
Human Resources Guide
for Community Sport:  

Managing Employees



Human Resources Guide for Community Sport: Managing Employees

2010 Legacies Now Society (“LNS”) and WestView Executive Search Ltd. (“WestView”) have taken reasonable efforts to verify the information and ideas 
contained in the Guide. However, the Guide is provided without covenant, representation or warranty of any kind, including warranty of fitness for any 
particular purpose. LNS and WestView do not warrant the accuracy or completeness of any information in this Guide. Users of the Guide rely on the 
information in this Guide at their own discretion and risk. Ideas and practices in this field are being constantly modified and updated.

About the Human Resources Guide for Community Sport

This Guide is a human resources handbook to support the professional 
development of local sport clubs and associations. Designed for club 
executive members and administrators to assist in the management of paid 
employees, the Human Resources Guide offers best practices, employment 
resources and numerous templates that may be used when required and 
adapted to suit any organization. By making human resources a key part 
of business operations, leaders invest in their most valuable assets – their 
employees and volunteers.

Reviewed and supported by the BC Human Resources Management Association.  
http://www.bchrma.org 

The Human Resources Guide for Community Sport is produced by 2010 Legacies Now in 
partnership with the Province of British Columbia.

2010 Legacies Now is dedicated to strengthening arts, literacy, sport and recreation, healthy 
living, accessibility and volunteerism in communities throughout British Columbia and 
Canada. As a not-for-profit society, 2010 Legacies Now is creating lasting legacies leading up 
to and beyond the 2010 Olympic and Paralympic Winter Games. 

www.2010LegaciesNow.com 
www.2010andBeyond.ca

2010 Legacies Now gratefully acknowledges the Province of British Columbia for its ongoing 
support of intiatives like the Human Resources Guide for Community Sport.

2010 Legacies Now I 400-1095 West Pender Street 
Vancouver, B.C. I V6E 2M6 I Canada

www.2010LegaciesNow.com		  ©2010 Legacies Now



About the author

About the Author

This guide was prepared by Barb Schimnowsky, a Certified Management 
Consultant who has more than 25 years of experience in human resources. 
She has worked as a senior human resource professional and had an 
extensive consulting career with KPMG, Meyers Norris Penney and WestView 
Executive Search. Her knowledge of community sport leadership stems from 
her role as President of Twisters Gymnastics Club for four years; Director 
of Volunteers, Results and Recognition for the 2004 BC Summer Games; 
Co-Chair of the Air Canada Championship Birdies for Charity Program; and 
currently as a Board Member for PacificSport Fraser Valley.

2010 Legacies Now also appreciates the advice and guidance from these 
representatives of provincial sport organizations, municipal recreation and 
community sport. They assisted in developing this guide as part of a long-
term project to develop standards for local sport organizations across 
British Columbia:

Moira Gookstetter 
CEO,  
Gymnastics BC

Geoff Paynton 
Director of Recreation,  
City of Williams Lake

Mark Schuett 
Executive Director,  
Swim BC

Sean Smith 
Tournament Capital Coordinator,  
City of Kamloops

Brenda Taylor 
Club Manager,  
Victoria City Rowing Club

Anne Thompson 
President,  
Vancouver Hawks Field Hockey Club



Human Resources Guide for Community Sport: Managing Employees

Table of Contents
1.0	 INTRODUCTION	 1
2.0	 LEADERSHIP	 5
3.0	 STRATEGIC AND OPERATIONAL PLANNING	 9
4.0	 RECRUITMENT	 15
	 4.1	 ORGANIZATION AND POSITION DESIGN	 16

	 4.2	 RECRUITMENT BEST PRACTICES	 17

	 4.3	 THE SELECTION PROCESS	 18

	 4.4	 POTENTIAL CONFLICT OF INTEREST	 18

	 4.5	 OVERSEAS RECRUITMENT	 20

	 4.6	 DRAFTING AN EFFECTIVE ADVERTISEMENT/JOB POSTING	 23

	 4.7	 PRINCIPLES OF A GOOD SELECTION INTERVIEW	 24

	 4.8	 EXAMPLES OF SITUATIONAL AND BEHAVIOUR-DESCRIPTION  

		  INTERVIEW QUESTIONS	 24

	 4.9	 INTERVIEW TECHNIQUES TO AVOID	 25

	 4.10	 QUESTIONS YOU CAN’T ASK	 26

	 4.11	 COMMON INTERVIEWER ERRORS	 27

	 4.12	 EFFECTIVE INTERVIEW FORMAT	 28

	 4.13	 REFERENCE CHECKING	 29

	 4.14	 EMPLOYEE CLASSIFICATIONS	 29

	 4.15	 EMPLOYEE VERSUS CONTRACTOR?	 31

	 4.16	 EMPLOYMENT OFFERS	 32

	 4.17	 PROBATIONARY PERIOD	 33

5.0	 EMPLOYEE RETENTION	 35
6.0	 EMPLOYEE ORIENTATION	 39
7.0	 GOAL SETTING	 43
8.0	 PERFORMANCE MANAGEMENT	 47
	 8.1	 “Coaching” Employees to Improved Performance	 50  

	 8.2	 PROGRESSIVE DISCIPLINE	 51

	 8.3	 TERMINATION MEETING CHECKLIST	 57

	 8.4	 EXIT INTERVIEWS	 57

	 8.5	 PROVIDING EMPLOYEE REFERENCES	 57



TABLE OF CONTENTS

9.0	 COMPENSATION	 59
	 9.1	 Honorariums	 61 

	 9.2	 Reimbursement of Coaches’ Travel Expenses	 61 

	 9.3	 Health Benefit Programs	 62

10.0	WORKSAFE BC	 63
11.0	 TRAINING AND DEVELOPMENT	 69
12.0	 EMPLOYEE POLICIES	 73
13.0	 SUCCESSION PLANNING	 75
14.0	 LINKS TO ADDITIONAL SOURCES OF INFORMATION	 79

APPENDICES	 81
	 A	 SAMPLE ORGANIZATION CHART	 82

	 B	 POSITION DESCRIPTION QUESTIONNAIRE	 93

	 C	 SAMPLE JOB DESCRIPTION	 95

	 D	 SAMPLE INTERVIEW OUTLINE	 97

	 E	 CONSENT FOR COLLECTION OF REFERENCE INFORMATION	 100

	 F	  SAMPLE REFERENCE CHECK FORM	 101

	 G	 SAMPLE OFFER LETTER (SIMPLE VERSION)	 102

	 H	 SAMPLE OFFER LETTER (COMPLEX VERSION)	 103

	 I	 COMPONENTS OF AN EFFECTIVE ORIENTATION PROGRAM	 107

	 J	 PERFORMANCE EVALUATION NON-SUPERVISORY/MANAGEMENT STAFF	 108

	 K	 PERFORMANCE EVALUATION SUPERVISORY/MANAGEMENT STAFF	 114

	 L	 COMPLEX SAMPLE TERMINATION LETTER	 121

	 M	 EMPLOYEE RELEASE FORM	 123

	 N	 WORKING NOTICE TERMINATION LETTER	 124

	 O	 TERMINATION CHECKLIST	 125

	 P	 EXIT INTERVIEW	 126

	 Q	 CONSENT TO PROVIDE AN EMPLOYEE REFERENCE	 129

	 R	 TRAVEL POLICY	 130

	 S	 HEALTH AND SAFETY CHECKLIST	 132

	 T	 CONTENT OUTLINE FOR A COMPREHENSIVE POLICY AND 	 134 

		  PROCEDURES MANUAL	

	 U	 Draft Human Resource Policies	 137



Human Resources Guide for Community Sport: Managing Employees

The Ministry of Healthy Living and Sport is pleased to promote 
professional development in the sport sector through the Human 
Resources Guide for Community Sport. 

This guide provides a best practices overview, as well as several 
practical templates that can be adopted by sport administrators 
as they manage people and volunteers within their organization. 
By sharing quality human resource ideas and methods, the 
workforce skills in sport clubs and associations will be elevated, 
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People are our  
most important assets

Some local sport organizations have had paid staff, often coaches, for years. 
Increasingly, local sport is employing a variety of resource people to support and 
extend the work of club volunteers – these include operating staff, managers  
and coaches. They are becoming more and more important to the smooth 
operation of the club, league or association.

At the same time, human resource management has become more complex and 
can make a significant impact on employee productivity and the bottom line. More 
organizations need to pay attention to human resources by ensuring their business 
planning process includes human resource issues. Whether you’re implementing new 
technology, reducing costs, expanding, or experiencing a major change within your 
organization – all of these impact your human resources and should be addressed in 
your strategic plan.
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Well defined and 
current job descriptions 
Club executives and directors need to know 
what skills, knowledge and abilities they 
need to hire; employees need to know what 
they’re being hired to do; and supervisors 
and employees need to know what the job 
responsibilities and performance standards 
are that are being evaluated.

Employee orientation 
So often employers spend a lot of time and 
energy attracting new employees, only to 
leave them to their own devices once they’re 
on board. The “sink or swim” mentality is 
common. If you don’t engage an employee 
on their first day, they will not stay, which 
results in expensive turnover costs.

Sound hiring practices 
Bad hiring decisions can be costly. Ensure 
you have fair and consistent recruitment 
practices in place to eliminate the risk of 
making poor hiring decisions.

Performance management 
Employees need to receive feedback on 
how they’re doing, and to provide input 
into how they believe they can improve on 
their performance. Goal setting that ties 
into the organization’s overall business 
plan should also be part of this process. 
Ongoing coaching and mentoring is 
imperative to a successful organization.

Employee guidelines 
Written employee policies and procedures 
provide guidelines to employees on 
various issues such as overtime, sick 
pay, hours of work, etc. They should be 
kept current and in compliance with the 
Employment Standards Act and applied 
consistently throughout the organization.

