PART I
LEGISLATIVELY REQUIRED POLICIES & PROCEDURES

Introduction

{Company name} complies with all federal and provincial legislation to ensure the safety, wellbeing and fairness for its employees.
COMPLIANCE TO HUMAN RIGHTS LEGISLATION POLICY

{Company name} ensures that all Human Resources policies, practices and processes are in compliance with the Canadian Human Rights Code. {Company name} adheres to a systematic and non-discriminatory process in recruiting and selecting qualified candidates to fill job vacancies. All decisions related to internal transfers/promotions, external recruiting, disciplinary/termination process and training opportunities are made in compliance with the Canadian Human Rights and Ontario Human Rights Codes. The Canadian Human Rights Code prohibits discrimination on the grounds of: race, ancestry, place of origin, ethnic origin, citizenship, creed, sex, sexual orientation, age, record of offences, marital status, or family status.

Canadian Human Rights Code: http://laws-lois.justice.gc.ca/eng/acts/h-6/
Ontario Human Rights Code: http://www.ohrc.on.ca/en/resources/code
The section on Recruitment and Selection, in the Human Resource Toolkit provides further information on compliance with the Human Rights Code for internal and external recruiting and selection of candidates. {Provide the link}
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DRUG AND ALCOHOL FREE WORKPLACE POLICY
{Company name} supports a drug and alcohol free workplace and this policy applies to all employees. The inappropriate use of illicit or prescription drugs or alcohol can have serious adverse effects on an employee’s heath, job performance, and workplace safety. Safety is important to employees and employers. Although safety is paramount in the workplace, {company name} will ensure that no employee  who is accused or found using drugs or alcohol in the workplace will be discriminated against as the Canadian Human Rights Act prohibits discrimination on the basis of disability or perceived disability and disability includes those with a previous or existing dependence on alcohol or drugs.

{Company name} does not conduct drug testing under any circumstances, including pre-employment or random drug testing. Random alcohol testing may only be conducted on employees in ‘safety- sensitive’ positions where “incapacity due to alcohol impairment could result in direct and significant risk of injury to the employee, others or the environment.” 
 

{Company name} will accommodate employees who have a drug or alcohol dependency by referring the employee to appropriate treatment or rehabilitation programs.  An employee will not suffer the automatic loss of employment, reassignment or reinstatement conditions without regard to personal circumstances that are unlikely to meet this requirement.

Note:  To conduct drug or alcohol testing, an employer must qualify under the bona fide occupational requirement (BFOR) process. To file an application contact the Human Rights Tribunal of Ontario at:

Toll Free: 1-866-598-0322
TTY Toll Free: 1-866-607-1240
Website: www.hrto.ca
PROCEDURES

1. Employees are expected and required to report to work in appropriate mental and physical condition to work;

2. The unlawful distribution, possession or use of a controlled substance or alcohol on {company name} property or while conducting {company name} work off-site is absolutely prohibited;

3. Violations of this policy must be immediately reported to a supervisor/manager. If an employee is deemed unfit, the supervisor/manager will;

· Take the employee away from the job area and ask for an explanation for their condition;

· Secure medical assistance if there is a concern for the health of the employee;

· Get a second opinion on the employee’s fitness to stay on the job and then determine if the employee can return to work or be sent home;

· Fully document the incident and report the incident to the department manager.

4. Employees are responsible for ensuring that medication they take will not affect the safe performance of their duties. It is the employee’s obligation to report any necessity for modified work to their supervisor/manager and follow the instructions for modified duties to minimize risk to safety;

5. The allegations of drug or alcohol usage at the workplace will be promptly investigated, in a fair and timely manner, and respecting the privacy of all concerned as much as possible. Appropriate actions or steps to safe guard the safety of all employees within the workplace will be taken while providing rehabilitation assistance instead of discipline thus protecting the alleged employee’s rights under the Canadian Human Rights Act. 
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HARASSMENT AND VIOLENCE IN THE WORKPLACE POLICY
{Company name} affirms the right of every employee to work in an environment free of personal and sexual harassment and violence. Harassment for the purpose of this policy is defined as behaviours, including verbal or written comments, actions, imagery, etc. that are known, or ought to be known by a reasonable person, to be unwelcome. Workplace violence in this context is the attempt or actual exercise of physical force by a person against an employee that can, or does cause physical injury. This policy is a general overview of key procedures that are required under the Human Rights Code. For information on how to fully comply with Bill 168 see ‘Ontario Ministry of Labour: Workplace Violence and Workplace Harassment’ website: http://www.labour.gov.on.ca/english/hs/topics/workplaceviolence.php.
Definition: Harassment can take a variety of forms including, but certainly not limited to the descriptions below and it can come from employers, supervisors/managers, workers, customers, clients, strangers, and domestic/intimate partners.

