ON
o0

connectsUs HR”

FOR SMALL BUSINESS & CONSULTANTS

Your Company Name
Employee Handbook




ON .
ooconnectsUs HR

FOR SMALL BUSINESS & CONSULTANTS Employee Handbook

Table of Contents

INTRODUCTION. .. tuteteeeeeeeeeeceeacarecacacecesesesesesesesessssssssssssssssssasasasasasssnsasnsssssssssssasasasanes 6
L1 (oo ) £ T2 6
About This Employee Handbook (the “MANUQAI”) ...........cccueeeueeeeiiesiieeiieeeieeeceeessesaesseresneeas 6

ST AFF POLICIES. . tueteteeretereeeereseasasessasesessesessssnsessssesessssassssasessssasessssassssnsessssasassssasasnne /

L0 1= T 7
WY oY TV LAY e e [ Lol =X SR 7
Terminology Used in This Manual (“Terminology”)..........cuweeeeeeeeceeeeeciieeeeciiaeeecieaeesciva e 8
WHO DO ‘StAff POlICIES” APPIY TO?P oottt ettt e ettt a e e e e st sssaaaaa e e e e esssssseees 8

Conditions of YOUr ENGAagemeENt .......ccccieeeiiieeniiienireenerrennerenseerenscerenneennsessessessnsesssnsessnnsenens 9
SiGN-Off ON SEASf POLICIES ...ttt ettt e et e e ettt e e e e tta e e e st e e e e e srteaeeenees 9
Consequences of Non-Adherence to ‘Staff POlICIES  ..........ccccueeeeecveeeeiiveeeesceeeeeeiereescieseescvenen 10
No Expectation to WOrkplace PriVACY ..........cc.uueeeeuueeeesiiiieesiiieeeeciteeessitaaessiteaessseeasesseeaeessens 10
When You Leave the COMPANY .........ueeeeeieeieeeiieeeeiee e eette e estea e esttaa e e staa e e sstea s e ssteasesastaaeesasees 11
Employee Benefits Plan Participation & Long-Term ABSENCE............cccccvueeeecveveeesiiraeeiiinaensnens 12

CondUuct EXPectations......ccccciieiiiiiiiiiiiiiniiieiiiinierenieiensisienestnsssssnssssnssessnsssssnsssssnssssnnns 13
(@0 Te (=2}l 60 ¢ 1o 11 Lot sE 13
(0] 510013V 8o 1o [V ot SRS 13
CoNnfidentiQlity AGrEEMENT ............ueeeeeeieieeeeieeeeeeeeeeetee e ettt e e et a e ettt e s e s ssseaasassesesassesasssseees 14
Non-Competition, Non-Solicitation, & Non-Disparagement Agreement...............cccccueeecuvvneennnen. 17
TR =] | L=tor A (o [l oo Y= o o SR 18
Use of Technology Tools & Electronic COmmuUNICALtION.............cc.eeeeecvueeeeeciieeeesiiiieeeeiiieeeessiieeaenns 19
Information TECANOIOGY SECUIILY .......cccuveereeeeiiieeeeee ettt e e ettt e e s ste e e et a e e staa e e ssteaeessees 26
Personal Activities in the WOIKPIQCE............cc..eeeeeeueeieeeiiieeeceee et ee st e e a e stea e e srtea e e 32
IMPAIrMENE-FIEE WOIKDIACE ...ttt ettt e et e e e sta e e e sana e e ettnaeeeasees 33
DAUING COWOIKEIS ..ot e et e ettt e ettt e e e e a e e ettt s e e e sata s e e astsesaeesasssaeesassnaensasens 34
WRISEIE-BIOWEY POLICY........eveeeeeeeeeeeeeeeeeeee ettt ettt e ettt e e e ettt e e e ettt a e e e taaa e e assaaeesssnaaesssnaaenanees 37
(00T [Tt e L 1= =) SRR 38
TEIEWOIKING POLICY .....vveeeeeeee ettt ettt e ettt e e ettt e e ettt e e e e tta e e e s asteaassastesaeeastsasesasseeaanns 39
Solicitation 0N COMPANY PrMUSES .......cceeeeeeeeeeieeeeeeeecteee e e e e et ttttteaaaeeessssssstaaaaaaeessssssseeaaaaees 42
INtoXiCAtion At COMPANY EVENLS.........uuuueeeeeeeeeeeee st ss e et e e s s s s s e e s e e e s e s e s s s s s s s e s e s e s e s ananananananann 42
USE Of MODIIE DEVICES .......vveeeeeeeee ettt e e ettt e e e ttae e e ettt e e e s taeasssstsaassssteaasssstsaaesassneaenns 43

Copyright © ConnectsUs Intranet Inc. 2/125 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: Feb 01, 2020


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

ON .
ooconnectsUs HR

FOR SMALL BUSINESS & CONSULTANTS Employee Handbook
Attendance, Reporting Hours & Payroll ..........cccviiiiiiiiiiiiiniiiieiiiinininnienesneenee, 46
ATEENAONCE ...ttt ettt ettt st et et e st e st e sateeneeneen 46
LUNCIA & BIrEAKS ...ttt ettt ettt e sttt e e st e e e enaseeeanes 46
(01 =T [ 1 1= ST 47
Approving, Communicating, & ReCOrding ADSENCES ...........ccuueeeecvereeeirereeiiieieeeiiiseseesiisesaesisenans 49