Compensation 
Ensuring you are paying market 
compensation rates will enable you to not 
only attract quality employees, but also 
retain the ones you have. 

Training and development 
Everyone benefits from ongoing learning, 
and this does not have to be a major 
expense. Training and development can 
consist of on-the-job training, lunch and 
learn sessions, relevant reading, online 
courses/workshops, external courses, etc. 
No matter how small your organization’s 
commitment is to enhancing the knowledge 
of your employees, it will have a big impact 
on making them feel valued.

Realizing the full potential of your 
employees has a major impact on improving 
business results. We hope the contents of 
this HR Toolkit will assist you in developing 
HR policies and processes that will enhance 
your organization’s effectiveness. 

Sound human resource practices for organizations of any size include:
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Several factors determine why one organization evolves into a successful 
enterprise, while another organization languishes. However, two of the 
most important factors are having a solid business plan and strong and 
effective leadership. 

Key elements of effective leadership include the following:

Building a vision 
A leader must be able to look honestly 
at the realities of the organization 
and marketplace to determine if the 
organization has the skills and talent to 
meet customer demands, and determine 
what opportunities are available in the 
future. They must then develop the 
organization’s vision, share the vision with 
employees, and ensure everything the 
organization does is working toward the 
achievement of this vision.

Adopt a distinctive  
and passionate style  
of leadership 
Great leaders are visible and infuse courage 
and trust in employees in a variety of ways. 
They are fair, tell it like it is, make change 
exciting, and take risks on people. They 
don’t shy away from difficult situations. 

Communicate at all levels 
of the organization 
No other single action is as crucial to 
winning employee trust and confidence. 
When communicating their vision, good 
leaders paint a picture, keep it simple, 
explain why, and take advantage of every 
opportunity to get their message across. 

Building a strong team 
The first step in building a strong 
management team is hiring the right 
people. Once that team is in place, 
promote learning, treat people with 
respect, and ensure that team members 
understand the value of their individual 
contributions. Work together as a team 
especially when things go wrong, and 
identify problems without blame. In 
addition, give people access to accurate 
information to avoid rumours and hearsay.
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Motivate others 
Long-term business success depends 
on having an organizational culture 
where people are motivated to excel. 
Harness the creativity of employees by 
promoting the organizational vision, 
setting goals that broaden employees’ 
abilities and believe that the team 
can achieve these goals. Provide 
opportunities for supporting employees 
who take risks. Recognition and reward 
should follow outstanding achievement. 

Be decisive 
Strong leaders scrutinize every 
element of the organization and 
decide what needs to stay and what 
needs to be abandoned. They seek 
input from others, make decisions and 
then move forward.

Delegate responsibility 
Good leaders surround themselves with 
a strong team and take advantage of 
their skills and authorities. They define 
tasks, offer suggestions, and then give 
their team the room to operate and the 
freedom to be creative. They reward and 
recognize success. Good leaders avoid 
questioning, analysing and second-
guessing every decision made or action 
taken by the person they’ve placed 
in charge; they don’t hover. Your own 
success as a leader is shown by how you 
develop your employees.

Build leaders 
A sign of effective leadership is instilling 
leadership traits in your management 
team. True mentors focus on a person’s 
strengths and potential, convince the 
individual that they have what it takes, 
and put aside their own agendas to help 
others express their unique talents.



PAGE 8

Human Resources Guide for Community Sport: Managing Employees



STRATEGIC AND OPERATIONAL PLANNING

PAGE 9

3.0
STRATEGIC  

AND 
OPERATIONAL 

PLANNING



PAGE 10

Human Resources Guide for Community Sport: Managing Employees

Strategic planning is the most important function of key decision makers in an 
organization. It determines where an organization should be going so that all 
organizational efforts can be pointed in that direction. 

Key elements of the strategic planning process are:
● � Definition of the organization’s purpose and vision 

Why does the organization exist?  
What do we do to fulfill our purpose?

●  Strategic analysis 
Determine trends, strengths, weaknesses, opportunities and threats,  
by assessing external and internal environments. This is called a SWOT.

●  �Development of a practical vision 
What will our organization look like five or ten years from now?

●  �Identifying, analysing and overcoming barriers 
What obstacles will get in the way of realizing our vision?

●  �Setting strategic direction 
What broad directions will enable us to overcome the obstacles and  
allow our vision to be realized?
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Operational planning is an essential part of strategic planning. Whereas the focus 
of strategic planning is on what the organization is and the direction in which 
it should be going, operational planning focuses very specifically on how the 
organization is going to get there. The timeframe for an operational plan is typically 
one to three years. The primary purpose of the operational plan is to achieve the 
results outlined for the first year of the strategic plan. 

Key elements are: 
●  Operational analysis 

●  Indicators of performance  

●  Action plans  

●  Key result areas  

●  Short-term objectives  

●  Budgets

By establishing and implementing effective operational planning processes, an 
organization is able to produce effective and functioning management and employee 
teams to establish or change to a desired culture, to respond to changing conditions, 
and to analyse and influence organizational personnel, systems, structures, policies 
and rewards. It involves the commitment of major financial, human and physical 
resources to enable the achievement of planned directional change.
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Results management focuses on plan execution and focuses on reporting, controlling 
and modifying the plan to meet desired results. 

Key elements include: 
● Control systems 

● Organization results 

● Individual results 

● Reward systems 

● Management reports 

● Unit results 

● Corrective action 

● Return on investment (ROI) 
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Human resources planning is the process of forecasting an organization’s human 
resource needs to ensure it has the right number of individuals, with the right skills, 
at the right time, in the right position. It also provides management with the tools 
to control labour costs and evaluate employees and their future development 
potential. Effective human resource planning enables organizations to plan 
recruitment and selection and other human resource programs and ensures the 
organization can accomplish its current and future objectives. 

Key elements of the human resource planning process are: 
● �Establish – organizational goals and objectives during the strategic and operational 

planning process.

● �Forecast – future human resource needs by analysing current requirements and 
projecting future requirements based on organizational changes/objectives, budgets 
and any planned changes in operations/activities.

● �Analyse – the current skills, experience and qualifications of existing staff and project 
future human capital supply based on attrition and productivity changes.

● �PLAN – human resource programs such as recruitment, training and development, 
succession planning, and job changes to enable the organization to achieve its human 
resource plan.

● �Implement, monitor and evaluate the human resource programs.
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4.1 Organization and Position Design 

No matter how small or large an organization is, it is important to develop an 
organization chart as it provides a snapshot of the organization. Organization 
charts show the title of each position, the reporting relationship, and the leader 
in each technical area, department, unit or branch. They should be organized 
based on logical groupings of work, not the employees you currently have in the 
organization. An effective organization chart communicates to staff and volunteers 
where you plan to take the sport, how they fit into the organization, and shows 
options for career development. 

There are four common organizational structures:

�Functional 
Used when the organization is small, 
geographically centralized, and provides 
few goods and services. When an 
organization experiences bottlenecks 
in decision making and difficulties 
in coordination, it has outgrown its 
functional structure.

Divisional
Used when the organization is relatively 
large, geographically dispersed, and/or 
produces a wide range of goods/services.

Lateral Relations 
Used to offset coordination problems in 
functional and divisional structures.  
They typically use dotted line supervision, 
have liaison roles, temporary task forces 
or integration managers.

Matrix
Used to reinforce and broaden technical 
excellence and can balance conflicting 
objectives of an organization. However, 
they often create confusion and require 
organizations to modify many traditional 
management practices.
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A sample functional organizational chart is illustrated in Appendix A which 
would likely be the best option for most provincial sport organizations and 
member clubs.

Every employee should have a separate and distinct job that is designed 
to help the organization achieve its business goals and objectives in the 
most efficient and effective way. Job design is the process of defining and 
arranging tasks, roles, and other work processes. Analysing a job entails 
determining the duties and nature of the job, and the skills and experience 
of people who should be hired for them (not the skills and experience of 
those currently performing the job). This data is then used to develop a 
job description. In smaller organizations it is quite common for employees 
not to have job descriptions. However, a job description is a foundation 
document that is used to recruit, compensate, train and manage the human 
resources in your organization. 

To assist with the development of job descriptions, we suggest you use 
the questionnaire in Appendix B. This tool can be modified depending on 
the size and complexity of your organization. A sample job description is 
provided in Appendix C.

4.2 Recruitment Best Practices 

The first step in the recruitment process is to prepare and/or review the job 
description to ensure it accurately reflects current job duties and the required 
knowledge, skills and experience of ideal candidates. 

Once the job description has been prepared or updated, you need to 
determine the most appropriate method of attracting suitable candidates 
and the related costs. Sources of candidates may include media advertising; 
web sites; government agencies; former athletes transitioning into new 
roles; professional and community associations; campus career fairs; 
employee referrals; external recruitment firms; etc. 



PAGE 18

Human Resources Guide for Community Sport: Managing Employees

To determine the best source of candidates, consider the desired skills and 
knowledge the position requires. For example, in the job description provided 
in Appendix C for a Club Administrator we suggest posting the opportunity 
on job sites of local community colleges offering administrative management 
programs; Charity Village; BC jobs; Craigslist; and relevant association 
websites such as the Canadian Society for Association Executives. Newspaper 
advertising can also be used; however ads can often be expensive and not yield 
the best quality candidates. 

4.3 The Selection Process 

Once resumes have been received from the various sources, they should be 
reviewed and sorted into “A” and “B” candidates. The hiring manager will 
conduct an initial telephone screening interview with “A” candidates to get an 
initial sense of why they want to work for the organization, their experience as 
it relates to the job description, communication skills and salary expectations. 
Candidates who appear to have the required skill set are then brought in 
for a face-to-face interview with the hiring manager and any other relevant 
individuals including direct supervisors and co-workers.