Personal Harassment:

Personal harassment occurs in circumstances where an employee is subjected to unwelcome verbal or physical conduct, or exposed to imagery, including photos, posters, emails, etc. that is discriminatory or offensive because of their race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, family status, and/or disability. It is when these behaviours create an intimidating, hostile or offensive work environment or otherwise interfere with an employee’s ability to do his/her job to the best of his/her ability that it is considered personal harassment.

http://www.chrc-ccdp.ca/publications/anti_harassment_toc-eng.aspx
Sexual Harassment:

Sexual harassment is when an employee is subjected to unsolicited and unwelcome sexually-oriented behaviour, which may include:

· An implied or expressed threat of reprisal for refusal to comply with a sexually oriented request;

· A demand for sexual favours in return for (continued) employment or more favourable employment treatment;

· Demeaning and unwelcome remarks, jokes or verbal abuse of a sexual nature about a person’s attire, body or sexual orientation;

· Display of pornographic or sexist pictures or material;

· Unwelcome physical contact or offensive gestures.

http://www.ohrc.on.ca/en/issues/sexual_harassment
Workplace Violence:

Under Ontario Bill 168, Occupational Health and Safety Amendment Act (Violence in the Workplace) 2009 workplace violence is defined as:

· The exercise of physical force by a person against a worker in the workplace that causes or could cause physical injury to the worker. Those causing physical injury include customers, clients, employers, supervisors, workers, strangers, visitors, volunteers, and domestic/intimate partners;

· An attempt to exercise physical injury to the worker;

· A statement or behaviour that it is reasonable for a worker to interpret as a threat or exercise physical force against the worker, in the workplace, that could cause physical injury to the worker.

http://www.labour.gov.on.ca/english/hs/pubs/wpvh/
PROCEDURES

Procedure for Dealing with Harassment
1. {Company name} is committed to providing a work environment in which all individuals are treated with respect and dignity. The management will not permit any situation where an employee’s submission to or rejection of harassment  will jeopardize the employee’s employment;

2. Workplace harassment will not be tolerated from any person in the workplace. Everyone in the workplace must be dedicated to preventing workplace harassment;

3. Managers, supervisors, and workers are expected to uphold this policy. 

4. This policy is prominently posted and highly visible to employees;

5. The policy is discussed with all employees during new employee orientation;

6. Employees who use harassment with the purpose of unreasonably interfering with another employee’s work performance, creating an intimidating, hostile or offensive environment, or adversely affecting an individual’s employment opportunity, will be subject to disciplinary action up to and including termination; 

7. Any employee who believes he or she has been harassed, in violation with this policy, has the responsibility to bring the situation(s) to his/her supervisor or manager’s attention immediately. If the discussion of the subject with the supervisor or manager would be embarrassing or uncomfortable, the employee has the right to go directly to the employer;

8. The employee should gather all facts including dates, specific details about the situation, and any witnesses to provide an accurate account of the alleged harassment;

9. All allegations will be investigated promptly, in a fair and timely manner, and respecting the privacy of all concerned as much as possible. Appropriate actions or steps to deal with the harassment will be implemented, and those actions will be communicated to the harassed employee;

10. Actions to prevent further harassment will be implemented immediately.

Procedures for Dealing with Workplace Violence
1. The management of {company name} is committed to the prevention of workplace violence and is ultimately responsible for employee health and safety. We will take whatever steps are reasonable to protect our employees from workplace violence from all sources;

2. Violence in the workplace is unacceptable. It applies to any one who is on the work place site including customers, clients, employers, supervisors, employees, strangers, visitors, volunteers, and domestic/intimate partners;

3. Everyone is expected to uphold this policy and work together to prevent workplace violence;

4. A yearly workplace risk assessment will be completed to:

· Assist the company to develop policies and procedures that are unique as each employer will have different circumstances to respond to. Once the assignment is completed the procedure on dealing with workplace violence can be updated and adapted to any new circumstances;

· Assess the risk of violence that may arise from the nature of the workplace, type of work or conditions of work;

· Take into account the circumstances of the workplace and circumstances common to similar workplaces;

· Develop measures and procedures to control identified risks that are likely to expose a worker to physical injury. These measures and procedures must be part of the workplace violence program.

