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Basic HR Requirements When Starting a Business in Canada

Are you starting a business in Canada? Then this section of our website is for you. It will introduce you to the different HR programs you need to know about, and give you a checklist of your obligations as an employer in order to be in compliance with Canadian law. This document will also explain the basic HR requirements when hiring employees.

Your obligations:

1.
Set Up Payroll:

You need to register with Canada Revenue Agency to obtain a Payroll Deduction Account. The link below will provide you with what you need to register for a payroll deductions account, how to report payroll deductions and what to deduct from your employees’ remuneration.
http://www.cra-arc.gc.ca/tx/bsnss/sm/menu-eng.html
As the employer, you are responsible for ensuring you understand and follow each step involved in the payroll process:

· Register and maintain a Payroll Deduction Account
· Ask each employee for his/her social insurance number (SIN)

· Have each employee complete a TD1 Form: Personal Tax Credits Return
· Calculate and deduct Canada Pension Plan (CPP) contributions, Employment Insurance (EI) premiums and income tax, and keep deducted amounts in a separate bank account.
· Remit payroll deductions with your share of CPP and EI

· Report employee deductions on a T4 or T4A slip by the end of February each year

· Complete a Record of Employment (ROE) upon employee departure

· Keep all records in an employee file
You can also outsource your payroll processing to a payroll company that, for a fee, will manage your payroll and remittance as well as provide your employees with their annual T4 or T4A slip.
2.
Set Up Compensation/Benefits

You need to understand how to calculate payroll deductions, which include Canada Pension Plan (CPP), Employment Insurance (EI), income tax, employer-specific benefits and allowances, etc.
If you are hiring an employee in the provinces of Alberta or British Columbia, you will require registering to receive Health Coverage for your new employee and obtain the necessary form for your employee to complete on his or her first day.

Alberta: http://www.health.alberta.ca/AHCIP/forms.html
British Columbia: http://www.health.gov.bc.ca/insurance/index.html
3.
Hiring an Employee:

When you hire an employee, refer to the appropriate organizations to ensure you are meeting your legal obligations as an employer. Depending upon in which province you are hiring, you may refer to Employment Standards for information on the current minimum requirements that you, as the employer, are required to meet under the Employment Standards Act of each province.
You will also be required to register for workers’ compensation coverage for your employees according to the laws of your province, or if your business is incorporated.

4.
Recruiting Process:

Below is a checklist for an effective recruiting system to hire the right people, the first time:

· Job Description – To capture administrative and organizational information about the job (job title, salary level, part-time/full-time, etc.)

· Job Posting – To capture the company’s information as well as job responsibilities and requirements, to help a potential hire make informed employment decisions

· Phone Screen – This step in the recruiting process will save you time by ensuring you do not set up face-to-face interviews with candidates who don’t meet job or salary expectations

· Interview Questions – Ask the same questions of every candidate to make sure you can consistently evaluate their responses and ensure that questions are not illegal
· Reference Checking and Reference Consent Form – The candidate must consent to the reference checking process prior to having his/her references contacted

· Offer Letter – The offer letter should reflect the type of employees who will be hired (full-time, part-time, independent contractor or temporary)

5.
On-Boarding Process:

Below is a checklist for an effective on-boarding program:

· Prior to Offer – Complete the reference checking process

· Offer Acceptance – Start a file for the new employee and include the signed offer letter; later on, include the completed on-boarding forms

· Prior to Start Date – Below is a list of things you may want to prepare, to ensure your new employee feels welcome:

· Set up computer and email

· Order company credit card (if applicable)

· Send organizational announcement

· Prepare work area (phone/voicemail set-up, business cards, office keys, etc.)

· Assign a buddy for the employee

· Send a Welcome Letter to the new employee

· Put together an orientation schedule for your new employee

· Start Day – You want to ensure you have the forms readily available for the new employee to complete, and then include these in his/her employee file:

· Employment Application (if applicable)

· New employee resumé
· Background Check Consent Form

· References documentation

· Signed Offer Letter

· Revenue Canada Form (TD1) and Provincial Tax Credits Form

· BC/Alberta Health Coverage Form (necessary if the employee lives in one of these two provinces)

· Others – please check our New Hire Kit for a complete list of documents

6.
HR policies:

Here’s the place to cover basic guidelines for employee behaviour. As your company grows, you may want to adopt even more policies as circumstances demand.
The primary benefit of having HR policies is that the business owner can design a work experience tailored to suit both the owner and the people who work for the company. Below is a list of different policies for your immediate and future needs:
HR policies to cover the legal bases:

· Harassment and Discrimination Policy

· Safety Policies

· Wages and Hours of Work Policy

· Overtime Policy

· Conflict of Interest Policy

· Confidentiality Policy

· Others

HR policies to design a desired work experience:

· Dress Code Policy
· Alternative Work Arrangement Policy

· Open Door Policy

· Respect at Work Policy

· Family Leave Policy

· Hiring Policy

· Compassionate Leave Policy

· Jury Duty Policy

· Tuition Support Policy

· Vacation Policy

· Virtual Office Policy

· Disciplinary Action Policy

· Internet and Email Use Policy

· Inclement Weather Policy

· Others

7.
Performance Management
Having a performance management program in place and ensuring your employees understand how they can individually contribute to the company will increase your employees’ engagement in your company’s success. Below are the elements you may want to consider for your performance management program:

· Goal Setting Template
· Performance Appraisal Template

· Performance Management Tools for Managers (effective feedback, coaching tips, etc.)

· Performance Appraisal Communication – Email to Employees

· Compensation Guidelines for Managers

From the hiring stage through to on-boarding and performance management, you have the ability to select and nurture employees to closely fit your company’s culture and performance requirements. Human resources management is a process that can be effectively and productively managed.

Please see HR à la carte’s selection of Toolkits for purchase in our online store that will help you kick-start your HR management with readily implementable templates, forms and policies.
If you require assistance with evaluating your HR needs, please contact an 
HR à la carte professional at 1-888-919-7422.
PAGE  

Basic HR Requirements When Starting a Business in Canada
 1
© HR à la carte

[image: image1.emf]