4.4 Potential Conflict of Interest

The potential for conflict of interest usually comes in the form of favouritism. 
When it happens, someone uses their position of authority or responsibility 
(e.g. coach, administrator, scheduler or Club President) to advance the interests 
of a family member or friend over other candidates. Unfortunately, perception 
is often stronger than the reality and, even if the staff member or volunteer’s 
actions are completely justified, once the perception of unfairness takes root, it 
becomes reality.

Effective management of allegations of favouritism and conflict of interest is 
critical to the health of the organization. Active listening involves hearing the 
complaint without passing judgement and paraphrasing to express understanding.  
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Anyone in a position of leadership and authority must hold themselves to a 
higher standard, and the organization can also help in some practical ways. 

Some things to keep in mind when hiring staff and recruiting and appointing 
volunteers include:

● � �During the interview/recruitment process, be open about the potential for perceptions 
of conflict of interest. 

●  ��If necessary, consider establishing a policy where parent coaches are not allowed to 
coach a competitive team when they have a son or daughter on that team. 

● � �Establish codes of conduct for paid and volunteer leaders that includes a clause 
relating to conflict of interest. Include a brief overview of the code of conduct as part 
of your new coach/volunteer orientation where you can demonstrate different ways of 
how conflict of interest might arise and how it should be dealt with.

To review Draft Human Resource Policies relating to handling potential conflicts of 
interest, see Appendix U: Conflict of Interest.
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4.5 Overseas Recruitment

If there is a shortage of qualified Canadian coaches, clubs may choose to 
recruit coaches from other countries under Service Canada’s Temporary 
Foreign Worker Program. 

As of January 1, 2009, certain temporary foreign workers are eligible for 
concurrent processing. This means that their work permit applications 
can start being processed before the Canadian visa office has received an 
approved Labour Market Opinion (LMO). This includes Coaches who are 
listed in the National Occupational Classification (NOC) at the B level under 
classification 5252 Coaches.

To be eligible for concurrent processing, the foreign worker must be applying 
for a work permit at a Canadian visa office outside of Canada.

● �A letter to the visa office stating that 
you want concurrent processing of the 
work permit application and that you 
are aware that a positive Labour Market 
Opinion (LMO) issued by Service 
Canada is required before a work permit 
can be issued.

● �A copy of the employer’s application for 
an LMO, along with a copy of the job 
offer or contract in Canada.

● �The application processing fee  
of $150.

What the Foreign Worker Must Do
Complete a work permit application http://www.cic.gc.ca/english/pdf/kits/forms/
IMM1295B.PDF and include the following documents with the application:
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● �The visa office decides if the 
application qualifies for concurrent 
processing. If it does, a file number 
is assigned, the cost recovery fee is 
paid, and instructions are sent to the 
applicant if a medical examination  
is required. 

● �You must advertise on the National 
Job Bank (http://www.job.gc.ca) for 
a minimum of 14 calendar days OR 
conduct similar recruitment activities 
consistent with the occupation such 
as advertising on recognized Internet 
job sites, industry journals, newsletters 
or national newspapers (or by 
consulting professional associations) 
during the three months prior to 
applying for a Labour Market Opinion.

● �You must be prepared to demonstrate 
that you have met these advertising 
requirements by providing proof of 
advertisement and the results of 
your efforts to recruit Canadians 

● �The cost of the medical exam and the 
work permit are paid by the applicant 
and are non-refundable should their 
application be refused.

● �The foreign worker then waits until 
you send him the approved LMO. 
They will then take this to the visa 
office and include their visa office  
file number.

or permanent residents, supplying 
information on the qualifications 
of Canadian applications and why 
they were rejected. Records of your 
efforts should be kept for a minimum 
of six years as stipulated in certain 
provincial and federal legislations, 
such as the Income Tax Act.

● �Once you have fulfilled the required 
advertising criteria and have an 
accepted job offer from a foreign 
worker, you can then apply for a 
Labour Market Opinion (LMO) 
under the National Occupation 
Classification – 5252 Coaches.

What happens next?

What the Canadian Employer Must Do



PAGE 22

Human Resources Guide for Community Sport: Managing Employees

● �Submit an application to Service 
Canada. This can be mailed or 
submitted online http://www.hrsdc.gc.ca/
eng/workplaceskills/foreign_workers/
fwp_application.shtml. 

● �Service Canada ensures the job offer 
is genuine, the wages and working 
conditions are comparable to those 
offered to Canadians working in the 
occupation, that reasonable efforts were 
undertaken to hire or train Canadians 
for the job and that the foreign worker 
is filling a labour shortage.

● �Once Service Canada approves the job 
offer, they will provide you with written 
confirmation. A copy of the Labour 
Market Opinion confirmation letter 
must be sent to the visa office as soon 

as it’s received and should include the 
visa office file number.

● �Once the work permit and LMO are 
approved, the foreign worker is then 
legally entitled to work in Canada. The 
duration of the work permits are usually 
two or three years. During this time, they 
are able to apply for Canadian Landed 
Immigrant status should they so choose.

● �In some cases, you supply return plane 
tickets and accommodation.

● �You should create a foreign worker 
specific orientation to help them link up 
with community and cultural services.
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Sample Advertisement

Club Administrator – Surrey
Are you organized, fantastic with people  

and looking for a new challenge? Are you looking for  
a fun and energetic work environment?

ABC is the largest swim club in the Lower Mainland offering recreational and competitive 
programs. Due to continued growth, we are seeking a Club Administrator to join our 
exceptional team and handle day-to-day operations of the club. 

Reporting to a volunteer board, this varied and challenging role includes responsibility for:

●  Program and schedule development 

●  Registration and office management 

●  Advertising and promotions 

●  Staff recruitment, supervision and training

Ideal candidates will have at least two years office management experience and enjoy 
working in a demanding environment where change is constant. If you have a strong 
commitment to customer service, are highly organized, and excel at problem solving, 
then we look forward to receiving your resume at abcclub@shaw.ca or 604-555-5555.

4.6 Drafting an Effective Advertisement/Job Posting

Ensuring you have the ideal advertisement for your vacancy is crucial to 
ensuring you get the ideal candidates to apply. Consider whether desired 
candidates will be coming from a similar job or from a totally different 
industry. Review the job description to determine what specific qualifications 
and experience candidates need to have.

Structure the ad with a strong heading that states the job and location and 
then have a “hook” line that grabs attention and gets people to read on. 
Include an employee value proposition that states what they will get by 
working with your organization (such as culture, experience, great benefits). 
Keep the ad concise and provide only a small amount of key information about 
the organization and main responsibilities and duties. Don’t put the entire job 
description in your ad. An example of a well laid out ad is as follows: 
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4.7 Principles of a Good Selection Interview

Individuals involved in the interview process should really know the job and what will 
constitute a high performing employee. An interview plan should be developed to 
ensure the hiring manager comes away with the information they need and to ensure 
all candidates are asked the same questions.

The key difference between effective and ineffective interviews are structure and 
focus. Too often interviews are unstructured and largely unplanned conversations 
that may or may not focus clearly on job-relevant factors. A structured interview 
consists of carefully planned job-related questions using a combination of open-
ended, situational and behaviour-based interviewing techniques.

Open-ended questions can be useful to open an interview but they should be used 
sparingly. The remaining questions should be the behaviour-based type to focus on 
the applicant’s past success with similar performance requirements. You may want 
to add one or two situational questions to see how well applicants can think on their 
feet (assuming that this is relevant to the job).

The main focus is to put your candidate at ease so they can provide the information 
you are looking for and learn about the job and organization.

4.8 Examples of Situational and Behaviour-Description Interview Questions

Situation Questions 
● �What would you do if one of the club members became angry during the course 

of a competition and started to become verbally abusive to the referree?

● How would you respond to an employee who accuses a fellow employee of theft?

● �It’s 3 p.m. and you have a report due to your manager at 5 p.m. Suddenly you 
have to deal with a crisis situation that requires your immediate attention. What 
do you do?
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Behaviour-Based Questions 
● �Think of a situation in which you were part of a team and another team member 

refused to pull their weight. Describe the situation. 
What did you do? 
What was the outcome?

● �Please describe a situation in which attention to detail was very important.
What did you do to focus your attention and minimize errors?  
How effective was it?

● �An important part of this job is selling people on your ideas. 
Describe an example of how you persuaded someone to accept your point of 
view?  
What exactly did you do to accomplish this?

● ��Think of a case in which you missed a deadline. 
What caused you to miss the deadline? 
What happened as a result?

4.9 Interview Techniques to Avoid

Conducting effective interviews takes a lot of practice. To ensure you get the most 
out of the interview process, avoid the following:

● ��Dominating the interview and talking too much. Be comfortable with silence and 
give the candidate time to answer.

● ��Letting the applicant control the interview. Don’t be afraid to direct a candidate 
back to a specific question.

● �Getting into a debate with the applicant – keep the process neutral.

● �Responding to interruptions – turn your phone off, shut your door.

● �Using questions that can be answered yes or no.

● �Leading the questioning by suggesting the proper answer.

● �Overselling the organization or the opportunity.

● �Not providing a realistic and balanced view of the job.

● �Asking questions of a discriminatory nature (i.e. marital status, age, ethnicity).
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4.10 Questions You Can’t Ask

A person cannot be refused work, promotion, be fired or forced to work under 
different conditions because of:

● �Age (19 and over)

● �Race, colour, ancestry or place of origin

● ��Family status

● ��Political belief

● �Marital status

● �Physical or mental disability

● �Religion

● ��Sex (including sexual harassment, pregnancy and transgendered discrimination)

● ��Sexual orientation (includes protection for heterosexuals, bi-sexuals, gay men  
and lesbians)

● �Conviction for a criminal or summary conviction charge that is unrelated to  
the employment 

This affects the questions you can ask applicants and what kinds of things you 
can take into account when you are deciding who to hire. When advertising for a 
position, you are not allowed to exclude any class or category of person from the 
advertisement unless the preference is based on a genuine occupational requirement.