HUMAN RESOURCES c.cueteteeterereaceressasesessasessssesessasessssasessssssessssessssssessssassssasassssnsessnse 32

Who Does this Human Resources SECtion APPIY TO? .......eeeeeecceveeeeiieeeeecieee e eecieaeeeciea e 52
Legislated POlICIES .....ccivveueiiiiiieiiiiiiieiiiiieiinnireecs e s sresessseresssssstsesssssssssnsssssnensssssnenns 52
HEGIEN & SOFELY ettt ettt ettt e st e e st e e s ettt a e e st e e s s sssteasssastaasssastaaesnasees 52
Prevention of Harassment & DiSCrimiNAtioN..............ceeecuveeeeeiveeeeeiiiieesiiieeessieeeeeseeaeesiieaesssens 54
Prevention of WOrkplace VIOIENCE .............ueeueeeeeeeeeieeeeeeeeeeeee et e e e teae e et a e e saaa e e etna e e e 59
Impairment & SUBSTANCE DEPENUENCY ........cc..eeeeeeeeeeeeeeeieeeeeeeeeetteeeeetee e e e ter e e e seeraeessrseaeeenees 61
SMNOKE-FIeE WOIKPIGCE ..ottt e et e ettt e e e et a e e s st e e e s sstaaesssssnaessastenaenns 64
Protected Grounds — Duty t0 ACCOMMOUGALE...........cceeecuvieeecciiieeeiiieeeecieeeesteeeeseeaeesiteaeessees 65

AODA Integrated Accessibility Standards — Information & Communications, & Employment .. 65

AODA — Accessible Customer Service Standards ..............cocoeveereeneeesiieseeseeseeseesee e 69

L = 1 1 75 74

PIPEDA Privacy COmMPlIANCE POLICY .....cccuuueieeeeiiieeeiiieeeiee et e eeta e esstea e e st e e ssstaasessteaeesasees 75
LEGISIAtEA LEAVES ..ccuuiveenirieniirennertneereeneereaneeresnereasessnssesenssesensessassessassssnnsessnssessnsssssnsesennes 79
Continuing Benefits & Seniority WHRile 0N LEQAVE..............cceecuveeeeciiiiieeiiiiieeiciieeesciviseesiiesassiseeens 79
VIOCATION ...ttt ettt e sttt e st e e st e e s snaeeeenans 79

V][ Tol = Lo o Lo} A PP 82
Pregnancy & PArentQl LEQAVE .............cceecuueieeeiiieeeeiiieeesitaeestaaesistaaeesstaasssstaaeesstaasesasteaeesasees 85

SHCK LEAVE ...ttt ettt et s e sttt et et e e e 87

Lo T 11V [=te [ Tole R =Te 1 RSP 88

Lo T 11 O T Y= G = 1 =3RS 89

Family RESPONSIDIIItY LEAVE........ccc...eeeeeeeeeeeeeeeeeeeeeeeettteeestea e e ettt e e e e staaaeesstaaeessanaeesssnaeeaanens 90
Bereavement LEAVE............coccuvviviiiiiiiiiiiiiiiiiicisiitce sttt 91
Domestic and Sexual Violence LEAVE ..............cc.cooeeveeeiieiieieeeseeeie e 92

CritiCQI HINESS LEAVE ...ttt ettt et e e e e s e eane s 93

Other Employee Leaves & ClOSUIES ......ccccceiiireeniiiinenniiiiinnniiiiienssiiiessisimesssssmmssssssmensses 95
Incidental lliness & Personal Time — OPLtiON 2.........ceuueeeeeecveeeeeeeeeeiecciieeaeeeeesccctteeaaaaeesssisseeees 95

Copyright © ConnectsUs Intranet Inc. 3/125 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: Feb 01, 2020