More detailed information about conducting a workplace assessment can be reviewed at http://www.labour.gov.on.ca/english/hs/pubs/wpvh/appendix_b.php. 

5. If a joint health & safety committee or health & safety representative are in place, they will be advised of the assessment results. {Company name} will provide a copy to the committee or the representative. If there is no committee or representative, {company name} will advise workers of the assessment results. If the assessment is in writing, {company name} will provide copies to employees on request or advise employees how to obtain copies;

6. The policy on workplace violence is reviewed at least annually as per the Occupational Health and Safety Act (http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm);
7. This policy is in writing and posted in a prominent and highly visible place in the workplace;

8. The policy is discussed with all employees in new employee orientation process;

9. {Company name}respects the right of an employee to refuse to work where he/she has reason to believe that he/she is in danger of being a victim of workplace violence;

10. Incidents or threats of workplace violence must be reported to the employer or supervisor/manager immediately;

11. The allegations of workplace violence will be promptly investigated, in a fair and timely manner, and respecting the privacy of all concerned as much as possible. Appropriate actions or steps to prevent further violence will be implemented, and appropriate disciplinary action will occur if the allegation is proven to have occurred.   Appendix II provides a template for a ‘Workplace Violence Incident Report’;
12. Supervisors/managers will adhere to this policy and the supporting workplace violence program. Supervisors/managers are responsible for ensuring that measures and procedures are followed by employees and that employees have the information they need to protect themselves;
13. Every employee must work in compliance with this policy and the supporting program. 

Approved by: 
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HEALTH & SAFETY POLICY

{Company name} considers the health and safety of our employees to be of primary importance. Our objective is to conduct our business in the safest possible manner consistent with the Occupational Health & Safety Act, applicable Regulations and best practices in the Landscape Horticultural Industry. Through our wellness initiatives, we encourage and support wellness programs that will enhance the health of employees, improve attendance at work, improve moral and increase productivity.

The management of {company name} is committed to continuous improvement toward an accident-free workplace (road to zero) through effective health & safety procedures, education, and training. All company activities will comply with the Occupational Health & Safety Act as they relate to planning, operation, and maintenance of facilities and equipment. 

Accidental loss can be controlled through good management in combination with active employee involvement. At {company name} safety is the direct responsibility of all managers, supervisors, and employees. All employees will be equally responsible for preventing accidents within our facilities and on work sites. 

Disregard or wilful violation of this Policy by employees at any level will be considered cause for disciplinary action in accordance with the Human Resource policies and procedures. 
PROCEDURES
1. Should a safety regulations be modified so that it jeopardizes an employee’s safety, the employee should inform the manager/President/Owner;

2. All questions concerning the reason for doing something may be asked of anyone, at any time;

3. Employee’s decisions should be guided by the company’s commitment to safety. Should a hazardous situation or condition exist when a decision has to be made on safety or production, safety concerns should always take precedence over production; 

4. Supervisors will always inspect working conditions on a new job site and may suspend all work activity until an unsafe condition is corrected;

5. It is the responsibility of each supervisor to see that every employee at the company is provided with safe working conditions, that all safety regulations are observed and that employees use common sense to protect themselves and others;

6. Employees are expected to report any personal injury immediately, however minor.
*Further resources of enhancing the Health & Safety Policy and Procedures:

· Occupational Health & Safety Act: http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
· Guide to the OHSA: http://www.labour.gov.on.ca/english/hs/pubs/ohsa/
· Guide to JHSC: http://www.labour.gov.on.ca/english/hs/pubs/jhsc/index.php
· Workplace Safety & Insurance Act: http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_97w16_e.htm
· Guide to WHMIS: http://www.labour.gov.on.ca/english/hs/pubs/whmis/index.php
The following link is a comprehensive toolkit to customize Health & Safety Procedures for your business. {WSPS link}
The following websites are resources for customizing a Health and Wellness program that fits the mission, culture, and organization structure of your business:

Canadian Centre of Occupational Health & Safety: ‘Advancing Healthy Workplaces’.

http://www.ccohs.ca/healthyworkplaces/tools.html#
Heart & Stroke Foundation of Ontario: ‘Workplace Wellness Implementation Guide’. 

http://www.heartandstroke.nb.ca/atf/cf/%7Be9d7fd18-5e5f-4b5f-b6cf-4142e95dc0c8%7D/WORKPLACE%20WELLNESS%20IMPLEMENTATION%20GUIDE.PDF
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HIV/AIDS POLICY
The purpose of this policy is to uphold the Ontario Human Rights Code which recognizes the inherent dignity and worth of employees exposed to or infected with Human Immunodeficiency Virus (HIV) which is believed to cause the Acquired Immune Deficiency Syndrome (AIDS). AIDS and other medical conditions related to infection by HIV are recognized as disabilities within the Code. 