When interviewing candidates, you can ask personal questions, but you cannot refuse 
to hire or promote on the basis of how candidates answer these questions. Unless it 
is imperative to know, it is best to avoid any questions related to the above. 
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4.11 Common Interviewer Errors

Snap judgement 

Basing your selection on first impressions. 

Contrast effect 

Giving an applicant higher than deserved 
ratings when they are interviewed 
immediately after a weak candidate, or 
lower-than-deserved ratings when they are 
interviewed after a strong candidate.

Similarity effect 

Giving higher ratings to applicants who are 
like you.

Over-generalizing 

Assuming that because a candidate behaves 
in a specific situation with  
one type of person they will act  
the same way with all types of  
people in all situations.

�Over qualification 

Focusing on the person with the highest 
qualifications who may not necessarily be 
the most suitable for the job.

Verbosity 

Over-rating the candidate who speaks 
quantity rather quality.

Halo effect 

Basing your overall impression, either good 
or bad, on only a portion of the facts 
and applying this assessment to all other 
factors.
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4.12 Effective Interview Format

The following is an effective interview format:

● Greetings/establish rapport.

● �Introduction – introduce those 
involved in the hiring process or 
interview panel and reiterate the 
position.  

● �Review the interview process – 
discuss what will happen during the 
interview, how long the interview 
will be, when the candidate can ask 
questions and explain that you will 
be taking notes.

● �Review the candidate’s resume 
– ask them to summarize their 
education and career to date 
including reasons why they 
changed jobs (open-ended 
question).

● �Review specific experience on the 
resume as it relates to the position 
you’re hiring (open-ended 
questions).

● �Ask behavioural-based interview 
questions to determine if they 
have the required personal 
attributes.

● �Ask for specific examples that 
will illustrate the skills and 
competencies required to do the 

job (situation and behaviour-
based questions).

● Probe for more information.

● Record answers.

● �Describe the position, key 
responsibilities, challenges and 
opportunities for advancement.

● �Provide applicant with a realistic 
overview of the job and who will 
they report to and work with.

● Clarify their salary expectations.

● �Describe the organization and 
culture.

● �Ask how much notice they have to 
give.

● �Ask the applicant if they have any 
questions.

● �Close the interview – explain 
next steps, how they will be 
notified, timing of possible second 
interview (if applicable).

● �A sample Interview Outline with 
examples of situational and 
behaviour-based interview questions 
is attached as Appendix D.
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4.13 Reference Checking 

The best way to predict a candidate’s potential to perform well in any given 
position is based on obtaining information on their past and demonstrated 
experience in similar circumstances. Candidates should be asked to provide 
the names and contact information of previous or current employers, 
peer(s), subordinate(s), and if relevant, any external party. If a candidate is 
unable to provide their previous or current employers as a reference, this 
may be a red flag and should be questioned. It is recommended that you 
obtain written approval from candidates to conduct references. A sample 
Candidate Consent Form is attached in Appendix E.

Always do a minimum of two reference checks.

During the reference process, the same questions should be asked of all 
references. Focus on any particular areas of concern that may have been 
identified during the interview process. It is also recommended that any 
professional designations and university degrees be verified, preferably 
at source, as documents can be forged. You can obtain verification by 
contacting the Registrar at the relevant educational institution and/or 
professional association.

A sample reference check template is attached in Appendix F.

Refer to Section 8.5 on how to handle providing references to other 
employers on current or former employees.

4.14 Employee Classifications 

Full-time employees work the standard work week of 40 hours and receive 
full employee benefits and vacation time. The advantage of full-time 
employees is a stable workforce.

Regular part-time is less than full-time work by employees on an organization’s 
payroll and is one of the fastest growing segments of employment. Working 
part-time enables people to balance their work and their personal life.
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This type of employee classification reduces hiring and retraining costs and 
expands your talent pool to include employees unable to work full-time. 
Depending on your policy for eligibility to health benefits, this classification can 
help to control benefit costs and offers an employer the flexibility to control 
labour costs as market demands change.

Casual employees differ from regular part-time employees in that they do not 
receive benefits. This employment classification allows employers to determine 
whether an employee is the right fit and if so, you can encourage employee 
commitment to work towards achieving regular part-time status and eligibility 
for benefits.

Contract/term employees allow employers the greatest flexibility and many 
organizations use term employment as a job entry policy. 

Contract/term employees enable an employer to establish a set period to 
determine whether the individual is a good fit. If the fit isn’t right, the employer 
can communicate that the contract or term of employment will not be renewed. 
It also provides an out for the employee if they determine things aren’t to their 
liking. One of the benefits of contract/term employees is that they often perform 
at their best knowing they are continually being assessed. However on the flip 
side, contract/term employees may feel unconnected and insecure which may 
affect productivity. 

Temporary employees are usually accessed through an employment agency. 
However, more and more organizations are developing their own temporary pool 
with former or retired employees. Temporary employees are usually highly trained 
and there are no benefit costs.
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4.15 Employee Versus Contractor? 

Many organizations hire people as contractors when in fact they are 
employees. Just because someone is called an independent contractor or signs 
an independent contractor agreement, does not mean that they are. It is the 
reality of the work that determines if you are an employee or not. 

Various tests have been developed by the courts, the Employment Standards 
Branch and CRA to determine whether or not someone is an employee or an 
independent contractor. These tests include:

Control – is the person under the direction and control of another regarding 
the time, place and way in which the work is done? Is the person hired, given 
instruction, supervised, controlled, or subject to discipline? Did the person 
answer a help wanted ad? Is the person told what to do, how to do it, and 
when to do it? The greater degree of control, the greater likelihood of the 
person being found to be an employee.

Ownership of tools – Does the person use tools, space, supplies and 
equipment owned by someone else? If so, this would indicate an employment 
relationship. However, it is recognized that some employers require employees 
to provide their own tools or vehicles.

Chance of profit – Does the person have a chance of profit? If their income is 
always the difference between the cost of providing the service, and the price 
charged for the service, the worker may be someone other than an employee.

Risk of loss – Is the person at risk of losing money if the cost of doing a job 
is more than the price charged for it? 

Payment – Does the person receive payments of regular amounts at set 
intervals? Does the person receive payments regardless of customer satisfaction 
or customer payment? If so, this would indicate an employment relationship. 

In general, the degree to which the party who pays for the service provided 
controls the supply of material and tools, and retains direction and control 
of the activities, increases the likelihood that the relationship will be found 
to be one of employer/employee.
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A common misunderstanding is that one or the following factors establishes an 
independent contractor relationship – signs an agreement as an independent 
contractor; charges GST; no deduction for Income Tax, EI or CPP; works for several 
businesses; submits a bill for labour provided; drives his or her own vehicle/
provides own tools.

If it is determined that you have been paying someone as an independent 
contractor when in fact they are employee, it is the employer who is liable for any 
statutory deductions that have not been withheld plus any penalties. In addition, 
you may open yourself up to an audit to determine if there have been multiple 
violations – it’s not worth it.

4.16 Employment Offers 

Once the final candidate is selected and you have verified their references, the 
terms and conditions of employment are negotiated. 

A written job offer is prepared that outlines the terms and conditions of 
employment and includes a copy of the job description. If the candidate accepts 
the employment offer they will be asked to sign the offer and return a signed copy 
to the organization immediately. 

Offer letters can be simple or complex, depending upon the position and terms 
and conditions of employment. We have attached two samples of employment offer 
letters that have been vetted by legal counsel, in Appendix G and Appendix H. It 
is recommended that legal counsel review any employment contract related to a 
senior position to ensure it reflects current labour law and the relevant terms and 
conditions of employment.



RECRUITMENT

PAGE 33

4.17 Probationary Period 

Probation is intended to provide both the new employee and the 
organization with a reasonable period of time to evaluate the employee’s 
suitability for the position.

The length of the probation period will be communicated in the Offer of 
Employment letter. Typically, new employees are considered on probation 
until they have completed three (3) months of continuous employment. 
During this period of mutual evaluation, the employee may resign without 
giving notice and, conversely, the Organization may release an individual 
without notice. Employees who have proven suitable during this period are 
retained on a permanent basis.

However, in some cases the probation period may be longer. Where more 
time for accurate assessment is required, the Supervisor or Manager may 
decide to extend the initial probationary period for an additional three (3) 
months. Such extensions must be communicated in writing to the employee 
prior to the expiration of the initial probationary period. The employee 
will remain ineligible for the benefit program until the expiration of the 
extended three-month period.

An employee who is unable to meet performance expectations, or is found 
to be unsuitable for their position following a probationary period that 
exceeds three (3) months may be released from employment. However, 
the Organization must provide notice or pay in lieu of notice as per the 
Employment Standards Act.

Supervisors and Managers are responsible for ensuring that orientation and 
on-the-job training is provided and the employee’s performance, conduct, 
observance of policies and procedures and attendance are monitored and 
reviewed. Performance expectations and the performance review process 
should be discussed with the employee within the first month of employment.
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The market for quality staff has become more and more competitive with demand 
exceeding supply in many areas of the economy. In addition, the cost of hiring new 
staff (advertising, training, impact on productivity, etc.) has increased substantially 
over the last decade.

A certain amount of turnover is natural and desirable. Desirable turnover occurs 
when good candidates are promoted into higher positions of responsibility; or 
poorly performing employees leave or are let go, ideally to be replaced by more 
productive ones. Undesirable turnover is another matter. When good talent leaves, 
the replacement costs are quite high. Reducing undesirable turnover typically results 
in a significant improvement to an organization’s bottom line. 

The top causes of employee turnover are:

To reduce undesirable turnover, leadership needs to conduct both stay and exit 
interviews to find out why good employees are leaving and then put in place cost-
effective solutions to reduce it. Stay interviews are conducted during the course of 
employment. Exit interviews are conducted once an employee gives notice.

● �Compensation 

● �Career development

● �Work hours

● �Job fit (culture versus skills)

● �Manager/employee relations

● �Corporate culture

● �Recognition

● �Family obligations

● �Physical work environment

● �Employee communications

● �Perceived unfairness of outcomes 
or processes

● �Perceived lack of recognition and 
appreciation

● �Perceived unfairness of personal 
treatment

● �Lack of opportunity for 
advancement
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To mitigate employee turnover, consider the following:

Hire the right people 
Having the right people on board who fit 
the organization will dramatically increase 
the chances that they will stay for an 
extended period of time.

Communicate 
Be sure that team members know their 
roles, job description, and responsibilities. 
Communicate any new policies or 
initiatives to make sure everyone is 
one the same page. Have regular staff 
meetings to share information and solicit 
employee feedback. Nobody likes to feel 
left out of the loop.

Include employees in the 
decision making 
Include team members in the decision 
making, especially when they will be 
affected by these decisions. This helps to 
create a culture of employee involvement 
and generates new ideas and perspectives 
that management may not have thought of.

Allow team members to 
share their knowledge 
with others 
The highest percentage of information 
retention occurs when one shares that 
information with others. Have team 
members share what they have learned 
at a workshop or conference or create a 
process where more junior staff can be 
mentored by more experienced employees.

Provide ongoing 
feedback 
Don’t wait until performance review time 
to give feedback on how an employee 
is performing. Regular feedback keeps 
performance levels high and reinforces 
positive behaviour. Simply letting an 
employee know they’re doing a good job 
on a current project can do wonders for 
morale and help to increase retention. 
Remember to thank employees on a 
regular basis for their efforts.

Offer competitive 
compensation 
Everyone wants to feel they are paid fairly 
for the work being done. Research what 
other organizations are offering in terms 
of salary and benefits and make sure your 
compensation is competitive.

Balance work and 
personal life 
Family is important. When works begins to 
put a significant strain on one’s family no 
amount of money will keep them around. 
Small gestures such as allowing a team 
member to take the occasional extended 
lunch to watch a child’s baseball game will 
likely be repaid with loyalty and extended 
employment with the organization.
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Provide opportunities for 
growth and development 
Offer team members the opportunity  
to learn new skills and knowledge.  
If someone appears bored or burned out, 
offer to train them in another facet of the 
organization where they would be a good 
fit, or assign them to a special project. 
Nobody likes to feel stuck in a position with 
no chance for advancement.

Recognize hard work and 
let staff know they’re 
appreciated 
This can be one of the single greatest 
factors affecting employee retention. 
Everybody at all levels of an organization 
wants to know that their efforts are 
appreciated and recognized. Often a 
short note or simply saying thank you will 
suffice. Or you might include a mention in 
your newsletter or provide a gift certificate 
to a restaurant or movie –  the possibilities 
are endless.

Clearly define what is 
expected of employees 
Having the right people on board who fit 
the organization will dramatically increase 
the chances that they will stay for an 
extended period of time.

The quality of supervision 
and mentorship 
It is often said that people leave bosses, 
not their jobs. Supervisors play the largest 
role in an employee’s development and 
ultimate success. 

All employees want supervisors who are 
respectful, courteous and friendly. But more 
important they want supervisors who set 
clear performance expectations, deliver 
timely feedback on their performance, live up 
to their word, and provide an environment 
where the employee can grow and succeed. 
Failure to do this can cause an employee to 
start looking for greener pastures.

Fair and equitable 
treatment 
One of the surest ways to create animosity 
and resentment in an organization is to allow 
favouritism and preferential treatment of 
individual team members. 
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Employee orientation has become increasingly more popular in today’s workplace 
because it’s now more about retaining talent than simply getting people settled in 
their new office. A good orientation process is mandatory if you want an employee 
to be successful and to stay.

The concept of orientation is to make new employees feel welcome and 
comfortable in their new surroundings and to minimize the time before new 
employees are productive members of their new work group. By quickly building 
rapport with colleagues and assimilating into their work team, new employees 
experience a sense of purpose with their new organization and the transition is 
less disruptive. From the employer’s perspective, orientation can help minimize 
the down-time typically experienced when bringing a new employee into a 
department. By sharing performance expectations right away, there can be a 
significant reduction in misunderstandings which can often lead to frustration and 
even the premature departure of a new hire.

An effective orientation process includes the following:
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Prior to a new employee’s arrival:
● �Communicate the new employee’s pending arrival to other staff and post an 

announcement on your club bulletin board or newsletter.

● Order name tag, required clothing, business cards, etc.

First day orientation checklist:
● �Welcome the new team member and outline your orientation plans. Make sure 

they know what time to arrive, who to ask for and the acceptable dress code.

● �Review their primary responsibilities and your expectations.

● Provide them with a copy of the Employee Manual.

● Complete payroll set up – void cheque, TD-1 form, etc.

● Provide keys, security card, etc. and review any security issues.

● Introduce the new team member to others.

● �If applicable, provide them with their user ID and password for logging onto their 
computer and training on the organization’s computer systems.

● �Make contact with the new employee at the end of the day to ensure that things 
are going smoothly.

An outline of what constitutes an effective orientation process is outlined in 
Appendix I.

In addition, all new employees must be provided with health and safety orientation. 
The requirements for this are outlined in Section 10: WorkSafeBC – Safety 
Orientation for New Employees.
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One of the most important things a business leader can do is share the organization’s 
vision with their team. This communication is key to getting employees on-side 
and focused on the purpose of the business. After communicating the big picture, 
managers can embark on setting goals with their employees that tie their progress to 
the success of the organization.

Setting goals with employees is an essential element of effective human resource 
management. Employees often know what is required to increase productivity within 
their particular area. By involving them in the goal-setting process versus imposing 
goals, you eliminate the potential for resentment and increase employee buy-in.

Goals for new employees should be established within their first few months of 
employment. Thereafter, they should be reviewed and established annually as part of 
the performance management process. Goals should be established using the SMART 
approach. 
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That is, all goals should be: 

Specific 

Measurable 

Achievable 

Relevant 

Timely

For example, setting a goal of “cutting costs in the office” is not Specific or 
Measurable. A SMART goal would be ”identify at least four areas of reducing 
costs in the office and implement one by mid-year that will result in a 10 per 
cent cost saving.” This type of goal encourages all employees to work toward 
achieving the same goal and eliminates rivalry and competition. Employees will 
work together to reduce costs and will want to share information and help each 
other in attaining the goal.

The manager’s job is to ensure goals aren’t set too high. Goals should be 
realistic and attainable so employees stay motivated and don’t get frustrated. 
Team goal setting has a multitude of benefits, including: 

● �Provides focus to employees by allowing them to establish goals that tie into 
what the organization wants to achieve overall.

● Increases employee awareness and focuses them on the purpose of the business. 

● �Enhances the organization’s chances of success by having everyone’s efforts 
channelled toward achieving short- and long- term goals.

● �Measures employee achievements that are an important part of the appraisal 
process.

● �Encourages teamwork by having everyone feel like they’re contributing toward the 
organization’s growth and success.

Goal setting is an important element of the performance management process. 
Without goals, it is difficult to measure employee achievements or provide any 
meaningful linkage to a bonus program. 

Remember to check in during the year to review goals and their relevancy as 
business needs change. 
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Each employee should have an up-to-date job description which clearly outlines 
their duties and responsibilities. It is the responsibility of each Manager and 
Supervisor to review this job description with the employee in their first few weeks 
of employment and to:

● �Establish clear goals, expectations for performance and conduct, and the 
consequences if these are not met.

● Regularly monitor conduct and performance.

● �Provide ongoing verbal feedback, both positive and negative, on an  
established schedule.

Employees need to be held accountable for meeting these established objectives. 
Any performance problems should be addressed as they happen – openly, honestly, 
promptly and with respect. Don’t save them up until performance review time!

Performance management is a continuous and ongoing process and not a one-
time event. Similar to coaching athletes to enhance performance, employees too 
need “coaching.” Effective performance management supports the organization’s 
overall business goals by linking the work of each individual employee and 
manager to the overall operational plan. All employees play a key role in the 
success of an organization. How well you manage your employees directly affects 
not only the performance of the individual employee but also the performance of 
the entire organization.
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The overall purpose of a performance evaluation program is to:
● �Make performance expectations explicit through the establishment of goals  

and standards.

● Tie individual performance to strategic and operational business plans.

● �Identify measurement or evaluation criteria for performance.

● �Identify the status of the organization’s staffing needs (e.g. employees to receive 
promotions, greater responsibility, or transfers). 

● �Identify gaps in knowledge or skills (competencies) required to achieve 
expectations. 

● �Provide written documentation of employee performance. This includes setting 
specific targets and the means for achievement.

● �Serve as a tool to describe specific areas of employee development and outline 
an action plan for development.

● Act as a forum for individual career development issues.

● �Serve as an information source regarding employee contribution to assist in 
salary reviews.

● Foster communication between the manager and employee.

An effective performance management process provides employees with 
objective feedback on how they are performing, creates opportunities for 
modifications and corrections in employee behaviour, and removes obstacles 
to allow optimum performance levels to be attained. Performance management 
is also linked to career development, and training and development. This is 
the time to discuss each employee’s overall career aspirations and develop 
a training and development plan for the coming year that will work towards 
helping the employee achieve their goals. Of course, if the employee’s 
expectations are unrealistic, this should be discussed honestly by their 
manager who can offer other options for career development that may be 
more achievable.

