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www.KimHRConsultant.com

WELCOME!
E M P L O Y E E  
H A N D B O O K S



"Growth is contagious; if you 
want to reach your goals, 
you've got to be around 

people that are going in the 
same direction"

- HENRY CLOUD 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: Employee Handbooks
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.



Employee Handbooks
1. Why have a handbook

2. Employment laws & mandatory policies

3. Components of a good handbook

4. Typical Handbook
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5. Lists stat holidays & important info

4. Clarify rules and behaviours

3. Compliance with legislation

2. Onboard new employees

1. Company history, vision, core values



Employment Law  
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1. Ontario Human Rights Code

2. Employment Standards Act

3. Occupational Health & Safety Act 

4. Accessibility for Ontarians with Disabilities Act

5. Pay Equity Act



Should Have 
Policies  
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1.Accessibility

2. Pay Equity Plan (10+ employees)

3. Workplace Health & Safety

4. Workplace Violence & Harassment

5. COVID-19 Safety Plan

Mandatory 
Policies  

1. Code of Conduct

2. Confidentiality

3. Workplace Investigations

4. Social Media

5. Progressive Discpline
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Components of 
a Good 
Handbook



Considerations before you begin 
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• No legislation exists in Canada for organizations to have an employee handbook.

⚬ Extension of the employee contract.

⚬ Legally binding document between an employer and employee.

⚬ Best interest of employer, protection from liability.

⚬ Developed by HR pro.

• No negotiations

• Provides general overview, no need to describe every rule or procedure in detail.

• Depends on industry & needs + goals of business

• Guide workplace behaviours and develop culture

• Update regularly

• Given during 'onboarding'

⚬ Reviewed by employer & employee

⚬ Employee signs acknowledgement 



Getting ready to write  
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Step 1:  Use your current company policies and statements 

Step 2: Create summarized versions of your policies

Step 3: Create an outline of what you want to include

Step 4: Add each summarized policy to the appropriate section as per the outline

Step 5: Review the handbook, get a second set of eyes to read it

Step 6: Provide the final version to a lawyer or HR professional for compliance

Step 7: Decide on how you'll publish it - company intranet, print etc.

Step 8: Distribute Handbooks

Step 9: Employees read and sign

Step 10: Update as necessary



1.Brief Intro

History, Mission, 

Values

2. Code of Conduct, 

Harassment, 

Discrimination  

policies

4. Health & Safety: 

WP Violence & 

Harassment

6. Job Protected 

Leaves of Absence

3. General Policies: 

attendance, 

confidentiality, 

dress code, cell 

phone, social media 

etc.

7. Stat time off, 

Vacation time, 

working hours

5. Benefits and 

perks

What to include
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8. Discipline &  

Investigation 

processes

9. Training/Pro 

Development Policy

10. Reporting 

procedures

Employee Acknowledgement



Typical format  
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MANDATORY POLICIES
- OHSA 
- AODA
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Corporate culture - Expectations - Accountabilities









Smoke-Free Ontario Act, 2017, S.O. 2017, c. 26, Sched. 3



Scope - Consequences- Definitions

Indepth discussion during onboarding 







SHOULD HAVE 

POLICIES
- ESA

- Employee management 

- Guides behaviours & norms

- Reduce liabilities











QUESTIONS?
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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