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

ON .
ooconnectsUs HR

FOR SMALL BUSINESS & CONSULTANTS Employee Handbook
Bereavement & COMPASSIONALE LEAVE .........ccoeeeuuuviiiieaeiesicsrieieaeeeesescseeesaeeeesssssssereessaessssisssenees 97
Rewards & Benefits........ccueeuuuiiiiiiiiiiiiiiiiiiiiiniirrreess s eaaes 99
LTt 111 O T = > T=T =g {1 &SRR 99
Employee Development, Performance, & EXit .......cccceuviiiiiinniiiiinniiininenninnnneen. 102
ProbatioNaAry PEIiOMU ...........cccueeeieeiieeeeeeee e eeeee ettt e ettt e e e et e e e ettt a e e sttt a e e e sstaaaessseaeessrasaaesasens 102
PIrfOrmMANCE REVIEWS.......cccceeeeeeeeeiie ettt e ee ettt e e ettt e e e ettt e e e e ttta e e e et eaaesstaaeesseeaeesssteaaesasees 102
Performance IMmprovement PIAN (PIP).............ueee et eeetea et estaa e s staa e s saea e 103
FORMAL TERMS & DEFINITIONS ..ceuuuireaunirrennssreneerrsnsisnesnssrsnsssnessssssssssssssssssssnssssenes 106
AODA - Accessibility for Ontarians with Disabilities Act, 2000 .............cccceeeeeeeevvveeeeaaeeeeciivvnnnn, 106
Yo 110 Lol Y 1 | TSRS 106
L1 1T 0o Lo LIS PPUPUP PRSPPI 106
1oL 00T 01 o Te [ V2SS 107
COMPANY MOLEIIAIS c.....veeeeeieeeeeee ettt e et e ettt e e e st e e e sttt e e e s ssteaeesssstaaesssteesesasees 107
COMPANY SEAKEROIACTS..........eeeeeeeeeeeeee ettt ettt s et e e ettt e e e e stta e e s sstaaeessteassnasees 107
Confidential INfOrMALION ...........ccc.vveeeeeieieeeeee ettt ettt e st e e e tte e e et e e e s sseaaeessteasssasees 108
CONSUITANT ...ttt ettt ettt et e s e st e st st et e sae e aeenaees 109
COPE HOUIS ...ttt ettt sttt e st e st e e st e e s snnes 109
DiF@CTE REPOITS. ...ttt ettt e ettt e e e sttt e e e e s s sssssbtbeaeeesssasssstaasassessasassseeees 110
DiSCrIMINGTION ...ttt ss e st sssane e 110
Electronic COMMUNICATION(S) ...coceueeeeeeeeeeeeeeeee ettt ee e ettt e e e st a e e sttt a e e e srsaa e e s srseaeeaasees 111
L= 01210V =T -2 111
=1 o 1o [ 1= . =3 1 | 112
ENGagemENTt AGIrEEIMENT .......uenee s 112
=T Yo 4= 112
Harassment & Workplace HArasSmMENt..............cccuueeeeccueeeeeeiieeeeecieeaeecieeeesteaaaeestaa e e s ssea e e aees 113
Human Rights COde (the "COUR") ...ttt ettt e e saa e et e e 116
ISAR - Integrated Accessibility Standards (“Regulation”) ............cceeeceeeeveeeceeeiiieesieeecieresiseanns 116
INAEPENAENT CONTIACLON ...coonveeeeeeeee ettt e et e e ettt e e e st e e e e stta e e e sttaaeesinteasenasees 116
Intoxicated (INtOXICAtION, INTOXICATE) .........ccccueeeeeeeeeeeeiee et e et e st a e e e stae e e e a e e 116
JOD ADANAONMENT ...ttt ettt et st e s e e nane e 116
W L0] I Y )] ole [ 1 SRS 117
L7 e 1 L = O 117
Copyright © ConnectsUs Intranet Inc. 4/125 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: Feb 01, 2020


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

On .
ooconnectsUs HR

FOR SMALL BUSINESS & CONSULTANTS Employee Handbook
L= Lo IRV XY 1o [ Lot -SSR 117
17 Lo 1o o = o 117
IMGNUAL ...ttt ettt ettt e e et e et e st e et e e s bt s ebteenaseesabeaenaneenas 117
IMIISCONAUCT ...ttt ettt et ettt e e s e sane e 118
IMIODIIE DOVICES ...ttt ettt sttt et nae e 118
Off-DULY MISCONUUCT ......eeeeeeeeeeeeeee ettt eeeee e ettt e ettt e e e et e e e sttt e e e sttt e e e e stsaaaeessssaeessseasasasees 119
PEISONQAI ACHIVITIES ...ttt ettt ettt et s e st e e st e st e e sateeebesenaneenas 119
ProteCted GIOUNCS .......ccocueeeiiieiieeeee ettt ettt ettt e st e e st e st e esasesebeaenaneenas 120
REASONADIE PEISON ...ttt ettt 120
REGUIAE BUSINESS HOUIS ...t tee et tee e et e e e e ttta e e e et e e e e sataaeesssaaeeasntnaeeeasees 121
SEANAAIA WOIK WK ...ttt ettt ettt ettt vta e s e e 121
SOCIAI MEAIQ ...ttt ettt ettt ettt e sat e et e e st e et eenateeebeaenaseesases 121
SEO v eeeeeeeeeeee e ee et e e e e s et e et e e st e et ee e e eeee e e et e e r e s e st s s s e s er s eeseans 122
R e i LY =] <11 G 122
R e e [ 1ot (=X U 122
LTl (Lo (o} A KoL ] SRR 122
(Lo V= o Lo T 1o SRR 123
VIOIUNTEEN ...ttt ettt ettt s et st e st et enaees 123
(e o] Lo Lol USRS 123
WOIKDIACE VIOIEINCE. ...ttt e e e et e e st e e e et eaeesttaaaessataaaesssssnaanans 124
WOIK PrOQUCT ...ttt sttt sanesneene e 125

Copyright © ConnectsUs Intranet Inc. 5/125 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: Feb 01, 2020


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