Sample Performance Evaluation Forms for supervisory and non-supervisory 
staff are attached in Appendix J and Appendix K.
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8.1 “Coaching” Employees to Improved Performance

No matter how effective you are in the hiring process, inevitably there are 
occasions where employee performance issues arise. One of the biggest mistakes 
employers make is not addressing concerns immediately as they occur. Instead, 
they wait until performance review time and then hit the employee between 
the eyes. Performance issues should be dealt with as they occur by providing 
constructive feedback and guidance that will hopefully lead to improved 
performance, whereas formal performance reviews should be future-focused and 
concentrate on the positive. 

An under-performing employee is not going to improve unless they are made 
aware that there is an issue. To ensure a positive outcome, managers should have 
a face-to-face conversation and focus on the desired results versus the employee’s 
deficiencies. Before the meeting, practice what you are going to say and adhere to 
the following steps to provide constructive feedback.

● Be direct and state the reason for the meeting.

● �Know exactly what occurred and don’t rely on allegations or rumours – do your 
research to ensure action is even necessary. Act on facts only.

● �Describe what you witnessed or what your investigation into the problem revealed, 
and have specific examples of the behaviour.

● �Clearly define performance expectations, describe the consequences of the 
continued behaviour and the impact on the business.

● �State your personal concern with the problem and that you value the individual  
as an employee and want to see them succeed.

● �Once you’ve stated your position, allow the employee to give their version of 
events and ask what you and the organization can do to help them improve their 
performance.

● �Ask questions to ensure you understand the employee’s perspective and to clarify 
the sequence of events and specific actions.

● �Determine what training and assistance may be required, and then communicate 
specific actions that must occur to resolve or improve the situation and the time 
frame in which this must happen.

● �Outline how you will monitor the employee’s progress and specific timelines  
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to ensure the change in behaviour has occurred.

● Summarize the conversation and when the next follow up meeting will be.

● �Advise the employee that you will confirm the discussion and what has been 
agreed to in writing and provide them with a copy to make sure there are no 
misunderstandings.

● �Thank them for their input and let them know that you are available any time  
if they require further assistance or clarification.

This “coaching” approach is supportive of the employee, focuses on the desired 

outcomes, and will improve the chances of seeing a positive change in employee 

behaviour.

8.2 Progressive Discipline 

Progressive discipline is used for less serious problems where there is a  
chance for the employee to correct their conduct or performance.  
Correctable performance problems may include:

● Absenteeism or tardiness

● Performance not meeting quality or quantity standards

● Performance below the expectations for the employee’s level of experience

● Lack of sufficient results when compared with others doing comparable work

● Behaviour that adversely impacts the work environment

When discussing a performance problem with an employee consider  
the following:

● What has happened to indicate that performance is below expectations?

● Is the employee aware of the problem? How?

● Are your expectations consistent with others in the same job family?

● What are the chances that discipline will correct the problem?
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Stages of Progressive Discipline

Step One: Verbal “Coaching”
The first step in progressive discipline is verbal “coaching” which should occur during 
your regular one-on-one communication with your staff. Feedback can also occur on  
an ad-hoc basis following first-hand observations. You should not be waiting until the 
annual review process before raising any issues. If you don’t address a problem now, 
it typically leads to the next step in the process. This verbal “coaching” should be a 
dialogue and not heavy-handed.

Step Two: Performance Improvement Plan
This step involves a discussion with the employee and a written evaluation of the  
problem with a specific plan to improve performance. It is used whenever performance 
falls below expectations and when inappropriate conduct has not been corrected.  
The intent of a Performance Improvement Plan is to get the employee back on track  
and must be included in the employee’s personnel file.

There are six key components of a Performance Improvement Plan:

1. �Problem Statement – Outline the problem with specific examples

2. �Performance Expectations – Reiterate performance expectations as they  
relate to the job description or organization policy

3. �Training and Assistance that will be provided by you and/or the organization

4. �Measurement(s) indicating success

5. �Timeline for completion

6. �Specific consequences for failure to make sufficient progress
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Employee Acknowledgement

Have the employee sign the Performance Improvement Plan to acknowledge they 
have received it. Their signature does not mean that they are in agreement with the 
documentation, only that they acknowledge its receipt. Put a copy of the signed 
document on the employee file.

If the employee disagrees with any of the information in the Performance Improvement 
Plan, take their perspective into account and make any appropriate changes, as necessary. 
If they refuse to sign the Performance Improvement Plan, explain that this will not stop 
the process.

Sample Problem Statement 

(Problem Statement) – Over the past month, you have been twenty or more minutes late 
for work on five separate occasions. (Performance Expectations) Office hours are 9:30 
a.m to 6:00 p.m. and all employees are expected to notify their manager if they are going to 
be late for work. (Measurement Indicating Success) You will not be late more than three 
times over the next 90-day period, effective immediately. In addition, your manager needs to 
be notified a minimum of 15 minutes prior to your designated start time if you are going to 
be late and the reason why. (Timeline for Completion) You will be monitored over the next 
90 days, beginning immediately. (Specific Consequences) Should you complete the 90-day 
period without being late more than three times, you will have successfully met the intent of this 
Performance Improvement Plan. If, however, you fail to establish an improved lateness pattern 
(per the guidelines), OR if you slip back into a late pattern after this 90-day period, you will be 
subject to further disciplinary action, up to and including termination. 
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Midpoint Performance Improvement Plan Evaluation

Verbal and/or written evaluation of the employee’s progress should occur mid-way into 
the timeline of the Performance Improvement Plan. Feedback should be provided on 
progress to date and any open issues or problems still requiring resolution. If sufficient 
progress has not been observed, you may terminate the employee. 

A copy of the mid-point evaluation must be written and included in the employee’s 
personnel file.

Final Performance Improvement Plan Evaluation

Verbal and/or written evaluation of the employee’s progress should occur mid-way into 
the timeline of the Performance Improvement Plan. Feedback should be provided on 
progress to date and any open issues or problems still requiring resolution. If sufficient 
progress has not been observed, you may terminate the employee. 

A copy of the mid-point evaluation must be written and included in the employee’s 
personnel file.

Step Three: Termination
Certain actions cannot be tolerated due to the adverse impact on employees, clients, the 
organization, or that are contrary to the organization’s values. These actions might include 
willful violation of a organization policy, procedure, security or safety rule; insubordination 
or refusing to obey instructions issued by a supervisor pertaining to work; use of alcohol 
or controlled substance drugs while at work; theft; criminal conduct or acts of violence; 
dishonesty, fraud or embezzlement; harassment (sexual, racial or other). 
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Termination Considerations:

No employee should be terminated without prior approval from the most senior person i 
n the organization. Before proceeding to termination, consider the following:

● What is the actual or potential impact involved?

● How does the mistake affect others?

● What is the possibility of recurrence?

● What is the employee’s view of the facts?

● �What is the employee’s attitude (honesty, remorse, etc.)?

● What is the impact of taking or not taking action (precedence-setting)?

● Are there any extenuating circumstances (external stresses, substance abuse)?

You have the right to dismiss an employee without just cause, but must provide 
reasonable notice or pay in lieu of notice. The rationale for reasonable notice is to 
provide the terminated employee with a reasonable amount of time to find a similar 
position at a similar salary. Under BC Employment Standards, the requirement is  
for one week’s notice after three months of employment, and two weeks notice 
after one year, up to a maximum of 8 weeks. Check with an employment lawyer as to 
a reasonable notice period. The burden rests with the courts to determine what is 
reasonable which may result in a higher settlement. Courts determine the length of 
notice by considering the employees age, length of service, position, availability of 
similar employment in the market and whether the employee was induced away from 
secure work to work for you.

No notice or severance pay is required if the employee was terminated for just cause. 
However, even with just cause the courts seem to rule that some notice is required. Just 
cause may be constituted through serious misconduct, habitual neglect of duty, serious 
incompetence (hard to prove), breach of trust (theft), wilful disobedience (physical 
abuse of another employee), or excessive absenteeism. Grounds for just cause are not 
automatic grounds for dismissal without notice or severance. 
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Employers must give employees a chance. In addition, employers must show for  
each offence:

1. �Culminating evidence – the courts want to see a series of events that resulted  
in the termination and relevant documentation that supports termination as the 
only resolution.

2. �Progressive severity – the courts look for corrective discipline/progressive 
punishment.

3. �Warning of consequences – the employer must provide evidence that the 
employee was advised in writing of the consequence of each action (signed 
letters of warning).

All wages owing, including termination pay, must be paid within 48 hours after the 
termination occurs. Notice or termination pay is not required if an employee is terminated 
for Just Cause or if the employee quits.

A sample termination letter is attached in Appendix L, an employee release form in 
Appendix M and a working notice termination letter is attached in Appendix N.
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8.3 Termination Meeting Checklist

A termination meeting checklist for Supervisors and Managers is provided in 
Appendix O. Employees leaving the organization, whether due to resignation or 
termination, must return all property to their Supervisor or Manager that belongs 
to the organization on their last day of employment. This may include: 

8.4 Exit Interviews

The main purpose of an exit interview is to gain organizational knowledge from 
a departing employee’s perspective of what is working, what is not working, 
and what areas within the organization need attention, enhancement or 
refinement. Interviews are conducted with employees who voluntarily terminate 
their employment and not with those who have been terminated or downsized. 
They can be completed through face-to-face interviews, sending the departing 
employee a mail-in questionnaire or using an online exit management system.

A sample Exit Interview is included in Appendix P.

8.5 Providing Employee References

The best way to avoid putting the organization at risk when providing references 
on former employees is to have a strict policy in place to handle such requests.  
We recommend:

● �Only one person in the organization has the authority to provide employee 
references.

● �Using written reference requests to avoid any conflicts when providing 
confidential information and avoiding verbal references.

● Security pass

● Keys to the premises

● Manuals

● Client contact lists

● Computers with all passwords

● Uniforms

● Cell phone
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● �Being consistent in providing the same information for every request by using a 
standard form. 

● �Having former employees sign a consent form authorizing you to disclose 
employment information and a release from liability related to the reference.

● �Ensuring all managers and supervisors are aware of and adhere to the policy for 
providing employee references.

A sample policy could read as follows:

ABC Club may disclose personal information about a current or former employee in response to 
reference requests from prospective employers as long as all requests are in accordance with the 
following procedures:

● �All reference requests must be in writing on business letterhead and directed to 

(authorized person’s name or title).

● �All reference letters shall include employee name, employment status, job title and 

description of duties, salary range, date of hire and termination date, reason for 

termination (if applicable).

● �A copy of all reference letters shall be included in the employee’s personnel file.

● �No references shall be issued to prospective employers without the written consent of 

the employee to whom a reference has been requested. Current and former employees 

must consent to the provision of references in writing by signing a consent form. 

We have provided in Appendix Q a sample Consent to Provide an Employee 
Reference template.
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Effective compensation programs demonstrate the organization’s recognition 
that employees must feel that there is a real or perceived fairness and equity 
in their compensation in comparison with other employees; ensures the 
organization remains competitive with other organizations; attracts qualified 
individuals to the organization; keeps employees satisfied; and maintains the 
overall stability of the organization.

Compensation refers to all financial rewards received by employees as a result 
of their employment relationship with an organization. It normally has three 
components – direct compensation in the form of wages, salaries, incentives or 
bonuses; indirect compensation in the form of benefits such as health and dental 
plans, life insurance, etc.; and non-financial rewards that are not easily quantified, 
such as flexible work schedules or more challenging work.

The need for and importance of equity is probably the most important factor. 
Real and perceived equity in the reward systems has a dramatic impact on 
employee satisfaction and performance. There are two types of equity – internal 
(job equity and employee equity) and external. Job equity means that jobs are 
paid according to their value which is determined by evaluating job content 
and skills, knowledge and abilities. Employee equity means that individuals who 
hold the same or similar jobs are compensated according to their contribution. 
External equity means that the organization’s compensation levels compare 
favourably to that offered in other organizations. 

The best source of salary data is what qualified candidates are earning that you 
want to hire. However, this information is attainable only if you’re hiring. To ensure 
you are paying market salary rates, compensation data can be obtained from a 
variety of sources. Industry organizations often conduct annual salary surveys with 
member organizations. For example, Sport BC does a regular compensation survey 
of member sports and this information can be obtained through your provincial 
sport organization.

In addition, Watson Wyatt, Western Management Consultants, and Morneau/
Sobeco, are other organizations that also conduct and publish annual salary 
surveys. These surveys contain compensation data for administrative and clerical 
staff, Executive Directors, Accountants and a variety of other management and 
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non-management positions in the public, private and not-for-profit sectors.

You can also get salary data online at Monster and other job sites but this 
information is often not accurate as it is based on job title versus job content.

Another consideration is to establish a group with representation from 
organizations similar to yours where you can meet on a quarterly basis to share 
compensation data and discuss HR issues and solutions you may all be facing.

9.1 Honorariums 

An honorarium is a payment made to a person for their services in a volunteer 
capacity or for services where fees are not traditionally required. They are often 
used to pay coaches for their costs. Honorariums are considered salary and are 
therefore taxable income. 

When a gift is being substituted for an honorarium, it is still classified as a 
taxable benefit by CRA. If the honorarium is being paid to an individual who 
is non-resident in Canada, tax must be withheld at a rate of 15% unless prior 
approval has been obtained from CRA.

9.2 Reimbursement of Coaches’ Travel Expenses 

Most clubs require their coaching staff to travel to out of town competitions. 
Reimbursement of travel expenses is usually outlined in the employment 
agreement as a clause such as:

It is agreed that the Organization shall reimburse out-of-pocket business 
expenses to the Employee properly incurred by the Employee in connection 
with the Employee’s duties provided that such expenses are approved by an 
authorized officer of the Organization. The Employee shall submit an itemized 
expense account for all such expenses, together with receipts showing all monies 
actually expended by the Employee on behalf of the Organization and such other 
information as the Organization may request from time to time.

We suggest that you establish a travel policy with guidelines for air travel, 
automobile rentals, accommodation, meals and entertainment and personal 
vehicle use. Sample travel policies are attached as Appendix R.
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9.3 Health Benefit Programs 

To recruit and retain skilled and experienced candidates, organizations must offer 
appealing compensation and benefits packages. Even if you can’t match those 
offered by large employers, you may be able to provide benefits that are valued by 
prospective new hires by paying close attention to the perks that motivate today’s 
workers and design a benefits package that is tailor-made for your employee base.

Organizations can provide supplementary health care plans, dental insurance, short-
term disability, long-term disability and life insurance for their employees. Premiums 
for these various programs are either paid 100% by the employer or, in most cases, 
are shared between the employer and the employee on a percentage basis. 

Payroll and benefits services are available through Sport BC (www.sport.bc.ca 
Telephone: 604.333.3400 Fax: 604.333.3401 Email: info@sport.bc.ca).  
Available to all non-profit sport and recreation associations semi-monthly, payroll 
services can be specially tailored to suit the specific needs of your organization.  
A comprehensive group benefits plan is eligible to all registered full-time 
employees working 30 hours or more per week. Group plans include MSP, Great 
West Life and RBC Insurance.

The cost of employee benefit plans has risen dramatically in recent years. Therefore, 
we recommend you work with an independent broker who specializes in employee 
benefit plans to help you select the plan that’s right for your organization.
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If you have one or more employee and pay them on a full-time, part-time, casual 
or contract basis, then you are legally required to register for insurance coverage 
with WorkSafeBC. This coverage protects you against lawsuits from injured 
workers and also covers the worker’s medical and wage-loss costs if they are 
injured while on the job. Injured workers are typically entitled to 90% of their 
average net earnings at the time of their injury, up to the annual maximum. In 
addition, any rehab and retraining costs needed to return a worker to work are 
paid for by WorkSafeBC.

Failure to register could put the organization at considerable financial risk as you 
could be held liable for all compensation costs associated with the claim of a 
worker injured on the job, plus any unpaid premiums.

All paid workers are insured under your account, including labour contractors not 
registered with WorkSafeBC, shareholders and officers who work for the club, and 
your children if they work for you and are paid by your club. 

Premiums are based on the employer’s business and not the occupations within 
the business. Premiums are paid either monthly or quarterly and must be paid on 
time or else you will incur a significant penalty.

Reporting a Claim 

It is the responsibility of all employees to report to their employer if they are 
injured at work or have any symptoms of a work-related illness. A work-related 
injury is one that arises out of and in the course of employment or is due to the 
nature of employment. To be covered by WorkSafeBC, the employee must have 
been working when hurt, and the injury must have been caused by something to 
do with the job. The employer is not usually required to report to WorkSafeBC if 
the employee does not lose time from work and does not seek medical attention. 

Any incident that results in an employee receiving medical attention or time-loss 
from work must be reported to WorkSafeBC. 
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● �The employee must seek immediate medical attention and inform the doctor that 
the injury is work related. The club or association  is responsible for the employee’s 
transportation costs from the workplace to the doctor’s office or hospital.

● �The employer must submit an incident and injury report within three days of the 
injury’s occurrence or within three days of becoming aware of the injury. Injury 
reports can be completed and submitted online by logging on to your employer’s 
account at WorkSafeBC. http://www.worksafebc.com/claims/report_injury/incident_

and_injury_report/default.asp

● �Any fatal or serious injuries must be reported immediately to WorkSafeBC’s 
Emergency Line at 1-888-621-7233.

● �If the employee received first aid on site, the first aid attendant must complete 
a first aid record. This must be retained at the work site for a minimum of three 
years. If the employee was referred to and received treatment at a clinic or 
hospital, the employer must submit an Incident and Injury Report and send the 
Employer’s Report of Injury or Occupational Disease to WorkSafeBC.

Failure to report an injury or coercing an employee not to report an injury or 
hazardous condition is an offence against the Act and can result in fines. 

Worker Benefits 

When a claim is accepted, the employee will begin receiving benefits from 
WorkSafeBC. The type and duration of these benefits depends on the nature of 
the injury and the work. The employer is responsible for the employee’s wages 
on the day of injury, but the wage-loss benefits from WorkSafeBC start the first 
scheduled shift lost after the day of the work-related injury, and they also cover 
health care costs on the day of injury.

Employees receive wage-loss benefits until their case manager determines 
that they are able to return to work or have recovered from the injury. If an 
employer can provide light or modified duties, and it’s safe for the employee to 
do them, they can return to work to those duties. 

If an individual is working (e.g. a return-to-work program) and in receipt of 
WorkSafeBC benefits, the WorkSafeBC benefits are reduced according to the 
amount the employee is receiving for the work. 
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If an employer continues to pay an employee’s full salary while the employee is 
disabled, the benefit amount is still calculated; however WorkSafeBC will send the 
compensation benefits directly to the employer.

Return-to-Work Programs 

Return-to-work programs are a proactive way for employers to help injured 
workers stay at work or return to productive and safe employment as soon as 
physically possible. These programs are viewed as part of the therapy and recovery 
of the employee. They keep employees engaged in the workplace so they can 
return to work in their full capacity sooner.

Coordinate with the employee and WorkSafeBC to develop a suitable return-to-
work plan. Identify modified or transitional work but make sure it’s meaningful 
and productive. Make the program flexible so it can accommodate a variety of 
situations and educate employees and supervisors about return-to- work practices.

Providing a Safe Workplace 

Employers are required by the Workers Compensation Act to protect the health 
and safety of their employees and to comply with WorkSafeBC Regulations. 
WorkSafeBC can determine which category your organization falls under. 

If you employ 20 or more staff and have a workplace that is determined to 

create a moderate or high risk of injury, then you are required to have a formal 
Occupational Health and Safety (OH&S) program in place. If your workforce is 
less than 20, then you must maintain a less formal program by holding regular 
meetings with staff to discuss health and safety matters. We suggest that during 
regular staff meetings, matters concerning the correction of unsafe conditions and 
practices be discussed and recorded in the minutes as it is a requirement that a 
record of these meetings and the matters discussed be maintained.
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Safety Orientation for New Employees 

Regardless of whether you require a formal or informal program, you are 
required to provide all new employees health and safety orientation training 
specific to the workplace. This must cover the following:

● �Name and contact information of their supervisor.

● �The rights and responsibilities of both the employer and the employee under the 
Workers Compensation Act and the OH&S Regulation, including the reporting of 
unsafe conditions and the right to refuse to perform unsafe work.

● Workplace health and safety rules.

● �Hazards to which the employee may be exposed including risk from 
confrontation, robbery, etc.

● Working alone or in isolation.

● Violence in the workplace.

● Personal protective equipment.

● �Location of first aid facilities and means of summoning first aid and  
reporting illnesses and injuries.

● Emergency procedures.

● Instruction and demonstration of the employee’s work task or work process.

● The employer’s health and safety program, if required under the Regulation.

● WHMIS information requirements as applicable to the workplace.

● �Contact information for the OH&S Committee or the employee health and safety 
representative.

A record must be kept of all orientation and training provided to new employees. 
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First Aid Requirements 

WorkSafeBC has recently introduced minimum levels of first aid based on the risk of 
injury that may be incurred in the workplace, and proximity to a hospital. 

A table is contained in the Occupational Health and Safety Regulation— 
Schedule 3 - A Minimum Levels of First Aid.

http://www2.worksafebc.com/publications/OHSRegulation/Part3.asp#SectionNumber:3.16

A health and safety checklist that gives you an idea of the issues that need to be 
addressed to improve health and safety is attached as Appendix S.
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Training and development is the process of enhancing and/or developing the 
knowledge, competencies, skills and abilities of new or existing employees in 
order to meet the organization’s need to maintain and increase performance 
and the individual’s need for further growth. There is an increased emphasis on 
organizations to use training as an employee retention tool, particularly as the 
labour market tightens. Employee training contributes to increased efficiency and 
productivity, decreased need for supervision and reduced turnover.

There are many ways to provide employee training. 

These are:

NCCP – The National Coaching Certification Program (NCCP) is a coach 
training and certification program for 66 different sports and has three streams 
– community sport, competition, and instruction. It is the recognized national 
standard for coach training and certification in Canada. 

The Coaching Association of Canada also offers a variety of workshops and an 
annual sport leadership conference for coaches, sport administrators, coach 
educators and sport scientists.

On-the-job training – teaches an employee how to do their present job. Training 
occurs during working hours in the exact working environment and is tailored to the 
needs of the individual. The downside is that the employee may learn bad habits 
from the trainer and productivity may lag in the work area while training is underway.

Computer-based (E-learning) – using technology, employees can participate in 
external online workshops or seminars or access in-house learning modules. This 
type of training is relatively inexpensive and enables the employee to control 
their pace of learning. However, some employees don’t learn sitting in front of a 
computer screen.

Self-study – can take on many forms such as volunteering, reading, evening classes, 
distance education, self-paced learning, etc. Training can take place after working 
hours and employees learn at their own pace. However, there is no opportunity for 
question and answer periods or instructor/student interaction and again, some 
individuals may not learn best using this method. 
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In-house programs – these training programs enable an organization to control 
the content and design training specifically to the needs and culture of the 
work environment. The training can be delivered by an internal champion or 
external expert during working hours. Trainers may be co-workers who have 
performed the exact job being trained for and the employee receives training 
specific to the needs of the organization. 

Mentoring programs – a mentor is often in a position that an employee would 
like to be in, and will take them “under their wing” to nurture the employee’s 
career quest. Mentoring programs are most effective when there is good 
chemistry between the individuals involved. Mentors can either be within the 
employee’s own place of employment or outside of it – some people even have 
more than one mentor. Mentors can help employees work through workplace 
problems by suggesting alternative approaches and providing a fresh perspective.

The Coaching Association of Canada offers an online mentor program for 
women coaches at all levels where they can receive feedback and exchange 
ideas with an experienced coach. To apply for the program, coaches must have 
completed at least one NCCP course and submit an application form which can 
be found on their website http://www.coach.ca/eng/women/mentor/index.cfm

One-on-one employee guidance – internal and/or external business coaches 
can supplement traditional methods of training. Particularly for more senior 
employees, it may be easier to admit areas of development to external or paid 
business coaches. Business coaching can often expose employees to best practices 
and knowledge of what other organizations are doing in a particular area. 

Employee orientation – occurs during working hours and is often provided 
by the employee’s immediate manager or a senior staff member who is 
knowledgeable and can impart organizational knowledge and principles. 
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Many organizations resist the development of formal human resource policies for 
various reasons. One commonly cited reason is that it limits flexibility. In most cases, 
informal, unwritten policies are developed when needed. However, as organizations 
grow, well-developed policies can help to ensure consistency of decision-making 
across the organization and increase the understanding of the organization’s 
position regarding various areas affecting the human resources of an organization. 

The lack of formal policies creates uncertainty or lack of consistency with how 
issues are dealt with between employees. This can have a negative effect on 
morale. It is important to develop and document policies before they are needed. 

A comprehensive employee manual should cover not only human resource policies 
but also policies related to office procedures, accounting, safety and security, 
information technology, etc. We have attached in Appendix T an overview of what 
a typical organization should include in a Policy and Procedures Manual and draft 
policies that cover some of the mandatory human resource topics that should be 
included in this manual. 

These manuals are a work-in-progress and should be reviewed annually with 
employees or when a situation arises that indicates further clarification or 
development of a new policy is required.
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Succession planning is the processing of making long-range development plans 
to fill key positions in the organization in the future and could apply to both 
employees and volunteers. The process involves an integrated set of activities that 
includes current performance information and future potential.

With skill shortages affecting almost every industry, the importance of succession 
planning has heightened. Succession planning also:

● �Draws on employee potential, reduces turnover and boosts overall job satisfaction. 
Succession of key employees creates interest (increased job satisfaction), learning 
(development) and retention of those employees. Succession planning is important 
even if you have a stable workforce.

● �Reduces hoarding of employees and allows for healthy movement of talent within an 
organization.

● �Promotes effective employee relations; employees will feel valued.

● ��Creates positive external public relations; becomes known as an organization that 
grows, develops and promotes employees from within.

When individuals think of succession planning, they usually see an organizational 
chart with a bunch of arrows pointing to who and where key employees should 
go next when someone gets promoted, terminated or voluntarily leaves the 
organization. This is only half of the picture.

Organizations must also ask the following questions about their present workforce:

● �Are there incumbent positions that would expose the organization to risk if an 
employee were to leave?

● �Who will succeed key employees and are they ready to move into the position now 
or do they require additional training and development?

● �What is the depth of team leadership (eg. management, supervisory) or other 
specialized skills?

● �How many employees are required to complete a work function?

● How many employees are required to complete a work activity?
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● �What are the department utilization rates? Are employees over-worked or under-
utilized in areas? Do you have enough employees to achieve customer service 
standards? Do you meet organizational goals and objectives?

● �Do you have the appropriate staffing levels to meet future needs? Do you have 
the talent internally or will you recruit externally for expertise?

The succession planning process: 

1. Identify key positions within the organization

2. Finalize and update job descriptions

3. Initiate a replacement plan for each position

● identify candidates for succession

● complete candidate discussions

4. Predict promotability

● review each candidate’s status (reject or accept)

● determine availability (internally and externally)

● prepare a qualified list of potential candidates

● evaluate risk 

● prepare action plans

5. Assess training and development needs

● establish training/development format

● provide rationale for costs associated with the training

6. Evaluate the succession process

● review, revise and further the process

● ensure replacement plan is continually maintained
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There is an abundance of information available on the Internet on all topics of  
human resources. 

We suggest:
● ��Developing Human Resources in the Voluntary Sector (HRVS). The goal of HRVS 

is to strengthen the capacity of organizations in the voluntary sector to attract, 
support and keep skilled and committed employees. The site is a work in progress 
and many new features will be added over time. 

www.hrvs-rhsbc.ca

● ��BC Employment Standards Branch 
www.labour.gov.bc.ca/esb/

● �WorkSafeBC 
www.worksafebc.com

● ���HR.com is a free website connecting employers to the knowledge and resources they 
need to effectively manage their people. Provides information on best practices, 
trends and industry news. 
www.hr.com

● ���American Society for Training and Development – online learning resources 
www.astd.org

● ���Salary Expert.com – provides compensation data, analysis and reports 
www.salaryexpert.com

● ���Retired Worker is a resource for retired people who want to work on a part-time, 
temporary or contract basis. It also provides information for employers interested in 
hiring from this candidate pool. 
www.retiredworker.ca

● ���Service Canada provides information on EI, job creation partnerships, targeted wage 
subsidies, work permits, and a number of other employment-related topics. 
http://www.servicecanada.gc.ca/eng/subjects/employment/index.shtml

● ���Coaching Association of Canada  
www.coach.ca

Consulting expertise can also be obtained through WestView Executive Search, the 
author of this HR Toolkit, on an as-needed fee-for-service basis by contacting:

Barb Schimnowsky at 1-877-859-8002 or  
bschimnowsky@WestViewsearch.ca




