklist, 482
• induction checklist, 169 • employment equity purpose,

• sample policy statement• emergency contact form, 160
• • employment equity policy and• employee notice of change in

• • employment equity purpose, 480• new employee information checklist,

• record of orientation, 164 • compliance and enforcement

• enforcement (privacy), 657• benefits of onboarding, 142
• monitor and enforce legal• evaluation of onboarding, 153

• internal email announcing new

• confidentiality of exit interviews,• • implementation, 151

• • methods, 143
• exit interview best practices, 729• • planning tool, 172
• exit interview questions, 729• • strategies, 142
• exit interviews, 728• orientation checklist, 154
• planning exit interviews, 728

• sample policy statement — exit

• payroll setup form, 157

• planning for onboarding, 149 • fairness (case law), 430
• sample evaluation questionnaire for • fairness (workplace investigation),

• fairness and consistency (selection),

• notice of, 695

• grievances and disputes, 542• sample policy statement

• • employee resignations, 739
• preventing and mediating• • notice of resignation, 738

• employment equity information
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31

444
performance improvement plan
guidelines, 266

INSPECTION
HARASSMENT

(OH&S), 562

conducting workplace inspections,
620• sample workplace harassment

program, 529 INTERNAL RECRUITMENT

transfers, 76

HIRING

INVESTIGATION

HUMAN RESOURCES (HR)
template, 618FUNCTION

• investigation (workplace
violence/human rights), 46837

complaint procedure andstrategy and HR strategy, 33
investigation, 530

HR function, 37 JOB DESCRIPTION

HUMAN RIGHTS

JOB EVALUATION

discrimination and harassment,
JOB POSTING497

837

GUIDELINES INCLUSION
• guidelines for policy development, • inclusion (DEI), 444

• principles of diversity and inclusion,
• sample policy statement —

• putting principles into practice, 445

• regular inspection and follow-up
• harassment investigations, 531

• racial harassment, 455 • sample health and safety program
• sample policy statement manual — inspections, 621
• • psychological harassment, 525 • sample policy statement —
• • workplace harassment, 495

• sexual harassment, 455 • benefits of promotions and lateral
• workplace harassment, 455, 463

• internal recruitment, 75

• promotions and lateral transfers, 75• finalizing hiring decisions, 104

• job offer letters, 104

• sample job offer letter, 140 • harassment investigations, 531

• incident investigation report

• building an effective HR function,

• sample policy statement —• connection between organizational

• goals and objectives of an effective

• human resources governance, 39 • job description, 61
• mandate of the HR function, 36 • job description elements, 62

• template for a job description, 114
• human rights complaints, 457 • what is a job description, 62
• human rights legislation, 451

• sample policy statement • job evaluation, 392
• • human rights code-based • matrix of job evaluation factors, 413

• • valuing diversity, 472 • job posting, 64
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ORGANIZATIONAL CULTUREJOB POSTING (cont’d)

ORGANIZATIONAL STRATEGY

strategy and HR strategy, 33

LABOUR RELATIONS
strategy, 34

agreement, 542 PERFORMANCE APPRAISAL

293

300543

PERFORMANCE MANAGEMENTLAYOFF

294

• sample policy
evaluation system, 296

and time frames, 295
LEARNING

probationary employees, 298• continuous learning

PERSONNEL FILES

personnel data, 681

LEGISLATION
file, 684

PLANNING

assessment, 379
MANAGEMENT

838

• job posting elements, 65 • organizational culture, 5
• policy considerations, 64

• template for a job posting, 117 • connection between organizational
• what is a job posting, 64

• developing an organizational

• administering the collective

• collective bargaining, 539 • performance appraisal principles,
• labour relations legislation, 537

• performance evaluation process, 293• labour relations training, 547
• sample employee evaluation form,• managing a unionized workplace,

• sample performance plan, 305• union organizing, 537

• dialogue on organizational goals,• notice of layoff, 700

• temporary layoff, 700
• implementation of the performance

• • layoff and recall, 750
• joint planning of performance goals

• • staff reduction policy, 752

• performance evaluation for

• • training and development, 318

• learning events, 324 • employee notice of change in
• learning opportunities, 330

• request form for access to personnel

• federal legislation, 24
• sample policy statement

• employment equity legislation, 447
• • personnel files, 680

• OH&S legislation, 554, 578

• privacy legislation, 633
• succession planning competency• provincial/territorial legislation, 25

• succession planning for all levels,
• management expectations, 180 369

• manager competencies, 297 • succession planning worksheet, 378

• succession management, 353 • workforce planning, 38, 358
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REFERENCE CHECKSPLANNING (cont’d)
• purpose, 98

planning, 358

POLICY

138

RESPECTFUL WORKPLACEPRIVACY

workplaces, 459

employment information, 678
441

RISK MANAGEMENT

SALARY

SELECTION

PROBATION

298

RECRUITMENT

organizations, 124

STRATEGY

strategy, 35
employers, 59

839

• workforce planning vs. succession

• reference checks, 97

• referee information, 98
• policy development approaches, 28 • sample reference check template,
• policy format and elements, 28

• sample reference request, 137• policy implementation, 31

• creation of respectful and civil• confidentiality of information, 677

• employee consent to release
• maintaining a respectful workplace,

• notice regarding collection, 673

• privacy best practices, 637
• compliance and risk management, 6• privacy complaints, 685

• privacy complaint form, 686

• salary administration, 398• privacy legislation, 633

• sample policy statement, salary• privacy policy and principles, 639
• • administration, 416• sample policy statement
• • reviews, 417• • electronic monitoring, 667
• salary review, 418• • privacy, 665

• • video surveillance, 671

• candidate selection, 96

• choosing assessment methods, 85• probationary employee evaluation,
• determining selection rounds, 83

• probationary period policy, 741 • interviewers and other assessors, 83

• pre-screening applications, 82

• sample interview scoring sheet, 130• community agencies and
• scoring and final selection, 95

• job search websites, 122 • selection criteria, 84
• permission to recruit form, 113 • selection process, 81
• pre-recruitment considerations, 59

• recruitment agencies, 123 • developing a human resources
• recruitment challenges for small

• strategic management, 2
• recruitment process, 60 • succession management strategies,
• recruitment strategies, 60 359
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TERMINATION

WELLNESS

796

programs, 627

TRAINING
• coaching, 324

WORKPLACE

requisition, 345

program, 529

VIOLENCE

procedures for workplace violence
programs, 526

840

• sample policy statement

• dismissal with and without cause, • • workplace violence and domestic
702 violence, 511

• progressive discipline, 719 • workplace violence, 464

• sample policy statement

• • termination of salaried employees, • employee health and wellness, 571

• examples of health and wellness
• • termination procedures, 781

• sample termination scripts, 759, 791 • health and wellness policy, 573
• termination checklist, 806 • health and wellness program, 574
• termination meetings, 721 • national standard of Canada for
• types of termination, 691 psychological health and safety, 571

• sample policy statement

• • wellness programs, 439

• detailed training program, 338

• employee training and conference • poisoned work environment, 43

• respectful and civil workplaces, 459
• employee training, 447 • sample policy statement
• external training, 324 • • workplace violence and domestic
• on-the-job training, 323 violence, 511

• online training, 324 • sample workplace harassment

• participant’s course evaluation, 342
• workplace culture, 440• presentation points, 340
• workplace harassment, 455• sample application for tuition

assistance, 347 • workplace violence, 464

• training costs, 326

• training methods, 319

• training ROI, 326

• examples of measures and
 

  

 

 

 

 

 

 

 

 