This policy supports practices which do not arbitrarily or unnecessarily restrict infected individuals from employment.  Thus a hiring or dismissal decision cannot be based on whether an individual has or is perceived to have HIV infection. The HIV/AIDS status of individuals is a confidential matter and disclosure by the individual is only required if accommodation or modification of the work duties are required.

An employee infected with HIV has the right to continue in his/her position as long as he/she is able to carry out the essential requirements of the position in a safe and competent manner.

PROCEDURES
1. Any employee who experiences discrimination or harassment because he or she is, or perceived to be HIV-positive, should report the incident immediately to their supervisor/manager who will be expected to handle the situation with the highest level of confidentiality;

2. Once an employee cannot carry out the essential requirement of his/her position, {company name} will make reasonable accommodations in order to make continued employment possible;

3. If the employee is unable to carry out the essential duties of the job, and for whom suitable alternative work is not available, the employee will be entitled to the same benefits as any other illness and all work-related benefits;

4. Since there is no evidence that HIV is transmitted through casual contact, an employee cannot refuse to work with another employee who is infected with HIV, unless a real risk can be identified and proven. 

Approved by: 

 
Position: {Owner/President}
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PROTECTION OF PERSONAL INFORMATION POLICY

{Company name} does collect personal information for inclusion into personnel files. This information is available to the employee, {President/company owner}, and the {Insert title of senior HR staff if this position exists}. {Company name} complies with ‘Personal Information Protection and Electronics Documents Act (PIPEDA) in collecting and retaining employee personal information.

{Company Name} complies with the following PIPEDA principles:

1. Accountability: {company name} is responsible for personal information under its control and shall designate an individual(s) who are accountable for {company name} compliance with PIPEDA;

2. Identifying purposes: the purposes for which personal information is collected shall be identified by {company name} at or before the time the information is collected;

3. Consent: the knowledge and consent of the individual are required for the collection, use or disclosure of personal information, except where inappropriate;

4. Limiting collection: the collection of personal information shall be limited to that which is necessary for the purposes identified by {company name}. Information shall be collected in a fair and lawful manner;

5. Limited use, disclosure, and retention: personal information shall not be used or disclosed for purposes other than those for which it was collected, except with the consent of the individual or as required by law. Personal information shall be retained only as long as necessary for the fulfillment of those purposes;

6. Accuracy: personal information shall be as accurate, complete, and up-to-date as is necessary for the purposes for which it is to be used;

7. Safeguards: personal information shall be protected by security safeguards appropriate to the sensitivity of the information;

8. Openness: {company name} shall make readily available to individuals specific information about its policies and practices relating to the management of personal information;

9. Individual access: upon request, an individual shall be informed of the existence, use, and disclosure of his or her personal information and shall be given access to that information. An individual shall be able to challenge the accuracy and completeness of the information;

10. Challenging compliance: an individual shall be able to address and challenge concerns related to compliance with the above principles with {Insert title of senior HR staff if this position exists} or {President/company owner}.

The Protection of Personal Information Policy referenced the following legislation:

The Personal Information Protection and Electronic Act (PIPEDA)

http://laws.justice.gc.ca/eng/P-8.6/page-1.html


PROCEDURES

1. All employee files are kept in a secure location and are not shared with anyone except authorized individuals and the employee;

2. Information which is contained in an employee’s personnel file includes the following: resume, letter of offer, performance reviews, job description and amendments, disciplinary notices, tax forms, payroll records, copies of enrolment for benefits, approved leave request, and any commendations;

3. Employee will have the opportunity, in the presence of an authorized individual, to examine his/her individual personnel file. A copy of the information contained in the file will be provided upon the request of an employee;

4. If the employee believes the information on file is inaccurate, he or she may add a statement to the file to document that opinion;

5. Employee personnel files will be destroyed 7 years after the conclusion of employment; 

6. Resumes of an individual not hired for a position will be held for 1 year and then destroyed unless directed otherwise by the applicant.

� Canadian Human Rights Commission: ‘General Policy Statement’. . �HYPERLINK "http://www.chrc-ccdp.ca/legislation_policies/padt_pdda/toc_tdm-eng.aspx" \l "2"�http://www.chrc-ccdp.ca/legislation_policies/padt_pdda/toc_tdm-eng.aspx#2�








