O
mim

connectsUs’

HR Toolkits for Small Business

Your Company Name
HR | Orientation Manual




ON .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual

Table of Contents

INTRODUCTION. .euetuteeeeeereesesesensesessasesessasessssssessssesessssessssssessssasessssassssasessssnsessssassssnse

WBICOMIE ...ttt st et s e et e st e et e e s e enneenans 8
ADBOUL TRIS HR MONUAI ...ttt 8
STAFF POLICIES.c.uiuuirenienireeiienireiresisesiassrassrassresisssrsssrassrsssssssssssasssasssassssssssssasssasssnnss 9
OVEIVIBW ..uuuuriiiniiiiiiiiiiiiiiiiisiissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 9
ADOUL SEAST POLICIES ...ttt ettt ettt e e ettt e e sttt e e e ettt e e e s tteaesssaeaesassasasasaeaananes 9
Terminology Used in This Manual (“Terminology”) ........cueeceeeeveeeiieeceieeceeeeieesiieaesesesiieessreenn 10

WHho DO ‘Staff POLICIES” APPIY TOP cooeeeeeeeeeeeee ettt ettt e e e ee ettt te e e e e e essstaaaaaaeeesssnnes 10

FAQL ...ttt ettt ettt e e ettt et et e e e ettt et e et e e e et aneeeaeeeaaaarnnaeeeas 11
Conditions of YOUr ENGAgeMENTt .....cccuuiiiieenieiieenncerieennneeteennsesrennsseeseenssessssnssessessnssessssnnns 13
SiGN-Off ON SEASf PONICIES .....vvveeeeeee ettt et e e e et e e et e e e sttt e e e atteaesasssaaesssseaasaaes 13
Consequences of Non-Adherence to ‘Staff POlICIES ..........cccoueeeeeuveieeiiiieesiiiisescieeessiieaessiieeen 14

No Expectation to WOIrkpPIACE PriVACY ...........ccoceeeeeeeeieeeeeseectieeee e e eeeeseateeeaa e e e esssasaaaaaeeessssssaeees 14
When You Leave the COMPANY ......ccceeeeeeeeeeeeeeeeeeeeeeeeeee e e ese st tteaa e e e e esssttssaaaaaessssssssneaaaaesssannes 15
Employee Benefits Plan Participation & Long-Term ABSENCe.............ccccveeeeecvvreeeiieeaeeciveaeecnnnns 16
(0013 Vo [T o1l T4 o =T = 1 4 T ] o L3 17
(@0 To =2 ) il 6o T4 1o [1 ot SRS 17

(0] 221DV 15V 8o 1o [V [or SO USRS 17
CoNfidentiQlity AGIrEEMENT ......cccc..eeeeeeeeeeee ettt e e e e ettt a e e e e e sss s e aaeessssssssnaaaaeeans 18
Non-Competition, Non-Solicitation, & Non-Disparagement Agreement...............cccceeeecvveeeennen. 21

R =] [=Tor A0 (o ]l o e o =] o SRR 23

Use of Technology Tools & Electronic CommuniCtion .............cccccvveeeeeeeeesiiiivvresaeeessiiisvessaaaennn, 23
INformation TECANOIOGY SECUIILY c........eeeeeeeeeeeeeeeeee ettt ettt e e e e e e st a e e e e e e ssassaeees 31
Personal Activities in the WOIKDIACE................eeeeeceeeeeeeeeeeeee et eetee e e cea e e e stea e e s ctea e e e 37
IMPAIrMENE-FIEE WOIKPIACE ......c...vveeeeeeeeeeee ettt e et e ettt e ettt e e e st a e e e steaaesssseaaeesasees 38
Ko (=T g e [o [T PRSP 39
DOEING CO-WOIKEIS...eoeoiiiieeeee ettt e et e ettt e e et e e ettt a e e s stea e s s steaeessteaasnasseaassasses 40
WRISEIE-BIOWET POIICY....cvvveeeeeeeee ettt ettt e e e ettt e e e e e e ss sttt aaaaaesssssssanaaaaaesassnnes 43

(000} [Ty e ) [ L= 4 = SR 44

(O [ CT e 1 L1 =X SRS 45
Solicitation 0N COMPANY PrEIMUSES .........ceeeeeeeuveeereeeeeeeiiiiiieteeeeeessiisstessaseeesssissessssseessssisssssseaseenns 46
Copyright © ConnectsUs Intranet Inc. 2/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

ON .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual
APPIOPIIALE OffiCE ATLII@...uvvvveeeeeeeeeeeeiee ettt e e e ettt et e e eee sttt baeaaaeeesessssbaaaaseesessssssssaaaeenas 47
Intoxication At COMPANY EVENLS .........ueueeeeee sttt aan 48
USE Of MODIIE DEOVICES .....evveeeeeeeeeeeeee e eeeee et e e e e ettt a e e e e e ettt e e e e e e e e sstssaaaaaaeesssssssnnnaaaanans 49
Temporarily Borrowing or Taking Company Materials Off Premises ..........cccccovueeeevvueeeesiivneenans 51
External Company COMMUNICALIONS .........cceeeveeeeeiriiaesiiiiseesieaeescieaeeesteaeesssesaessssesassssseaaessssees 52

Attendance, Reporting Hours & Payroll ..........ccciveeeeeiiiiiiiiininnnnniiiiinieeesses 55
ALLENAGNCE ...ttt ettt ettt e ettt et e ettt e at e e s ate s e bt e e saseesateaenaseesaneean 55
LUNCRA & BIEAKS ...ttt ettt e sne e s e 55
(0= . =TT 56
Approving, Communicating, & Recording ADSENCES ...........c.uueeeeveeeeeciiiaeeciiieeeiiieaessiiessssisseaens 58
POYIOI & PAY DAY .....cooeeeeeeeeiee ettt e ettt e ettt e e sttt e e e sttt e e e s ataaaessteaaessteaaessteaasassaaaessssees 61

HUMAN RESOURCES ..c..uteutiiennstnninennirennirensetenistasiseasiseasisesssrssssrasssssssssnsssssssrsssssasssens 62
Who Does this Human Resources Section APPIY TO?P ........eeeeeeeeeeeccieeeeciiieeecieeeesieeeeseieaaesaens 62

Orientation & ONboarding .....c.cccccciiiiiiiiiiiniiiiiiiiieieireseesressesesiensssesssssssssssennes 62
NEeW EMPIOYEE OFi@NEALION .......ccccueveeeeeieieeeeieeeeeeeeeteaeeeea e e s tata e e et s e s s stseaaeesaseaasessseaaeesssees 62

LegiSIated POlICIES ...cceuuueriieeneeiieneeerteeenieeetennneereennsneseeensseseennssessesnsssssesnnssesessnsssesssnnssesanns 63
HEGIEN & SAFELY .ottt ettt ettt e ettt e e ettt a e e ettt e e e e ste e e e s steaaeasteaasasseaaessssees 63
Prevention of Harassment & DiSCriMINGLION. ............ccoeeuuveeeiiiiieeeiiiiteesiieseessieaeescieaeessieaeessseeas 65
Prevention of Workplace VIOIENCE .............cceeeeeeeeeeeeeeie ettt tteea e e ettt aa e e e e e sstaaeaas 70
Impairment & SUbStANCE DEPENUENCY ........c.c..eeeeeeeeeeeeeeiieeeecee ettt e e e ttee e e e sea e e e sea e e e sseaaeesases 73
SMOKE-FIEE WOIKPIGCE .......ooooeeeeeeeeeeeeeeee ettt e et e ettt e e ettt e e e etse e e e s staaaasasseaaeaaes 75
Protected Grounds — Duty t0 ACCOMMOUALE...........cceceveveeeiiiiaeeciiiseeeiieeeeesesaeeeieaaeesieaaeesases 76

AODA Integrated Accessibility Standards — Information & Communications, & Employment .. 77

AODA — Accessible Customer Service Standards .............ccooceeereeeeseeesiieseeesieesee e 80

POY EQUITY. . nnnannnanen 85

PIPEDA Privacy COMPlIANCE POLICY .....cc.uvueeeeeeiieeseieieeeeie e et e ettt e ettt e e s steaaessseaasesseaaessases 86

Privacy of Employee Personal INfOrmMation ...............eeeecueeeeecuiiseseiiiseesiieseescieaeescieaaessieaaessnses 89
GOINISAMENES ...ttt ettt e sa e et s e e st e e e st e et e e naneeeaneenanes 91
LegiSIated LEAVES ....ccceuuiiiiieeeiiiiieiiiiiieeiicnienniesitenesiesiennssesiennssssssenssssssennessssssnsssssssnnsssssses 92
Continuing Benefits & Seniority WRile 0N LEQAVE.............cccccueeeeeciieieeiieeeesiieaescivesessiveaessisseaen 92

1o ol 1 o 1 PPN 92

0o [ Tol 2 Lo Lo [ APPSR 95

Copyright © ConnectsUs Intranet Inc. 3/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

ON .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual
Pregnancy & POArENTAI LEAVE ..........ccc..uuvveeeeeeeeeeeiiieiieeeeeeettiseteaeeeeesstissessssseesssssssssssaessssssssseses 98
LT g Lo Tl g g T=Tgo I=d g oy VA M=t =S 100
FAMUlY MEICAI LEAVE ...ttt ettt e e e e e e sttt a e e e e e s bsataaaaeeasssssssneees 101
Lo L 1 0o T Y= g =T 1V SRS 102
Domestic and Sexual Violence LEAVE ................cocueecueeeueeeiiiieieeeeeseesee s 103
CItICAI IINESS LEAVE ...ttt st s 104
Crime-Related Child Death or DiSappearance LEQVE ...........c..ceeeecueeeeecieeeesiieseesiivsessiiesessanenns 106
(@40 o I D Lo Lo gl M =To 1V -t 107
RESEIVIST LEAVE.........oooiiiiiiiiiiiiiiiii ittt sttt sttt st 108
Declared EMEIgenCy LEAVE ............uueeeecieieeeeiiieeeeiee e ectea e eettaa e ettta e e s sita e e e stta e e s ssaaaessseaasssssees 108
THME Off 10 VOt oottt ettt ettt et e ettt e e sttt e s sttt e e e s steessassseesasssaeasansseeaeas 109
JUEPY DURY e nnnnnnananen 110

Other EMployee Leaves & ClOSUIES .......cceeueeerreenreerreennierteensesseensseesesanssessesnssessesnsssesssnnsnns 111
Sick, Personal & Short-Term Disability Leave (SPS Leave) — Option 1 .........ccccevveveeccveeeecrvnnnnn. 111
Incidental lllness & Personal Time — OPLtioN 2 .........ccccuveeeeeeieeeeeiiiieeeiiieeeecieeaeesivaaeesieaa e s 118
Short-Term Disability (STD) & Long-Term Disability (LTD) Benefits — Option 2........................ 121
Bereavement & COMPASSIONALE LEAVE ...........uuuuueueueuieiieeieiieeieseessesssesssssssssssssssssnsnnns 122
UNSCheduled OffiCe CIOSUIES .........oouueee et eeee ettt e e et e e sttt s e et e e s saaaesassesesssseaens 123
PersonQl LEAVE Of ADSENCE .........c...uueeeeeeee e eeeeee ettt e ettt e et ttta e e et tta e e e staa e e e staa e e e sseeaeesases 124

Rewards & Benefits.......cccueiiiiummriiiiiiiiiiiiitininnnenene s 126
(et (el o) (=3 o} e =2 o [ o KPS 126
HEQAIEN COIE BENESILS woveeeeeeeee ettt ettt e e e ettt e e e e e e et aaaeeesssssseaaaaeeaesssssssnnees 126
Flexible WOrk SCREAUIE .............cocueeveeeieiieeee ettt 128
Company-Paid Parking & Mobile Device BENESits..........ceccevuueeeeciereeeiirireeeiiieseeeiiieeaeeiiesaeeseens 131
WEIINESS BENESILS ...vveeeeieeee ettt eete e ettt e e ettt e e ettt e e e e ettt e e e atae e e s asteaasaasseaesassseaasasanaananes 132
RELIFEIMENT PIAN ...ttt ettt ettt e ettt e ste e et esbeeebaaesaseasaueaenas 133
B Lo] DX Yol g o 1 o KRR 135

Employee Development, Performance, & EXit.....ccccceerrrennierreenneereeennierrennneereennneeseennnneenns 136
ProbatiONGry PEIiOU ...........cc.uveeeeeieeeeeeeee et e e ettt e e e ete e e e ttte e e e ettt a e e ettt e e e e staa e e e steaaeestesaeeasees 136
PEIfOIrMANCE REVIEWS......ccceeeeieeeeeeeie et eeete e ettt e e e ete e e ettt e e e e et e e e e sttt a e e e ssaaaeesssaaeesssesasasssees 136
Performance IMmprovement PIAN (PIP)............oocuueeeeeeeeeeecieeeeeeeseeesttaeteaesieesitaasssaassseaessnanns 137
Training & DEVEIOPMENT ...ttt e e e e ettt e e e e e e sttt a e e e e e esssssaneaaaeaeas 139

Copyright © ConnectsUs Intranet Inc. 4/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

ON .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual
COMPUEEE TIQINING cvveeeeeeeeeeieee ettt e e ettt ttte e e e e e ettt se e e e e e ae ettt ttaeesaessestssaassaassssssssaaaanaens 142
Professional MEMBEISNIDS .........ceeeeeeeeeeee ettt e e ettt e e e e e e ettt e e e e e e sstssaaaaaeeesssssssseeees 143
Employee Resignation & General EXit PrOCEAUIES ..............uuveeeeeeeeeeeciieieaeeeessciiteeaaaaeeessivseeneas 144

[ [T ] 1 V-SSR 146
APPIYING fOr OPEN JOB POSTINGS.......cccccuveeieeciieeeeiieeeeteeeetitee e eectta e e s tes e e s eaee e e s sseaaeessesaeesssees 146
Candidate Referral BONUS PrOGITIM ........ccccueeieeeiieeeeciiieeesiieeeessteaeesiteaessssaeaaessssaasssssesasssssees 147
Re-Hiring FOrmMer EMPIOYEES...........uueeeeieiieeeiiieeeeiieeectte et e ettt e s stta e e s stta e e sstea e e s steaesssses 149
Hiring Family Members & Fri@NdS.............uuuueeeeuueeeieeieeeeeeeetiteeee e e escsctteea e e e e es s saataaaaaeesssassseees 150

ABOUT THE COMPANY ..curunireninesransransressnssssssrsssrsssssssssssssssasssassrassssssssssasssasssasssnsss 153

2« o TF 1 U R 153
ViSION & IMISSION ...ttt s 153
Definition Of BUSINESS SUCCESS ........uuveeeeiereeeeieeeeeeiieeeesiteaesattaeessitesaesssesasssseaaesssssasessesasssssees 153
BUSINESS PriOriti€s fOr KYEARS ...cccooeeeee ettt et eee ettt e e e e e ettt e e e e e e s tstaaaaaeeessssssseeees 155
RY =0 (o2 o 111 (o Yo o 1 USRS 156
(00010 T=2 A o T PPPPPPPPPPPPPPPPRE 158
COMPANY HISTOIY vttt ettt ettt teeae e aeeeesasesatasesesssesssesasesssnsssnsensnnsnnnns 158
(0o ToTalrdoyn (o) g o] I 6 o T SO 159

OUF CUIRUIE s s s aaas 160
COFE VIOIUES ...ttt ettt ettt e et e et e st e e eenaneeeaneenanes 160
CUIBUIE .ttt ettt ettt sttt ettt e bt e s at e st e easeeneeneesees 160
(LY [T I = e Lol SO SRS 162
Service RECOGNILION AWGIUS ........veeeeeeeeeeeeee ettt e e ettt e e ettt a ettt e e s e aae e e s saseaessasseaeeassseaeas 163
ANNUAT RECOGNTEION AWGIUS ...coeovviieeeeiieeeeiie e eetee ettt e ttea e st a e s s taaaessteaasssteaeesasseaesnassees 164
Recognizing & Celebrating Employee Personal MileStONes ................ccccueeeeeeeccvivveeeeeesessirvnnnnn 165
W R Lo T Lo K1Y == 1 1 Lo KPS 167
LUNCA & LOAINS ...ttt ettt s s et 168
SOCHAI EVEINTS. ...ttt ettt ettt ettt et e ettt e sat e e e be e e aute e sabteebtaesaseaensseenanes 168
TEEAT DAYS vttt et e ettt e e s e e e ettt es s e e e e et tat i aaessaaesae b ssaaesaseaeetasaaaessaessnnssnaanns 169

[0 1V T - - T T N 170
OUE BIONG ...ttt st ettt st e s e snne e 170
EI@VAEON PItCR ...t ettt sttt 170
Our Logos & Branding GUIEIINES .............cccueeeeeeuiieeisiiiieesieeeestes e ettt e esstea e e ssiea e e s sieaassnses 170

Copyright © ConnectsUs Intranet Inc. 5/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

ON .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual

OUR PRACTICES. ccuutteuirennirennireniianiseaniseasineeseressstassstssistssisssssressssssssrsssssassssssssensens 172
Information TEChNOIOZY......ccciiiiiimiuuiiiiiiiiiiiininnnrrrrrssr s ss e s s s ssssssssssssnnns 172
=10l T (oo IV Lo S PRSP 172
Computer EQuipment UPGrade CYCIES ..........uuuweeeueeeeeeiiieeesieeeesieseescteaeesiieaesssieaeessieaesssseas 173

QUL PLINTELS ..ottt ettt s et e s et e s et e s e e e e e e e e e saneeas 173
Communicating in the WOorkplace .......covveeceiiieeiiiitienienieeenneeteennneerieeesesteensseesesnsseesssnnsees 175
Conflict Resolution & COMMUNICALION .......c...eeeeeeveieeeeiiieeesieeeesettaeeectta e e s sea e e ssieaaeesseaeeesnses 175
Effective Email Communication & ELIQUELTE ............ceeecuveeeeeciiieeeeiiieeeeiieeeesteaeeseaa e e siea e e e 176

EMQUI SIGNOTUIES......eoeeeieieeeeeee ettt et e e e et e e et e e sttt e e e s sste e e e s astaaeesasteaessssseaeensses 180
RUNNING EffECtiVe MEELINGS ....ceeveeeeeeieeeee ettt e e ettt e e e e e ettt ea e e e e esstsseeaaaeessssssssnenes 180
SUggestions iN the WOIrKDIACE ..............ooeeeeeeeeeeee et e e et a e e e e saea e e sraea s 184

L L= 4 L= PP 184

S CUITEY ceuuiiieiiiiniiieeieiinitienintneietensistneserenssstessersnssstessessnsssssnsssenssessnsssensssssnssssnssssansssnnnssns 185
EMEIGENCY CONTACES. ... s 185

Key Cards, Access to Premises, & LOCK-UP ...........uueeeeeeeeeeeiieeeeeee et ctvteaa e e e essvanaeaas 186

VISTEOIS. .ottt sttt st st 187
Expenses & Fiscal Responsibility ........cccoeiiiimiimueiiiiiiiiininnnnniiiinsesssesnn. 189
FISCAI RESPONSIDIIIEY..c....eveeeeeeieieeeeeee ettt et e ettt e e e ettt a e e e st a e e e st e e e e s teaeeessaeasassees 189
EXPENSE REPOITING....covveeeneiiiiiieeeeeeiietee ettt e ettt e e e e e s sttt e e e e s s sssbsbeeaeeesssssssssseeeas 189
Accounts Payable & EXPENnSe APPIOVAI .............eeeeeeeieeeeeeciiieeee e eeesccctteeea e e e e estittteaaaaeeessssssaeaes 190

TEQVEI EXDONSES ...t etee e ettt e ettt a ettt e e e st e e e aas e e e s assaaeaaasseaeassseseassseaeaassseaans 192

L0 o Yo [ g 1= 01 A O Yo =X PRSP 198

o T = 200
FIPST ARG ..ottt ettt et ettt ettt e s e ettt et e et e et e e ettt e tte e s bt e e bt e enbeeearnaena 200

(0] {1l Y Lo < U 200

OUF LUNCATOOM ..ottt ettt ettt s e st s 200

BUIIEEIN BOGIUS ...ttt ettt sttt 201

OUr INAIVIAUGT WOIK SPACE.......cc.eveeeeeeiieeeeee et ettte ettt e sttt e et a e e s staa e e st e e e sssseaeessses 202

I 0T e LY Lo 1 £ 1T SR 204

Facility TeMPerature CONTIOl ...........uooecueeeeeeiee et e eete e et ttte e e e s tta e e e saa e e e staa e e e steaaeeaases 204

Lo Lol |11V N e |1 R SRS 205
SROWEE FOCIITEIES.....c..eeeeeeee ettt sttt et nes 205
Copyright © ConnectsUs Intranet Inc. 6/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

On .
oo connectsUs

HR Toolkits for Small Business Ontario HR | Orientation Manual

Parking INfOrMQAtioN & SAFELY .....ccooeeuevveeeieee et eeetettet e et ee et vae e e e e e s ssstssaaaaeeeessssassseees 206

Office EQUIPMENT & PRONES ........iiiieeiiiiiieiciiiiiicnieneiceneenseeseensssessennsssssenssssssennssssssnnenns 208
OUT OffiCE EQUIDMENT.....cocoeeeeeieeeiee ettt st te e ettt e e st a e e s ste e e s s staaessstaaesssseaessasses 208
Telephone System & VOICe MQIl...........cccoeeeeeeeeeeeeeeeeeieeee e ettt e e e es s cteaa e e e e e sssssnaaaaaeeeas 210

LONG DiSTANCE CQIIS oottt ettt e e et e ettt e e e et e e e e st e e e e s tea e e e ssesaesnsees 211
CONFErenCe CAll PrOCEAUIES.............ueeeeeiiieeseiiieeeeee e eetaeettea e ettt e e st a e e s saaa e e s steaaesssseaaesanses 212
Meeting LOGISEICS ...ciieiiieiiiiiiiiiiiiiiiiieiininieieeerienerenesniseserensestneserensssssssssenssssansessnssssanse 212
Scheduling INtErNAl MEELINGS .......cceccueeeeeeiiiie ettt e sttt e et e e st e e st e s ssastaassssseaaeas 212
IMEELING ROOIMIS ... nannnnn 213

Other Office SEIVICES.....uuuiiiiiiiiiiiitttiiiiiccrrrr s asss e e 216
Associations & Subscriptions (MemBErSRIPS) .........cceecuueeeecieeieeiiiieeeeiieeeecieeeeeceaeeesiea e e e 216
BUSINESS COIUS ...ttt ettt ettt e sat e ettt e st e et e e sateasateseauseesaseassesenssessaneeenes 217

OffiCE SUPPIIES ...ttt ettt ettt e e e e s e e e st e e s e st e e s s steaeessteaaessteaesssses 218

IMGIT & COUITOES ..ttt et ste e st e st e saeeessneesneeenes 218

CONLIAI FiliNG SYSTOMY ...ttt e e ettt e e et e e ettt e e e e a e e e tsaeaeesaseaaessrseeesenses 219

SWOG oo 219

FOX PPOCEAUIES ...ttt ettt sttt ettt et e st s e sateesaseesbtaensseseauenenes 220

o =T 1T =T T ol 221
TOXI CODS ...ttt ettt sttt et e st et e st e ettt e et e et e e e e e e tneenans 221

(80 1=1 4 ¢ TP PPPPPPPUPPPRE 221

Dry ClEANING SEIVICES .....vvveeeieieeeeeee et e et e ettt e e e tte e e ettt e e e ettt e e e e e ttaaeesseaaeessstaaeesssesasasssees 222
Copyright © ConnectsUs Intranet Inc. 7/222 Document #: EH-ALL-1105-R-1.0 — ONTARIO
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: June 30, 2018


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview



