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INTRODUCTION 

Welcome 

If you have just recently joined us, on behalf of <Company Name> and your fellow Staff Members, 
please accept our warmest welcome to the Company.   

We trust that you’ll take pride in being a member of our team and that your experience with us will be 
challenging, enjoyable, and rewarding. 

Welcome aboard!  We’re happy you’re with us and look forward to working with you. 

James Caan 
COO 

About this Employee Manual (the “Manual”) 

This Employee Manual (the “Manual”) will answer most questions you may have about the Company. It 
will help you understand the following: 

 Our business and culture 

 The expectations the Company has of all Staff 

 The current policies, programs, and benefits available to you   

The Manual isn’t intended to address every situation you may encounter during your Engagement with 
the Company, neither is it intended to stifle creativity in how you do your work.  

Instead, the guidelines outlined in the document are intended to help you with your work life. We 
believe that clearly documenting expectations and process helps to avoid confusion and 
misunderstandings. 

We strongly discourage the printing of this document, but if you must print it, we kindly ask that you 
consider the environment before doing so.  Print only the section(s) that you need. 
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STAFF POLICIES 

Overview 

About Staff Policies  

Well-run companies develop policies and guidelines that reflect good business practices.  Taking the 
time to anticipate and think through various situations and scenarios in advance means that our people 
policies are clear, and we all — Staff and management — have a common reference point.  This means 
less disruptions, more stability, a safer and more comfortable working environment, more focus on the 
business, with more results and success — all of which are good for you and the Company.   

We’re a partnership. You do your part and the Company does its part.    

 You agree to provide services in good faith and to adhere to your Engagement agreement and 
the policies in this Manual.  (Think of this Manual as an extension of your Engagement 
agreement).  

 The Company agrees to provide you with compensation for your services, adhere to the law as it 
relates to the workplace, and provide any other benefits outlined in your Engagement 
agreement.   

Wherever possible, Staff Policies are written in plain, everyday language. ‘Legalese’ isn’t really our style, 
but there are some areas where it’s necessary. In many cases, the policies are written to comply with 
rules laid out by legislation, which often requires explicit — and sometimes wordy — language.  

Staff Policies aren’t meant to restrict your personal rights.  Rather, you’ll notice that most of them are in 
place to protect your rights and ensure you have a comfortable working environment.  

In some cases, Staff Policies are also intended to protect us from those rare individuals who defend 
inappropriate actions by claiming “I didn’t know.”  As a result, some of the explicit language may come 
across as formal or distrusting, which isn’t how we operate.  Our intent is to provide those rare 
individuals with crystal clarity about what’s appropriate and what isn’t, as an additional measure of 
protection for both you and the Company.  

If you’re an ethical and reasonable person, most Staff Policies will seem like common sense.  Even so, we 
all have to sign off on them.  

So, please bear with us.  Read them carefully, ask as many questions as you like, and let’s get through 
this housekeeping item together.    
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Formal Terms Used in This Manual (“Terminology”) 

Applies to: Everyone Last Updated: January 17, 2016 

POLICY 

When you sign-off on Staff Policies, you’re essentially signing an agreement acknowledging that you’ve 
read and understand the policies included in the Staff Policies section of the Manual, and that you agree 
to adhere to them.  So, it’s important you understand the terminology used in this Manual.  

It’s also the Company’s intention to be compliant with Ontario and Canadian law throughout this 
Manual. In the event that something in the Manual conflicts with federal or provincial laws, those laws 
will govern. 

This Manual uses certain terms that have specific formal meanings. All formal terms are capitalized 
when used throughout the Manual. 

Frequently Used Terms 

 

 

 

Rather than defining a formal term each time it’s used in the Manual – particularly when used in the 
Staff Policies section, the frequently used terms are defined in a separate Terms & Definitions 
Addendum Document for easy reference and can be found by clicking on the button above  

Keep the Terms and Definitions Addendum Document open as you read the Manual so you can easily 
reference definitions for terminology used throughout.  

Infrequently Used Terms 

Some terms only apply to specific topics.  In those cases, the definition is included in the Definitions 
section under that topic.  

Who Do ‘Staff Policies’ Apply To? 

POLICY 

It’s the Company’s intention to communicate expectations clearly, and to specify to whom a policy or 
topic applies.  

http://www.connectsus.com/
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In most topics, you’ll see a table directly under the topic heading. This table clearly defines to whom the 
policy applies. An example table is shown below.  

 

Applies to: Employees Last Updated: January 17, 2016 

 

If the topic doesn’t specify to whom it applies, it applies to Everyone.  
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Conditions of Your Engagement 

All Staff Policies are important. However, it’s particularly important that you understand the policies in 
this section because its principles are referenced throughout the Manual.  

Sign-Off on Staff Policies 

Applies to: Everyone Last Updated: December 15, 2018 

POLICY 

Think of Staff Policies as an extension of your Engagement Agreement.  

