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Collage HR

The HR Essentials Checklist

Use the following checklist to create and maintan a solid HR 
foundation for your growing business.

Your rewards: reduced legal risks, greater business results, and a better working 
environment for everyone.

The HR Essentials Checklist

Basic Compliance

Review and understand employment standards that apply to your business

Write an employee handbook detailing legislative and company policies

Draft employment agreements with help from an HR or legal professional

Ensure your employment records are complete, secure, and easily accessible

Recruiting and Hiring

Select an Applicant Tracking System (ATS) to manage new applicants

Write detailed job descriptions and post to your careers page

Design a structured interview and hiring process

Collaborate with hiring managers to select the best candidate

Time Off Management

Create and communicate a competitive and compliant time off policy

Document all employee time off requests, plus time taken and time earned

Ensure employees take the minimum amount of vacation time (10 days)

Familiarize yourself with government-mandated leaves of absence, such as 
parental leave, compassionate care, and public holidays
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The HR Essentials Checklist (cont’d)

Onboarding

Ensure new hire forms are sent and signed before day one

Initiate a structured onboarding program

Ensure new hires complete training, both legislated and job-specific

Performance Management

Schedule regular one-on-ones between managers and employees

Clearly communicate job expecations and responsibilities

Document performance reviews, feedback, and progress

Review your current benefits package or contact a benefits broker for quotes

Ensure all new hires are enrolled in a timely manner

Clearly communicate group benefits to employees via a short booklet or 
their employee portal

People and Culture

Write down your company mission, vision, and values

Create an open and productive work environment

Review your current benefits package to ensure that your coverage is being 
used optimally and matches the needs of your employees

HR Reporting

Track HR metrics including turnover, department profiles, time off usage, 
and employee tenure

Regularly review HR reports with executives and company leaders

Employee Benefits
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HR Resources in Canada

Employment standards by region
AB BC MB NB NL NS NT

NU ON PEI QC SK YU CANADA 

Canadian Charter of Rights and Freedoms

Canada Employment Equity Act

Canadian Human Rights Act

MB NB NS ON PEI QC

Canada Payroll

Canada Pension Plan

Employent Insurance (EI) Information for Employers

Income Tax Act

AB BC MB NB NL NS NT

NU ON PE QC SK YU CANADA

AB BC MB NB NL NS NT

NU ON PEI QC SK YU 

Anti-discrimination acts

Occupational health and safety by region

Pay equity and payroll

Workers’ compensation

Below are links to important HR, employment standards , and workers’ safety 
resources for Canadian business owners and HR professionals. 

http://work.alberta.ca/employment-standards.html
http://www2.gov.bc.ca/gov/content/employment-business/employment-standards-advice/employment-standards
http://www.gov.mb.ca/labour/standards/
http://www.gnb.ca/redirect/0105/0308/index.htm
http://www.aesl.gov.nl.ca/publications/labour/labour_relations_work.pdf
https://novascotia.ca/lae/
https://www.ece.gov.nt.ca/en/services/employment-standards
http://nu-lsco.ca/faq-s
https://www.labour.gov.on.ca/english/es/
http://www.gov.pe.ca/labour/index.php3?number=1004723&lang=E
http://www.cnt.gouv.qc.ca/en/home1/index.html
https://www.saskatchewan.ca/business/employment-standards
http://www.community.gov.yk.ca/es.html
http://laws-lois.justice.gc.ca/eng/acts/L-2/
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://laws-lois.justice.gc.ca/eng/acts/E-5.401/
http://laws-lois.justice.gc.ca/eng/acts/h-6/
http://web2.gov.mb.ca/laws/statutes/ccsm/p013e.php
http://www.gnb.ca/legis/bill/FILE/56/3/Bill-87-e.htm
http://nslegislature.ca/legc/statutes/payequit.htm
https://www.ontario.ca/laws/statute/90p07
https://www.princeedwardisland.ca/en/legislation/pay-equity-act
http://www.ces.gouv.qc.ca/english.asp
http://www.cra-arc.gc.ca/payroll/
http://laws-lois.justice.gc.ca/eng/acts/C-8/
https://www.canada.ca/en/employment-social-development/programs/ei/ei-list/ei-employers.html
http://laws-lois.justice.gc.ca/eng/acts/I-3.3/
https://work.alberta.ca/documents/WHS-LEG_ohsc_2009.pdf
https://www.worksafebc.com/en/health-safety/create-manage/joint-health-safety-committees/law-policy
http://web2.gov.mb.ca/laws/statutes/ccsm/w210e.php
http://laws.gnb.ca/en/ShowPdf/cs/O-0.2.pdf
http://www.assembly.nl.ca/Legislation/sr/Regulations/rc120005.htm
http://nslegislature.ca/legc/statutes/occupational%20health%20and%20safety.pdf
http://www.wscc.nt.ca/health-safety/ohs-small-businesses
http://www.wscc.nt.ca/health-safety/ohs-small-businesses
https://www.labour.gov.on.ca/english/hs/
https://www.princeedwardisland.ca/sites/default/files/legislation/o-01_01.pdf
http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/S-2.1
http://www.qp.gov.sk.ca/documents/English/Regulations/Regulations/O1-1R1.pdf
http://yukonregs.ca/RegsPublic/Home/Details/8137
http://laws-lois.justice.gc.ca/eng/regulations/SOR-86-304/index.html
https://www.wcb.ab.ca/
https://www.worksafebc.com/en
https://www.wcb.mb.ca/
http://www.worksafenb.ca/
http://www.workplacenl.ca/default.whscc
http://www.wcb.ns.ca/
http://www.wscc.nt.ca/
http://www.wscc.nt.ca/
http://www.wsib.on.ca/WSIBPortal/faces/WSIBHomePage?_afrLoop=446406559720000&_afrWindowMode=0&_afrWindowId=null#%40%3F_afrWindowId%3Dnull%26_afrLoop%3D446406559720000%26_afrWindowMode%3D0%26_adf.ctrl-state%3Dbnh7z2lxn_4
http://www.wcb.pe.ca/
http://www.csst.qc.ca/Pages/index.aspx
http://www.wcbsask.com/
http://www.wcb.yk.ca/
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To learn more about modern HR management 
for your small business, create a free account 
at www.collage.co

Take care.

http://www.collage.co
http://www.collage.co

