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www.KimHRConsultant.com

WELCOME!
W O R K P L A C E  
P O L I C I E S



"Chaos breeds life, while 
order breeds success."

- FRANKLIN ADAMS 02



HELLO!
I'm Kimberley
I PROTECT BUSINESSES FROM FROM 
UNNECESSARY RISKS AND COSTLY MISTAKES 
THROUGH HUMAN RESOURCE AND BUSINESS 
CONSULTING OUTSOURCING SOLUTIONS.
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Herstory
HR as my second career after a workplace injury

Passionate about doing the right thing - leads to doing things right 

Empowering people and businesses to achieve highest potential

HRPA registration #1062234

Code of Ethics, Best Practices, Fiduciary

Wife. Mother. Professional. Entrepreneur. Coach. Mentor. 
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Today: Workplace Policies
IT WILL ALL COME TOGETHER....
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Compliance-

Foundation

HR Operations- Core 

strength

Strategic HR- Top it off Workplace Culture

Employee Lifecycle

Defensible Practices

Employee Handbooks

Workplace Policies

Employment Laws
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DISCLAIMER: NOT LEGAL ADVICE

The information provided in this webinar 
does not, and is not intended to, constitute 

legal advice; instead, all information, 
content, and materials are for general 

informational purposes only. Information 
may not constitute the most up-to-date 

information.



WORKPLACE
POLICIES

1. Why have policies

2. Mandatory policies

3. Should-have policies

4. Components of a good policy

5. Examples of policies 
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5. Set expectations: workplace rules & norms

1. Management accountability

2. Compliance with legislation

3. Settle disputes

4. Guides employees



Employment 
Legislation & Law
1. ONTARIO HUMAN RIGHTS CODE
2. EMPLOYMENT STANDARDS ACT
3. OCCUPATIONAL HEALTH & SAFETY ACT 
4. ACCESSIBILITY FOR ONTARIANS WITH DISABILITIES ACT
5. PAY EQUITY
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Human Rights &  Policies
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• All policies must be written with the 'Code' in mind = people deserve equal and fair 

treatment, free from harassments in the workplace based on protected grounds.

• Human Rights at Work, 2008 = MUST READ....

• Guide employers in their efforts to proactively comply with the Code at all stages of 

employment, from advertising to discipline right through to retirement and termination.

• Human rights compliance is a legal requirement AND a wise business practice.

• Includes all employees, volunteers, contract work,  temporary staff from agencies, those on 

probation, student & co-ops....

• Policies must consider 'duty to accommodate up to undue hardship' 

www.ohrc.on.ca



Mandatory 
Policies 2021
• Accessibility
• Pay Equity Plan (10+ employees)
• Workplace Health & Safety
• Workplace Violence & Harassment 
• COVID-19  Safety Plan

12



What you need to know
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1.Accessibility Policy

• write a statement of commitment 

• consistent with the principles of dignity, 

independence, integration and equal 

opportunity.

• tell your employees, make it publicly 

available

• provide it in an accessible format on 

request

• keep them updated

2. Pay Equity Plan

• How  are you going to:

a.  Determine job classes

b. Determine the value of job classes based on 

of skill, effort, responsibility and working 

conditions 

c. Conduct job comparison for all female job 

classes

d. Identify and adjust the compensation of 

underpaid female job classes



What you need to know
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3. Workplace Health & Safety

• 6+ employees

• A policy statement 

• Responsibilities of employee & employer

• Reporting & investigation

• What to do in case of an incident

• Training

• Posted/communicated

4. Workplace Violence & Harassment 

• Policy statement

• Responsibilities of employee & employer

• Reporting & investigation 

• What to do in case of an incident

• Training

• Posted/communicated

Update yearly  - Reporting process - Investigation process

Canadian Centre for Occupational H&S / Gap Analysis

Workplace Safety & Prevention Services (WSPS) - Ontario Government website



What you need to know
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5. COVID-19 Safety Plan

• Develop a plan using plan builder

• Make sure you understand and comply with all requirements under the:

⚬ Occupational Health and Safety Act

⚬ Employment Standards Act

⚬ Reopening Ontario (A Flexible Response to COVID-19) Act (ROA) 

⚬ public health measures and restrictions

• Sector specific guidance, posters, business information line 

• Training, communicated, posted

www.workplacesafetyplanbuilder.labour.gov.on.c
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Should Have 
Policies 
• Code of Conduct
• Confidentiality
• Workplace Investigations
• Social Media
• Progressive Discipline
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What you need to know
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• Help guide workplace behaviours and culture

• Protects employer from liability

• Define obligations of employers and employees clearly

• Consistent behaviours and expectations



Other policies to consider

Vacation Drug and alcohol Equipment Use

Absenteeism
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Travel & Expense

Telecommuting 

Vehicle Use

Depends on your industry & structure

Others?Recruitment & 

Selection 
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Components of 
a Good Policy
Mandatory policies have requirements but policies 
that are fair, reasonable, and easily understood will 
lead to compliance and positive workplace culture.



Easily understood Based on respect Consistent

Consequences

Wording 

Sense of justice

Reasonable and 

clearly defined

What you need to know
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Compliance = goal 

REVIEWED & UPDATED REGULARLY

OHRC, ESA etc



What you need to know
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• Clearly explain the conduct expected of employees, and the consequences of breaching 

policies.

• Ensure all employees have easy access to your workplace policies.

• Regularly audit workplace policies to keep them up to date with relevant laws and other 

protocols in your company.

• As part of your onboarding program, ensure all new hires review their awareness and 

understanding of your workplace policies.

• Conduct regular training on appropriate workplace behaviour

• Post them to company intranet, internal social media (Slack, Google Chat, MS Teams etc)



Examples of 
Workplace 
Policies
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Dress Code Policy23



Lieu Time Policy24



Conflict of Interest Policy25



QUESTIONS?
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Thank you!
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Get in touch
For inquiries or anything under the sun

EMAIL
Kim@KimHRConsultant.com

WEBSITE
www.KimHRConsultant.com

PHONE NUMBER
226-930-1999