As a condition of your Engagement, you have signed, or are expected to provide your signature 
confirming that you understand and agree to abide by the Staff Policies described in the Manual, which 
protect you, your co-workers, and the Company.  Your confirmation is typically obtained when you sign 
your Engagement Agreement or a separate Staff Policy Agreement.  

Consequences of Non-Adherence to ‘Staff Policies’ 

Applies to: Everyone Last Updated: January 17, 2016 

POLICY 

Failure to adhere to Staff Policies may result in disciplinary measures, up to and including immediate 
termination of your Engagement with Just Cause.  

Some policy breaches are more serious than others, and as such will result in more severe 
consequences.  Certain breaches may also negatively and/or permanently affect the Company’s 
business, and may even be life threatening to Company Stakeholders. In these situations, punitive 
measures, including legal or criminal action may be pursued.   

No Expectation to Workplace Privacy  

Applies to: Everyone Last Updated: January 17, 2016 
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OVERVIEW 

We must all assume that everything we do while in the Workplace, and everything we store or access 
using Company Materials, Technology Tools, or Electronic Communications, is up for scrutiny. 

POLICY 

Here’s what you need to know:  

 The Company reserves the right to read, verify, inspect, audit, or monitor anything you do in the 
Workplace.  

 Inspections may be conducted at any time, with or without notice, to monitor performance, 
conduct, and Workplace safety and security. 

 Log in accounts, Company Materials, Electronic Communication tools, or other equipment 
belonging to the Company and supplied for the purposes of your work are not to be considered 
private as there may be times when another Staff Member is required, for business purposes, to 
access these materials in your absence.  

This Policy is not intended as a punitive measure.  It’s in place to protect you, your co-workers, your 
belongings, and the Company’s business interests. It’s also designed to protect us all against potential 
liability.    

When You Leave the Company 

Applies to: Everyone Last Updated: January 17, 2016 

OVERVIEW 

The following is what we agree to when we leave the Company.  

POLICY 

When your Engagement is terminated for any reason:  

 Upon the Company's request to do so, you will promptly return all Company Materials in good 
order, whether prepared by you or others. 

 You agree to re-acknowledge, by way of signed agreement before or upon your last day of your 
Engagement, your understanding and agreement with the provisions included in the following 
Policies that survive and continue after termination of your Engagement for any reason:  

• Confidentiality Agreement 

• Non-Competition, Non-Solicitation, & Non-Disparagement Agreement 
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• Intellectual Property 

• Insider Trading 

Employee Benefits Plan Participation & Long-Term Absence 

Applies to: Employees Last Updated: January 17, 2016 

OVERVIEW 

There’s a limit to how long we can participate in the Company’s benefit plan without being at work.  

POLICY 

Should you not be actively at work in the Workplace for any reason, the maximum time you may 
continue to participate in the Company’s benefits plan without being at work is 24 months.  At that 
time, your participation in the Company benefits plan will be terminated.   

Any benefits provided to you by our Insurance Carriers on a premium-free basis beyond 24 months may 
continue to be available to you in accordance with the applicable Insurance Carriers’ Benefit Contract & 
Plan Provisions. 

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


      Employee Manual  last updated December 15,  2018 

Copyright © ConnectsUs Intranet Inc. 15 / 219 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. Example Staff Policies Demo 

Prohibited use without a valid license. Learn more  

Conduct Expectations 

Not every situation you’ll encounter is covered in our Conduct Expectations policies; some situations 
are black and white while others may have shades of grey. You’re entrusted to use good judgment in 
your day-to-day activities, and to seek further information or assistance when you need it.  

If you spend even a fraction of a second questioning the appropriateness of your actions, carefully 
reconsider the action, proceed with caution, or back away until you have considered and understand all 
possible consequences. 

Code of Conduct 

Applies to: Everyone Last Updated: January 17, 2016 

OVERVIEW 

Ethical and appropriate conduct is expected in life, and in the Workplace.  Misconduct won’t be 
tolerated. 

POLICY 

Everyone is expected to conduct themselves in an ethical and appropriate manner. We strive to protect 
the Company and Company Stakeholders from inappropriate, damaging or illegal actions committed 
either knowingly or unknowingly.   

The Company will not tolerate Misconduct and will immediately take appropriate corrective or 
disciplinary actions when Misconduct occurs, up to and including immediate termination of your 
Engagement with Just Cause.  

Here’s what you’re expected to adhere to:  

 Conduct yourself in an ethical and appropriate manner. 

 Understand and adhere to Staff Policies. 

 Understand and adhere to your individual responsibilities outlined in the Health & Safety policy.  

 Don’t engage in Misconduct. 

Off-Duty Conduct 

Applies to: Everyone Last Updated: <Launch Date> 
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