
1 

NOVEMBER 29 

Human 
Resources 
Manual 



Mississauga First Nation — Human Resources Manual  i 
Approved:  August 22, 2018 

Table of Contents 

Introduction • 1 

Role of the RMSPD/HR Advisor • 1 

Recruitment & Selection • 3 

Recruitment • 3 
Job Description • 3 

Job Posting • 4 
Screening • 7 

Selection • 11 
The Interview • 9 

The Post Interview • 12 
Closing the File • 13 

Archiving • 14 
The Blue Recruitment File Folder • 15 

Human Resources and Payroll • 16 

Human Resources • 16 
Types of Offer Letters • 16 

Procedures for Designing Offer Letters • 16 
The Employee Data Sheet – Link to Payroll • 21 

Payroll • 22 
Turning on the Sage System • 22 
Turning off the Sage System • 25 

The Employee Listing • 27 

Onboarding the New Employee • 29 

Onboarding • 29 
Human Resources and the Manager – The Offer Letter • 29 

The Orientation – HR and the New Employee • 29 
Payroll and the New Employee • 32 

The New Employee and the Manager • 32 
Health and Safety Training • 34 

Great West Life • 36 

Group Benefits • 36 
The Notification – Determination of Employment Status • 37 

GWL Health Benefits Enrollment Checklist • 37 
Application for Group Coverage • 37 



Mississauga First Nation — Human Resources Manual  ii 
Approved:  August 22, 2018 

Plan Member Changes • 40 
Mass Salary Changes • 42 
Short Term Disability • 42 
Long Term Disability • 43 

Employee Termination • 43 
GWL Presentation • 43 

Group Pension • 43 
GWL Pension Plan Checklist • 44 

Application for Membership in a Registered Pension Plan • 44 
Plan Member Changes • 45 

File Management • 47 

The Personnel File • 47 
The File Tracking Form • 48 

The Personnel File Checklist • 48 
The Employee Job History • 49 

The Employee Data Sheet Revisited • 49 
Note to File • 49 

Training Summary • 49 
Performance Appraisals • 50 

The Work Plan • 50 
Charging Out a Personnel File • 50 

Archiving Closed Personnel Files • 51 
The Archiving Process • 51 

Employee Forms/Letters • 51 
Leave Without Pay/Benefits Letter • 51 

Physical Check Letter • 51 
Consent to Disclose Personal Information • 51 

Bank Letter • 51 
End of Contract Letter • 52 

The Exit Survey Package • 52 

Non-Personnel File • 52 
Correspondence Forms • 52 

Briefing Note Tracking Form • 52 

Labour Relations • 53 

Issues in the Workplace • 53 
Internal Mediation • 53 
External Mediation • 54 

Grievance Procedures • 54 
Progressive Discipline • 55 



Mississauga First Nation — Human Resources Manual  iii 
Approved:  August 22, 2018 

Lines of Authority • 56 

Training and Development • 57 

Staff Training/Professional Development • 57 
Staff Needs • 57 

Types of Training – Mandatory/Recommended • 58 
Training Procedures • 58 

HR Downloads • 60 

Health and Safety • 61 

Workplace Inspection • 62 
Manager’s Responsibilities • 62 

Incidents and Accidents • 63 
Manager’s Responsibilities • 63 

RMSPD/HR Responsibilities • 64 
The Investigation • 64 

Workplace Safety Insurance Board (WSIB) • 65 
Modified Work • 65 

Summary Reports • 68 

Joint Health & Safety Committee • 68 

Canada Labour Reports • 69 
Employer’s Annual Hazardous Occurrence Report • 69 

Workplace Committee Report • 69 

Canada Labour Legislation • 70 

Website Links • 70 

Appendix   

Recruitment & Selection   

Job Description • I 
Job Posting • II 

Cheque Requisition • III 
Recruitment/Selection Checklist • IV 

Conflict of Interest Memo • V 
Oaths of Confidentiality • VI 

Screening Tool • VII 
Screening/Interview Tally Sheet • VIII 
Script for Arranging Interviews • IX 

Interview Confirmation Email • X 
Employment Reference Release Form • XI 

Interview Questionnaire • XII 
Interview Schedule • XIV 



Mississauga First Nation — Human Resources Manual  iv 
Approved:  August 22, 2018 

Chairperson’s Script • XV 
Memorandum to Chief & Council • XVI 

Reference Check Questionnaire • XVIII 
Script for Offering a Position by Phone • XX 

Script for Phoning Candidates of Rejection • XXI 
The Rejection Letter • XXII 

Human Resources & Payroll   

Calculation of Various Leaves • XXIII 
Employee Data Sheet • XXIV 

In Case of Emergency (ICE) Form • XXVI 
TD1 Federal • XXVIII 
TD1 Ontario • XXIX 

Determination of Exemption of an Indian Employee’s Income • XXX 
ROE SAT 4.0 Code Listing • XXXI 

WSIB Form 7 • XXXII 

Onboarding the New Employee   

Orientation Checklist • XXXIII 
Offer Letter • XXXIV 

Personnel File Checklist • XXXVIII 
Confidentiality Agreement • XXXIX 

Employee Code of Conduct • XL 
Verification of Qualifications/Training • XLII 

Personnel Policy Acknowledgement Form • XLIII 
Financial Policy Acknowledgement Form • XLIV 

Holiday & Leave of Absence Form • XLV 
Travel Advance Claim Form • XLVI 

Mileage Chart • XLVII 
Cheque Requisition • III 

Extension List • XLVIII 
Chief and Council List • XLIX 

Equipment Sign-Out Sheet • L 
Fax Cover Sheet • LI 

Office Supplies Request Form • LII 
Journal Entry • LIII 

Tax Exemption • LIV 
File Tracking Form • LV 

Employee Job History • LVI 
JHSC Membership List • LVII 

Incident Report • LVIII 

Great West Life   

GWL Health Benefits Enrolment Checklist • LIX 
Application for Group Coverage • LX 



Mississauga First Nation — Human Resources Manual  v 
Approved:  August 22, 2018 

Beneficiary Designation • LXI 
Trustee Appointment • LXII 

Group Life Claim Form • LXIII 
Request for Non-Standard Dependant Coverage • LXIV 

Group Coverage Change Form • LXV 
Notice of Return to Work • LXVI 

GWL Registered Pension Plan Checklist • LXVII 
Enrolment Guide Booklet • LXVIII 

Application for Membership in a Registered Pension Plan • LXIX 
Investment Personality Questionnaire • LXX 

Notice of Member Termination • LXXI 
Change of Member Information • LXXII 

Request for Member Withdrawal • LXXIII 
Designation of Revocable Beneficiary/Trustee Appointment • LXXIV 

File Management   

Note to File • LXXV 
Training Summary • LXXVI 

Performance Appraisals • LXXVII 
Work Plan • LXXVIII 

Charging out a Personnel File • LXXIX 
Leave Without Pay Letter • LXXX 
Physical Check-Up Letter • LXXXI 

Bank Letter • LXXXII 
Consent to Disclose Personal Information Form • LXXXIII 

End of Contract Letter • LXXXIV 
Exit Survey • Error! Bookmark not defined. 

Incoming Correspondence Tracking Form • LXXXVI 
Outgoing Correspondence Tracking Form • LXXXVII 

Briefing Note Tracking Form • LXXXVIII 

Labour Relations   

Grievance Process Chart • LXXXIX 
Verbal Warning Record • XC 

Chronological Order of Events Tracker • XCI 
Individualized Communication Strategy 

and Performance Agreement 
• XCII 

Relevancy Letter • XCIV 

Training & Development   

Planning Training Checklist • XCV 
Service Contract Template • XCVI 

Registration List • XCVIII 
Training Request Form • XCIX 



Mississauga First Nation — Human Resources Manual  vi 
Approved:  August 22, 2018 

Health & Safety   

Building Inspection Site Visit Report • C 

Building Inspection Schedule • CI 
Healthy & Safety Deficiency Action Request • CII 

First Aid Kit Inspection • CIII 
Fire Extinguisher Inspection • CIV 

AED Inspection • CV 
Bulletin Board Inspection • CVI 

Workplace Inspection Monitoring Form • CVII 
JHSC Incident Investigative Report • CVIII 

Modified Work Agreement • CIX 
JHSC Terms of Reference • CX 
JHSC Agenda & Minutes • CXI 

Employer’s Annual Hazardous Occurrence Report • CXII 
Workplace Committee Report • CXIII 

   
 



Mississauga First Nation — Human Resources Manual  1 
Approved:  August 22, 2018 

Role & Responsibilities of the RMSPD in Human Resources 
The role of the RMSPD in Human Resources is primarily to provide supervision for the HR Advisor. They 
will provide direction to the HR Advisor in their daily operation. As Risk Manager, they are responsible for 
ensuring the health and safety of employees on a daily basis. 

The responsibilities of the Risk Management and Strategic Director are as follows: 
• To be accessible to the HR Advisor on a daily basis in order to keep the lines of communication 

open—in person, by phone, or by email. 
• In acting within a supervisory capacity, they will have full access to all employee files and HR doc-

uments 
• To complete annual performance appraisals 
• To provide guidance, direction and mentorship  
• To provide educational services to improve strategic/operational planning, such as issuing out 

training and professional development to employees 
• To report to Chief and Council on submissions for recruitment (Memorandum) and any other 

briefing note that stems from the Human Resources Department 
• To have an understanding of relevant legislation 
• As Risk Manager, they will know the relevant Occupational Health and Safety Act, the Canada 

Labour Code for Health and Safety, and other legislation related to the field of Health and Safety  

Role & Responsibilities of the HR Advisor 
The role of the HR Advisor is to provide administrative support to the Risk Manager and Strategic Planning 
Director and other Manager/Directors. They will provide advice and guidance to the RMSPD, Managers 
and employees. They are responsible for ensuring the contents of the Human Resources office are secure 
at all times, under lock and key upon leaving the building at night. 

The responsibilities of the Human Resources Advisor are as follows: 
• To be accessible to the RMSPD on a daily basis in order to keep the lines of communication open; 

it may be in person, by phone or email 
• The HR Advisor will not make any decisions without consulting the Risk Manager and Strategic 

Planning Direction; this does not include day-to-day decisions regarding such processes as filing, 
recruitment, or any other type of processes that have been laid out 

• The HR Advisor will provide advice to Managers on legislative compliance 
• The HR Advisor will ensure that any documents submitted for signature is accurate as Manag-

ers/Directors rely on the HR Advisor to provide well-researched documents 
• The HR Advisor will keep the door open to all employees in the organization in the event of crisis, 

concerns, or advice 
• The HR Advisor will comply with decisions made by the Risk Manager and Strategic Director, and 

if they are away, the Director of Operations 
• The HR Advisor will comply with decisions made by Chief and Council as communicated by the 

Risk Manager and Strategic Planning Director  

Role of the RMSPD/HR Advisor 
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• The HR Advisor will continue their growth in the field of Human Resources, e.g. researching legis-
lation as it pertains to employment 
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Recruitment 
1. The Notification  
2. The Job Description 
3. The Job Posting 
4. Screening 

Selection  
5. The Interview 
6. Post-Interview 
7. Closing the File 
8. Archiving 
9. The Blue Recruitment File Folder 

The Notification  
This could come in the form of an email or a spoken request from a department manager that an 
employee has re�red, quit, transferred or is taking a leave for an extended length of �me. It could 
also be a new posi�on needed in a department. 

In following up with the request, the HR Advisor will consider the following two situa�ons: 

• For filling an exis�ng posi�on, there is no need to develop or get the job descrip�on ap-
proved by Chief and Council 

• For new posi�ons, the job descrip�on must be approved by Chief and Council 

The Job Description 
Prepara�on of the Job Descrip�on (template on appendix page I) 

• The HR Advisor may work with the Department Manager/Director in researching Key 
Job Func�ons and Minimum Qualifica�ons. A�er the Manager/Director completes 
his/her final dra�, the HR Advisor will format the job descrip�on for approval by Chief 
and Council. It is the responsibility of the Manager/Director to prepare the briefing note 
and atach the Job Descrip�on. 

• In some cases, the HR advisor will complete the en�re Job Descrip�on and send it for 
review to the Manager/Director. When accepted, the Manager/Director will proceed 
with the BN to Chief and Council. 

• In other cases, the Manager/Director may complete the Job Descrip�on on their own 
and complete the submission to Chief and Council. 

Recruitment and Selection 
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• Chief and Council Results: 

• The Chief and Council secretary will PDF the approved Job Descrip�on via email. At this 
point, the Job Pos�ng can be done 

The Job Posting 

Prepara�on of the Job Pos�ng (appendix page II): 

Once the Human Resources Department receive the job descrip�on, the HR Advisor will begin to 
design the job pos�ng keeping these elements in mind: 

• The Header 
o Posi�on 
o Accountability 
o Circula�on Level 
o Employment Status 
o Hours of Work 
o Preferences 
o Tenta�ve Start Date 

• The Body 
o Key Job Func�ons 
o Minimum Qualifica�ons such as Educa�on/Experience, Other Qualifica�ons, 

Knowledge, Skills, Personal Atributes 
o To Apply Sec�on with per�nent informa�on to candidate 
o Deadline 

Key Considera�ons 

Circula�on Levels: 

The Manager/Director determines what the circula�on level would be: 
• Level I: “Mississauga First Na�on Members” on Job Pos�ng but not restricted to only Band 

Members 
o MFN webpage 
o Educa�on Department  
o MFN Flyer 
o MFN job boards 

• Level II: All First Na�on, Me�s and Inuit – “Those of Aboriginal Descent” on Job Pos�ng but 
not restricted to only those of Aboriginal Descent 
o Circula�on list I 
o North Shore Tribal Council webpage 
o All member Na�ons of the North Shore Tribal Council 
 Ron Manitowabi <ron_manitowabi@msn.com>; <toulouse_danielle@sagamok.ca>; 

Vince Nolan (vno-lan@nog.ca); Rochelle Debassige (rochelled@mchigeeng.ca); 
mmiller@wlfn.com 

o Other local Na�ve agencies and organiza�ons 
 info@anishinabek.ca 
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 Leeann.Blondeau@saultcollege.ca 
 autumn.maguire@collegeboreal.ca 

• Level III: General Public – Anyone can apply 
o Circula�on list I and II 
o Sault Star, the Standard and Sudbury Star 
o Colleges and Universi�es 
o Any other public adver�sements; for example, 
 Job Bank 
 Indeed.ca 

Level III Circula�on Level  

Job Ad – Pos�ng with SUN MEDIA Division of Postmedia 

For Level III Job Pos�ngs, the Manager may request to post with a local newspaper or newspapers 
such as the Sault/Sudbury Star. If this is the case, the contact person with SUN MEDIA Division of 
Postmedia is Rich Buscemi, at 1-855-925-8705 Ext. 8002, or email rich.buscemi@sunmedia.ca  

Se�ng up the Job Ad 

• The HR Advisor will prepare a smaller version of the job pos�ng with only cri�cal infor-
ma�on included as the cost of the job ad increases with its size. The job ad in its new 
format will be emailed to the Manager/Director for approval. The closing date and the 
dates for the job ad is determined at this �me as well 

•  Email Approved Job Ad to SUN MEDIA for a quote, providing informa�on on dates on 
which the job ad will be placed in the newspapers. Once the quote is received, forward 
informa�on to the Manager/Director 

When it appears that the Manager/Director is sa�sfied with the changes and the quote, email the 
final dra� to Rich Buscemi. Retain copy of edited version and new version (from Rich Buscemi) for 
tracking purposes; either electronically or hardcopy  

Se�ng up Payment 

• Email the Manager for an Account Code. Atach the approved Job Ad and Iden�fy the PO 
# to be used as part of the Confirma�on. 

• Prepare a Purchase Order for the approval of the Program Manager/Director. Atach a 
copy of the approved Job Ad Quote with the Purchase Order. Forward it to the Program 
Manager/Director for their signature.  

• Scan or fax a copy of the Purchase Order to SUN MEDIA Division of Postmedia. 
• Prepare a Cheque Requisi�on (template on page III) with the date, the cheque payable to, the 

program to which the account is being charged, the purpose of the cheque, and the 
cheque amount on the header por�on. The body of the cheque requisi�on must have the 
account code, the account amount and the invoice number of the job ad, located on the 
quote. Give the cheque requisi�on to the Manager/Director for their signature. 

• Make a copy of the approved Cheque Requisi�on and Job Ad for the Recruitment File. 
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• Forward to original to the Finance Department for processing. Have the Finance depart-
ment send the payment directly to: 

  SUN MEDIA Postmedia Network Inc. 
  PO Box 7400 
  London, Ontario N5Y 4X3 
  Tel: 800-463-0626 Fax: 519-471-1892 
• Retain copies of all emails with the Recruitment File Folder 
• To ensure the Job Ad is posted, view the Job Pos�ng online to confirm the newspaper 

has issued the dates for pos�ng such as  
o Sault Star Print 
o Sault Star Canoe Online 
o Sudbury Star Print 
o Sudbury Star Canoe Online 
o Elliot Lake Standard 

• Elliot Lake Standard Canoe Online 

The Manager/Director determines what the Employment Status should be: 
• Full-�me – Two Year Contract with possible extension 
• Part-�me – Two Year Contract with possible extension 
• Term (includes Niigaaniin Placements) 
• Relief 
• Labour Services Permanent 
• Summer Student Placement 
• Ac�ng posi�ons 

The Manager/Director determines what the Hours of Work should be: 
• 40 hours per week as in the Women’s Shelter 
• 34.5 hours per week as in the Day Care and Infrastructure 
• 32 hours per week as in the various departments such as Administra�on, Educa�on, 

Sport’s Complex, and Health and Social Services 
• Variable hours not exceeding 80 hours in any pay period 

The Manager/Director determines what the Preferences should be: 
• Must be a Mississauga First Na�on band member (Level I usually) 
• Must be a Person of Aboriginal Descent  

The Manager/Director determines when the Star�ng Date of the candidate will be: 
• Determina�on of star�ng date is dependent on when Chief and Council meets and is 

usually on the following Monday 

The Body 
The body of the job pos�ng has almost the same elements as the approved Job Descrip�on.  At 
the end of the job pos�ng is an excerpt that contains informa�on as to whom and where to send 
the applica�on, followed by the closing date. 
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Screening  
Screening is a three-stage process: the prepara�on of screening, beginning with the recruitment 
and selec�on checklist; the screening itself; and prepara�on for the ensuing interview. 

The Manager and the HR advisor will determine the �melines for screening and interviewing. The 
advisor will use his/her calendar to record the first date (a�er the closing date) on which all mem-
bers of the hiring commitee will be able to complete the blind screening, usually the following 
Monday or Tuesday. It is common to get another hiring commitee member to take the place of 
another member who bowed out because of an unforeseen event. Once the date has been set 
for the screening, a date will be then be determined for the interview, usually one week a�er-
wards. 

Prepara�on for Screening 

The HR Advisor will use the Recruitment and Selec�on Checklist as a guide so that the process 
runs smoothly. The following are the necessary parts for successful screening of candidates: 

Stage One: Prepara�on 
• Recruitment and Selec�on Checklist (see template page IV) 
• Choosing the Hiring Commitee 
• Applica�ons and Thank You Email 
• The Conflict of Interest Form (see template page V) 

• Blind Screening Prepara�on 
• Developing the Screening Tool 
• Developing the Screening/Interviewing Tally Tool 

Stage Two: Screening- one (1) week in advance of interviews  
• The Closing Date of the Job Pos�ng 
• Blind Screening Package: 

o Conflict of Interest signature sheet (if not given via email) 
o Oath of Confiden�ality (see template page VI) 

o The Screening Tool (see template page VII) 
o Blind Résumés and Cover Leters (usually only one copy) 
o The Screening/Interview Tally Sheet (HR Advisor) (see template page VIII) 

• The Decision to Interview 

Stage Three: Preparing for the Interview  
• Script for Arranging Interviews (see template page IX) 
• Interview Confirma�on Email (see template page X) 
• Employment Reference Release Form (prior to interviews) (see template page XI) 

• Booking the Ac�vity Room or Council Chambers 
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Stage One: Prepara�on 

The Recruitment and Selec�on Checklist 

This is a form showing the pos�ng name and the closing date. It outlines the steps for Screening, 
Interviewing and the Post-Interview process.  

Choosing the Hiring Commitee 

• The Manager, who has determined a vacant posi�on needs to be filled, will work with 
the Human Resources Advisor in selec�ng members for the hiring commitee. 

• The purpose of the hiring commitee is to provide an unbiased opinion on candidates’ 
applica�ons. 

• The hiring commitee must consist of four members: the manager with the vacancy, the 
HR Advisor, an employee, and one Council member. 
There are two excep�ons to this: 

o In the case of Management posi�ons, the hiring commitee shall be comprised 
of four members that include one Council member, the Senior Manager with 
the vacancy, another manager and one individual trained in screening.  

o In the case of the Director of Opera�ons and the Director of Risk Management 
and Strategic Planning Director, the hiring commitee will be comprised of three  
council members that may include the Chief, and either the Director of Opera-
�ons and/or Risk Management & Strategic Planning DIrector. The HR Advisor 
will assist at the interview. 

Applica�ons and Thank you Email 

The HR Advisor will accept applica�ons received before the closing date. They will date stamp 
those that are received via inbox or handed in in-person by the individual. For those sent by email, 
they will reply with a thank you email to the candidate. This is proof that they have let the candi-
date know they received the résumé and cover leter. The HR Advisor will print the documents as 
well as the thank you email and place both in the recruitment folder. 

The Conflict of Interest Form 

The conflict of interest form should be emailed out prior to the actual screening date so each 
hiring commitee member has a chance to decline their par�cipa�on if they are closely related to 
or otherwise biased for the screening and interview. At �mes, if the hiring process is �ght because 
of scheduling, it may be that the conflict of interest form is submited on the day of the screening. 
This is only advisable if there is a probable chance that the applicants are not from Mississauga 
First Na�on and therefore not known to the hiring commitee.  

Blind Screening Prepara�on 

This is a process whereby the résumés and cover leters are photocopied. The photocopies will 
have the name of the applicant and any other informa�on that iden�fies the applicant removed. 
The HR Advisor will ensure that all the résumés and cover leters are prepared this way. 



Mississauga First Nation — Human Resources Manual  9 
Approved:  August 22, 2018 

Developing the Screening Tool 

This form outlines the requirements of the job, taken nearly verba�m from the job pos�ng, upon 
which the applicant is basing their résumé and cover leter.  

The screening tool form contains the �tle and date of the posi�on. The excel sheet lists the re-
quirements with headers, e.g.: 

• Minimum Educa�on 
• Minimum Experience 
• Knowledge 
• Special Skills 
• Atributes 
• Administra�on (which does not have a score) 
• A box that has the screening panel member, the signature line and the date of the 

screening 

The final score on the screening tool depends upon how well the candidates’ applica�ons match 
the requirements of the job.  

 The Screening and Interview Tally Sheet 

The screening and interview tally tool is a two-sec�on sheet used to tally the scores from each 
of the four screening tools. A�er totaling a sum from the list of numbers, divide it by four to get 
an individual score. Finally, divide the individual score by the total score to get a percentage. 

The hiring commitee must interview two-thirds of the candidates only if the scores are above 
50%. At �mes, there are excep�ons to this rule: there may be only two candidates; there may 
be a faulty screening tool; there may be a technical specific posi�on and so there may be some 
leeway and so forth. The botom line is that the hiring commitee must make a sound decision 
based on known facts on who to interview or re-post. 

Stage Two: Screening 

The Closing Date 

When the closing date has arrived, the whole process begins to take shape. The HR Advisor will 
create the blind screening package. 

It may happen that one of the hiring commitee members is for some reason unable to perform 
the screening on that day. The HR Advisor will seek out a second person to complete only this 
por�on. That person must also sign the Oath of Confiden�ality and the Conflict of Interest Memo. 

The Blind Screening Package for the Hiring Commitee 

The Oath of Confiden�ality Form 

The hiring commitee must sign this form prior to screening. This ensures that the Hiring Commit-
tee member will not divulge any kind of informa�on (who is being interviewed, scores of the can-
didates, interview ques�ons, and so forth). 

The Conflict of Interest Memo 

All members of the hiring commitee must sign and date, or acknowledge it through email. 



Mississauga First Nation — Human Resources Manual  10 
Approved:  August 22, 2018 

The Screening Tool 

All members of the Hiring Commitee must sign and date the screening tool. 

The Blind Résumés and Cover Leters 

Depending on the situa�on, there may be addi�onal copies made of the blind résumés and cover 
leters. However, this prac�ce should be discouraged if possible. It may be advisable only if it is 
urgent that the scores be available as soon as possible.  

The Screening/Interview Tally Sheet 

The HR Advisor will record the scores from each of the screening tools. 

The Decision to Interview 

When the screening is over, the HR Advisor will do one of three things: 

a) Compile the scores and arrange for a mee�ng with all four hiring commitee members to 
make a decision as a whole. 

b) Compile the scores and email a list of candidates with their designated leter (A, B, C,) and 
the score. A decision will be made via email and phone communica�on. 

c) When the posi�on is highly technical, compile the results and speak with the manager. 
The informa�on is s�ll sent out to all the hiring commitee members, as there is a need 
for consensus. 

Stage Three: Preparing for the Interview 

The Script for Arranging Interviews 

It can be helpful if the HR Advisor uses a script for arranging interviews, so that all the candidates 
receive the same informa�on.  

Interview Confirma�on Email 

All candidates should receive an interview confirma�on email. Please see the excerpt with the 
appropriate changes in the Recruitment. 

Employment Reference Release Form (see template page XI): 

This standard form accompanies the Interview Confirma�on Email. The candidate has a choice of 
emailing their signed copy or bringing it to the interview. The HR Advisor always puts extra copies 
in their recruitment file in case the interviewee does not follow through the process. 

Booking the Interview Room 

When screening takes place and the Hiring Commitee chooses to meet as a group, the HR Advisor 
may book the Ac�vity Room or the Council Chambers. However, where there is an interview, a 
room must definitely be booked. The procedure for booking a room is: 

• Open Outlook 
• Click new items at top le� hand corner 
• Select mee�ng 
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• In the TO: invite who you want to atend e.g. manager and Ac�vity Room or Chief and 
Council Chambers 

• Under Subject: put your name here and the account number, the cost will be coming 
from indicate what the mee�ng is for i.e. screening or interview 

• Under loca�on, go to the right and click Rooms 
• There are several venues available 
• Double click on your choice, click ok. This will show up in 2 loca�ons now, on the TO and 

Loca�on lines 
• Click send 
• Besides going to your invitees, an email is sent to the person who approves requests for 

the different rooms. Once approved (or denied), an email will be sent back to the HR Ad-
visor. 

The Interview 
The next phase of the recruitment and selec�on process is the interview. If there is careful plan-
ning, this phase should go without a hitch. The scores by each candidate are entered upon the 
Memorandum to Chief and Council. The key components of the interview process are the follow-
ing documents: 

• The Interview Ques�onnaire (sample on page XII) 
• Schedule of the Interview (template on page XIV) 
• The Chairperson’s Script (template on page XV) 
• The Screening/Interview Tally Sheet (template on page VIII) 
• Employment Reference Release Form(s) (sample on page XI) – extra copies 
• The Memorandum to Chief and Council (template on page XVI) 

The Interview Ques�onnaire 

This tool measures how well a candidate is able to answer ques�ons related to the job posi�on. 
The ques�ons should be dra�ed keeping the seniority and/or complexity of the posi�on in mind; 
for example, senior management will have higher order type ques�ons that test their ability to 
manage, supervise, and lead employees as well as knowledge and experience. For other posi�ons, 
such as non-managerial, there may be more atribute and experience based ques�ons. The com-
plexity and number of ques�ons will determine the length of the interview.  

Schedule of the Interview 

The schedule helps guide the interviewer on who is next on the list for an interview. This is helpful 
when there are three or more candidates. 

The Chairperson’s Script 

The HR Advisor will have advised the candidate to wait in the recep�on area of the Administra�on 
wing. Once the hiring commitee is setled in, the HR Advisor will get the candidate and bring them 
to the Interview room. The HR Advisor will do a round of introduc�ons. The Chairperson reads 
the script to the candidate, providing instruc�ons on the interview process. The candidate should 
receive water, a pad of paper, and wri�ng utensils.  
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The Employment Reference Release Form  

The HR Advisor must ask for the Employment Reference Release Form before conduc�ng the in-
terview. If the candidate does not provide the Employment Reference Release Form, a blank one 
with an envelope will be provided. At the end of the interview, the HR Advisor will remind the 
candidate to complete the form and hand it to the Front Desk (Administra�on side). 

The Screening/Interview Tally Sheet 

Once each of the Hiring Commitee members fills in their score on the Interview por�on of the 
Screening/Interview Tally Sheet, the HR Advisor will finish the rest of the form by deriving a final 
score for each of the candidate. The final score is used on Page 2 of the Memorandum to Chief 
and Council. 

The Memorandum to Chief and Council 

This crucial form must accompany all recruitment and selec�on prac�ces. Each of the hiring com-
mitee signs the Memorandum—the Hiring Commitee makes no decision on candidates.  

The Interview Packages 

The HR Advisor will compile three similar packages for the Hiring Commitee members and one 
HR Advisor’s package: 

• The Interviewers’ Package (except HR Advisor): 
o A copy of the Interview Ques�onnaire 
o A Schedule of the Interview 

• The HR Advisor’s Package: 
o A Schedule of the Interview 
o The Chairperson’s Script 
o Employment Reference Release Forms with envelopes 
o The Screening/Interview Tally Tool 
o The Briefing Note  
o A copy of the Interview Ques�onnaire 

The Post-Interview 
A�er each interview, each of the Hiring Commitee members will record their score on the Inter-
view Sec�on of the Screening/Interview Tally Sheet. When the interview is completed, the HR 
Advisor will organize the recruitment file. See page 14 for its usual set-up. 

The recruitment is not complete un�l the following processes are done: 

• The Reference Check Ques�onnaire (see template page XVIII) 
• The Prepara�on of the Memorandum – page 2 
• C&C Decision: The Successful Candidate 
• The Script for the Successful Candidate (see template page XX) 
• The Script for the Rejec�on Phone Call (see template page XXI) 
• The Rejec�on Leter (see template page XXII) 
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The Reference Checks 

The signed Employment Reference Release Form gives the HR Advisor permission to call the ref-
erences listed on it. Candidates should be informed at the �me of the “Interview Invite” that all 
references must be work related. Each call usually takes about ten minutes. A�er calling all of the 
references, the HR Advisor will prepare page 2 of the Memorandum to Chief and Council.  

The Prepara�on of the Memorandum – page 2 

• The reference checks provide the data for page 2 of the Memorandum  
• The first column lists the candidates’ names  
• The second column lists the interview score for each of the candidates  
• The third column is a descrip�on of the atributes derived from the reference checks The 

HR Advisor should ensure the descrip�on of atributes is succinct and brief  
• The last column may explain the highlights of the candidate such as taking special courses, 

holds specific awards, and presents an up-to-date Vulnerable Sector Check/Criminal Rec-
ords Check 

• There is a place at the end of chart where the Candidate is iden�fied as Mississauga Band 
Member; Of Aboriginal Descent, and Band Member of another reserve; or non-Aboriginal  

• This helps Chief and Council determine their selec�on of the candidate 

C&C Decision: The Successful Candidate 

• The Chief and Council Secretary will send the approved (or not approved) Memorandum 
via an email to the HR Advisor. If approved, the Memorandum will have a date stamp and 
a mark that states “Approved” 

• The HR Advisor will immediately contact the successful candidate to no�fy the outcome. 
• The HR Advisor will ask the successful candidate if they will accept the posi�on  
• If the candidate answers in the affirma�ve, the HR Advisor will ask the successful candi-

date to come in the same day or the next morning to sign the offer leter (the beginning 
of the onboarding process) 

• Once signed, the HR Advisor can move ahead with phoning the unsuccessful candidates  

The Script for Rejec�on 

It is best if the HR Advisor use a script to inform the unsuccessful candidate that they were not 
successful in the interview. This is always a difficult process and a script helps in deflec�ng this 
tension. 

The Rejec�on Leter 

The HR Advisor will complete a rejec�on leter for each of the candidates and mail it out. This is 
only one sample and it may become necessary to revise the contents of the rejec�on leter to suit 
the situa�on. This is a hard copy of the communica�on between the HR Advisor and the unsuc-
cessful candidate.  

Closing the File 
• The Blue Recruitment File Folder recommended organized content (see page 15) 
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• When the offer leter has been signed by the successful candidate and the rejec�on leters 
are sent out, it is �me to move the contents of the recruitment file to another file folder 
(mauve and lighter weight)  

• The HR Advisor will place the documents in this order: 
1. Interview Ques�onnaires 
2. Rejec�on Leters 
3. Employment Reference Release Forms – with the accompanying reference checks 
4. Original résumés 
5. Oath of Confiden�ality forms – signed 
6. Conflict of Interest forms – signed 
7. Screening Tools 
8. Confirma�on emails of interviews with any correspondence 
9. Screening/Interview Tally sheet 
10. Scripts 
11. Schedule of interviews 
12. Chairperson script 
13. Approved Memorandum – with the approved stamp 

• The Job Pos�ng and the Job Descrip�on are placed on the other page of the closed file. 

Archiving the File 
Archive the closed recruitment file to the botom drawer of the filing cabinet. There is a four-year 
wait before the archived files in descending order are electronically archived and the contents 
shredded. In other words, closed files dated 2017 cannot be shredded un�l January 2021.  
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The Blue Recruitment File Folder 

(Legal Globe-Weis Coloured Folder) 
 
(Please note that the forms are placed in sequen�al order from botom to top, e.g., on page 2, 
the Email insert is the first to be placed and the last to be placed is the Recruitment/Selec�on 
Checklist) 
 
Page One:  Job Descrip�on (if a newly approved JD) 
  Job Pos�ng (on top of JD) 
 
Page Two:  Email Insert for Conflict of Interest or Conflict of Interest – if not mailed 
  Oath of Confiden�ality 
  Screening Tool 
  Interview Invite 
  Interview Confirma�on Email Insert 
  Interview Schedule 
  Chairperson Script 
  Screening Tally Sheet 
  Script for Offering a Posi�on by Phone 
  Recruitment/Selec�on Checklist 
 
Page Three: Résumés 
 
Page Four: Employment Reference Release Form, to be atached to the three refer-

ence check ques�onnaires 
 
Page Five: Script for Phoning Candidates of Rejec�on 
  Rejec�on Leter 
 
Page Six: The Interview Ques�ons
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Human Resources 

1. Types of Offer Letters 
2. Procedures for Designing Offer Letters 

2.1. Standard (32 hours) 
2.2. Standard (34.5 hours) 
2.3. Standard (40 hours) 
2.4. Standard Part-Time 
2.5. Summer Hours 
2.6. Terms and Conditions of Employment 
2.7. Calculation Chart of Various Leaves  

3. The Employee Data Sheet – The Link to Payroll 

Payroll  
4. Turning on the Sage System 

4.1. The Approved Briefing Note 
4.2. The Employee Data Sheet 
4.3. Any Other Changes 

5. Turning off the Sage System 
6. The Employee Listing 

Types of Offer Letters 
There are various types of posi�ons within Mississauga First Na�on developed to suit the needs 
of the organiza�on. The two-year full-�me and part-�me offer leters replaces the full-�me and 
part-�me permanent in light of succession planning. Term, casual, ten (10) day, summer student, 
Niigaaniin, Labour Services are not affected. Other types of offer leters do not go through Payroll, 
such as the NOSM Student Placement, CO-OP Student Placement, and Volunteer; but s�ll require 
a Personnel file (white folder) to be set up for archival purposes. 

Procedures for Designing the Offer Letters 

After the Interview 
The HR Advisor will perform the following: 

• Send a blank copy of the offer leter to the Director/Manager with some excerpts that 
need aten�on 

• Have the manager dra� up the terms of the offer leter 
• It is important the HR Advisor get the base salary, hours of work, benefits and insurance, 

and vaca�on terms. Please note the HR Advisor does not have the authority to adjust 

Human Resources and Payroll 
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salaries, rate of pay, type of contract and type of vaca�on credits. This includes the Em-
ployee Data Sheet. 

• Prepare a dra� copy of the offer leter 
• Submit to the Manager/Director for final changes 
• Have the Manager/Director sign two copies of the offer leter with the MFN logo 
• When the candidate is offered the posi�on, inform the candidate of the offer.  It may be: 

o A term, one-year or a two-year contract or some other type of contract and say, 
“Do you accept this offer?” 

• If they affirm, move onto the next which is “Are you able to start on this date?” and again 
if it in the affirma�ve, have the successful candidate come in to sign, or if they cannot, fax 
or email the offer leter for signature. 

The Offer Letter Considerations 
Period of Employment 

The Manager/Director will determine if this is a full-�me, part-�me, labour services, casual-relief, 
10-day hire or term employment. If it is a term posi�on, the term could be a six-week contract up 
to a two (2) year contract. 

Base Salary 

The Manager/Director that is doing the hiring will make the decision on the rate of pay. The Risk 
Management and Strategic Planning Director will confirm this; they will have the informa�on on 
“Salary Grid for Employees”. The HR in preparing the Memorandum will put the hourly rate on 
the form before it goes to Chief and Council. 

Hours of Work 

• The 32 hour week for most band office employees 
• The 34.5 hour week for Day Care and Infrastructure employees 
• The 40 hour week for the Women Shelter employees 
• Variable hours (in the case of casual) 
• The terminology may vary: hours of work may read “will” instead of “may” 

Benefits and Insurance 

• No changes – see Great West Life Procedures 

Vaca�on 

• Usually at the managerial or highly technical level, the employee may nego�ate the terms 
of their contract when first hired. There have been instances where employees nego�-
ated for a four (4) week annual leave. The Manager/Director must explicitly write the 
terms for this. 

• Sick and mental health leave credits are standard with a rate of 1.25 days per month or 
0.92 for sick and 0.33 for mental health. However, there are circumstances where this 
will change: 
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o Pro-rated sick and mental health leaves credits. When a full-�me employee is 
hired mid-year the HR Advisor will calculate the pro-rated hours and both the 
Manager and the HR Advisor will ensure that this is the correct pro-rated number 
of hours. The Finance Manager can also verify this. 

o In the case of term and part-�me contracts, employees are not eligible for mental 
health leave credits. Their sick leave credits are calculated at a rate of 0.0071. 

Standard Full-Time (32 hour work week) 
Base Salary 
You will be paid an hourly rate of $00.00 per hour, and will be paid every 2 weeks. You will 
be working 00.0 hours per week. Mississauga First Nation has moved to Direct Deposit. It 
is a requirement that there be a one-week hold back pay, which will be returned to you 
once you leave your employment. (Note: This will go on all offer letters) 

Hours of Work 
Your hours of work may be Monday to Thursday, 9:00 am to 4:30 pm and Friday, 9:00 to 
4:00 pm with one hour unpaid lunch break. Alternate schedules may be required to meet 
program and client requirements. Evening and weekend hours may be required for this 
position. 

Benefits and Insurance 
You will be entitled to participate in Mississauga First Nation’s benefit, insurance and pen-
sion plans and this information will be reviewed with you at orientation. The contents of 
these benefits are expressly subject to change from time to time at Mississauga First Na-
tion’s sole discretion. 

Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maxi-
mum of 15 (fifteen) days within your first year of employment as outlined in the vacation 
policy. Upon successful completion of your six (6) month probation period, you shall be 
entitled to take your earned vacation, which would be 7.5 days. Vacation will be taken at a 
time or times acceptable to Mississauga First Nation having regard to its operations. 

Standard Full-Time (34.5 hour work week – Day Care) 
Hours of Work 
You will be working a 34.5-hour work week. Your hours of work will be Monday to Thursday, 
8:00 am to 4:00 pm or 9:00 am to 5:00 pm alternating weekly with a one hour unpaid lunch 
break. 

Benefits and Insurance 
You will be entitled to participate in Mississauga First Nation’s benefit, insurance and pen-
sion plans and this information will be reviewed with you at orientation. The contents of 
these benefits are expressly subject to change from time to time at Mississauga First Na-
tion’s sole discretion. 

Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maxi-
mum of 15 (fifteen) days within your first year of employment as outlined in the vacation 
policy. Upon successful completion of your six (6) month probation period, you shall be 
entitled to take your earned vacation, which would be 7.5 days. Vacation will be taken at a 
time or times acceptable to Mississauga First Nation having regard to its operations. 
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Standard Full-Time (34.5 hour work week – Infrastructure) 
Hours of Work 
Your hours of work may be Monday to Thursday, 8:00 am to 4:00 pm and Friday, 8:00 to 
3:30 pm with a one hour unpaid lunch break. Alternate schedules may be required to meet 
program and client requirements. Evening and weekend hours may be required for this 
position. 

Benefits and Insurance 
You will be entitled to participate in Mississauga First Nation’s benefit, insurance and pen-
sion plans and this information will be reviewed with you at orientation. The contents of 
these benefits are expressly subject to change from time to time at Mississauga First Na-
tion’s sole discretion. 

Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maxi-
mum of 15 (fifteen) days within your first year of employment as outlined in the vacation 
policy. Upon successful completion of your six (6) month probation period, you shall be 
entitled to take your earned vacation, which would be 7.5 days. Vacation will be taken at a 
time or times acceptable to Mississauga First Nation having regard to its operations. 

Standard Full-Time (40 hour work week – Women’s Shelter) 
Hours of Work 
Your hours of work may be Monday to Friday, 8:00 am to 4:00 pm or 4:00 pm to 12:00 pm 
or 12:00 am to 8:00 am. Alternate schedules may be required to meet program and client 
requirements. Evening and weekend hours may be required for this position. 

Benefits and Insurance 
You will be entitled to participate in Mississauga First Nation’s benefit, insurance and pen-
sion plans and this information will be reviewed with you at orientation. The contents of 
these benefits are expressly subject to change from time to time at Mississauga First Na-
tion’s sole discretion. 

Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maxi-
mum of 15 (fifteen) days within your first year of employment as outlined in the vacation 
policy. Upon successful completion of your six (6) month probation period, you shall be 
entitled to take your earned vacation, which would be 7.5 days. Vacation will be taken at a 
time or times acceptable to Mississauga First Nation having regard to its operations. 

Standard Part-Time (Less than 23 hour work week) 
Base Salary 
You will be paid an hourly rate of $00.00 per hour for x days a week (or some form thereof) 
and will be paid every 2 weeks. You will be working 00.0 hours per week. Mississauga First 
Nation has moved to Direct Deposit. It is a requirement that there be a one-week hold back 
pay, which will be returned to you once you leave your employment.  

Hours of Work 
Your hours of work may be Monday to Thursday, 8:00 am to 4:00 pm and Friday, 8:00 to 
3:30 pm with a one hour unpaid lunch break (or some thereof). Alternate schedules may 
be required to meet program and client requirements. Evening and weekend hours may be 
required for this position. 
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Benefits and Insurance 
You will not be entitled to participate in Mississauga First Nation’s benefit and insurance 
plans but you might be eligible for the Registered Pension Plan after two years of continu-
ous employment. This information will be reviewed with you at orientation. The contents of 
these benefits are expressly subject to change from time to time at Mississauga First Na-
tion’s sole discretion. 

Vacation 
You will be paid 4% of your gross income as vacation pay in lieu of vacation credits. You 
will be able to accrue xx.xx hours per week but no mental health credits. Sick leave credits 
must be earned before using. 

Summer Hours 
Summer Hours (Regular) 

Summer hours shall begin a week following the last day of elementary school prior to the 
summer break and shall end the week preceding the first day of return to school, Monday 
to Thursday, 8:30 – 4:30 pm and Friday, 8:30 – 12:30 pm. 

Summer Hours (Day Care) 

Summer hours shall begin a week following the last day of elementary school prior to the 
summer break and shall end the week preceding the first day of return to school, Monday 
to Thursday, 8:00 – 4:30 pm or 8:30 – 5:00 pm and Friday, 8:00 – 12:00 pm or 8:30 – 12:45 
pm. 

Terms and Conditions of Employment 
SUBJECT: TERMS AND CONDITIONS OF EMPLOYMENT (Specific Clause to Employment) 

We are pleased to confirm our Offer of Employment to you with Mississauga First Nation. The terms 
and conditions of your employment are set out in the paragraphs below. If you accept this offer of 
employment and these terms, please sign in the space indicated at the bottom of this document. 

Period of Employment 
Your employment with Mississauga First Nation shall commence on August 19, 2017 upon 
successful completion of the <___> Program being offered at <___> commencing <month 
day, year> and ending <month day, year>. During your training you will be provided a 
weekly allowance of $__.__ and accommodations near the <___> Campus. You will report 
to James Cada, Director of Operations, who will be your direct supervisor. 

SUBJECT: TERMS AND CONDITIONS OF EMPLOYMENT (Only for Short Term and Casual 
Type Positions, unless the employee works at Women’s Shelter or the Day Care) 

We are pleased to confirm our Offer of Employment to you with Mississauga First Nation. The terms 
and conditions of your employment are set out in the paragraphs below. If you accept this offer of 
employment and these terms, please sign in the space indicated at the bottom of this document. 

Probation Period 
Your employment will not be subject to a standard probationary period of three (3) months. 

SUBJECT: TERMS AND CONDITIONS OF EMPLOYMENT (A Negotiated Deal for Vacation) 
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We are pleased to confirm our Offer of Employment to you with Mississauga First Nation. The terms 
and conditions of your employment are set out in the paragraphs below. If you accept this offer of 
employment and these terms, please sign in the space indicated at the bottom of this document. 

Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maxi-
mum of 20 (twenty) days within your first year of employment as outlined in the vacation 
policy. Upon successful completion of your six (6) month probation period, you shall be 
entitled to take your earned vacation, which would be 7.5 days. Vacation will be taken at a 
time or times acceptable to Mississauga First Nation having regard to its operations. 

Or 

Vacation 
Per our discussion, you will be entitled to 18 days’ vacation after six months’ probation and 
20 days’ vacation after one year to remain at 20 days until after 5 years of completed 
employment. Vacation will be taken at a time or times acceptable to Mississauga First 
Nation having regard to its operations. 

SUBJECT: TERMS AND CONDITIONS OF EMPLOYMENT (All short-term type contracts) 

We are pleased to confirm our Offer of Employment to you with Mississauga First Nation. The terms 
and conditions of your employment are set out in the paragraphs below. If you accept this offer of 
employment and these terms, please sign in the space indicated at the bottom of this document. 

Benefits and Insurance 
You will not be entitled to participate in Mississauga First Nation’s benefit, insurance, and 
pension plans. 

Vacation/Other Credits 
You will be paid 4% of your gross income as vacation pay in lieu of vacation credits. You 
will be able to accrue xx.xx hours per week but no mental health credits. Sick leave credits 
must be earned before using. 

The Calculation of Various Leaves 
When calcula�ng sick leave credits, mental health leave credits, and vaca�on the HR Advisor will 
calculate what the number of hours in a year for new employees. This informa�on should not go 
on the offer leter unless deemed by the manager. Usually the new employee is hired some�me 
a�er the new fiscal year has started (in April). Therefore, a calcula�on must be made to pro-rate 
the amounts of credits and vaca�on. The calcula�on for Term and Part-�me employees are dif-
ferent from Full-Time employees as a different formula is used. See appendix page XXIII for the 
table used for this calcula�on. 

The Employee Data Sheet – The Link to Payroll 
The Employee Data Sheet is the cri�cal connec�on between the Human Resources Department 
and Payroll. Employee onboarding and any changes to the employee’s status, employee’s �tle, 
wage increases, address/phone number changes and various leaves such as Educa�on Leave, Ma-
ternity Leave, etc. including WSIB payments because of injury are included. (See EDS template on ap-
pendix page XXIV-IV) 
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Turning on the Sage System  

The Employee Data Sheet  
Since this is a new employee, the Employee Data Sheet will be a hard copy, le� blank, so the 
employee can input their personal informa�on. 

The Approved Briefing Note 

• The Chief and Council Secretary will email a copy of the approved Memorandum a�er the 
date that Chief and Council meet 

• The HR Advisor will print four coloured copies: one to go in the Recruitment & Selec�on 
folder with page 2; one to go in the 2017 Briefing Note folder; one to go in the Personnel 
File Folder of the new employee; and the last one to go in the Auditors File Folder. All 
copies of the Briefing Notes stay with the Human Resources Department, the Manager 
who has created the Briefing note and the Chief and Council Secretary 

Comple�ng the Employee Por�on 

• Check off the Employment Status: New Employee 
• In the Briefing Note Informa�on box, record the date of the Memorandum was approved 

for the hiring of the new employee 
• The employee will fill in their last name, first name and middle name 
• They will fill in their date of birth  
• They must provide their Social Insurance Card, their Status Card and their Driver’s License, 

which the HR Advisor will use to verify that the numbers provided on the Employee Data 
Sheet are accurate 

• The employee will indicate their gender and marital status 
• The employee will complete the boxes reques�ng their address, box number (if available), 

home phone number and cell number (which the employee may decline) 
• The employee must sign their por�on 

Comple�ng the Payroll Por�on: 

• For Full-Time employees, the contract start date and end date are recorded unless Chief 
and Council deems it as a full-�me permanent employee a�er a six-month proba�onary 
performance appraisal has been done 

• The Classifica�on must be filled in, whether the employee is Labour Services, Full-Time, 
Casual, etc. 

• The rate of pay is entered from the Memorandum 
• There are two new boxes: Benefits (Date Effec�ve) and Pension (5% or 7%) for full-�me 

employees (at least a two-year contract). Payroll will determine the Employee Number, 
so it is le� blank for now 

• The Job Title is entered from the Memorandum 
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The HR Advisor and the Manager will complete the Employee Data Sheet as follows: 

• The HR Advisor will calculate the amount of sick leave credits, mental health credits and 
annual leave credits and confirm this with the Manager before recording 

• The HR Advisor will include the hourly rate, e.g., $24.00@34.5 hours 
• The Manager will fill in the Account and Department Codes  
• The Manager will sign the Employee Data Sheet and write in the date 

For HR/Payroll Use Only: The HR Advisor will ini�al the words: HR File Ini�ated/HR File 
Data Entry 

HR and the Employee Listing 
• The HR Advisor will enter the informa�on from the employee data sheet to the Employee 

Lis�ng which is located on the H-Drive (please see the procedures for comple�ng the Em-
ployee Lis�ng) 

HR to Payroll 
• The HR Advisor will send an email to the Payroll Clerk with a cc to the Finance Manager 

and the Risk Manager and Strategic Planning Director that an Employee Data Sheet is on 
its way 

• The HR Advisor will make a copy of the email and place in a binder to be followed up when 
the Employee Data Sheet is returned to the HR Department 

Payroll to HR 
• Once the Payroll Clerk has entered the Employee Data Sheet informa�on into the payroll 

system, she will ini�al the “Payroll Data Entry” as being completed 
• The Payroll Clerk will bring the signed off Employee Data Sheet to the Human Resources 

Department 

HR and the Email 
• The HR Advisor will look for the email copy that has been placed in the Employee Data 

Sheet Binder and ini�al the email as being received 

HR and the RMSPD 
• The HR Advisor will then forward the Employee Data Sheet to the Risk Manager and Stra-

tegic Planning Director and record the date it was sent to her 
• The Risk Manager and Strategic Planning Director will record the financial informa�on on 

the Salary Grid she maintains 
• The Risk Manager and Strategic Planning Director will return the Employee Data Sheet to 

the Human Resources Department for filing 

HR and Filing Employee Data Sheet 
• The HR Advisor will check off the email for that Employee Data Sheet as being complete 

for the process and file the document in the employee’s Personnel File. The HR Advisor 
will record the informa�on on the “File Tracking Form” 

mailto:$24.00@34.5
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Any Other Changes 
The Change to an Employee’s Personal Informa�on – ICE Form 

The ICE (In Case of Emergency Form) (appendix page XXVI) is updated yearly. If there are no changes 
to an employee’s personal informa�on, it is not necessary to complete one. However, new infor-
ma�on must be entered. 

The HR Advisor will note any changes to an employee’s personal informa�on as it may have an 
impact on receiving mail from Mississauga First Na�on. The HR Advisor will complete an Employee 
Data Sheet showing new informa�on with regards to address changes, marital status as last 
names may change, and phone numbers.  

An Employee Data Sheet must be completed and forwarded to the Payroll Clerk for his/her entry 
into the system. 

Great West Life and Maryon Young must also receive this type of informa�on, as both must have 
up-to-date records. 

An Employee’s Job Title Change 

The Employee Data Sheet must be completed if a job �tle has been changed for an employee. 
Submit the EDS to the Payroll Clerk so she can update her system.  

The Performance Appraisal and Wage Increases 

Performance appraisals may be done at the 3-month mark for those moving from a proba�onary 
period in their contract to full �me or part �me. Normally, for those at the 3-month mark, no 
wage increase is given. An employee must wait for his/her yearly performance appraisal before 
receiving a Merit and Cost of Living Adjustment (COLA) increase. 

The Procedure for comple�ng the Employee Data Sheet is different from a New Employee: 

The Chief and Council Secretary will email a copy of the approved Briefing Note, which states a 
Merit/COLA increase and the date it is retroac�ve to, usually a day a�er Chief and Council have 
met. The Briefing note must have a stamped approval to process. 

These are the steps for comple�ng the Employee Data Sheet: 

• The HR Advisor will receive via email an approved copy of the Briefing Note showing the 
wage increase and the retroac�ve date 

• They will go to the Employee electronic file and complete the per�nent informa�on online 
• They will record the date of the Briefing Note in the “Briefing Note Informa�on” box 
• The HR Advisor will check the Briefing Note for any mathema�cal errors before proceed-

ing to write the amounts on the Employee Data Sheet. If there is an error, they must 
consult with the Manager to make correc�ons together and the manager as well as the 
Director of Opera�ons must ini�alize the correc�on. 

• In the area where there is “P.A. Wage Increase” on the Employee Data Sheet, the HR 
Advisor will type in the informa�on that is on the briefing note.  
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• They will write “The employee will receive a (#)% Merit and a (#)% COLA retroac�ve to 
(date)” 

• The box “Rate for Hour” will be filled with the new rate of pay based on the calcula�ons 
derived from the merit and COLA increases 

• The HR Advisor will have the Manager sign the Employee Data Sheet and date it 
• They will follow the rest of the procedure as outlined in the “New Employee” 

Great West Life Benefits and Pension 
If an employee is full-�me, the HR Advisor will provide a Great West Life Applica�on for Group 
Coverage form. The HR Advisor and the employee will fill out the form together. The informa�on 
on the form will be recorded on the GWL Plan Administrator Website as a new employee. In ad-
di�on, the employee will be given an Applica�on for Membership in a Registered Pension Plan 
that must be handed to the Human Resources Department within 2-3 business days. This com-
pleted applica�on form is forwarded to Maryon Young, Freedom 55 Financial Centre, Sault Ste. 
Marie, Ontario. Payroll must be provided with informa�on regarding benefits and pension.  

On the Employee Data Sheet, payroll will receive the following informa�on: 

• The employee is full-�me, receiving benefits and pension at 5% (or 7%).  

Please see further details regarding procedures in the sec�on on Great West Life benefits and 
pension. 

Tax Forms 
TD1 – Ontario and Federal  

If an employee is non-status, they must complete the following forms: 

• TD1 Canada Revenue Agency Personal Tax Credits Return (see appendix page XXVIII) 
• TD1ON Ontario Personal Tax Credits Return (see appendix page XXIX) 

The HR Advisor will provide the Payroll Department with the two forms completed by the em-
ployee at the same �me as they submit the Employee Data Sheet. The TD1 and TD1ON must be 
completed annually on January 1 as the form undergoes changes every year as well there may be 
changes to the employee’s marital status, dependents, etc. 

Determina�on of Exemp�on of an Indian’s Employment Income (see appendix page XXX) 

• All First Na�on employees with a status card must complete this form. 

The HR Advisor will submit the completed form with the Employee Data Sheet. 

Turning Off the Sage System 
The HR Advisor will use the informa�on from the Government of Canada “ROE Secure Automated 
Transfer 4.0 – User Guide” (appendix page XXXI) site, search the document for the code and its de-
scrip�on. 
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End of Contract/Lay-off/Termina�ons – Turning off the Sage System 

Term Contracts – 3 month, 6 month or one year contract (less a day) 

• Prior to the end of the term contract, the HR Advisor will prepare a two-weeks no�ce that 
the employment will end 

• Then they will prepare the Employee Data Sheet to indicate “End of contract. Please pro-
vide a Record of Employment for employee” 

• They will fill in the “Employee’s Reason for Exi�ng” box with “End of Contract” 
• Next using the informa�on from the Government of Canada “ROE Secure Automated 

Transfer 4.0 – User Guide” site, search the document for the code and its descrip�on  
• In this case, the code will be A00 and the descrip�on is “Shortage of Work/End of Contract 

or Season” 

Labour Services Lay-Offs 

• The HR Advisor will prepare a two-weeks no�ce for the employee who is on a fall/win-
ter/spring contract  

• Their start date and end date falls within the school’s calendar 
• When preparing the Employee Data Sheet, find out from the manager what their return 

date and record it in the box “Es�mated Recall Date” 
• The HR Advisor will record in the box labelled “Employee’s Reason for Exi�ng” is Lay-Off 

and write Code in the ROE Code as A00 
• The Payroll Clerk will ini�al the Payroll Data Entry and the date the ROE was issued 

online 
• When the employee returns to work another Employee Data Sheet must be completed in 

order to turn the SAGE system on for that employee  

Termina�ons 

• The HR Advisor will provide two weeks’ no�ce if the employee is required to leave the 
organiza�on. 

• The Employee Data Sheet will be prepared 
• The HR Advisor will type “Termina�on” in the box “Employee’s Reason for Exi�ng”  
• The Code for “Termina�on” is M00 
• If the employee is dismissed within the proba�onary period, the code is M08 
• It may be that the employee has handed in his leter of resigna�on. The code for that is 

E00.  
• The Payroll Clerk will ini�al the Payroll Data Entry box and the date the ROE was issued 

online 

Various Kinds of Leaves – Maternity, Educa�on and Compassionate 

An Employee Data Sheet must be completed for two reasons: 
• The Payroll Clerk must be informed to turn off the system so the employee does not re-

ceive any earnings that they are not en�tled to 
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• Prior to the leave, the HR Advisor will prepare an Employee Data Sheet indica�ng the start 
of the leave and the expected return date.  

• The Payroll Clerk must be able to complete the Record of Employment (ROE) online 

WSIB (Workplace Safety Insurance Board) 

For employees who are injured on Mississauga First Na�on worksite, a WSIB Form 7 must be filled 
out and submited to the Workplace Safety Insurance Board. In the event the employee is off for 
longer than the day of the injury, the HR Advisor will complete the sec�on on Lost Time. This 
includes Base Wage, Addi�onal Wage Informa�on and Work Schedule. The employee will receive 
85% of his/her pre-injury net average earnings from WSIB for �me off. It is impera�ve that the 
Human Resources Department no�fy Payroll through the Employee Data Sheet that an employee 
is off work due to injury. The Manager will ensure that the �mesheets reflect �me off due to injury 
and the employee will not receive any wages from Mississauga First Na�on for the �me off due 
to injury. (See appendix page XXXII) 

The Employee Listing 
The Employee Listing is an excel template that is used to record all payroll information. The HR 
Advisor performs all updates to the listing. It is locked in the HR Drive, as the information must 
be secure, since all wages of all band employees are listed there. Only the HR Department and 
the Director of Operations have access to it, with the exception of the Finance Manager, who 
receives the secured employee listing via email (she will need the code to open the file). 

Procedures for Completing the Employee Listing 
The Employee Data Sheet informa�on will be recorded on the Employee Lis�ng. The HR Advisor 
will enter the informa�on in the employee lis�ng whenever there is a change in the status of 
employment before handing in the Employee Data Sheet to Payroll. This new informa�on is then 
made available to both the Risk Manager and Strategic Planning Director and the Director of Op-
era�ons. 

• In the event of a new employee, a new line will be created 
• The HR Advisor will type in Ac�ve but leave the Employee Number blank un�l Payroll 

sends back the Employee Data Sheet for that new employee 
• The HR Advisor will record the last name, first name and middle name (ini�als) 
• Next they record the job �tle, the department the new employee will be working in 
• In the Status box, they write in F/T, P/T, Term, et al. 
• The HR Advisor will record the date of hire and if it is a contract posi�on the number of 

weeks in contract as well as the contract end date or last day worked 
• On the excel sheet calcula�ons are embedded for seniority and date of birth and age 
• Next the HR Advisor will record the gender, whether the individual is status or non-status 

and the status number will be recorded a�er the SIN 
• Next is the personal informa�on from physical address to telephone number 
• This is a cri�cal piece with the new salary, hours of work, and salary rate; as this infor-

ma�on is the one the RMASPD and DOO most of the �me require (as well as Finance). It 
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must be correctly entered and there is a calcula�on embedded to get the yearly salary 
rate, which is used for Great West Life 

• Next is the repor�ng manager and supervisor, if there is one 
• The SIN and the Status Card number is entered as well as the Benefits up to the Pension 
• The HR Advisor will record the vaca�on pay rate as 4% for term employment  
• They will record the number of weeks for Vaca�on Days and most of the �me it is 3 weeks 

for 3 years. (When the rate changes an Employee Data sheet will be filled out to let 
Payroll know that the employee will receive four weeks). 

• This is a rela�vely new addi�on, but it is requirement that all employees sign their new 
revised job descrip�ons, unless their original one has been signed and there was no revi-
sion 

• So far, it has not been mandatory for the HR Advisor to fill in Post-Secondary and Profes-
sional Designa�on 

The Employee Lis�ng will have the following headings (to be read down one column at a �me): 

Ac�ve/Inac�ve/On 
Leave 

Contract End Date 
or Last Day Worked 

Postal Code Benefits (ID# n/a) 

Employee Number Seniority Telephone # Benefit Class 

Last Name Date of Birth New Salary 
Pension (ID # n/a) 

Prefix 000999 

First Name Age Hours/Week Pension (no) 

Middle Name(s) 
or Ini�als 

Gender New Hourly Rate Vaca�on Pay Rate 

Job Title Status or Non-Status 
Old Hourly Rate 
(historical info) 

Vaca�on Days 

Department Physical Address Repor�ng Manager Job Descrip�on 

Status Mailing Address Supervisor 
Post-Secondary 

Educa�on 

Date of Hire Address SIN 
Professional 
Designa�on 

Weeks in Contract City Status Card 
 



Mississauga First Nation — Human Resources Manual  29 
Approved:  August 22, 2018 

Onboarding 
1. Human Resources and the Manager – The Offer Letter  
2. The Orientation – HR and the New Employee 
3. Payroll and the New Employee  
4. The New Employee and the Manager 

4.1. The Timesheet 
4.2. The Job Description 
4.3. The Organizational Chart 
4.4. Setting up the Password 
4.5. Setting up the Work Area 
4.6. Introductions – tour/welcome email 
4.7. Other Forms 
4.8. Training Initiatives  

5. Health and Safety Training 

Human Resources and the Manager – The Offer Letter  
When the selec�on of the candidate is known, the HR Advisor will print two copies of the offer 
leter for both the Manager and the new employee to sign. An Employee Data Sheet is based on 
the offer leter. If it is a full �me employee then there are benefits and pension as well as three 
weeks vaca�on and the vaca�on will be pro-rated based upon the month the employee starts (see 

page XXIII for Grid). 

The Orientation – HR and the New Employee 
At the �me that the Briefing Note goes to Chief and Council the HR Advisor should begin se�ng 
up the Orienta�on Packages according to the type of employment. For example, an offer leter 
for Term employment will require a different set of oriena�on forms from a full �me contract 
employment. 

The HR Orientation Checklist 
The Human Resources Advisor will use one standard template for the Orienta�on Checklist with 
some revisions depending on the type of employment. 

When comple�ng the Human Resources por�on type n/a for those that do not apply to the 
employment type which in the sample is “Term Contract – 6 months. The Human Resources may 
provide the Manager with the Job Descrip�on so they can go over the contents with the new 
employee (see appendix page XXXIII). 

The HR Advisor will review the following line items on the Orienta�on Checklist with the new 
employee in the Human Resources Office before bringing the new employee to his/her worksite. 

On Boarding the New Employee 
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The HR Advisor will let the Manager know that the new employee will be coming down at usually 
9:30 – 10:00 a.m. 

Filling Out the Orientation Checklist/Personnel File Checklist 
The two forms are reflec�ve of each other.  The Orienta�on Checklist is a guide for the HR Advisor 
in designing the appropriate package for the new employee while the Personnel File Checklist is 
for the receipt of documents for the employee’s Personnel File (see appendix page VI). 

Welcome Leter 

The welcome leter is generic. The HR Advisor will welcome all new employees to the organiza�on 
and make the new hire comfortable and relaxed. They will explain the orienta�on process and ask 
if there are any ques�ons before going through the offer leter once again. 

Offer Leter (appendix page XXXIV-V) 

The HR Advisor will review the offer leter with the new employee, explaining the terms of the 
contract. The key points are as follows: 

• The type of employment 
All employees who receive a type of 
employment contract 

• The period of employment 
All contracts will have a start date and an 
end date un�l the manager completes a 
performance appraisal recommending the 
new employee with a full �me status (no 
end date) or a con�nuance of a two year 
contract 

• The posi�on and the worksite 
This is the job �tle and the worksite loca�on 

• The employee’s qualifica�ons 
What is cited in the résumé as to 
qualifica�ons, is what the Human Resources 
Department expect of the employee to 
produce 

• Benefits and Insurance 
Only term contracts that are greater than 364 days 
will have benefits and pension and this will be 
determined individually by the manager/director 

• Vaca�on 
Term employees get 4% vaca�on pay while those 
who are on a contract greater than 364 days will get 
three week vaca�on for their first year of 
employment. 

• Hours of Work 
Hours of work varies from department to depart-
ment 

• Criminal Records Check and Vulnerable Sector 
Check 
All employees are subject to a police records check. 

Job Descrip�on 

Two copies of the job descrip�on will be given to the new employee to sign – one to be filed to 
the new Personnel File for the employee and the other one given to the employee. Discussion of 
job du�es will be between the supervisor and the new employee. 

In Case of Emergency Form (ICE) (see appendix page XXVI) 

This form is required of all new employees. 
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Social Insurance Card/Status Card/Driver’s License 

The new employee must bring the three documents to be visually confirmed by the HR Advisor. 
The Employee Data Sheet will be marked with an ini�al with the words “visually confirmed” or 
“vc”. 

This will be entered on the form “Personnel File Checklist” (see appendix page XXXVIII). The sec�on 
page 4 on the Personnel File checklist “ will have the informa�on entered with a nota�on that the 
Social Insurance Number, the Status Card Number and the Driver’s License have been visually 
confirmed. 

Banking Informa�on for Direct Deposit 

The HR Advisor will inform the new employee that it is impera�ve on the date of hiring they get 
this informa�on to give to Payroll and indicate to the Human Resources Department that this was 
completed. The new employee can not get paid unless this banking informa�on is given because 
Mississauga First Na�on has gone to Direct Deposit. 

TD1CRA/TD1ON (see appendix page XXVIII) 

This form is to be completed by Non-Status new employees. The form will accompany the 
Employee Data Sheet. This form is completed every year. 

Determina�on of Exemp�on of an Indian’s Employment Income (see appendix page XXX) 

The form is to be completed by Status new employees. This form will accompany the Employee 
Data Sheet as well. This form is filled out once for the dura�on of the �me the employee remains 
with the organiza�on. 

Benefits Applica�on/Booklet/Benefit Policy # and ID# 

The HR Advisor will walk the new employee who is on a full-�me contract through the Benefits 
Applica�on. As well, the HR Advisor will provide the new employee with the Great West Life 
booklet and the Travel Assistance Card with its accompanying Booklet. This process is explained 
in more detailed in the Great West Life sec�on. 

Pension Applica�on/Pension Ques�onnaire 

As for the Pension Applica�on, the HR Advisor will help the new employee with the applica�on 
form. The new employee will have up to one week to review. They will complete the Investment 
Personality Ques�onnaire and the Applica�on for Membership in a Registered Pension Plan and 
give these two forms to the Human Resources Advisor.  

Confiden�ality Agreement (see appendix page XXXIX) 

The Confiden�ality Agreement must be signed by all new employees as this s�pulates that they 
agree not to disclose confiden�al maters to rela�ves, friends and band employees. 

Employee Code of Conduct (see appendix page XL-XXXIX) 
This is a two page code of conduct outlining the responsibili�es of all new employees. 
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Vulnerable Sector Screening Check/Criminal Records Check 

The new employee will take either the Vulnerable Sector Check leter or the Criminal Records 
Check leter to the Police Sta�on in Blind River. The employee will be informed that the 
department they are hired in will be responsible for payment of $25.00 but he/she must first pay 
the costs and then be reimbursed. It is strongly suggested the employee gets the police check 
within the week as his/her posi�on may require one in order to perform his/her du�es, such as 
working with Day Care, Red Pine Lodge, and the Women’s Shelter. If the Vulnerable Sector 
Screening Check is not given to the HR Advisor a�er one month of employment, the employee 
will be suspended from working unit it has been submited. It is always preferable that the 
employee who is working with children and the elderly obtain the Vulnerable Sector Check prior 
to employment. 

Verifica�on of Educa�on Qualifica�ons – diplomas, cert, and/or degrees (see appendix 
page XLII) 

The new employee will indicate to the new employee that on their résumé they presented a list 
of qualifica�ons that must be on file. 

The Signature Line 

The HR Advisor and the new employee will sign off the Orienta�on Checklist and date it. 

Payroll and the New Employee 
For full-�me contract employees the HR Advisor will go over the pro-rated amounts for sick leave 
credits, mental health leave credits and vaca�on credits with the new employee. As �me sheets 
seem to vary with individual departments, the HR Advisor will refer the employee to his/her su-
pervisor to discuss this with him/her. 

The HR Advisor will inform the new employee that CPP and EI are taken off at source and will 
show up on their paystub. The Employee Data Sheet does not record CPP and EI other than the 
box where CPP may be turned off for an employee who is receiving Canada Pension Plan pay-
ments. 

The New Employee and the Manager 
The Manager will explain the following forms and procedures in as much detail he/she believes 
necessary such as the �mesheet, job descrip�on, the Personnel Policy, and/or the terms of the 
offer leter.  The Manager will also set up an email for the employee and the workspace. The 
Manager will conduct a tour of the workplace the employee will be working at and introduce 
him/her to the department staff.  The Manager will send an email to other staff welcome the 
employee on board.   

The Timesheet 

Because Mississauga First Na�on has moved to digital weekly �mesheets, the Manager will advise 
the new employee that the Employee Data Sheet will be given to the Director for crea�ng a 
personalized weekly �mesheet, and once that has been done they will provide training on how to 
complete it. 
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 The Job Descrip�on 

The Manager will go over the job du�es of the posi�on. At this �me, the Manager will discuss the 
six-month proba�onary period and at the three-month evalua�on. The evalua�on will be a 
reflec�on on how well the employee has met the acceptable standards of the job du�es. 

The Personnel Policy 

The Manager will be able to retrieve a copy of the Personnel Policy from the Manager’s Drive to 
print for any new employee. The new employee will be advised as to where the electronic policies 
are located (the G: Drive). Once reviewed, the employee is required to acknowledge his/her un-
derstanding of the new policies and return the Acknowledgement Form (appendix page XLIII) to the 
HR Advisor. 

The Finance Policy 

The same procedure will be followed with the Finance Policy but only full-�me employees will be 
given the Finance Policy to read and sign the Acknowledgement Form (appendix page XLIV). 

The Organiza�onal Chart 

At this point, only the Manager/Director are given copies of the organiza�onal chart. The Manager 
may provide a copy for the new employee at their discre�on. 

Se�ng up the Password 

The Manager will send an email to the IT Help Desk reques�ng that a new email be set up for the 
new employee. Then the Manager can also request the IT Department to assist the new employee 
on logging on to his/her computer. Once the employee’s email is set up, the Manager will advise 
the HR Advisor (preferably by email) that training can now take place on HR Downloads.  

Se�ng up the Work Area 

It is the Manager’s duty to ensure the new employee has a welcoming beginning. The new em-
ployee should walk into his/her work sta�on with their own computer, phone, office supplies, 
desk and chair. The new employee should be able to begin work in his/her new posi�on the 
a�ernoon of their hire. This includes any on-the-job training and Health and Safety training. 

Other Forms – Shared Drive 

The following is the list of forms that are on the Manager’s Drive and which the Manager will 
either provide a copy of or show them on to locate them on the G-Drive. The other forms are as 
follows: 

• Holiday and Leave of Absence Form (see appendix page XLV) 
• Travel Advance Claim Form (see appendix page XLVI) 
• Mileage Chart (see appendix page XLVII) 
• Cheque Requisi�on (see appendix page III) 
• Telephone List (see appendix page XLVIII) 
• Chief and Council List (see appendix page XLIX) 
• Equipment Sign Out (see appendix page L) 
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• Fax Cover Sheet (see appendix page LI) 
• Office Supplies Request Form (see appendix page LII) 
• Journal Entry (see appendix page LIII) 
• Tax Exempt Leter (see appendix page LIV) 

Introduc�ons – the tour and the welcome email 

When the Orienta�on Checklist is completed, the Manager will bring the new employee to the 
various departments introducing them to new employees. An email to all staff will be sent out to 
welcome a new face in the department. 

Other Forms 

Other forms include the following: 

• The File Tracking Form (see appendix page LV)  

• Employee Job History (see appendix page LVI) 

Training Ini�a�ves 

The Manager will ensure the employee has access to training within their department. The orien-
ta�on must include at least a few days in ge�ng the employee used to the procedures and the 
work site. There may be other manuals to read as well.  

Health and Safety Training 
The Manager’s Responsibili�es 

The Manager will explain the contents of the following package to their employee: 

• JHSC Membership List (see appendix page LVII)  

The Joint Health and Safety Commitee promotes health and safety in the workplace. 
The employee is encouraged to join the commitee if the interest is there. 

• Employer / Worker Rights and Responsibili�es (see Health and Safety policy) 

This document outlines the rights and responsibili�es of the employer and the worker. 

• Freedom from Harassment Statement (see Personnel Policy) 

This is a statement posted in all building sites. The Manager however should go over what the 
statement means to the employee and what they would expect from others in the workplace and 
how the employee should conduct themselves to others. 

• Workplace An�-harassment and Violence Policy (see Personnel Policy) 

Chief and Council has approved the Workplace An�-Harassment and Violence Policy. All staff as 
well as new employees should sign the acknowledgement form showing they have read and un-
derstood the contents. 

• Health and Safety Informa�on Boards with a JHSC Member 
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The bulle�n boards have been set up by the Human Resources Department but it now the respon-
sibility of the Joint Health and Safety Commitee members to update it. The Manager may review 
or ask a JHSC member to go over the details of each of the components of the JHSC bulle�n board 
as well as the Medical Kit posted nearby. 

• Incident Report (see appendix page LVIII) 

Every new employee should be given a copy of the Incident Form in case of injury. The procedure 
is for the employee to immediately report the accident to the Manager and if a serious enough 
injury has occurred then the Manager or designate should take the individual to the hospital. A 
Form 8 is required and the employee must ensure that they receive a copy. 

As part of the Health and Safety Training Orienta�on, the employee must also complete On-Line 
Training with HR Downloads for the following training, which will be assigned by the Manager. 
The Manager must send the request to the Human Resources Advisor. The employee should com-
plete the training by the end of the month and the cer�ficates forwarded to the HR Department 
for inclusion in the employee’s Personnel File. The legislated training is as follows: 

• AODA – Accessibility Ontario Disability Act 
• WHMIS 2015 
• OHSA for Workers and Supervisors  

The two op�onal training is as follows: 

• Workplace Hazard Iden�fica�on 
• Understanding Human Rights – Federal 
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Group Benefits 
1. Introduction 
2. The Group/Net Portal 
3. The Notification – Determination on Employment Status 
4. GWL Health Benefits Enrollment Checklist 
5. Application for Group Coverage 

5.1. Procedures for Enrollment 
6. Short Term Disability 
7. Long Term Disability 
8. Plan Member Changes 
9. Mass Salary Changes 
10. Employee Termination 
11. GWL Presentation 
12. Emails/Correspondence 

Group Pension  
1. Getting Started 
2. GWL Pension Plan Checklist 
3. Application for Membership in a Registered Pension Plan 

3.1. Procedures for Enrollment 
4. Plan Member Changes 

Introduction 
Health benefits are provided to each employee who are on (at least) a two-year contract 
with Mississauga First Nation. Full-time applies to those who work at least 24 or more 
hours per week in his/her position but in most instances employees will normally work 
32, 34.5 or a 40 hour week. Term contract employees who work at least 364 days and 
Labour Services full-time are also entitled to health benefits. Short-term contract, part-
time and casual employees do not get health benefits. 

The Group/Net Portal 
The HR Advisor will be able to access the Great West Life website as a plan administrator 
a�er Great West Life sets them up on the Group/Net Website. As a Plan Administrator, 
the HR Advisor will have access to: 

•  Employee Enrollment 
• Beneficiary Designa�ons 
• Plan Member changes 

GREAT WEST LIFE 
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• Termina�ons, Reinstatement 
• Ordering Booklets 
• Great West Life Drug Card replacements 
• Short Term Disability forms, Long-Term Disability forms 
• Mass Salary Changes 
• Great West Life Assisted Changes. 

The Notification 
When Chief and Council have reached a decision on the new employee, the HR Advisor 
will phone the prospec�ve candidate to inform them of the job offer. When accepted, the 
offer will be signed and it is only when the prospec�ve employee comes in for the orien-
ta�on that an applica�on for Group Benefits will be given, provided the prospec�ve em-
ployee is on a two-year contract or on a one-year contract less a day. 

GWL Health Benefits Enrollment Checklist 
The HR Advisor will use the GWL Health Benefits Enrollment Checklist (see appendix page LIX) 
as a guide when enrolling or making changes. 

Application for Group Coverage 
The HR Advisor will use this two-page form (see appendix page LX) to enroll the employee. 

Procedures for Enrollment 

The Day of Orienta�on 

The employee will be referred to as the plan member. 

The HR Advisor will ensure the employee receives the correct code according to the ben-
efit class descrip�on. Based on that, the HR Advisor will provide the new plan member 
with the correct booklet. See the various Benefit Class numbers with their Benefit Class 
Descrip�ons: 

Benefit Class Benefit Class Descrip�on 

1 Status and Status Composite Par�cipants 
For status employees with status dependents 

3 Non-Status Par�cipants 

4 Status Par�cipants with Non-Status Dependents 

5 Contract Employees 
For employees with 364 days of continuous employment 

The HR Advisor will assist the new employee in comple�ng the applica�on. If the em-
ployee makes an error, they will strike out the wrong informa�on and write in the new 
informa�on with their ini�al. Alterna�vely, the HR Advisor will offer the employee a new 
form. 
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At this point, there are two considera�ons: 

• If the dependent is in school and under the age of twenty-six (26) they qualify for 
benefits coverage 

• If the employee’s spouse has a plan, the employee can s�ll apply for benefits and 
their spouse will be considered a dependent. Both will have coverage under two 
plans. 

Plan Sponsor Sec�on 

• Plan Number is 153564; Division Number is 1 and Benefit Class could be 1, 3, 4, or 
5.  

• The plan sponsor is Mississauga First Na�on 
• The Plan Member ID cannot be entered un�l the employee has been registered 

via “Add Employee” in the Enrollment page on GroupNet for Plan Administrators  
• Eligible date of employment: Month/Day/Year is the day of orienta�on 
• Effec�ve date of coverage: Month/Day/Year is the date of orienta�on 
• Occupa�on/Earnings must be yearly 
• Plan Member Province for residence and employment is Ontario 

Plan Member Informa�on 

The employee completes this sec�on. Check informa�on on “Do you have dependent 
children, including full �me students or disabled adults (who the employee is caring for).” 

Refusal of Benefits 

In most cases, new employees will not refuse benefits, as it would not be in their interest 
to do so. 

Beneficiary Designa�on 

In most cases, the spouse is the main beneficiary and children are added as subsequent 
beneficiaries in case of death of both employee and spouse. The employee makes the 
decision on percentage alloca�on. 

The beneficiary nomina�on is a legal document. Plan members must complete, sign and 
date the beneficiary sec�on, preferably in blue ink. If the plan member crosses out or uses 
correc�on tape on any por�on of the designa�on, they must ini�al the change. If the ben-
eficiary is a minor child, the plan member must designate a trustee. The HR Advisor will 
provide a Trustee Appointment Form. 

All beneficiaries are revocable. 

Dependent Informa�on 

The employee completes this sec�on. The employee will �ck the boxes “Family” for 
Healthcare, Dental Care, and Vision Care. 

In this sec�on under Dependent Informa�on, the employee will list all of their depend-
ents, their date of birth, whether they are full �me students, and if they are disabled.  



Mississauga First Nation — Human Resources Manual  39 
Approved:  August 22, 2018 

Privacy 

Assure the new employee Great West Life protects their personal informa�on. 

Authoriza�ons and Declara�ons 

The employee (known as the plan member) will sign and date the applica�on. 

Travel Assistance card and brochure 

At the end of the orienta�on, you will provide the employee with a travel assistance card 
and an explana�on of the brochure’s highlights. This card provides the employee with the 
group benefits plan number and contact numbers when the employee is out of country. 
The brochure outlines what travel assistance will provide when the employee has a med-
ical emergency out of country. See next page. 

The Plan Member’s “My Group Benefit Plan” booklet 

At the end of the orienta�on, you will provide the employee with a booklet that matches 
his/her class number. If his/her class number is 1, he/she will receive the “My Group Ben-
efits Plan” booklet, Status and Status Composite Employees”. Refer to the important in-
forma�on, such as the different kinds of coverage to which they are en�tled. 

GroupNet Enrollment Portal 

Enter the plan member informa�on on GroupNet according to the GroupNet enrolment 
Guide as soon as the orienta�on is completed. Coverage becomes effec�ve upon the first 
day of signing the applica�on form. The HR Advisor must ensure that enrollment on 
Group/Net is completed. 

In the event that the new hire is a past employee: 

Find the Orange file for the employee and enter the ID number in the Enrollment Page. 
Enter the employee’s ID number and a window will pop up. Enter Reinstate and follow 
the steps on the Group/Net Portal. 

Otherwise, 

1. Enrollment Page – Select “Add Employee” — a new window will open up. 
2. Enrollment Page 2. Select “Add Employee – Select Policy” 
3. Input the Employee’s last name, given name, birthdate and hire date (the day of 

the orienta�on). Select “Con�nue”. 
4. Enrollment Page 3. Select “Add Employee – Select Division/Classes” 
5. The Benefit Class is a pull-down menu. Choose the appropriate class number. The 

Applica�ons Signature Date is the day of hire (orienta�on day). Leave the “Apply 
Wai�ng Period” as a Yes even though there is no wai�ng period. Select “Con-
�nue”. 

6. Enrollment Page 4. Select “Add Employee – Basic Informa�on.” Complete this 
sec�on using the hardcopy of the enrollment form. 
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7. When the HR Advisor has finished enrolling the new employee or plan member 
another window will appear “Add Employee - Confirma�on”. Print. Rather than 
returning to Enrollment Home Page, the HR Advisor will print off the “View In-
Force Premium and Taxes” informa�on. This is included in the Orange file. 

8. Once you have completed prin�ng, quit the enrollment process.  
9. A new window will pop up—this is the confirma�on page. Print this page as well. 

File the original Applica�on for group Coverage form in the Employee Benefits file (Or-
ange). No copies need to be mailed to Great West Life as the informa�on is on Group/Net. 

Once the HR Advisor completes the informa�on, Great West Life will assign an Iden�fica-
�on Number to the employee. The HR Advisor will provide the group policy number and 
the ID number to the employee on the day of the orienta�on. 

The HR Advisor will assist the employee on ge�ng online to the Plan Member’s Group 
Net where he/she can register and make e-claims. For more informa�on see the booklet 
“Great West’s Health and Wellness Site” in the appendix on this process. 

Wallet Health card—when it comes in, stamp the date on the form that accompanies it 
and file to the Employee Benefits file (Orange). Un�l this arrives, the HR Advisor can do 
two things: 

• Print off a temporary card 
• Provide the employee with the number of the group policy, class of benefits and 

ID number (this can only be done once the HR Advisor has entered the employee 
information on Group/Net. 

Plan Member Changes 
Other forms 

• Beneficiary Designation (revoking and designating a new beneficiary (see appendix 
page LXI) 

• Trustee Appointment (see appendix page LXII) 
• Group Life Claim Form (in the event of a death of an employee or a spouse) (see 

appendix page LXIII) 
• Request for Non-Standard Dependent Coverage (only in special circumstances) 

(see appendix page LXIV). 

Whenever there is a plan member change the HR Advisor must have the employee who 
is requesting the change to fill out the “Group Coverage Change Form” (see appendix 

page LXV). The hardcopy is retained in the Orange file for reference. 

Changing the salary earnings 

This is done any �me where there is an increase in COLA and Merit upon a performance 
appraisal (or any monetary increases). This is crucial, as failure to make the change will 
result in less STD/LTD than the employee is en�tled to. The change must entered in the 
Plan Administrator’s Group/Net Portal for the employee as this affects the Short Disability 
and Long Disability weekly rate of pay. 
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Adding or changing a dependent 

The HR Advisor will make any change concerning marital status, birth/adoption of a child, 
or address changes in the Great West Assisted Changes, Plan Administrator’s GroupNet 
site. 

• Go to GroupNet and click on “Maintain/Inquire on Employee”. Press “Continue”. 
• A new window opens up: “Maintain/Inquire on Employee – Select Policy/Employee. 
• Input the policy number and the Employee ID and Effective Date. 
• Another window opens up. If it is a card replacement, click appropriate box and sub-

mit to Great West.  
• If there are other changes, send an Email Request such as address changes or de-

pendent changes. 

Student Recer�fica�on Report 

This report lists all ac�ve dependents that are in school, including in college or university. 
The HR Advisor will confirm whether the student is s�ll in school, then sign & send the 
form back to the address indicated on the form. 

Late Applicant and the Evidence of Insurability Form 

What is a late applicant? 

A late applicant is a plan member who has not made necessary changes to their benefits 
plan within a required amount of �me.  

Late applicants can include: 

• A plan member who gets married or begins to live common-law, but forgets to 
add his/her spouse to their plan within 31 days 

• A plan member who forgets to enroll on the plan within 31 days a�er he or she 
loses coverage on a spouse’s plan 

• A plan member whose plan administrator does not enroll the plan member on 
the plan within the wai�ng period or the subsequent 31-day grace period 

• A plan member with single coverage who forgets to change his/her dependent 
status within 31 days of the birth of a child 

• A plan member who has previously elected to waive par�cipa�on in the plan and 
now decides to enroll 

In the event this occurs, the employee must fill out the Insurability forms. It is possible at 
this �me the employee will be denied benefits. If coverage is approved, it will be effec�ve 
on the date Great West approves it. There is a limita�on on dental coverage. (See 
Group/Portal for form) 

Changing a revocable beneficiary 

All beneficiaries are revocable. The HR Advisor will complete the Group Coverage Change 
form if there is a change in beneficiaries. 
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Mass Salary Changes 
The HR Advisor may once a year upload the new wage rates to Great West Life ensuring 
they have the latest salary amounts so that premiums are accurate. 

Nevertheless, it is the responsibility of the HR Advisor to provide Great West Life with 
accurate informa�on whenever there is a change to any employee’s salary. Payroll is 
not responsible for this. 

Short Term Disability (STD) 
The Employee Applica�on (see Group/Net Portal) 

When the employee asks to go on extended medical leave, the first step is the applica�on 
for short-term disability. The HR Advisor will provide the employee with the following 
forms to fill out which includes the physician’s report: 

• Employee Statement Guide (to filling out the forms—kept with employee) 
• Disability Income Benefits Employee Statement (GWL) 
• Ini�al Atending Physician’s Statement – Cardiac Form 
• Ini�al Atending Physician’s Statement – Cancer Form 
• Ini�al Atending Physician’s Statement – Musculo-skeletal Form 
• Ini�al Atending Physician’s Statement – Mental Health Condi�ons 

The above (original) forms are submited to GWL—by either the employee (who 
keeps a copy), or the HR Advisor. A copy may be made of the informa�on un�l Great 
West Life makes a determina�on. 

An employee may request the HR Advisor assist in filling out the Employee Statement. 
Read & explain the content to the employee. They must fill out the form where 
prompted. An employee may also request the HR Advisor fax in the required docu-
ments. The employee statement and the Physician Statement are returned to the 
employee unless the employee wants it otherwise. Once the claim goes through, re-
move these documents and give them back to the employee. These are confiden�al 
documents and should not be kept with the organiza�on. 

The Employer 

The Employer will fill out the following forms and send to Great West Life: 

• Employer Statement Guide (is a guide for filling out; kept with employer) 
• Disability Income Benefits Short Term Disability Employer Statement 

o The Employer Statement must be done with the Manager 

The cri�cal piece of informa�on that goes to Great West is the start date of illness or 
injury. It should be the date the employee le� employment because of illness or injury. 
That date should match the date of the illness or injury on the Physician’s Statement. In 
addi�on, there may be a date of return. This will be indicated on the form.  
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No�ce of Return to Work (see appendix page LXVI) 

The HR Advisor must fill out this form when the employee has returned to work. When a 
return date is indicated on the employer’s statement, Great West will send a leter to the 
employer and the HR Advisor will fill this one and either fax it in or mail it. A copy may be 
filed in the Employee Benefits File. 

Long Term Disability 
These forms are not necessary to fill out as the employees have started with STD, “If the 
plan member has an ongoing STD or Early Referral Services claim with us, there is no need 
to apply for LTD.” There may be a case whereby the employee has returned to work from 
long term disability and a�er several months the issue has returned whereby he/she has 
to take �me off from work again. The process will repeat itself with Short Term Disability 
and ge�ng it approved by Great West Life again. 

Employee Termination 
When an employee exits from the organiza�on, the HR Advisor will input informa�on on 
the GroupNet Plan Administrator website. From the Enrollment Informa�on window, the 
HR Advisor will click the buton “Maintain/Inquire on Employees”. A new window will ap-
pear and the HR Advisor will click the “Func�on” buton and choose “Terminate”. Another 
window will appear with the employee’s personal GWL informa�on. The HR Advisor will 
click box “Terminate”. A confirma�on window will appear “Terminate Employee – Confir-
ma�on” which must be filed in the Health Benefits file folder. This closes out this por�on. 
The next step is to also terminate the employee’s pension plan with the organiza�on. 
Please see “Pension Plan” sec�on. 

GWL Presentation 
The HR Advisor will contact the local GWL representa�ve for Benefits, Mary Mete, in Sud-
bury and GWL representa�ve for Pension, Maryon Young, for a GWL seminar for new 
employees and any exis�ng employees. It can be held bi-yearly or yearly. 

Group Pension 
The registered pension plan is provided to each employee who is on a full-�me two year 
contract with Mississauga First Na�on. Short-term contract, part-�me, and casual 
employees are not eligible for the Registered Pension Plan unless they fit these guidelines: 

• “A part-�me employee in the same class as of employees as full-�me employees 
who have a pension plan is eligible to join the plan  

o If the employee completes 24 months of con�nuous employment; and 
o If the employee earns at least 35% of the Year’s Maximum Pensionable 

Earnings (YMPE) in each of the two consecu�ve calendar years before the 
employee joins the plan. 

• The employer may elect to waive or vary the eligibility wai�ng period for an 
employee as permited by the applicable legisla�on. In other words, the eligibility 
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requirements above can be waived and the employee that you’re hiring can join 
the plan on …” (this was for a full �me employee working 24 hours per week). 

Getting Started  
The HR Advisor does not have access to the Great West Life Registered Pension Plan web-
site. The HR Advisor will advise Maryon Young, the Plan Administrator, in Sault Ste. Marie 
by paper submission and by email that a new employee is on staff and will be making 
Registered Pension Plan contribu�ons. Please see sec�on on “Applica�on for Member-
ship in a Registered Pension Plan”.  

 GWL Enrollment Pension Plan Checklist  
The HR Advisor will use the GWL Registered Pension Plan Checklist (see appendix page LXVII) 
as a guide when enrolling or making changes. The HR Advisor will use the same orange 
file folder as for the Health Benefits when filing any documenta�on for pension. 

Application for Membership in a Registered Pension Plan 
The Enrollment Guide Booklet (see appendix page LXVIII) is an individualized booklet for all 
employees. Inside its covers are two forms that must be given to Maryon Young: the ap-
plica�on for membership in a registered pension plan and the Investment Personality 
Ques�onnaire. 

The HR Advisor will provide a copy of the Enrollment Guide to the new employee. In the 
Guide are two sec�ons the HR Advisor will need to fill out: 

• The Pension Plan Applica�on form (see appendix page LXIX) 

• The Investment Personality Ques�onnaire (see appendix page LXX) 

The Day of Orientation 

The HR Advisor will assist the new employee in comple�ng the applica�on, as some areas 
need clarifica�on. 

Procedures  

Sec�on 1 – Employer/Plan Sponsor Informa�on 

This sec�on is already completed for the organiza�on. 

Sec�on 2 – Applicant Informa�on 

• The employee (applicant) will provide his personal informa�on.  
• He must indicate his marital status. 
• The date joined plan is the effec�ve day of hire on the offer leter and the orien-

ta�on date.  
• The area that has the registry number (Status Indian) must be entered 
• At this �me, we do not have anyone who is a connected person. This applies to 

person who owns 10 percent or more of any class of issued shares of the em-
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ployer, does not deal at “arm’s length” with the employer, is an immediate rela-
�ve of an owner, or is designated as a specified shareholder. The requirement for 
a connected person is that he/she must complete a T1007 and submit to the CRA. 

Sec�on 3 – Issuer Informa�on 

The employee reads on his/her own. 

Sec�on 4 – Beneficiary Informa�on 

The employee will list all the beneficiaries in this sec�on including dependents and the 
percentage alloca�on. 

They may indicate a con�ngent beneficiary. 

Sec�on 5 – Trustee Appointment 

If the beneficiary is a minor, then the employee must appoint a person who is able to 
dispense the payout in accordance to the statement under the trustee appointee. 

Sec�on 6 – Payroll Deduc�on Authoriza�on 

The employee will determine whether they will take a 5% or a 7% contribu�on from their 
paycheque. The HR Advisor will inform the employee that the employer will match the 
percentage alloca�on of contribu�ons from their paycheque. 

Sec�on 7 – Investment Alloca�on Instruc�ons 

This sec�on is based on the Investment Personality Ques�onnaire completed by the em-
ployee. 

The employer will look at the final score on his/her Personality Ques�onnaire and decide 
on what he/she falls under: Conserva�ve, Moderate, Balanced, Advanced, or Aggressive. 
When the employee is young, they may want to invest aggressively as the balances in the 
Registered Pension Plan face an aggressive growth patern but they should be forewarned 
this is also subject to significant losses in a given period.  

Sec�on 8 – Confiden�al Informa�on File 

The employee reads this sec�on on his/her own. 

Sec�on 9 – Signature 

The employee signs and dates the document. 

Plan Member Changes 
No�ce of Member Termina�on (see appendix page LXXI) 

The HR Advisor will fill out this form on behalf of the employee. The most important part 
of this form is the “Termina�on Details” which includes the following reasons for termi-
na�on: 

• Termina�on of employment 
• Death (indicate date of death as the effec�ve date above) 



Mississauga First Nation — Human Resources Manual  46 
Approved:  August 22, 2018 

• Re�rement (includes spouse’s name and date of birth) 
• Other 

Leave the sec�on on “Contribu�on Informa�on” blank; Maryon will get that informa�on 
from Janice. 

The HR Advisor must have the Registry Number (10 digits) of the Status Card if the plan 
member is First Na�on. 

The HR Advisor signs and dates the document. 

Change of Member Informa�on (see appendix page LXXII) 

The HR Advisor will note what kind of changes the employee indicates: 

• If the member’s name has changed – complete Part A 
• If an exis�ng beneficiary’s name has changed – complete Part B 
• If the member’s address has changed – complete Part C 
• If the member’s spousal informa�on has changed (RPPs only) – complete Part E 

The HR Advisor and the Plan Member signs and dates the document. 

Request for Member Withdrawal (see appendix page LXXIII) 

The HR Advisor at the request of the plan member completes Part A “Cash Withdrawal or 
Transfer to Another Plan”. The plan member will complete  

• Withdraw funds from my RPP Voluntary Contribu�ons (check box) 
• Cash refund (check box) 
• Amount of request: 

o The total value of the funds available (check box) and 
o Yes, I will con�nue to par�cipate or no, I will not be making any further 

contribu�ons (check applicable box) 
• Alterna�vely, Dollar amount requested. 

On page 2, the plan member must sign the document in Part F and the HR Advisor must 
sign in Part H as the Plan Administrator. 

Designa�on of Revocable Beneficiary/Trustee Appointment 

The plan member may ask the HR Advisor to complete a change of beneficiary for their 
Registered Pension Plan. The HR Advisor will help the plan member complete Part B in 
which the employee will write in the last name, first name, rela�onship to member, per-
centage of distribu�on, gender, and whether the beneficiary is a minor. 

In cases of spousal changes, the HR Advisor will forward those concerns to Maryon Young. 

The form (see appendix page LXXIV) is signed by the plan member and witnessed by either 
the HR Advisor or someone whom the plan member selects.
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The Personnel File 
1. Introduction  
2. The Personnel File  

2.1. The File Tracking Form 
2.2. The Employee Job History 
2.3. The Employee Data Sheet Revisited 
2.4. Note to File 
2.5. Training Summary 
2.6. Performance Appraisals 
2.7. The Work Plan 

3. Charging Out a Personnel File 

Archiving Closed Personnel Files 
4. The Archiving Process 

Employee Forms/Letters 
5.1. Consent to Disclose Personal Information 
5.2. The Bank Letter 
5.3. Consent to Disclose Personal Information Form 
5.4. Leave without Pay/Benefits Letter 
5.5. Physical Check Letter 
5.6. End of Contract Letter  
5.7. The Exit Survey Package 

Non-Personnel file 
6. Correspondence Forms 
7. Briefing Note Tracking Form 

Introduction 
While the HR Advisor is responsible for the intake and maintenance of all files dealing 
with employees, the Risk Manager and Strategic Planning Director is responsible for en-
suring that Personnel Files and Health Benefits files are up-to-date through a yearly audit. 
Because of the supervisory role the Risk Manager and Strategic Planning Director has to-
wards the Human Resources Department, he/she shall have full access to the Personnel 
Files and the Health Benefits the same way the HR Advisor has. 

File Management 
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The Personnel File 
The Personnel File starts with the onboarding of the new employee. Each employee re-
ceives a hard cover personnel file with the excep�on of summer students whose dura�on 
of employment is less than six weeks, volunteers and casual relief type posi�ons.  These 
individuals will receive a durable white file folder. The Personnel File Folder will have each 
page dedicated to categories: 

• The File Tracking Form 
• Page 1: the Header (the file tracking form and the ICE form) 
• Page 2: the Orienta�on suppor�ng documents 
• Page 3: Correspondence (includes Job Descrip�on, etc.) 
• Page 4: The CRC/VSC 
• Page 5: Disciplinary Ac�on 
• Page 6: Performance Appraisal 

The three forms that will immediately be placed in the Personnel File Folder are as fol-
lows: 

• The File Tracking Form 
• The Personal File Checklist 
• The Employee Job History Form 

The File Tracking Form 
The Personnel File Folder is a six-page hardcover file folder. On page one (the inside front 
cover), the HR Advisor will place the File Tracking Form and begin by documen�ng the 
various orienta�on forms that were issued to the new employee. It is sufficient to write: 
“Orienta�on Packages entered on (this date)”. 

The Personnel File Checklist 
The next page (facing the File Tracking Form) is the Personnel File Checklist. It must be 
placed on top of all forms rela�ng to the orienta�on. Anyone viewing the Personnel File 
Checklist will note what was received, the date in which the document was received and 
what is outstanding. Page 2 will also have any relevant financial forms and all future Em-
ployee Data Sheets. 

Other Pages of the Personnel File Folder 
The other pages of the Personnel File Folder are as follows, and do not require a form, 
although some forms/leters may be filed accordingly: 

• Page 3 - awards, cer�ficates, any educa�onal qualifica�ons that were listed on 
the employee’s résumé, the résumé, the relevant job descrip�on, and other cor-
respondence. 

• Page 4 - Criminal Records Check or the Vulnerable Sector Check. The CRC or VSC 
leter reques�ng that a check be done by the Provincial Police remains as the first 
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document un�l the actual police record is brought in from the employee. The HR 
Advisor can ask the employee to bring in a copy of the receipt as proof that they 
have completed this step. The HR Advisor is expected to follow up and keep the 
respec�ve Manager apprized if one has not been received within two weeks. Af-
ter one month, the new employee will be dismissed un�l a check is performed.  

• Page 5 - Any disciplinary no�ces. Disciplinary no�ces and forms will be discussed 
in more detail in the Labour Rela�ons sec�on. 

The Employee Job History Form 

The last form is the Employee Job History Form, which should be placed on top of all 
employee Performance Appraisals and Briefing notes that show wage changes. Usually 
the wage change is a result of the Performance Appraisals. The Employee History form 
has the first date of employment with Mississauga First Nation, the department to which 
they are in, the positon which they hold and the hourly rate of pay. This form assists the 
Manager in seeing in a snapshot the wage growth for that position as well as the length 
of service the employee has in his/her department. After the first entry, the HR Advisor 
will not need to enter the same job title on each row but simply provide the description 
for the hourly rate change e.g.; P.A., date, % of Merit, and/or COLA. If there is a posi-
tion/department change, note the change on the Employee Job History form. 

The Employee Data Sheet (revisited) 
The first Employee Data Sheet for a new employee is a hard copy handwriten by the 
employee. The HR Advisor will input the informa�on into the Employee Lis�ng before 
forwarding it to Payroll for entry in the Sage system. A�er they return it, the HR Advisor 
will take the informa�on and create an electronic version of the handwriten form. A tem-
plate will be stored for use for any changes to the employee’s wages, address, etc. The 
template must be saved as “EDS ABC100 template”. When the HR Advisor has to make 
changes to the Employee Data Sheet, the ensuing Employee Data Sheet filename will be 
similar to this: “EDS ABC100 Wage Inc. 2018-11-29”.  A photocopy of the signed Employee 
Data Sheet and the accompanying email that was sent to Payroll advising him/her to ex-
pect a new Employee Data Sheet will be kept in a binder “Employee Data Sheets”.  

Note to File (see appendix page LXXV) 

The Note to File documents any discussions concerning an incident. If there is any future 
discussion with the same incident, there is something on file. Note to files are not disci-
plinary notes. They could relate to Great West Life discussions with respect to an em-
ployee if there is a phone call; they could relate to discussion among employee, Manager 
and the HR Advisor. 

Training Summary (see appendix page LXXVI) 
The training summary was devised to keep track of the training and professional devel-
opment for employees. This is a WSIB requirement. The HR Advisor will track incoming 
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cer�ficates of training for employees. This training summary will provide a snapshot for 
the Manager when performance appraisals are conducted. 

Performance Appraisals (see appendix page LXXVII) 
All employees require a performance appraisal a�er a three-month proba�onary period 
or a yearly one. The first performance appraisal a new employee will receive is a three-
month evalua�on to determine how well they have reached their goals in their current 
posi�on and what improvements are needed. When the performance appraisal is com-
plete, the manager will prepare a briefing note for submission to Chief and Council con-
firming the the two-year contract.  The next performance appraisal will take place a�er 
nine months to determine whether the employee receives a merit/COLA increase. The 
new employee will receive a yearly performance appraisal a�erwards. There are three 
types of performance appraisal forms: 

• The Supervisor 
• The Peer (as part of the Supervisor) 
• The Employee (Support Staff) 

The difference between the Supervisor form and the Employee form is the Leadership 
component. The difference between the Supervisor form and the Peer is the deletion of 
pages after the listing of strengths and areas requiring improvement (in the Peer form). 
The purpose of the Peer form is to provide a 360° evaluation of the supervisor. In the case 
of the Director of Operations, only Directors and senior Managers will evaluate him along 
with Chief and Council. With the Directors and senior Managers, only their staff will eval-
uate them. Although the Peer forms are given out, it is not incumbent upon the person 
receiving the peer form to complete one if he/she feels it cannot be done fairly.  

When a performance appraisal has been completed, the signed original will be forwarded 
to the HR Department. The HR Advisor will note their receipt as incoming mail.   

The Work Plan (see appendix page LXXVIII) 

Every employee must have a work plan in place. This work plan lists the areas of respon-
sibili�es, the objec�ves for each area, the associated ac�vi�es, what is required by means 
of materials, manpower, etc., the expected results and target date as well as the progress 
of each of the objec�ves. The work plan is a tool whereby the supervisor and employee 
can measure the areas of responsibility as noted on the job descrip�on. The original copy 
of the work plan will be filed in page 6 of the employee’s Personnel File. 

Charging Out a Personnel File 
At �mes, the Manager may request a Personnel File. The Manager cannot access any of 
the Health Benefit files for their staff. When reques�ng a file, the HR Advisor will ask 
him/her to charge out the file on a form (see appendix page LXXIX) that is kept in a grey binder. 
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Archiving Closed Personnel Files 

The Archiving Process 
When an employee leaves the organiza�on, the HR Advisor will close the file with an Em-
ployee Data Sheet. This will be forwarded to Payroll, who ini�als it and sends it back to 
the Human Resources Department for filing. The HR Advisor will make the final entry on 
the File Tracking Form thus closing out the Personnel File. The Personnel File will then be 
placed in the Archive Sec�on of the filing cabinet. The Personnel File and the Orange 
Health Benefit File must remain in the filing cabinet for seven years a�er which the con-
tents can be electronically archived and the contents destroyed. In some instances, due 
to the sensi�ve nature of the confiden�al files, these will remain in the office of the Risk 
Manager and Strategic Planning Director. 

Employee Forms/Letters  

Leave without Pay Letter (appendix page LXXX) 
The Leave without Pay leter is given to the employee who is taking a leave of absence 
such as an educa�onal leave, personal leave or candidacy leave. This leter should be 
given to the employee and a copy forwarded with the Employee Data Sheet to Payroll. 
The leter and EDS will be filed accordingly. 

Physical Check Letter (appendix page LXXXI) 
There are circumstances where the employee may be required to do a physical check for 
the posi�on they hold or will hold, such as the Medical Transporta�on Driver. The em-
ployee will be given a leter to take to the Nurse Prac��oner or Medical Doctor to fill out 
and return to the HR Department. The HR Advisor will advise the Manager or Director 
seeking the medical report that the report has come in. The Manager may come into the 
HR office to view the contents of the medical report. The Manager will make a decision 
regarding con�nued employment based on the medical report. 

Consent to Disclose Personal Information 
The Bank Leter (appendix page LXXXII) 

The bank letter provides specific information the loan company or bank may request 
when an employee requires for large purchases. 

The Consent to Disclose Personal Informa�on Form (appendix page LXXXIII) 

The Consent to Disclose Personal Informa�on form can be used as well when an employee 
requires that a bank or some other agency be given financial informa�on regarding that 
employee. The form must be signed by both the employee and the HR Advisor. 
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End of Contract Letter  
The End of Contract Leter (appendix page LXXXIV) precedes the Exit Survey Package. At the 
end of the contract, the Manager may not find it feasible to renew the contract. A six 
weeks’ no�ce, such as the leter “End of Contract”, will be given to the employee and an 
Employee Data Sheet completed. Only the Employee Data Sheet will need to go to Payroll. 
Please see leter below: 

The employee will be given an Exit Survey package to read and complete. The procedure 
for comple�ng this part of the end of employment is the same as with all employees who 
resigns, re�re, or terminated. 

The Exit Survey 
The purpose of the Exit Survey (appendix page Error! Bookmark not defined.) is to improve the 
working environment through feedback from the exi�ng employee. Their comments may 
be valuable in assessing workload, interoffice communica�on, supervision, etc. The HR 
Advisor will print out a copy of the leter and a copy of the Guidelines of the survey with 
the Employee Exit Interview Survey. The exi�ng employee is not obligated to complete 
the survey. If the employee chooses to complete one, he/she will place the completed 
survey in an envelope that is marked confiden�al and sealed. The exi�ng employee will 
give the envelope either to Recep�on, to be placed in the HR Advisor Inbox, or deliver the 
envelope to the HR Advisor in person. 

Non-Personnel file 

Correspondence Forms 
Incoming Correspondence Form 

The incoming correspondence form (appendix page LXXXVI) must be filled out for any kind of 
correspondence regarding an employee. This may be a cer�ficate, a performance ap-
praisal, a disciplinary leter, etc. 

Outgoing Correspondence Form 

The outgoing correspondence form (appendix page LXXXVII) is used less frequently. However, 
it s�ll serves a purpose in recording correspondence that leaves the HR office. Requests 
for informa�on, manager’s request for a copy of a document or a leter being sent out on 
behalf of an employee would be entered on this form. 

Briefing Note Tracking Form 
The Briefing Note Tracking Form is used when the Chief and Council Secretary sends the 
Briefing Note results to the HR Advisor. The form is kept in a file folder en�tled “Briefing 
Notes 20##”. A second, duplicate file is set up for the Auditors (appendix page LXXXVIII). 
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Issues in the Workplace 
1. Mediation 
2. Grievance Procedures 
3. Progressive Discipline 
4. Police Records Check – the Relevancy Letter 
5. Lines of Authority 

Issues in the Workplace 
Issues in the workplace can occur in any kind of organization, small or large, government 
or business. There are different resolutions to  conflicts that may arise. The first step in 
resolving a conflict between two individuals or many individuals is the mediation process. 

Mediation  
Mediation occurs when an employee is having trouble with either another employee or 
employees, their own manager, or both. Depending on the situation, conflict may be re-
solved quickly if the situation is a misunderstanding between two individuals. However, 
there may be a situation where an unresolved conflict takes on a life of its own after sev-
eral months, involving a greater number of employees. The solution to such a problem is 
the mediation process. When the Manager advises the Risk Manager and Strategic Plan-
ning Director about such a development, they may relay this information to the HR Advi-
sor to support the Manager and employee in several ways: 

Internal Mediation 
The HR Advisor will speak one-on-one with the Manager about the situation that has de-
veloped and offer some alternatives to the dispute. 

• A plan of action is decided upon by the HR Advisor and the Manager on how best 
to resolve the employee conflict in the department 

• A meeting may be called to resolve the conflict. If it involves an employee and 
Manager, the role of the HR Advisor is to support the employee. The HR Advisor 
may offer some comments to help the employee and Manager get to a working 
relationship once again 

• A meeting may be called to resolve a conflict between two employees or more 
than two. If this is the case, an employee and the Manager will get that side of 
the story. This will hold true for the other employees as well.  

The Manager and the HR Advisor will meet to go over the concerns the employees have 
brought to the table and the Manager will make some decisions on how to bring the con-
flict to a close. Another meeting may be called with all the employees with the HR Advisor 

Labour Relations 
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present to support the Manager and the employees. The role at this point is purely advi-
sory. 

If the conflict is not resolved, then the Manager may seek another recourse such as ob-
taining the services of an external mediator. 

External Mediation 
Once the HR Advisor receives an emailed request from a Manager that the conflict has 
not been resolved through internal mediation, the HR Advisor will perform the following 
steps: 

• If there is not already a list of mediators on file, the HR Advisor will complete a 
research of possible mediators on the Web 

• When two or three have been selected and it appears that the kind of services 
the mediators have may be a good fit for the kind of conflict the employees are 
facing, the HR Advisor will do a call for proposals 

• The call for proposals which will include the dates of availability will be done 
through email; 

• The HR Advisor will review the proposals to determine if the mediators are the 
best fit to meet the needs of the employees 

• The HR Advisor will seek references from all of the mediators  
• Once the proposals are reviewed and references are in, the HR Advisor will give 

the information to the Manager for his/her decision to select the best candidate 
• Once the mediator is approved, HR will coordinate the following: 

o Service Agreement outlining dates and cost of service 
o Determine the location of mediation and book room 
o Get account code from Manager, complete a purchase order and make 

a cheque requisition which the Manager will sign 
o Give letters to employees outlining the dates, time and location of me-

diation 

Grievance Procedures 
Grievance occurs when an individual believes they have been wronged, whether it is re-
lated to their employment (such as wages), or disciplinary action they believe was unjus-
tified. Please refer to the Personnel Policy Handbook for detailed procedures on griev-
ances as well as the revised chart (see appendix page LXXXIX). 

The HR Advisor is not directly involved with grievances except in its initial stages. An em-
ployee may come to the Human Resources Department seeking help on how to resolve a 
workplace conflict. The HR Advisor will suggest to the employee that he/she must first 
discuss the issue with their Manager. If the matter was not resolved with the Manager, 
then the HR Advisor will ask the employee if he/she wants to go through the grievance 
process. If the employee agrees to a grievance, the HR Advisor will outline the steps on 
how to file a formal grievance. The HR Advisor will not be involved unless requested by 
the Risk Manager and Strategic Planning Director. 
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Progressive Discipline 
Progressive discipline begins with a verbal warning. The HR Advisor only becomes in-
volved at the request of the Manager after multiple warnings have failed to change the 
behavior. The Personnel Policy clearly defines steps to the progressive discipline—how-
ever; oftentimes the Manager does not want to move too quickly through the process 
and may give several verbal warnings before a written warning. The Personnel Policy 
states, “progressive discipline requires that an employee be given warnings by his/her 
immediate supervisor regarding the actions or behavior the supervisor believes will re-
quire remedy. These warnings may be oral or written warnings.” 

When a written warning is issued, the employee must sit in a meeting with the Manager 
and discuss the infraction as it pertains to the Personnel Policy on Employee Discipline 
and Termination. This becomes the second step of the progressive discipline process. At 
this point, the Manager may seek the advice and support of the Human Resources De-
partment. The HR will follow the following procedure when requested to participate in 
meetings with the employee and the Manager: 

• A copy of the verbal warning, usually in the form of an email, must be filed in 
the employee’s Personnel file as proof that one was given (see appendix page XC). 

• The Manager issues a first written warning to the employee; the HR Advisor files 
the signed copy of the letter. 

The HR Advisor will discuss the breach per Personnel Policy and discuss ways on how to 
improve the behavior. The HR Advisor will keep notes on this meeting and begin a tracking 
sheet called The Chronological Order of Events (see appendix page XCI). 

• When a second breach occurs, and a second letter of warning has been pre-
pared the Manager will set up a second meeting with the employee and the HR 
Advisor. The HR Advisor and the Manager have specific roles: 
o The HR Advisor will keep notes of the meeting and will advise the employee 

of the following: 
 Note the specific behavior that needs to be changed such as lates or ex-

cessive absenteeism  
 Outline steps on how to change the behavior and get his/her input 

again 
 Inform employee of the time frame with which to the behavior needs to 

change 
 The time frame should not be less than six months and no more than 18 

months 
 Compose a Note to File and record the meeting on the Chronological 

Order of Events 
 Inform the employee that such the second letter and the Chronological 

Order of Events will be placed in his/her Personnel File 
• The Manager will advise the employee of the following: 

o The consequence for not making the change within the time frame 
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• If there is a subsequent breach, rather than move to the termination stage, the 
Manager and the HR Advisor will continue to work with the employee within the 
time frame.  

• The HR Advisor and the Manager will have the employee sign an Agreement 
form called The Individualized Communication Strategy and Performance Agree-
ment (see appendix page XCII). 

• Notes to File and keeping the Chronological Order of Events active will be used 
to track meetings, emails, and letters (it is not unknown for Managers to write a 
five day suspension letter and in addition put the employee on a two day sus-
pension without pay). 

• After the time frame has ended and the behavior continues, the Manager can 
proceed with the termination 

• The employee will be called for the last meeting and given a letter of suspension 
without pay and a briefing note will be sent to Chief and Council with the rec-
ommendation of termination with just cause. When the results are received 
from Chief and Council on the termination the employee will be informed 
through mail. 

The Relevancy Letter (see appendix page XCIV) 
In the event that the employee returns to the Human Resources Department with a pos-
itive Criminal Records Check or a positive Vulnerable Sector Check, the HR Advisor will 
inform the Manager of the results. The Manager will make a decision on whether to keep 
the employee on. If the Manager decides to keep the employee on the HR Advisor will 
ask the Manager to complete the Relevancy Letter, which states that the criminal charges 
are overlooked for the position the employee had applied for. For example, if the charge 
is for speeding, the criminal charge will not affect an individual who works for the organ-
ization unless the individual has applied for a position such as a Medical Transportation 
Driver. 

Lines of Authority 
All employees of the organization must follow the lines of authority. The HR Advisor sup-
ports management in a consultative capacity, advises employees on the Personnel Policy 
and supports the Risk Manager and Strategic Planning Director with support services such 
a research, clerical work and advice on new legislation as one example. The HR Advisor 
will always be in communication with the Risk Manager and Strategic Planning Director. 
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Staff Training/Professional Development  
1. Introduction 
2. Staff Needs 
3. Types of Training 

3.1. Mandatory training 
3.2. Recommended training 

4. Training Procedures 
4.1. Getting a Trainer 
4.2. Getting Quotes 
4.3. Service Agreement 
4.4. Staff enrollment 
4.5. Booking a Room 
4.6. Paying Trainer 
4.7. Evaluation 

5. HR Downloads 

Introduction 
Training is usually a one-time brief episode designed to get quick measurable outcomes. 
CPR and First Aid Training would be an example of such training, since a trainer is able to 
observe how well a student has learned the technique of resuscitation. Training focuses 
on short-term goals and the results can be measured in terms of the benefits to the or-
ganization. Training is usually conducted in workshops.  
Professional development is less obvious, as it focuses on long-term improvement in such 
areas as time management skills or lateral violence awareness. Professional development 
is in close proximity to training in that it can also be done in a workshop format, or as a 
seminar. The key element is that professional development lends to long-term benefit to 
an organization, as it changes the behavior of an employee over time. 

Staff Needs 
Training or professional development may occur in three ways. A request could come 
from Management, the Human Resources Department or the employee. Management 
may see an opportunity for obtaining the services, for example, of an expert on the Can-
ada Labour Code regarding mandatory sick leave or employee terminations. There could 
be new equipment in the infrastructure department that requires employees to receive 
specific training. At times, a Joint Health and Safety member may see a need for certifica-
tion in Health and Safety and may seek assistance from the Human Resources Depart-
ment. 

Training and Professional Development 
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Types of Training – Mandatory 
The Risk Manager and the Strategic Planning Director will first bring the issue for legis-
lated training to the Managers for their awareness at the regularly scheduled Manager's 
monthly. The RMSPD may instruct the HR Advisor to issue training through HR Downloads 
for employee training or go through the process of hiring an outside source. 
Types of Training – Recommended 
The RMSPD may at times recommend certain types of training that are not essential but 
may be beneficial to the organization as a whole. Like the mandatory training, the RMSPD 
will go through the same procedure in informing Managers first before implementation. 
The role of the HR Advisor is to implement the recommendation. They will go through the 
process of HR Downloads or hiring an individual to do the training or professional devel-
opment. 

Training/Professional Development Procedures 

Getting a Trainer/Facilitator 
Identifying potential facilitators/trainer 

• The RMSPD or the HR Advisor will research potential facilitators/trainers. The re-
search may be conducted via personal contacts, Internet Search, referrals from 
Program Manager, or other agencies that may have been accessed in the past 

• The HR Advisor will update or develop Contact List of potential trainers for future 
reference. The HR Advisor will maintain this Contact List with the hard copy file 
and Electronic File system. 

• The RSMPD or the HR Advisor will contact potential facilitators/trainers explain-
ing the needs of the organization  

• The RSMPD or the HR Advisor will request a Training proposal outlining details of 
requested training, including any training pre-requisites, type of certification 
upon completion of training, available tentative dates for training, any associated 
costs (travel, resources, meals, accommodations etc.).  

Getting Quotes 

• This may be a critical issue when it comes to hiring a facilitator/trainer as there 
may be budgetary restraints 

• The RSMPD or the HR Advisor will provide a deadline for submission and how the 
proposal will be received, e.g., email, fax or in person 

• The RSMPD or the HR Advisor will provide a copy of the Tax Exemption Letter (see 
appendix LIV) to the facilitator/trainer that outlines that MFN is exempt from GST 
and PST in accordance with the Indian Act section 87(a). This will be used to en-
sure that no additional taxes are applied to the Service Contract 

• When submissions are received, all incoming correspondence will be date 
stamped and initialled by the Human Resources Department 
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•  The HR Advisor will prepare a file label associated to the training being coordi-
nated e.g. First Aid Mental Health (Date of Proposed Training). The HR Advisor 
will file each submission in a Training File Folder 

• Following the Proposal Deadline, if the HR Advisor is requesting the training on 
behalf of the RSMPD or a department will provide the submissions to RMSPD for 
consideration and direction. 

• Should the RMSP Director decline the submissions and approve more research, 
the HR Advisor will extend deadline date for submissions. 

• Repeat process and resubmit File to RMSP for consideration and direction. The 
RMSP Director selects and approves the Trainer/ Facilitator and will communicate 
that information with Program Managers  

Please see the Planning Checklist (see appendix XCV) as a guide when requesting a facilitator 
or trainer. 

Service Agreement 
Once the RMSPD or the HR Advisor has selected a facilitator or trainer, both parties will 
enter into a service agreement. Please refer to the contract form (see appendix XCVI) 

Staff Enrollment 
The RMSPD or the HR Advisor will follow up with the Manager and get the list of individ-
uals who should receive training or professional development. In the case of CPR/First Aid 
training, the HR Department may be issuing training every six months to keep the certifi-
cation active for all employees within the organization. 

The RMSPD or the HR Advisor will confirm the registration list by following the steps be-
low: 

• Record all interested employee names on a Registration List for follow-up and 
monitoring (see appendix XCVIII).  

• Record Registrant Name & Account Code to be Charged (using Excel file) 
• In the event that there are additional available seats, contact the Niigaanin de-

partment and inquire if there may be interested clients 
• Training costs (registration fees) will be the responsibility of the department 

(may need to confirm if cost sharing on room rental is applicable) 
• For the Niigaaniin department, update the Registration List and ensure that the 

Account Code is confirmed by the Niigaanin Manager 

Booking a Room 
The RMSPD or the HR Advisor will follow the procedures for booking a room as previously 
laid out. If there are employees from more than one department, there will be a shared 
cost and the RMSPD or the HR Advisor will make a percentage allocation and charge that 
amount to each department. 
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Monitoring Attendance 
The RMSPD or the HR Advisor will maintain attendance for all training. The following steps 
should be followed: 

• Prepare a Sign-In Sheet listing all registered participants, for each day of train-
ing. Keep blank copies in a Training folder for future use 

• At the beginning of the Training Session have all attendees sign the Sign-In 
Sheet for each day, to confirm they were in attendance of training 

Evaluations 
At times, the Facilitator may opt for his/her own evaluation form to be filled out. Copies 
may be made and a report created to monitor how useful the employees felt about the 
training. The training should form part of the specific training folder for this facilitator or 
trainer for future reference. The RMSPD or the HR Advisor may believe it is advisable to 
create their own evaluation form for employees to fill and use the information for the 
report. 

Paying the Trainer 
The RMSPD or the HR Advisor will be sure to accompany all cheque requisitions with the 
Invoice (or copy of the Service Contract) and the account code for the training when sub-
mitting the cheque requisition to the Accounts Receivable Department. This will ensure 
that each department is charged the appropriate amount. 

Training Request Form  
An employee may request specific training or professional development. The HR advisor 
will provide them with the form (see appendix XCIX) 

Professional Development 

HR Downloads 
HR Downloads, an online human resources tool, has been a valuable resource to the or-
ganization's Human Resources Department. The web-based program has services in such 
areas as online employee training, surveys, policy manual wizard, job description genera-
tor, live HR advice and legislative compliance resources. The URL to HR Downloads is 
http://hrdownloads.com. 

The Human Resources Department has subscribed to this helpful resource since 2014. 
Only two individuals will be given passwords to the entire website plus access to HR ad-
vice while a third has access only to the entire website which includes online training. 

It is not necessary to write out the steps to this program as they have experts who can 
facilitate this without cost. 
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Workplace Inspection 

1. Manager's Responsibilities  
1.1. Building Inspections 
1.2. First Aid/Fire Extinguishers/AED Inspections 
1.3. MSDS binder  
1.4. The Bulletin Board 
1.5. Reporting Procedures 

Incidents and Accidents (RMSPD/HR/M) 
2. Manager’s Responsibilities 

2.1. Incident or Accident Occurrence 
2.2. The Investigation 
2.3. Modified Work 
2.4. WSIB Procedures 
2.5. Summary Reports 

3. RMSPD/HR Responsibilities 

Joint and Safety Committee (HR) 
4. Human Resources Responsibilities 

4.1. Terms of Reference 
4.2. Membership 
4.3. Agenda and Minutes 
4.4. Monthly meetings  

WSIB (HR) 
5. WSIB 

Canada Labour (RMSPD/HR) 
6. RMSPD/HR Responsibilities 

6.1. Compliance form 
6.2. EAHOR report 
6.3. Assurance of Voluntary Compliance 
6.4. Workplace Committee Report  
6.5. Legislation Compliance 

Health and Safety 
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Manager's Responsiblities  

The Manager will ensure the workplace is free from hazards. In order to accomplish a safe 
working environment for his/her employees, the manager will complete the various types 
of inspections that are required under Canada Labour legislation. Since each building site 
has one certified Joint and Health Safety Committee worker representative and in some 
cases a certified Manager representative it is possible for the Manager to perform the 
inspections and forward the results of the inspections to the Human Resources 
Department. 

Building Inspections (see appendix C) 
Buildings inspections have moved from the Human Resources Department to the Man-
ager in charge of the building where he/she works with his/her staff. The Manager will 
decide on a date in which to conduct a building inspection and send the date to the 
Human Resources Department who will be coordinating the schedule for all managers (see 

appendix CI). The Manager will work with a staff member who is also a certified worker 
member on the Joint Health and Safety Committee. 

On the designated date, the Manager will complete the building inspection and give the 
completed hardcopy to the Human Resources Department. The role of the Advisor is to 
note the date in which the building inspection form has been received and create a PDF 
file for the Joint Health and Safety meeting for discussion. The HR Advisor will record the 
information on the report and submit the report to the Risk Management and Strategic 
Planning Director. 

The following are the steps for the follow-up to the building inspection:  

• Building Inspections are scheduled and carried out  
• Forward originals to HR 
• HR makes copy and uses it for discussion at the JHSC meeting 
• Give that copy to the Manager for changes, if needed 
• Manager has 30 days to make changes or address issues, if needed  
• Return the Building Inspection form to HR, with notations on what was ad-

dressed.  
• Copy is made and forwarded to Director of Operations / RMSP Director for fol-

low-up.  
• In the event that there are items which are not addressed; a Deficiency Action 

Form is completed by JHSC and submitted to RMSPD for their follow-up (see ap-
pendix CII). 

First Aid Kits Inspections 
A Joint Health and Safety member will conduct a First Aid Kit inspection monthly in his/her 
department and submit the completed form to the Manager who will submit the form to 
the Human Resources Department. If supplies are needed the HR Advisor will complete 



 

Mississauga First Nation — Human Resources Manual 63 
Approved:  August 22, 2018 
 

an purchase order form and a cheque requisition form. In some cases, the Manager may 
complete such an order on own. (see appendix CIII). 

Fire Extinguishers Inspections 
The Manager, with the exception of the Day Care Manager, will submit a copy of the fire 
extinguisher form to the Infrastructure Department. The Infrastructure Director will en-
sure that the fire extinguishers inspections are completed yearly. A JHSC member 
assigned to that building will inspect the fire extinguishers on a monthly basis. He/she will 
submit the report to the Manager, who will in turn submit the form to the HR Department 
(see appendix CIV). 

The Day Care Manager has her own process but will complete the Fire Extinguishers in-
spection report to the Human Resources Department. The Day Care Manager will conduct 
monthly inspections and forward the information to the Human Resources Department.  

Automated External Defibrillator (AED) Inspections 
A Joint Health and Safety member will conduct an AED inspection once a month in his/her 
department and submit the completed form to the Manager, who will forward it to the 
Human Resources Department (see appendix CV). Not all departments have an AED to in-
spect and it falls upon the HR Department to forward an inspection report to only those 
departments that have an AED. 

The MSDS Binder 
The Manager will ensure the Materials Safety Data Sheets which have been placed in 
every department is up-to-date and report if there are changes to the materials listed in 
the binder. The information must be relayed to the Human Resources Department. 

The Bulletin Board 
This is the responsiblity of the Joint Health and Safety Committee member at each work-
place. They will ensure it is up to date. The Manager will ensure the workplace is free from 
hazards. (see appendix CVI). 
Reporting Procedures 
The Manager will send all reports to the HR Department with an electronic copy to the 
RMSPD and the Director of Operations so that they become aware of the needs or hazards 
in each department. (see appendix page CVII for one type of report) 

Incidents and Accidents (RMSPD/HR) 

Manager’s Responsibilities 
The Manager is responsible for reporting all incidents of workplace injuries, apart from 
minor injuries if cleared by the Community Health Nurse, and workplace hazards. 
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RMSPD/HR Responsibilities 
The Risk Management and Strategic Director is responsible for reporting to the Director 
of Operations the type and severity of injuries that has taken place in the organization.  

As part of the Risk Management portfolio he/she must ensure that he/she has a good 
grasp of Health and Safety legislation, reporting procedures and the role of the Joint 
Health and Safety Committee.  

He/she will create a monthly/yearly report summarizing what hazards there are, the risks 
involved and follow up with reports that are due.  

His/her role is that of a supervisory one, relying upon Human Resources for information.  
He/she will engage the assistance of the HR Advisor in sending out forms, following up on 
reports and completing incidents reports.  

It falls upon the Risk Manager to oversee investigations that are of a serious nature such 
as death, loss of limb or mobility. 

Incident Occurrence (Manager→HR Advisor→RMSPD) 
When an accident has occurred, the employee will report the workplace injury to his/her 
supervisor who in turn will complete the Supervisor’s section on the Incident Form. The 
Manager will bring in the Incident Form to the Human Resources Department. 

The HR Advisor will date stamp the incident report and record the information in the in-
coming correspondence binder. A copy of the incident report will be made for reference 
and filed in the Joint Health and Safety file even when it is still incomplete. 

The HR Advisor will immediately inform the RMSPD that an incident has occurred via 
email and that the form is completed up to the investigation. This includes situations wh-
ereby the HR Advisor hears about an accident but has not seen a report yet. They will still 
notify the RMSPD immediately for follow-up. 

The Manager will also report Near Misses/At Risk situations as the workplace may have 
some health and safety issues that the RMSPD and the Director of Operations must be 
made aware of. 

The Investigation (Manager→HR Advisor→RMSPD) 
The investigation should follow on the same day as the incident (see appendix CVIII).  

For serious injuries, such as a fall where the employee is unconscious or an employee has 
broken a bone or even if a broken bone is suspected, the Manager must make sure the 
workplace site is free from contamination. Pictures must be taken of the injury site with 
various angles showing how the injury may have occurred.  

The Manager will ask the Infrastructure for a tape to wrap around the injury site in the 
cases of serious injuries until an investigation could take place. In the case of a death, the 
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Canada Labour representative will want to conduct an investigation where the injury site 
is free from contamination. 

In conducting the investigation, the Manager will require a team of one certified manager 
and one certified worker. They first look for their in-house JHSC worker and if the Man-
ager is not certified they will look on the building’s Bulletin Board at the JHSC member 
list. They will ask a certified Manager to help with investigation.  

The Manager will submit the completed investigation form to the Human Resources 
Department with a completed Incident Form.  

Workplace Safety Insurance Board (WSIB) 
If at all possible the Manager should accompany the injured worker to the hospital in 
cases of serious injuries. The employee or Manager will inform admissions that the injury 
occurred at work so the medical doctor is alerted to this fact. The medical team may ask 
the employee but it is the employee’s responsibility to ensure the doctor is aware that 
the injury is work-related.  

The medical doctor will complete a Form 8. There has been incidents where the employee 
did not receive a copy and therefore it falls upon the employee to make sure he/she 
receives a copy. If the employee is not able to ask for one in cases of unconsicousness it 
falls upon the Manager or the person delegated to take the injured employee to the 
hospital.  

When the employee or Manager or delegated person receives the Form 8 it is required 
that this form is immediately given to the HR Advisor. The HR Advisor works with a time 
limit on filling out the WSIB form. The HR Advisor will complete the WSIB report as soon 
as possible in order to meet legislative compliance. 

The HR Advisor will forward the incident form with the investigative report to the RMSPD 
who will review and sign the incident report. The original copy will be placed in the Health 
Benefit employee file, a copy with names removed will be filed in the JHSC file until the 
agenda is drawn for the monthly meeting where it will be discussed and how to take 
measures for future preventtion.  

The incident must be reported on a summary sheet by the HR Advisor and the form 
updated regularly in the HR Drive so the RMSPD can access the current report when need 
be. (see appendix XXXII): 

Modified Work 
The Manager will ensure that the employee has completed a modified work schedule as 
part of the Return to Work. The modified work schedule must be accompanied by the 
medical note which states the kind of modification that is required for the employee. At 
times a Functional Abilities Form (FAF) is completed by a medical doctor for the employee. 
When the copy is received by the HR Advisor will file it in the employee’s Health Benefit 
file. It will be a requirement for the employee to receive a full bill of health from the 
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medical doctor before returning to full time duties or begin regular duties.  

The forms will be submitted to the Human Resources Department to be included in the 
Health Benefits employee file (see appendix CIX): 

WSIB Procedures 
The RMSPD and the Finance Manager will oversee the process for all WSIB claims.  The 
following are the steps that must be taken to ensure compliance to WSIB policies and due 
diligence: 

WSIB Correspondence 

The Finance Manager is responsible for opening up all WSIB correspondence and 
delivering the correspondence to the Human Resources Department for action. 

WORKER INJURY PROCEDURES 

Step 1: Worker Information 

• When an injury occurs at work or on the job site, it is the employer’s responsibility, 
namely the HR Advisor, to inform the injured worker that he/she is entitled to WSIB 
benefits while off work due to the injury. This includes treatments required such as 
physiotherapy or chiropractic care and medical appointments. WSIB will cover up to 
85% of the net earnings of the yearly wages for the injured worker. It must be 
stressed MFN will not pay for lost time nor will it use any sick leave time as they are 
designated for workplace injury claims. 

Step 2: Form 7 

• An employee has had an accident at work. See page 3 of the Reference Guide for 
Employers, Form 7 for reporting obligations) 

• The HR Advisor will complete the Form 7 if either situations exists: 
o If the worker is absent from work, except the day of the work injury, because of 

the work injury, the HR Advisor will complete the WSIB Form 7 and submit to 
WSIB within three calendar days. The worker has “lost time” which the employer 
will not pay. 

o If the worker has received medical attention from a medical practitioner.  
o The first day of the injury is paid by the employer, as well as any transportation 

costs to the hospital or medical office; any lost time after that the employer will 
not pay. 

Step 3: Form 8 

• The medical practitioner will complete the Form 8 and provide a copy to the worker 
so that the worker can give the copy to the employer which in this case is the HR 
Advisor. 
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Step 4: Form 7 

• The Form 8 which describes the injury and what modifications are needed or the 
number of days the worker must be off work is recorded and assists the HR Advisor 
in completing the Form 7.  

• It is imperative the Form 7 is completed fully and accurately. There are penalties if 
the Form is submitted late and is incomplete. 

• The Form 7 can be completed online, mailed or faxed. There are only three (3) 
calendar days in which the Form 7 can be submitted.  

• When the Form 7 is submitted, the HR Advisor must advise the worker to submit a 
Form 6. The worker must provide a copy of the Form 6 to the HR Department.  

Step 5: Form 6 (the worker’s claim for benefits) 

• The HR Advisor must submit a blank copy to the injured worker or indicate how to fill 
out the form online. 

• It is obligatory for the injured worker to provide a copy to the employer which in this 
case is the HR Department. 

• If a Form 7 did not have any lost time indicated on it, the HR Advisor must call WSIB 
and speak with the adjudicator that he/she has received a copy of the Form 6 and 
there will be lost time. The HR Advisor may have to submit an amended form to WSIB. 

Step 6: Functional Abilities Form (FAF) 

• As soon as possible after an accident, the injured worker must also consent to disclose 
his/her functional abilities information which is provided by the treating health 
professional such as a chiropractor, physiotherapist and so forth (Please see page 1 
of Workers’ Requirement to Claim and Consent). Please note that the Form 8 will be 
paid by WSIB.   

Step 7: Amendments to the Form 7 

• If a Form 7 did not have any lost time indicated on it, the HR Advisor must call WSIB 
and speak to the adjudicator who is handling the case 

Step 8: Leave of Absence Forms 

• The Manager of the injured worker must submit a copy of the leave of absence form. 
The Manager will record on the leave of absence form “taken without pay”. It is the 
responsibility of the HR Department and the injured worker to provide copies of the 
leave of absence form to WSIB. WSIB requires due diligence in accurate reporting. 

Step 9: Employer’s Progress Report (Form 42) 

• The HR Advisor must keep abreast of any new developments with the injured worker 
such as recovery date, or full recovery or continued disability. 

• This form is typically generated by WSIB. 
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• The injured worker should feel they are still part of the organization. The Manager 
and the HR Advisor should show interest and concern for the injured worker.  

Step 10: Employer’s Subsequent Statement 

• The HR Advisor will complete the Employer’s Subsequent Statement when the injured 
worker is able to return to full duties in order to prevent overpayments. 

Summary Reports 
The RMSPD is responsible for creating summary reports of all incidences, workplace 
inspections and legislative compliance forms. They may ask the HR Advisor for 
administrative support . The Summary Report may be taken to Chief and Council and 
Program Manager's meetings. 

Joint and Safety Committee (HR) 

Terms of Reference  
The term of reference sets out the guidelines for the Joint Health and Safety Committee, 
i.e how many meetings annually, date and time in which meetings occur, how many 
members , certification of members and so forth (see appendix CX). 
Membership  
The Human Resources Department at one time was responsible for inviting employees to 
join. It falls upon management to make sure they have one worker rep who will attend 
meetings. The JHSC is also made up of management, so it is in the best interest of the 
management to select at least two or three to attend meetings on a regular basis. 

Agenda and Minutes 
The Human Resources Advisor will set out the agenda items and have it ready for the next 
JHSC meeting (see appendix CXI). Either the HR Advisor or the RMSPD or both will be in 
attendance at the meeting. The chairperson will conduct the meeting for the month and 
at the end an alternate member will offer to chair. The HR Advisor will not conduct 
meetings but will act as a resource person. Minutes are completed by the Administrative 
Assistant from Health and Social Services. 

Monthly Meetings 
The JHSC meetings have a requirement from Canada Labour Health and Safety regulations 
of 9 per year.  
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Canada Labour (RMSPD) 

EAHOR 
The Employer’s Annual Hazardous Occurrence Report (see appendix CXII) is done once a year. 
It is a mandatory report and the RMSPD must ensure that is completed promptly (in the 
past this was done by the HR Advisor). 
Workplace Committee Report  
The HR Advisor will ensure the Work Place Committee Report (the federal form for the 
Joint Health and Safety Committee) is submitted to the Canada Labour Program in a 
timely manner. The report includes number of meetings, number of injuries and so forth. 
(see appendix CXIII). 
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Website 

Canada Labour Legislation 
https://www.canada.ca/en/employment-social-development/programs/employment-
standards/federal-standards.html 

Human Rights Legislation 
https://www.chrc-ccdp.gc.ca/eng/content/aboriginal-employment-preferences-policy 

Forms 
No Name of Document 
1 Summary 
1A Filing a Complaint 
2 Minimum Wages 
3 Annual Vacations 
4 General Holidays 
4A General Holidays – Continuous Operations 
5 Maternity-Related Reassignment and Leave, Maternity and Parental Leave 
5A Compassionate Care Leave 
5B Leave Related to Critical Illness 
5C Leave Related to Death or Disappearance 
6 Bereavement Leave 
7 Sick Leave, Work-Related Illness and Injury Leave, and Long-Term Disability Plans 
8 Unjust Dismissal 
9 Hours of Work 
10 Terminations 
11 Wage Recovery 
12 Sexual Harassment 
13 Deductions from Wages 
14 Keeping of Records 

Canada Labour Legislation 

https://www.canada.ca/en/employment-social-development/programs/employment-standards/federal-standards.html
https://www.canada.ca/en/employment-social-development/programs/employment-standards/federal-standards.html
https://www.chrc-ccdp.gc.ca/eng/content/aboriginal-employment-preferences-policy
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MISSISSAUGA FIRST NATION 
Job Descrip�on 

Posi�on  
Accountability  
Department   
Employment Status  
Hours of Work  
Approved  
Last Updated  

JOB PURPOSE / SUMMARY 

SCOPE 

KEY JOB FUNCTIONS 

MINIMUM QUALIFICATIONS 
Educa�on and Experience 
Other Qualifica�ons 
Knowledge 
Skills 
Personal Atributes 
WORK SITE LOCATION 
TECHNOLOGY & EQUIPMENT 
PHYSICAL DEMANDS & WORK ENVIRONMENT 
SENSORY DEMANDS 
MENTAL DEMANDS 
KEY RELATIONSHIPS 
Internal: 

External: 

DISCLAIMER 
This document describes the posi�on currently available and is only a summary of the typical func-
�ons of the job. It is not an employment contract. The above job descrip�on is not an exhaus�ve list 
of the du�es, responsibili�es, working condi�ons or skills required for this posi�on. Addi�onal du�es 
may be assigned. Mississauga First Na�on reserves the right to modify job du�es or the job descrip-
�on at any �me. 

SIGNATURE 
This is to acknowledge that I have received a copy of this job descrip�on and understand its contents. 

 _______________________________ ____________________ 
 Signature Date  
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. 
The (xxxxxx) will perform the following key job functions: 

 . 
 . 
 . 
 . 
 . 
 . 

The successful candidate will possess the following qualifications, skills, experiences, and attributes:  

 . 

 . 

 . 

 . 

 . 

 . 

TO APPLY: Customize your cover letter and resume to the duties, experience, expectations and qualification listed 
on the job ad. Using concrete examples, you must show how you demonstrated the requirements for this job. We 
rely on the information you provide to us in your application during screening. Successful candidates who receive 
interviews must provide copies of their education qualifications and certifications at the time of interview. Please 
note that all interviews will be in person. If you would like a copy of the full job description and/or are interested in 
applying you may submit your covering letter, resume and three (3) work related references to: 

Mississauga First Nation  
P.O. Box 1299 Blind River, Ontario P0R1B0  
Marked: CONFIDENTIAL 
EMAIL: ritac@mississaugi.com FAX: 705-356-1740  
Deadline: Friday, March 2, 2018 at 4:00 pm 

 
Thank you to all applicants; however, only those selected for an interview will be contacted. 

Position:  Accountability:  
Circulation Level: Employment Status:  
Hours of Work:  Preferences: 
Tentative Start Date: 
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CHEQUE REQUISITION 
Date   

Payable To   
 

   
 

Address   
 

   
 

Program Cheque Amount 
  

Purpose Cheque Number 
 
 
 

Account Department Account Amount Comments/Invoice Number 

   

   

   

   

   

   

 

Front Desk Mail-out Urgent 
 
 

Prepared By Approved 



Recruitment/Selection Checklist 
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 Posting: ____________________________________ 

 Closing Date: ____________________________________ 

Screening 

□ Job pos�ng  

□ Conflict of Interest emails prior to blind screening 

□ Résumés and Cover Leters (blind screening – names removed) 

□ Book Ac�vity Room and charge cost to specific department that is doing the hiring 

□ Screening tool form (4 blank copies – names absent from document) 
□ Screening/Interview tally form with applicants’ names  
□ Blank Oath of Confiden�ality form (to be signed by each screening commitee member prior 
to the review of applica�ons) 

□ Script for Arranging Interviews/Employment Reference Release Forms via email 

□ Confirma�on Email to Candidates  
Interview 

□ Chairperson Script 

□ Schedule of Interviews (inserted in each interviewer’s file) 

□ Photocopies of the final dra� of the Interview Ques�onnaire (each interviewer’s and Candi-
date’s name)  

□ Screening/Interview tally form (interview sec�on) 
□ Employment Reference Release Form (3 blank copies) in case not submited prior to interview 
□ Memorandum to Chief and Council 
Post Interview 

□ Ques�ons for Reference checks (3 blank copies) 
□ Script for phoning successful candidate 
□ Rejec�on phone call 
□ Rejec�on leters 



Conflict of Interest 
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At this �me, based on the candidates below please iden�fy if you are in conflict of interest with being able 
to sit on the screening/interview panel. Please declare in conflict or not by responding to this email so 
that it may become part of the compe��on file. 

Please remember ‘Conflict of Interest’ is defined as: 

1. Where a person has a personal interest in the mater; 
2. Where a person has a family interest in the mater in rela�on to their immediate or extended 

family; 
3. Where a person has an interest in rela�on to their close personal friend; 
4. Where a person has financial interest in the mater; and 
5. Where a person has a professional or business interest in the mater. 

Those that applied are as follows: 

 

 

 

 

 

 

I do not have a conflict of interest 

 

 

 ______________________________ ______________________________ 
 Signature Date 
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OATHS OF CONFIDENTIALITY 

Any and all maters concerning the Mississauga First Na�on are to be considered confiden�al by 
all Mississauga First Na�on personnel. 

Any informa�on regarding the recruitment, screening and hiring process within the Mississauga 
First Na�on shall be kept confiden�al. 

The viola�on or suspected viola�on of this policy may result in the screening commitee member 
being subject to progressive discipline up to and including removal from the screening commitee 
and future hiring-commitees. 

I have read, understood and agree to abide by this statement. 

 ___________________________________ ___________________________________ 
 Signature of Hiring Commitee Member Signature of Program Manager 

 ___________________________________ ___________________________________ 
 Please Print Name Please Print Name 

___________________________________ 
Date  
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Name of Posi�on – July 2016 

  
  Name Name Name 

Requirements PT Candidate 
A 

Candi-
date B 

Candi-
date C 

  Minimum Education         
1 Grade 12 Diploma 1       
2 Post-secondary diploma or degree in [field] 3       
 Minimum Experience       

3 Minimum two (2) years experience working in [] 2       
4   1       
5   1       
6   1       
 Knowledge       

7   1       
8 Knowledge of Microso� Office and WordPerfect 1       

 Special Skills         
9 Excellent organiza�onal skills 1       

10 Excellent interpersonal skills 1       

11 Knowledge of travel advance and expenses claims 
processes 1       

12 Strong �me management, use of calendars 1       
13 Good file management and record keeping 1       
14 Strong ability to keep work confiden�al 1       
15 Valid Class G driver's license in good standing 1       
16 Ability to mul�-task. 1       
      /16 /16 /16 
 Administration         
  Must be willing to work flexible hours         
    
  Schedule Interview (yes or no)         

  

  

 Screening Panel Member:  ______________________________________ 

 Signature:  ______________________________________ 

 Date:  ______________________________________ 
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Screening Tally Sheet - MFN 
 Posi�on: [Posi�on] - Term  Date: Month Day, Year 
        
  Candidates 

 /## Candidate 
A 

Candidate 
B 

Candidate 
C 

Candidate 
D   

1 Manager       
2 Council Member       
3 Commitee Member       
4 HR Advisor       
        
 Total Score       
 Individual Score       
 Percentage       

Recommend for Interview? Yes Yes     
 Notes 

Interview Tally Sheet - MFN 
 Posi�on: [Posi�on] - Term Date: Month Day, Year 
        
  Candidates 

 Hiring Commitee 
Member /## 

Candidate 
A 

Candidate 
B     

1 Manager       
2 Council Member       
3 Commitee Member       
4 HR Advisor       
        
 Total Score       
 Individual Score       
 Percentage       
 Notes: 
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 Date:  

 Subject:  

 Candidate:  

 Phone Number:  

 E-Mail Address:  

This is my script: 

Hello, this is (name of advisor), (name of posi�on) with Mississauga First Na�on calling. I am calling in 
regards to your applica�on for the job pos�ng (name of posi�on). You have been selected for an inter-
view, which will be held on (date). Would you like to par�cipate in an interview? 

We have the following �mes available: 

 9:00 am – 10:00 a.m. 

 10:00 am – 11:00 a.m. 

 11:00 am – 12:00 a.m. 

Which �me do you prefer? 

The interview will take place at the Dreamcatcher’s Complex on 64 Park Road, in Mississauga First Na�on. 

On your résumé, you indicated your email as being (email address) — can we use that to send a copy of 
our Employment Reference Release Form? 

Please complete and bring to the interview. 

Lastly, do you require any special accommoda�ons for the interview? If candidate wants to know what is 
meant by that, say: do you need help accessing the building or need any special accommoda�on with 
visual or hearing for example? 

Thank you for your �me and we are looking forward to seeing you. 
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Interview Confirmation Email Insert 

Please find atached a copy of the Employment Reference Release Form. The references you supply must 
be work related. You can fill it out and email me the completed copy or bring it with you at the �me of 
the interviews. 

Your interview �me, date and place is as follows: 

 Date:  March 1, 2016 

 Time:  5:50 pm 

 Place:  Dreamcatcher’s Complex, Ac�vity Room 

If you have any ques�ons, do not hesitate to contact me. Miigwetch.  
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Employment Reference Release Form 

I,   (full name) have applied for the position of 
__________________________________________ with Mississauga First Nation. I understand that 
a condition of employment is verification of past employment, education and other information 
provided on my résumé and/or application. 

Accordingly, I give Mississauga First Nation, the authorization to obtain or exchange any personal 
information with the references listed below. 

Please list three (3) employment references (current or most recent employer first) 

Reference 1: 

 Company Name: ___________________________________________ 
 Position(s) held: ___________________________________________ 
 Supervisor Name and Title: ___________________________________________ 
 Telephone Number: ___________________________________________ 
 E-mail Address: ___________________________________________ 

 

Reference 2: 

 Company Name: ___________________________________________ 
 Position(s) held: ___________________________________________ 
 Supervisor Name and Title: ___________________________________________ 
 Telephone Number: ___________________________________________ 
 E-mail Address: ___________________________________________ 

 

Reference 3: 

 Company Name: ___________________________________________ 
 Position(s) held: ___________________________________________ 
 Supervisor Name and Title: ___________________________________________ 
 Telephone Number: ___________________________________________ 
 E-mail Address: ___________________________________________ 

Candidate Authorization: 

 Full Name: ______________________________________ (please print clearly) 

 E-mail: ______________________________________ 

 Signature: ______________________________________ 

 Date: ______________________________________
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 Interview Ques�ons –  /## 

 Applicant Name:   
 Hiring Board Member:   

 Date/Time of Interview:   

 Actual Start Time/Finish: 
_____________________________ 

 

Scoring Grid 

1 – very little knowledge & understanding 

2 – little knowledge & understanding 

3 – some knowledge & understanding 

4 – good knowledge & understanding 

5 – exceptional knowledge and understanding 
Interview Question Anticipated Response Applicant’s Response Score 

1. Tell us about your educa-
tion, practical work experi-
ence and qualities that 
would qualify you to suc-
ceed in this position? 

� Bachelor’s Degree 
or possession of 
some Post-Sec-
ondary education 

�  
�  

 

(____/10) 

ADMINISTRATIVE QUESTIONS 
1. Have you ever been convicted of an offence for which you have not received a pardon? 
  YES  NO 
2. According to our job posting, preference will be given to those of aboriginal descent. Are you of aboriginal descent? 
  YES  NO 
3. Do you have a valid driver’s license and access/use of a vehicle? 
  YES  NO 
4. If you are the successful applicant when would you be available to start? 
5. Do you have any questions? 
TOTAL SCORE  (_______/80) 
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INTERVIEW SCHEDULE  

Mississauga First Na�on 

Job Title: (Posi�on) 

Location: Activity Room Date: Month Day, Year 

 CANDIDATE’S NAME TELEPHONE NUMBER CONFIRMED 
INTERVIEW 

(40 minutes) 

1   Yes 1:15 p.m. – 2:00 p.m. 

3   Yes 
 

2:00 p.m. – 2:45 p.m. 

 

Panel Members: and (Chair) 
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Introduction 

Greetings (the candidate)! Introduce members of the interview team. Make the candidate feel at ease. 
(Where applicable, offer the candidate something to drink, pad of paper available to take notes.) 

Interview Panel Members: 

<List panel members> 

The purpose of the interview: 

The purpose of the interview today is to determine whether there is a match between your interests and qual-
ifications and the position of <position> with Mississauga First Nation. The process will consist of an oral 
interview. If at any time you do not understand a question or need to take a break, let me know. 

The structure of the interview: 

To enable us to make a proper decision we will be asking you a series of questions, <##> in total. Some of 
these will be knowledge-based while others will ask you to focus on events or situations where you played a 
key role. At times we may ask you for details to more fully explore your answer. We would like you to focus 
on recent situations that have occurred and are relevant to your work and this position. Use different examples 
for each question where possible, in order to demonstrate your various experiences. The interview will be 60 
minutes in length, please manage your time appropriately. 

We ask that you set aside any materials, as this interview is based on your knowledge, skills, and abilities as 
it relates to the position you have applied for. 

We have provided you with a paper and pencil for you to make any notes you wish. During the interview, if 
something comes to mind, you can go back to any question and add to your original answer. 

We will also be taking notes during the interview, so please do not mind us if we are not making eye contact 
with you, but we are listening to you as we write. 

At the end of your interview, we will give you a chance to ask us any questions you might have. 

Could you please provide me with the completed Employment Reference Consent Form. 

Do you have any questions before we get started? 

Closure 

Are there any questions you would like to revisit? 

Do you have any questions for us? 

We will be completing reference checks within the next week or two. The start date for the successful 
candidate will depend on what arrangements can be made. 
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MEMORANDUM 

 TO: Chief and Council 

 FROM: Hiring Committee 

 DATE:  

 SUBJECT: Hiring Committee Interview Results 

Hiring Committee Names/Signatures: 

 ___________________________________ ___________________________________ 
 (name) (name) 

 ___________________________________ ___________________________________ 
 (name) (name) 

Title of Position Posted:  Name of the Position in Full  

 No. of Applicants:  #  No. of Applicants Offered an Interview:  #  

 No. of Applicants Interviewed:  #  

Interview Results: 

Applicant Name Academic 
Qualifications Interview Results Reference Check Comments 

Please see page 2 for Interview Results/Comments 

              

Band Council Recommendation: 

That  Blank  be offered the position of  Name of Position  

at the rate of pay  $xx.xx at xx.0 hrs per week  effective  Month, Day, Year  

(tentative start date). Should  Blank  decline the offer of employment that 

the position be offered to the following candidates in this order:    
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Interview Results: 

Applicant 
Name 

Screening 
Results 

Academic Qualifi-
cations 

Reference Check Comments 

     

     

Other Comments: 

Mississauga Band Member:  
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REFERENCE CHECK QUESTIONNAIRE 

MISSISSAUGA FIRST NATION 

 Name of Candidate:  Name  

 Posi�on Applied For:  Posi�on  

 Reference Name:  Reference Name  

 Organiza�on:  Organiza�on  

 Title:  Title  

 Telephone number:  (###) ###-####  

Mississauga First Na�on and has received proper authoriza�on from the candidate to contact references 
for the purposes of obtaining informa�on rela�ng to his/her employment history. 
 Name  has applied for the posi�on has applied for the posi�on of 
 Posi�on  with Mississauga First Na�on and has listed you as a reference. 

1) How long did you know the candidate as an employee in your organiza�on? What were the approx-
imate dates? 

2) How do you know candidate?   Professional ______    Personal _______      ( this ques�on in the 
event that they are related)  

3) What was the posi�on and what were some of the major du�es? 

4) How well did they perform those du�es? 

5) Name some of the candidate’s strengths? Where there areas that needed improvement? 

6) Can you describe how well the candidate used any of these quali�es: (complete only those appli-
cable to candidate): 

a. Ability to take ini�a�ve: 
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b. Ability to use his/her conflict resolu�on skills 

c. Opportunity to use his/her counselling and advocacy skills (not applicable to all) 

d. Knowledge, understanding and prac�ce of culture and tradi�ons 

e. Opportunity to use his/her presenta�on skills 

7) Have you received any complaints about this person from his/her subordinates or co-workers? If 
yes, what were the complaints?  

  Yes  No 

8) Can you tell us if the candidate had any atendance problems, such as tardiness, absences, reliabil-
ity, etc. during their course of employment? If yes, please provide details?  

  Yes  No 

9) What were/are the candidate’s reasons for leaving your company? 

10) Would you rehire this person? Why or why not? 
  Yes  No 

11) Is there anything else of significance that we should know rela�ve to their job performance or work 
a�tude? In your opinion, how well do you think the employee will do in this posi�on? 

Performed by:    Date:    
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 Candidate:   

 Date:   

 Phone:   

Script for Offering a Posi�on by Phone 

Hello. Is this (name of candidate)? This is Sheila Jacobs, Human Resources Advisor with Mississauga First 
Na�on. I am calling in regards to the recent interview you had (date). We are offering you the posi�on of 
“name of posi�on”. Do you accept? 

Possibility One: They can come in to sign leter of offer 

Are you able to come in to sign the leter of offer today? If she says yes, say, your first day of work will be 
(date). Do you have a pen and paper handy? When you come in to sign the leter of offer, this is the 
documenta�on that we require: your driver’s license, your status card, your social insurance card, proof 
of your academic qualifica�ons — whether transcripts or diploma, and any cer�ficates of training that you 
iden�fied on your résumé. We will also be providing you a leter to take to the Ontario Provincial Police 
to obtain your Criminal Records Check and Vulnerable Sector Screening Check. Any ques�ons? Thank you. 
Welcome aboard. 

Possibility Two: She cannot come in to sign leter of offer 

Are you able to come in to sign the leter of offer? If she says no, say, we would like to send you a copy of 
the leter of offer today via email. Can we use the email address you indicated on your résumé? (If there 
is no email on résumé, ask if she has one that we could use) If there is no email address at all, say, is there 
a fax number that we can use so that you can receive the leter offer today? If not, then the leter of offer 
must be sent by mail. 

We will include a list of documenta�on that will be required when you come in on your first day of work 
which is (date). The documenta�on required is: driver’s license, status card, social insurance card, proof 
of academic qualifica�ons — whether transcripts or diploma, and any cer�ficates of training that you 
iden�fied on your résumé. There will also be a leter for you to provide to the Ontario Provincial Police so 
that you can obtain your Criminal Records Check as well as a Vulnerable Sector Screening Check. Any 
ques�ons? Thank you. Welcome aboard. 
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Script for Phoning Candidates of Rejec�on 

 To:  

 Date:  

 Re:  

 Phone:  

Hi, this is Sheila Jacobs. I am calling about the results for the posi�on of (name of posi�on) that you 
applied for. We selected another candidate for this posi�on and I just wanted to let you know by phone 
of our decision. Do you have any ques�ons with regards to the how the interview went? 

I also want to let you know that as other posi�ons come up in our organiza�on that you believe your 
qualifica�ons meet the criteria, please feel free to apply again. I wish you the best in your future endeav-
ours. Thank you. 

Comments: 



 

Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
  Telephone: 705-356-1621 Website: www.mississaugi.com 

<date> 

<name> 
<street address> 
<city, province> 
<postal code> 

Dear <name>: 

Thank you for your interest in the <posi�on> posi�on with Mississauga First Na�on and your par�cipa�on 
in the interview. We appreciated the opportunity to meet you to discuss your creden�als; however, we 
have iden�fied another candidate whose background and experience more closely meet the requirements 
we were looking for. If you have any ques�ons, please do not hesitate to contact me. 

We wish you all the best in your future endeavors. 

Sincerely, 

<name> 
<posi�on> 
Telephone:  
Fax: 705-356-1740 
Email: 

XXII 

http://www.mississaugi.com/
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The Calcula�on of Various Leaves 

HR calculates the following for each new employee and shares calcula�on with the Manager and 
both confirm with Finance. 

VACATION 

32 hours/week or 6.4 hr/day 34.5 hours/week or 6.9 hr/day 40 hours/week or 8 hr/day 

1.25 × 12 mo. × 6.4 = 
96.0 hrs/yr. 

1.25 × 12 mo. × 6.9 = 
103.5 hrs/yr. 

1.25 × 12 mo. × 8.0 = 
120.0 hrs/yr. 

Prorated - Employee is hired October 16th - mid month: 

Example: 1.25 × 24/52 of a month × 12 months × 6.4 = 44.31 hrs/yr. 
   

SICK LEAVE CREDITS 

0.92 × 12 mo. × 6.4 = 
70.65 hrs/yr. 

0.92 × 12 mo. × 6.9 = 
76.18 hrs/yr. 

0.92 × 12 mo. × 8.0 = 
88.32 hrs/yr. 

Prorated — Employee is hired October 16th, mid month: 

Example: 0.92 × 24/52 of a month × 12 mo. × 6.4 = 32.61 hrs/yr. 
   

MENTAL HEALTH LEAVE CREDITS 

0.33 × 12 mo. × 6.4 = 
25.00 hrs/yr. 

0.33 × 12 mo. × 6.9 = 
27.32 hrs/yr. 

0.33 × 12 mo. × 8 = 
31.68 hrs/yr. 

Prorated — Employee is hired October 16th, mid month: 

Example: 0.33 × 24/52 of a month × 12 mo. × 6.4 = 11.69 hrs/yr. 
   

TERM/PART-TIME/LS - SICK LEAVE CREDITS ONLY VACATION: 4% 

0.0071 × 32 hrs × 6.4 = 
1.454 hrs/week 

1.454 × 52 = 75.61 hours 

0.0071 × 32 hrs × 6.9 = 
1.568 hrs/week 

1.568 × 52 = 81.52 hours 

0.0071 × 32 hrs × 8 = 
1.818 hrs/week 

1.818 × 52 = 94.52 hours 

Summer Students, Casual, and 10-day hires are not eligible 
for sick leave credits, but instead are en�tled to 4% Vaca�on. 

A 24-hour week: 0.958 × 12 mo. × 24/5 = 55.2 hrs/yr. Note: 11.5d/12 = 0.958 

 



MISSISSAUGA FIRST NATION 
EMPLOYEE DATA SHEET 
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Employment Status Briefing Note Information 

____ New Employee ____ Rehire ____ Current  
Legal Last Name Legal First Name Legal Middle Name 

   
Date of Birth (YYYY/MM/DD) Social Insurance Number  Status Card Number 

   
Marital Status 
____ Single ____ Married ____ Common Law ____ Separated 

Sex 
 ___ Female ___ Male 

Street Address Post Office Box Town/City Postal Code 

    
Home Phone Number Cell Number Work Number 

   
Driver’s License Class License Number/Expiry Date 
Yes No G1 G2 G Other:  
Employee Signature Date 

X X 
 

Sick Leave ______ hrs; MH Leave ________ hrs; AL: ______ weeks; Hourly rate ________ @ ________ 
P.A. Wage Inc: __________ ; CPP (65-70, Y/N, CPT30); Other: ___________________________________________ 
Contract Start Date (YYYY/MM/DD) Contract End Date (YYYY/MM/DD) Classification 

   
Rate Per Hour Benefits Date Effective Pension 5 or 7% Employee Number 

    
Job Title Account (4) – Department Code (3)  
   
Employee’s Reason for Exiting ROE Issued Date / Letter Code Estimated Recall Date 

(YYYY/MM/DD) 
   
Manager Name / Signature Date 

X X 
NOTE: Personal information provided on this form is collected pursuant to section 39(1) of the Freedom of Information and Protection of Privacy 
Act, RSO 1990, c. F.31. This information will be used for the purpose of employment and payroll as an employee of Mississauga First Nation. For 
further information, please contact the Human Resources Department.  



MISSISSAUGA FIRST NATION 
EMPLOYEE DATA SHEET 
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DEFINITIONS or PURPOSE 

Lay off: a temporary (less than three months) or seasonal (will be recalled to position) period of unemployment. 

Termination: end of term contract, end of employment with or without cause as a result of performance issues before or after probationary 
period or due to organization realignment and the elimination of position. 

Leave: an approved leave as per the Canada Labour Code and/or Mississauga First Nation’s Personnel Policy, whether paid or unpaid. 

Quit: whereby the employee relinquishes all rights to position on their own accord. 

Social Insurance Number: All employees must produce the actual card for employment purposes. A paper copy is acceptable. The card 
will be visually confirmed only. 

First Nation Status Card: The status card number is required for the form “Determination of Exemption of an Indian’s Employment Income. 
The card will be visually confirmed only. 

Driver’s License: for the purpose of driving Mississauga First Nation vehicles in the course of employment. The card will be visually con-
firmed only. 

Class: to record the class of license the employee has. G1, G2, G, A, B, C, D, F, M1, M2, M 

License Number/Expiry: record of the license number and expiry date with any restrictions. 

CLASSIFICATION: 
Fulltime Permanent (F/T): There is no fixed end date, and the employee in the position works what has been determined to be full-
time hours for that position. 
Part-time Permanent (P/T): There is no fixed end date, and the employee in the positon works part-time hours, which can be up to 
100% of full-time hours. 
Term (T): A position of an emergent or short-term nature. An employee in a term position will have a tenure that is limited to a 
defined period of time. 
Relief (R): The employee provides short-term relief of full-time, part-time, or term employees. Hours are typically assigned on a 
casual/call-in basis. 
Student (S): Residents of Ontario returning to secondary or post-secondary education on a full-time basis for the upcoming term. 
Positions can be summer employment or co-op work terms 
Labour Services Permanent – Seasonal (LS): an employee who has been designated as such and is subject to seasonal layoff 
and recall, and who has successfully completed an initial probationary period. 
Volunteer (V): A person in a term position, either sponsored or un-sponsored not receiving pay. 
Placement (P): A person in a term position, either sponsored or un-sponsored not receiving pay. 
Acting (/A): An employee who has been granted a leave from their ‘home’ position and is fulfilling another position within the organ-
ization. 

Wage Grid/Range: the minimum and maximum hourly dollar rate of compensation for the position based on the approved wage grid/range 
for that fiscal year. 

Reason for Exiting: what an employee/employer identifies as the reason for leaving (termination, quit, lay-off, maternity/paternity leave, 
educational leave (paid, unpaid) etc. 

ROE Issued Date/Code: the date that Record of Employment was issued and the code used to reflect the reason for issuing the ROE. 

Estimated Recall Date: the expected return date for an employee who is on seasonal layoff, temporary layoff, or unpaid leave. Please note 
that a new employee data sheet is not required as Payroll as this in the system.



IN CASE OF EMERGENCY 
EMPLOYEE CONTACT NOTIFICATION FORM 

Version Date: 2014-01-17 FORWARD COMPLETED FORM TO HUMAN RESOURCES DEPARTMENT EMPLOYEE PERSONNEL FILE 

IDENTIFICATION – Provide all informa�on in this sec�on 
EMPLOYEE ID PREFIX FIRST NAME  MIDDLE NAME(S) LAST NAME SUFFIX 

      

ADDRESS AND OTHER INFORMATION 
CURRENT HOME ADDRESS (include street address and mailing address) CITY PROVINCE POSTAL CODE COUNTRY 

     
PERMANENT HOME ADDRESS (if different from current home address) 
(include street address and mailing address) 

CITY PROVINCE POSTAL CODE COUNTRY 

     
WORK PHONE  HOME PHONE  ALTERNATE PHONE  WORK EMAIL ADDRESS PERSONAL EMAIL ADDRESS GENDER BIRTH DATE (YYYY-MM-DD) 

( ) ( ) ( )   ☐Female 
☐Male  

EMERGENCY CONTACT INFORMATION 

PRIMARY CONTACT NAME  
RELATIONSHIP 
(e.g.: spouse) 

DAYTIME PHONE # 
(0800 – 1700 hours) 

☐HOME 
☐WORK 
☐CELL 
☐OTHER 

NIGHT TIME 
PHONE # (1700 – 
0800 hours) 

☐HOME 
☐WORK 
☐CELL 
☐OTHER   ( ) ( ) 

CURRENT HOME ADDRESS (physical street address) CITY PROVINCE POSTAL CODE COUNTRY 

     

SECONDARY CONTACT NAME  
RELATIONSHIP  
(e.g.: spouse) 

DAYTIME PHONE # 
(0800 – 1700 hours) 

☐HOME 
☐WORK 
☐CELL 
☐OTHER 

NIGHT TIME 
PHONE # (1700 – 
0800 hours) 

☐HOME 
☐WORK 
☐CELL 
☐OTHER   ( ) ( ) 

CURRENT HOME ADDRESS (physical street address) CITY PROVINCE POSTAL CODE COUNTRY 

     

MEDICAL CONDITIONS/ALLERGIES (VOLUNTARY DISCLOSURE) 

 

SIGNATURE 
EMPLOYEE SIGNATURE  DATE (YYYY-MM-DD) 
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NOTE: Personal informa�on provided on this form is collected pursuant to sec�on 39(1) of the Freedom of Informa�on and Protec�on of Privacy Act, RSO 1990, c. F.31. The informa�on will be used in the event of an 
emergency if Mississauga First Na�on, as the employer, needs to make contact with your emergency contact(s). For further informa�on, please contact the Human Resources Department. 
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TD1 (Federal) 
  

TD1 (Federal) 
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TD1 (Ontario) 
P1 

P2 
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Determination of Exemption of an Indian’s Employment Income 
P1 

P2 
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ROE Secure Automated Transfer (ROE SAT) 4.0 - User Guide 

Code Descrip�on 

Code Descrip�on - 

A00 Shortage of work / End of Contract or Season - 

A01 Employer bankruptcy or receivership NEW 

B00 Strike or lockout - 

D00 Illness or injury - 

E00 Quit - 

E02 Quit / Follow spouse NEW 

E03 Quit / Return to school NEW 

E04 Quit / Health reasons NEW 

E05 
Quit / Voluntary re�rement 
For voluntary requirement — otherwise refer to codes G00 and G07 

NEW 

E06 Quit / Take another job NEW 

E09 Quit / Employer reloca�on NEW 

E10 Quit / Care for a dependent NEW 

E11 Quit / To become self-employed NEW 

F00 Maternity - 

G00 Mandatory re�rement - 

G07 Re�rement / Approved workforce reduc�on NEW 

H00 Work sharing - 

J00 Appren�ce training - 

K00 Other - 

K12 Other / Change of payroll frequency NEW 

K13 Other / Change of ownership NEW 

K14 Other / Requested by Employment Insurance NEW 

K15 Other / Canadian Forces – Queen’s Regula�ons/Orders NEW 

K16 Other / At the employee’s request NEW 

K17 Other / Change of Service Provider NEW 

M00 Dismissal - 

M08 Dismissal / Terminated within proba�onary period NEW 

N00 Leave of absence - 

P00 Parental - 

Z00 Compassionate care - 

Code Z00 should also be used if the employee is leaving the workplace temporarily to 
claim benefits for Parents of Cri�cally Ill Children. 
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WSIB – Form 7 
P1 

P2 

P3 

P4 
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Orienta�on Checklist 

Name of Employee: ______________________ Type of Employment: _____________ 

 HR Advisor 
Ini�al  

Employee 
Ini�al  

1. Welcome Leter   
2. Offer Leter – (sign & return)   
3. Job Descrip�on – (sign & return)   
4. Employee Data Sheet – (sign & return)   
5. In Case of Emergency Form – (sign & return)   
6. Social Insurance Card/Status Card/Driver’s License- visually confirmed   
7. Banking Informa�on for Direct Deposit   
8. TD1/TD1ON   
9. Determina�on of Exemp�on of an Indian’s Employment Income   
10. Benefits Applica�on – (sign & return)   
11. Pension Applica�on – (sign & return)   
12. Confiden�ality Agreement – (sign & return)   
13. Employee Code of Conduct – (sign & return)   
14. Criminal Records Check or Vulnerable Sector Screening Check   
15. Verifica�on of educa�onal qualifica�ons – diplomas, cert. and/or degrees   
16. Personnel Policy/Acknowledgement Form – (sign & return)   
17. Finance Policy Acknowledgement Form – (sign & return)   
18. Holiday & Leave of Absence Form   
19. Travel Advance Claim Form/Mileage Chart   
20. Cheque Requisi�on   
21. Telephone List/Staff Email and C&C email lis�ng   
22. Equipment Sign Out   
23. Fax Cover Sheet   
24. Office Supplies Form   
25. Journal Entry/Tax Exempt Leter   
26. Organiza�onal Chart   
27. Time Sheet (see Supervisor)   
28. Set-up Email   
29. Incident Report/JHSC Commitee   
30. Introduc�ons, Tour, and Welcome (Supervisor)   

*F/T – full-�me; P/T – part-�me; T – term; R – relief; S – student; LS – Labour Services; P – Placement; V - Volunteer 

 ___________________________________ ___________________________________ 
 (Human Resources Advisor Signature) (Employee) 

 ___________________________________ ___________________________________ 
 (Date) (Date)  

XXXIII 
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<Month, day, year> 

<name> 
<street address> 
<town, province> 
<postal code> 

Dear <name>: 

SUBJECT: TERMS AND CONDITIONS OF EMPLOYMENT 

We are pleased to confirm our Offer of Employment to you with Mississauga First Nation. The terms and 
conditions of your employment are set out in the paragraphs below. If you accept this offer of employment 
and these terms, please sign in the space indicated at the bottom of this document.  

1. Period of Employment 
Your employment with Mississauga First Nation shall commence on <month day, year>. You will 
report to <Name, Title> who will be your direct supervisor. 

2. Probation Period 
Your employment will be subject to a standard probationary period of three (3) month. During this 
period Mississauga First Nation may, notwithstanding any other provision of this Agreement, ter-
minate your employment at any time without cause and without any notice or payment of salary or 
benefit plan contributions in lieu of notice, except as may be required under the Canada Labour 
Code. In addition, if the probationary period is successful, Chief and Council has the right to deter-
mine whether you will be offered a full-time permanent position or a three year contract.  

3. Position 
You will be employed in the position of < Position > as outlined in the attached job description 
working out of the Mississauga First Nation < Department >. By accepting this offer, you are war-
ranting that you are fully familiar with the contents of the job description and capable of completing 
work tasks described therein. 

4. Employee’s warrant of qualifications and capabilities 
You acknowledge that the information provided to the Mississauga First Nation in job interviews 
and in any résumés, curriculum vitae, employment applications and supporting documentation 
submitted by yourself, constitutes a material basis for the First Nation entering into this agreement. 
You warrant the truth of all such information, and agree to provide proof of all academic, profes-
sional, and trade qualifications. 

5. Base Salary 
You will be paid an hourly rate of $00.00 per hour, and will be paid every 2 weeks. You will be 
working 00.0 hours per week. Mississauga First Nation has moved to Direct Deposit. It is a require-
ment that there be a one week hold back pay which will be returned to you once you leave your 
employment.  
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6. Income Tax 
If you are registered as an Indian pursuant to the Indian Act, the Mississauga First Nation may, at 
your request and representation that you are exempt from income taxation, and subject to legal 
advice obtained by the Mississauga First Nation from time to time that it is lawful to do so, assist 
you by not withholding or remitting income tax on your compensation to Revenue Canada. How-
ever, you acknowledge and agree that: 

A. You shall indemnify the Mississauga First Nation for all such amounts paid to the which any com-
petent authority subsequently determines should be or should have been withheld or remitted; 

B. The Mississauga First Nation shall not be required to reimburse you for any income or other taxes 
which may be assessed against you for any reason or on any group whatever including, without 
liability, the actions of Mississauga First Nation or its Council or employees;  

C. The Mississauga First Nation's ability to assist you in this regard is not a material inducement to 
you to enter into this agreement; and, 

D. In the event you are a non-Indian, that you will be subject to all normal deductions as specified by 
the various ministries or governing authorities. 

7. Hours of Work  
Your hours of work may be Monday to Thursday, 9:00 am to 4:30 pm and Friday, 9:00 to 4:00 pm. 
Alternate schedules may be required to meet program and client requirements. Evening and week-
end hours may be required for this position. 

8. Benefits and Insurance 
You will be entitled to participate in Mississauga First Nation’s benefit, insurance and pension plans 
and this information will be reviewed with you at orientation. The contents of these benefits are 
expressly subject to change from time to time at Mississauga First Nation’s sole discretion. 

9. Vacation 
You will be entitled to earn 1.25 days per month of vacation from your hire date to a maximum of 
15 (fifteen) days within your first year of employment as outlined in the vacation policy. Upon suc-
cessful completion of your six (6) month probation period, you shall be entitled to take your earned 
vacation which would be 7.5 days. Vacation will be taken at a time or times acceptable to Missis-
sauga First Nation having regard to its operations. 

10. Ownership of Work and Inventions 
The First Nation shall retain all copyright, ownership, title and other rights in all information, reports, 
proposals, records, artwork, work plans and methods of working, and all other works and inventions 
of any kind whatsoever, including all computer records, programs and data, which may be obtained, 
collected and produced, created, made or written by the you during the terms of the employment. 

11. Confidentiality 
You agree to keep confidential and refrain from using or disclosing, directly or indirectly, during the 
course of your employment and thereafter, all information about, known or used by the First Nation 
unless that the dissemination of information is with the knowledge and consent of the Mississauga 
First Nation Band Council. Confidential information shall include (without limiting the generality of 
the foregoing): 

A.  all clients, activities, services , programs, and initiatives of, or planned or under consideration by 
First Nation; 
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B. all financial and personnel information concerning the First Nation; and, 

C. all information provided to or collected by the First Nation, which are the property of the First Nation, 
or which were entrusted to the care of the First Nation, including any copies of these items. 

12. Early Termination 
The parties agree that the employee’s employment under this agreement may be terminated as 
follows: 

A. At any time by the First Nation without notice of termination, or pay in lieu thereof, for just cause. 
For the purposes of this agreement, the parties agree that “just cause” shall, without limiting the 
content of this phrase, include: 

i. Any material breach of the provisions of this agreement by the employee; 

ii. Theft, fraud or dishonesty; 

iii. Incompetence; 

iv. Loss of driver’s license where driving is essential requirement of the em-
ployment position; or 

v. Gross insubordination 

B. By the First Nation, at its sole discretion and for any reason whatsoever, upon providing the em-
ployee with two weeks’ notice of termination, or, at the First Nation’s sole option, the equivalent 
amount of pay in lieu of notice, and severance pay equal to the greater of five days wages, or two 
days' wages for each full year during which the employee has been continuously employed by the 
First Nation. 

Without limiting the foregoing in any way, the parties expressly agree that this offer may be termi-
nated by the employer under this sub-clause if the employer is unable to insure or bond the em-
ployee, or is unable to secure such insurance or bonding at a rate which the employer, in its sole 
discretion, believes is reasonable. 

The employee acknowledges that this limited notice requirement constitutes a material inducement 
to the First Nation to enter into this agreement, and that these provisions shall govern termination 
without cause during the entire employment relationship. 

C. By the employee, for any reason whatsoever, upon giving the First Nation two weeks’ advance 
notice in writing. 

13. Severability 
The parties agree that in the event that any provision, clause, attachment, or in part of this agree-
ment is deemed void or unenforceable by a court of competent jurisdiction, the same shall be 
deemed severed and the remainder of the agreement shall be and remain in all force and effect. 

14. Governing law 
This agreement shall be governed by the federal jurisdiction and in accordance with the laws of the 
Province of Ontario. 
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15. Modification of agreement 
Except as otherwise expressly provided here in, any modification to this agreement must be in 
writing and signed by the parties hereto, and shall otherwise be voidable at the option of the party 
bound to do or perform anything by such modifications. 

16. Independent legal advice 
You hereby acknowledge that you have obtained, or have had an opportunity to obtain, independ-
ent legal advice in connection with this agreement, and further acknowledge that you have read, 
understand and agree to be bound by all of the terms and conditions contained herein. 

17. Criminal Reference Check/Vulnerable Sector Check 
The First Nation may determine, at its sole discretion and at any time before or during the term of 
this employment, that you will be required to complete a Criminal Reference Check or a Vulnerable 
Sector Check from the Canadian Police Information Centre (CPIC), where you will be required to 
complete the applicable application form and undergo such investigation as it required by the ap-
propriate Police Force. This contract is conditional upon your obtaining and maintaining a clear 
record as outlined in 6.3 and 6.3(1) of the Criminal Records Act. Failure to provide and maintain 
these checks if required will be cause for the First Nation to rescind this contract without notice. 

18. Entire Agreement 
These terms of employment supersedes any prior understandings and agreements, and constitute 
the entire agreement between you and Mississauga First Nation with respect to your employment 
with Mississauga First Nation. 

Welcome to Mississauga First Nation. We know you will be a valuable asset to our team and we look 
forward to working with you. 

Sincerely, 

<name of manager> 
<name of position> 

 

I understand the terms and conditions outlined and accept this offer. 

 _______________________________ _______________________________ 
 (Print Name) (Date) 

 _______________________________ 
 (Signature)  
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Personnel File Checklist 
Personnel File Checklist Form for: ______________________ Entry Date: ________________ 
Page 1: Date Received Notes / Comments 
   ICE Form      
   File Tracking Form     
Page 2: Date Received Notes / Comments 
   Employee Orienta�on Checklist    
   Memorandum - Recruitment     
   Contact & Offer of Employment Leter    
   Employee Data Sheet    
  Determina�on of Exemp�on of Indian Status   
  Banking Informa�on – Direct Deposit   
   Confiden�ality Agreement     
   Employee Code of Conduct    
   Finance Policy Acknowledgement    
   Personnel Policy Acknowledgement    
   Exit Interview    
Page 3: Date Received Notes / Comments 
   Awards, Cer�ficates, etc.    
   Educa�onal Qualifica�ons    
   Employee Résumé    
   Job Descrip�on    
   Correspondence    
Page 4: Date Received Notes / Comments 
   Criminal Records Check and/or VSC    
   Social Insurance Number    
   Driver's License    
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CONFIDENTIALITY AGREEMENT 

Any and all maters concerning the Mississauga First Na�on are to be considered confiden�al by all Mis-
sissauga First Na�on Personnel. 

Any informa�on pertaining to job performance, job descrip�ons and ac�vi�es within the Mississauga First 
Na�on shall be kept confiden�al. 

The viola�on or suspected viola�on of this policy shall result in immediate suspension and possible termi-
na�on of employment, as well as a full inves�ga�on as to allega�ons and remedies. 

I have read, understood and agree to abide by this statement. 

 ___________________________________ ___________________________________ 
 Employee’s signature Witness 

 ___________________________________ ___________________________________ 
 Please Print Name Please Print Name 

 ___________________________________ ___________________________________ 
 On Behalf of the Mississauga First Na�on Date 

 ___________________________________ 
 Please Print Name 



 

 
Mississauga First Nation Employee Code of Conduct 1 

EMPLOYEE CODE OF CONDUCT 

1. I will carry out the du�es of my posi�on as an employee of Mississauga First Na�on consci-
en�ously, loyally and honestly, and fulfill the expecta�ons of my role to the best of my ability 
and with a view to the highest level of service to the Mississauga First Na�on. 

2. In my ac�ons and words, I will promote and uphold the integrity and dignity of the Missis-
sauga First Na�on and its programs as well as the governing Chief and Council.  

3. I will use my ini�a�ve to find ways of maximizing my contribu�on to and serving the best 
interests of the Community. 

4. I will conduct myself in a manner that will bring credit to myself, Mississauga First Na�on, 
and all members of the community.  

5. I will atend all mee�ngs, workshops and conferences etc., assigned to me in my employee 
func�ons and where applicable will formally report back to my supervisor or supervisors on 
the proceedings of these mee�ngs by a briefing note or as otherwise directed.  

6. I will refuse any fees, honorariums or other gratuity offered to me as a reward while an 
employee, which I acknowledge would be a conflict of interest. I acknowledge that an ex-
cep�on to this general rule is payment of my salary, wages and/or bonuses, or reimburse-
ment to me of any expenses I have necessarily incurred in fulfilling my du�es as an employee 
of the Mississauga First Na�on.  

7. I will be courteous and polite towards all other employees, especially when there is a differ-
ence of opinion. I will be polite and courteous to all community members and the public at 
large as representa�ve of the Mississauga First Na�on.  

8. I will not publicly cri�cize employees, policies and programs of the Mississauga First Na�on. 
If I believe changes are needed, I will present recommenda�ons in a construc�ve manner 
through the proper channels.  

9. I will be open to hearing other points of view and respect the differences of opinion that will 
arise from �me to �me. 

XL 
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10. I will adhere to the chain of command for accep�ng and fulfilling my work assignments and 
repor�ng to my designated supervisor or supervisors. In the event that I have a complaint 
or grievance related to my employment, I shall adhere to and make use of the grievance 
procedures and mechanisms as set out in the Mississauga First Na�on Personnel Policy Man-
ual.  

11. During my tenure as an employee, I will not knowingly par�cipate in ac�vi�es or protests 
that will bring harm to the community, its reputa�on or that are in conflict of interest to my 
role and du�es to the Mississauga First Na�on. 

12. I will respect and protect the boundaries between my role as an employee and as a member 
of Mississauga First Na�on. In the event that something is brought to my aten�on as an 
employee in reference to a problem within the workplace, it will be channelled through the 
appropriate supervisor and/or Director of Human Resources. Where the par�cular situa�on 
involves the appropriate supervisor I will report to the Director of Human Resources, if the 
situa�on involves the Director of Human Resources I will report the issue to Chief and Coun-
cil on a confiden�al basis for the purpose of receiving guidance as to the appropriate report-
ing channels or course of ac�on in wri�ng. 

13. As an employee, I will not obstruct, occupy or prevent the administra�on offices or its’ op-
era�ons unless there is an emergency that threatens the well-being or safety of employees 
or community members, except as may be directed by my immediate supervisor or by Chief 
and Council in accordance with the Custom Code.  

14. I will refrain from any form of harassment or harm, either physical or otherwise, to my fellow 
employees, including any form of lateral violence as set out in the Personnel Policy Manual. 
I recognize and understand that any such behaviour on my part will subject me to employee 
discipline up to and including suspension, termina�on of pay, and/or dismissal as an em-
ployee. 

I have read, fully understand and will abide by the Employee Code of Conduct for the Mississauga 
First Na�on. 

 _____________________________ ____________________________ 
 Employee Signature Witness Signature 

 ____________________________ ____________________________ 

 Please Print Name Please Print Name 

 _____________________________ 
 Date 
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Verifica�on of Qualifica�ons/Training 

Please provide records of qualifica�ons and training that you iden�fied on your résumé. 

___  High School Diploma 

___ Diploma 

___  Cer�ficate(s) 

___  Degree(s) 

___  Training Cer�ficates 

 __________________________________ 
 Employee Signature  
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Personnel Policy 
Acknowledgement Form 

I acknowledge reading and reviewing the Mississauga First Nation Personnel Policies 
dated July 11, 2018. I understand the content and agree to abide by them. I understand 
these policies and any additional policies may be subject to change from time to time, 
at the sole discretion of Mississauga First Nation. 

 _________________________ _________________________ 
 Name Witness Name 

 _________________________ _________________________ 
 Signature Witness Signature 

_________________________ 
Date
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Financial Policy & Procedure Manual 
Acknowledgement Form 

I acknowledge reading and reviewing the Mississauga First Nation Financial Policy & 
Procedure Manual dated October 21,2015. I understand the content and agree to abide 
by them. I understand these policies and any additional policies may be subject to 
change from time to time, at the sole discretion of Mississauga First Nation. 

 _________________________ _________________________ 
 Name Witness Name 

 _________________________ _________________________ 
 Signature Witness Signature 

_________________________ 
Date 



 

Mississauga First Nation — Human Resources Manual XLV 

 

Name of Employee Today’s Date 
  

Your Current Employment Posi�on:   

Date Reques�ng Leave 
Out of office (beginning):   

Back in the office:   
Worker confirmed for Coverage:   

Coverage worker is aware of this leave:   
 

Total Number of Days Reques�ng:   

Purpose of Leave: (Circle one of the following) 

HOLIDAY MENTAL 
HEALTH DAY 

SICK DAY OVERTIME LIEU DAY 

Other (Please explain):  

 Employee’s Signature: X ________________________ 

 Program Manager or 
 Respec�ve Supervisor’s Signature: X ________________________ 

 Payroll Clerk’s Signature:  X ________________________ 

Comments:   

  
 

Holiday and Leave of Absence Form 
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Travel Advance Claim Form
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Easterly 

MILEAGE CHART 

Kilometers listed below are return trips from Mississauga First Nation1. 

 Destination Kilometers  Destination Kilometers  

 Winnipeg 3044  Sagamok 166  

 Kenora 2608  Espanola 210  

 Thunder Bay 1662  Anderson Lake 216  

 Walpole Island 1292  Birch Island 266  

 Marathon 1098  Whitefish Lake 280  

 Pic Mobert 1034  Sudbury 338  

 Michipictan FN 704  Mindemoya 386  

 Sault Michigan 308  Wikwemikong 400  

 Sault Ste. Marie 286  M’Chigeeng 429  

 Batchewana 266  North Bay 598  

 Garden River 250  Parry Sound 646  

 Thessalon 106  Orillia 870  

 Thessalon First Nation 95  Barrie 908  

 Chiblow Lake Lodge 76  Kirkland Lake 966  

 Iron Bridge 44  Toronto 1096  

 Potomac 12  Hamilton 1196  

 Blind River 9  Brantford 1262  

 Algoma Mills 31.2  Ottawa 1308  

 Serpent River NTSC 85.6  London (toll route) 1408  

 Spanish 106.6  Kettle & 1512/  

 Elliot Lake 124  Stony Point 1550  

164 Park Road, as per Google Maps. Revised October 29, 2013 

Westerly 
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 MISSISSAUGA FIRST NATION 64 Park Road 705-356-1621 
Matthew Armstrong 2500 or ext 2238 Reception Administration Other MFN Offices 

Cultural Building 
96 Park Rd. 
Ext 2226 (to book) 

Daycare 
36 Ella Drive 
705-356-1545 

Education Building 
154 Village Rd. 
Ext. 2300 

First Nations Police 
64 Park Rd. 
Ty Cada – Bob Mathias 
Ext 2200, or 
888-310-1122 

148 Village Rd. 
Ext 2305 (Library) 
Ext 2306 (Literacy) 

Water Treatment Plant 
140 Village 
705-356-2660 

MFN Child & Youth 
44 Park Rd. 
Ext 2240 
Ext 2238 (to book) 

MFN Community Hall 
148 Village Rd. 
Ext 2238 (to book) 

Red Pine Lodge 
28 Elders Rd. 
705-356-5578 / 5579 

Sports Complex 
46 Park Rd. 
Reception Ext 2600 

Women’s Shelter 
13 Sawmill Rd. 
Yvonne Lafreniere 
705-356-7800 or 
705-356-7142 

Niigaaniin 
15 Sawmill Rd. 
Darrell ext 2235 
Helen ext 2215 

Robert ext 2237 
Sandra ext 2351 

 2017-05-15 
 

Helen Arnott 2215 Niigaaniin Caseworker 
Linda Assinewe 2310 Native Language Teacher Assistant 

Sherry Babiwash 2306 Literacy Coordinator 
Paul Berney 2223 Community Economic Development Officer 

Stacy Bissiallon 2239 Membership/Lands Registry Clerk 
Sandra Bowness 2351 Niigaaniin Secretary 
Alesia Boyer 2207 Senior Lands Tech. 

Claudette Boyer 2206 Trust Administrator 
Dana Boyer 2259 Technician Lands & Resources 

Janice Boyer 2210 Payroll Clerk 
Stephanie Boyer 2254 Family Resource Coordinator 

Noella Brown 2209 Finance Manager 
Marlene Bruneau 2302 Education Counsellor 

Jim Cada 2204 Director of Operations 
Joann Cada 2211 Finance Clerk 
Laura Commanda 2227 Health & Social Services Director 

Crystal Chiblow 2212 Chief & Council Secretary 
Rita Chiblow 2214 HR Advisor 

Patty Sue Daybutch 2208 Finance Assistant/Accounts Payable Clerk 
Christine Elliot 2234 Mental Health Counsellor 

Jade Fox 2308 After School Right-to-play 
Frank Gionette 2219 Public Works/Fire Chief 
Kelly Gionette 2242 Community Support Services Worker 

Chelsea Grimard 2203 CHR - Healthy Promotions 
Darrell Jacques 2235 Niigaaniin Manager 
Laurie Jacques 2243 Lifeskills Coach 

Ken MacLeod 2219 Infrastructure Director 
Debbie Mayer 2301 Education Director 
Laura Mayer 2213 Chi-Naakinagewin Manager 
Kerrie McCallum 2217 Temp Housing/Property Manager Assistant 

Theresa McCallum 2300 Education/Daycare Assistant 
Monica McGregor 2217 Housing/Property Manager 
Yvette Moffatt 2240 Social Services Manager/Band Rep 

Glen Morningstar 2219 Public Works 
Janey Morningstar 2216 Community Health Activator 

Mary-Ellen Morningstar 2201 Medical Transportation Clerk 
Melissa Morningstar 2307 Literacy Instructor 
Robbie Morningstar 2237 Employment Counsellor 

  2236 By-Law Officer 
Clifford Niganobe 2305 Librarian 
Evelyn Niganobe 2226 Community Wellness Worker 

REG NIGANOBE 2202 CHIEF 
Sheila Niganobe 2225 Risk Mgmt. & Strategic Planning Director 

Danielle Ouimette 2228 Health Director Administrative Assistant 
Christine Owl 2229 Youth Coordinator 
Rhonda Peltier 2230 Health Services Manager 

Sherman Pilon 2400 Janitor Sports Complex 
Peyton Pitawanakwat 2232 Environmental Lands Technician 

Keith Sayers 2236 Lands & Resources Manager 
Stacey Schellekens 2303 Principal - Adult Education 

Stephany Stevens 2224 Medical Records Clerk 
Donald Trudeau 2310 Native Language Instructor 

Rita Wilson 2231 Community Health Nurse                         
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CHIEF AND COUNCIL 

Name Email Portfolio 

Chief Reg Niganobe reg@mississaugi.com Health & Social Services, Rec-
reation, Leadership/Govern-

ment  

Ryne Boyer-Denis rynedenis@mississaugi.com Economic Development, Hous-
ing & Infrastructure, Language 

& Culture, Environment & 
Lands  

Brent Niganobe brentniganobe@mississaugi.com Economic Development, Pro-
tecting the Nation. Leader-

ship/Government  

Laura Mayer Laura.mayer@mississaugi.com Housing & Infrastructure,  

Evelyn Niganobe evelyn@mississaugi.com Protecting the Nation 

Karissa Ferrigan karissaferrigan@mississaugi.com Youth & Elders, Environment & 
Lands  

Joey Morningstar josephmorningstar@mississaugi.com Economic Development, Lead-
ership/Government 

Janey Morningstar janeymorningstar@mississaugi.com Economic Development, Lan-
guage & Culture 

Joan Daybutch joan@mississaugi.com Health & Social Services, Rec-
reation, Protecting the Nation 

Frank Gionette frank.gionette@mississaugi.com Economic Development, Youth 
and Elders  
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Equipment Sign-Out 

Date Name 
Phone 

Number 
Equipment Signature 

Time 
Out 

Time 
Returned 
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FAX COVER SHEET 

PLEASE FORWARD TO: 

 Name:    

 Company:    

 Fax Number:    

SENT FROM: 

 Name:    

FAX INFORMATION: 

Number of Pages including Cover Sheet:    

Original To Follow:   YES   NO 

Date Sent:    

Time Sent:    

MESSAGE: 
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OFFICE SUPPLIES REQUEST FORM 

 Date:  2018/11/29  

 Your Name:    Department Number:    

Pg. Description & Colour Catalogue # Quantity Catalogue Price Actual Price 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Program Manager’s Signature for Approval: ________________________________ 
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 JOURNAL ENTRY 

Date:    Batch:    

ACCT DEPT PE-
RIOD 

DATE & PARTICULARS DEBIT CREDIT 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 SUBMITTED BY:    
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FILE TRACKING FORM 

EMPLOYEE ID#: ________________________________  

Date Description 

Mo. D#, Y### From this date forward all new documents to the Personnel File are to be noted on 
this tracking form. 

e.g.:   
Aug 18, 2017  
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EMPLOYEE JOB HISTORY 

Name   

Employee Number  

Date of Hire  
 

DATE DEPT POSITION RATE OF PAY 
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Mississauga First Nation 
Joint Health & Safety Committee Members 

as of November 25, 2016 
 

Representatives    
Worker Representa�ves Cer�fica�on Loca�on Phone Numbers 

Helen Arnot √ DreamCatcher’s 
(Admin Wing) 356-1621, Ext. 2215 

Rita Wilson √ H&SS and Mijiim 356-1621, Ext. 2231 

[Vacant] √ Red Pine Lodge   

Stacy Bissaillon √ Lands & Resources 356-1621, Ext. 2239 

Marlene Bruneau √ Library/Community Hall 356-3197 

Sherman Pilon √ Sports Complex 356-6499 

Kelly McCallum √ DreamCatcher’s 
(Admin Wing) 356-1621 Ext. 2217 

Rita Chiblow √ Child & Youth Building 356-1621, Ext. 2214 

Management Representa�ves Cer�fica�on Loca�on Phone Numbers 

Ken MacLeod √ Public Works 356-1621 Ext. 2219 

Yvonne Lafreniere √ Women's Shelter 356-7800 

Monica McGregor √ Housing 356-1621 Ext. 2217 

Debbie Mayer √ Educa�on 356-3197 

Rhonda Pel�er √ Health and Social Services 356-1621, Ext. 2230 

Resources Cer�fica�on Role to Commitee Phone Numbers 

Rita Chiblow, HR Advisor  √ Lead Facilitator 356-1621 Ext 2214 

Sheila Niganobe, RMSP Director √ Advisor 356-1621 Ext 2225 

Jessica Chiblow   Recording Secretary  356-1621 Ext 2228 

Quorum: 5 members (3 from Workers and 2 from Management)  
Minimum Certified Requriement : 1 certified Worker and 1 certified Management 
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Incident Report Form 
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GWL Health Benefits Enrollment Checklist 

Name of Employee: _________________________________________ 

Date of Enrollment and Other Changes: ____________________________________ 
 
 
Enrolment 

□ Offer letter is signed by prospective employee – two year contract 

□ Decision on Benefit Class – see HR Manual for different classes and descriptors 

□ Eligible employee completes Application for Group Coverage form 

□ Eligible receives the Group Benefit booklet and Travel Assistance card/brochure 

□ Enter plan member information on GroupNet website  

□ Print the form from Group/Net “Enrollment” 

□ Print the form from Group/Net “View In-Force Premium and Taxes” 
□ Provide the Group Policy # and ID # to Employee 
□ Register new Plan Member on GroupNet  

□ Print the paper health card (temporary)  

□ Give the plastic card to the plan member 

□ File Application, Enrolment, and View In-Force...” Forms in Employee Health File (orange) 
 
Plan Member Changes 

□ Report all earning changes for plan members on GroupNet 

□ Late applicants – must complete the insurability forms (after 31 days of employment) 

□ Great-West Life Assisted changes (GroupNet) - any family status changes or other changes  
 employee report change and sign the “Group Coverage Change” forms  

□ Student recertification report –must sign report and return 

□ Termination of employee – print form and file in Employee Health file 
□ Offer PlanDirect or Sonata Health private insurance plans to employee 

 

2017-08-09 rev 
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Application for Group Coverage 
  



 

Mississauga First Nation — Human Resources Manual  LXI 

Beneficiary Designation 
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Trustee Appointment 
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Group Life Claim Form 
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Request for Non-Standard Dependant Coverage 
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Group Coverage Change Form 
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Notice of Return to Work  
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GWL Registered Pension Plan Checklist 

 Name of Employee:    

 Date of Enrollment and Other Changes:    

Enrolment 

□ Offer letter is signed by prospective employee – two-year contract 

□ Application for Membership in a Registered Pension Plan 

□ Investment Personality Questionnaire – pages 16-20 

□ Make a copy of the application and questionnaire for employee Health Benefits file 

□ File copy in the employee Health Benefits file and record information in Personnel file 

□ Send the original copies of the application and questionnaire to Maryon: 

□ Place originals in a sealed envelope and mark confidential 

□ Address envelope “Maryon Young” and give envelope to Medical Transportation Coor-
dinator and if she is not available then the Health Records Clerk 

□ The envelope will be given to the Medical Transportation Driver; send email to Maryon 
 
 
Plan Member Changes  

□ Notice of Member Termination  

□ Change of Member Termination  

□ Request for Member Withdrawal  

□ Designation of Revocable Beneficiary/Trustee Appointment  
 
 
 
 

 

2017-08-09  
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Enrolment Guide Booklet 
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Application for Membership in a Registered Pension Plan 
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Investment Personality Questionnaire 
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Notice of Member Termination 
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Change of Member Information 
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Request for Member Withdrawal 
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Designation of Revocable Beneficiary/Trustee Appointment 
  



 

Mississauga First Nation — Human Resources Manual  LXXV 

 

 

Note to File: 
 
Subject:    
 
From:  
 
Date:    
 
 
Topic / Subject: (same as subject line with more detail) 
(start here) 

Observations: (what took place before meeting or discussion) 
What occurred: (what happened during discussion) 

Follow-up: (who was cc on situation, who was in meeting and what is the next step in follow-up 
ie new meeting date. 
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Name   Last Updated: June 28 2017  

Address     

City     

Postal Code     

     

# 
Date Com-

pleted 
Name of Training 

Program 
Training 
Provider 

Mode of 
Delivery 

Type of 
Training 

Exemp-
tion 

Most Recent 
on Top      
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 MISSISSAUGA FIRST NATION 

SUPERVISOR PERFORMANCE APPRAISAL FORM 
Employee Name:  Position:  
Evaluator Name:  Position:  
Type of Evaluation:  Annual  Six Month  Other 
Review Period From:  to  
Date of Evaluation:  Date of Last Evaluation:  

 

SECTION A: INTRODUCTION TO PERFORMANCE EVALUATION 

The purpose of the evaluation is to communicate clearly to the individual being evaluated how well they 
are meeting expectations for a person at their level. 

Instructions: Both the evaluator and employee fill out this form prior to the performance interview. Dur-
ing the interview, the goal is to come to an agreement on the ratings. Ratings should be supported by 
specific examples and comments providing explanations.  

All Supervisors will have a 360° evaluation that includes securing feedback from their staff, from some of 
their peers on the Management Team, and may include feedback from other key personnel. 

SECTION B: RATING IDENTIFICATION 

Instructions: Carefully evaluate employee’s work performance. Identify the corresponding rating point. 

Outstanding 5 points  - performance is exceptional and consistent in all areas and is recognizable as 
being far superior to position requirements. 

Very Good 4 points - performance is consistent and exceeds expectations. 

Good 3 points  - performance is consistent. Meets the performance standards of the position. 

Fair 2 points - performance is satisfactory. Meets minimum requirements of the job. 

Needs Improvement 1 point - performance is inconsistent. Meets requirements of the job occasionally. 

Unsatisfactory 0 points - performance does not meet minimum requirements of the job. 

SECTION C: RATING FACTORS  

This section is designed to give a complete picture of the employee through the use of rating factors. The 
rating factors are divided into four sections: 

i) individual character 
ii) major job description roles and responsibilities 

iii) leadership (for those in supervisory or management positions) 
iv) previous year’s goals and objectives 

The content of each rating factor will vary based on the position being evaluated. The Department Man-
ager shall be responsible for developing the rating factors to accurately reflect the duties and tasks of the 
position being evaluated.



Mississauga First Nation           

WORK PLAN – [Job Title] 

2018-11-29 
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OBJECTIVE ACTIVITIES REQUIREMENTS EXPECTED RESULTS TARGET DATE COMPLETION/ 
PROGRESS RESULTS 

 1.  1.   1.   

 1.  1.   1.   

  1.   1.   

 1.  1.   1.   

    1.   

 1.  1.   1.   

 1.  1.     

 1.  1.   1.   

 1.  1.   1.   

 1.  1.   1.   

 1.  1.   1.   

  1.   1.   
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Date Type of File Initial 

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

Date Type of File 
Init 

Ret’d 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   



 

Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
Telephone: 705-356-1621 Website: www.mississaugi.com 

November 29, 2018 

<name> 
<address> 
<town>, <province> 
<postal code> 

Dear <first name>: 

Re: Leave Without Pay 

Please be advised that Sick Leave, Mental Health Leave and Vacation Leave Credits are earned based on 
employment. Therefore you will not be earning any credits during the <__> weeks as the <_type of leave> 
is taken without pay. 

If you require any other information, please contact me at 705-356-1621, extension 2214. 

Yours sincerely, 

cc: Personnel File  

LXXX 

http://www.mississaugi.com/


 

Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
Telephone: 705-356-1621 Website: www.mississaugi.com 

 

November 29, 2018 

To Whom It May Concern: 

Re: Physical Check-up 

Please be advised that <Name of Employee> is a <Job title> for Mississauga First Nation and is a paid 
employee. It is a requirement of this position that he/she provides us with a Medical Report. 

If you require any other information, please contact me at 705-356-1621, extension ______. 

Yours sincerely, 

cc: Personnel File 
  

LXXXI 

http://www.mississaugi.com/


 

Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
Telephone: 705-356-1621 Website: www.mississaugi.com 

 

November 29, 2018 

TO WHOM IT MAY CONCERN: 

Re: <name of employee>, <job title> 

<name of employee> has been a <employment type> employee since <start date> with Mississauga First 
Nation. His/her current rate of pay is $<hrly rate> per hour effective <date of last pay increase>. He/she 
works <32 verify> hours per week. 

If you have any questions, please contact me at (705) 356-1621, extension 2214. Thank you. 

Sincerely, 

LXXXII 

http://www.mississaugi.com/
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CONSENT TO DISCLOSE PERSONAL INFORMATION 

Please accept this as confirmation that I,    , authorize Mississauga 
First Nation’s (Print your name) 
(X Select appropriate) 

o Payroll / Finance Department  
o Human Resources Department 

To  

o Confirm Payroll Information consisting of:  
_____________________________________________________________________________________

_____________________________________________________________________________________ 

Identify the Name/ Agency Information to be disclosed to: 

Name of Contact:  _____________________________________________ 

Title:   _____________________________________________ 
 
Telephone (& Ext.): _____________________________________________ 

Facsimile:  _____________________________________________ 

Mailing Address: _____________________________________________ 

By signing the following, I acknowledge and understand the purpose for disclosing the above noted infor-
mation to Name and/or Agency is at my own discretion.  

Signature: _____________________________ Date: ________________________________ 

HR Advisor: _____________________________ Date: ________________________________ 



 

Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
Telephone: 705-356-1621 Website: www.mississaugi.com 

 

November 29, 2018 

<Name> 
<Address> 
<Town, Province> 
<Postal Code> 

Dear <Name>: 

RE: End of Contract 

Please accept this letter as a notice of the end of your contract <Date>. Your new contract will 
commence on <Date> and has an estimated end date of <date>. Your new contract will be hand-
delivered on or before <date> for your signature.  

If you have any questions please feel free to contact the Human Resource Department at 705-
356-1621 Ext. 2214. 

Sincerely 

<Program Manager> 
<Title> 

c.c.: Employee File 
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Mississauga First Nation, P.O. Box 1299, Blind River, Ontario P0R 1B0 
Telephone: 705-356-1621 Website: www.mississaugi.com 

 

<date> 

<name> 
<box number> 
<town>, Ontario 
P0R 1B0 

Dear <name>, 

Please accept this letter as a notice that your term contract with Mississauga First Nation is to end on 
<date>, as previously agreed to.  
 
You are required to return all company property prior to your departure, including keys, personal pro-
tective equipment and other company assets that you have in your possession.   
 
In addition, to this notice, we are inviting you to participate in the Employee Exit Survey Program where 
participants provide feedback on their experience with the organization in order to improve the working 
environment for our employees.  Through your feedback our organization will gain information on how 
to establish, build on and implement quality assurance measures as well learn how to make the workplace 
more culturally relevant. Enclosed is the Exit Survey – Guidelines which describes the program and how 
the information will be used and an Exit Survey for your participation and completion.  In addition, en-
closed is a pre-addressed stamped envelope.  Please return your completed Employee Exit Survey on or 
before <date>.  

Should you have any questions regarding the enclosed or should you prefer and Exit Interview, I can ar-
range to meet with you directly, please feel free to contact myself at (705) 356-1621 Ext. 2214. 

On behalf of Mississauga First Nation, thank you for all the work that you completed during this term. 
We look forward to working with you again in the future.  

Sincerely,  

Human Resource Advisor 
Mississauga First Nation 

c.c.: Employee File 

LXXXV 
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DATE DESCRIPTION/ TITLE RECEIVED FROM (name first/last) 
RECEIVED BY 

(Initials) 
CORRESPONDENCE FILED 
AND/OR FOWARDED TO 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

  

FILE MANAGEMENT INCOMING CORRESPONDENCE TRACKING RECORD 

HUMAN RESOURCE DEPARTMENT 
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DATE DESCRIPTION/ TITLE TO (name first/last) BY (Initials) 
TYPE OF TRANSMISSION 
(MAILED/GIVEN/FILED) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

  

FILE MANAGEMENT OUTGOING CORRESPONDENCE TRACKING RECORD 

HUMAN RESOURCE DEPARTMENT 
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BRIEFING NOTE TRACKING FORM 

Approval 
Date of BN 

Date 
Received 

Description 
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Grievance Process Chart 
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November 29, 2018 
 
 
 
      
Blind River, ON 
P0R 1B0 
 
Dear      : 
 
This letter is follow up to our discussion on       regarding      . This letter will serve as a verbal warning as 
outlined in Section 7.1.1 of the Progressive Discipline Policy of the Mississauga First Nation Personnel Policies dated 
April 12, 2010.  
 
You       and this type of conduct is unacceptable. 
 
I trust these issues can be resolved however further instances will warrant additional disciplinary measures up to 
and including dismissal. 
 
Should you have any questions or concerns please do not hesitate to contact me. 
 
Sincerely, 
 
 
 
      
      
 
cc: Human Resources 

 

 

I acknowledge receipt of this letter: 

 

       
       Date 
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Chronological Order of Events of (name of employee) 

      

Item # 
Date 

(d/m/yr) Type  From To Contents 

1          
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INDIVIDUALIZED ORGANIZATIONAL COMMUNICATION STRATEGY 

and 

PERFORMANCE AGREEMENT 

Beginning on Monday, January 27, 2014, at 9:30 a.m., (name of employee) will 
be meeting biweekly with (name of manager) and/or [name], Human Resources Director 
in the event that (name of manager) is not available. Discussion topics may include pro-
gress on specific project deliverables and/or other agreements and business with both 
government and industry or the need and want of help. The purpose of these reoccurring 
discussions will be to seek guidance, recommendations, advice and to alleviate unneces-
sary stresses due to the unorganized use of time, energy and resources, etc. As well, these 
meetings will help with setting priorities, deadlines, setting short and long term goals, 
reducing dissatisfaction and in maintaining order in the workplace. It is crucial to keep the 
quality and quantity of (name of employee) work! He/she understands that he/she has 
an important role in MFN as (position title) as described in his/her job description. 

It is vital to keep integrity of purpose, positivity, production and direct communi-
cation with co-workers and more importantly with the Manager. He/she will make weekly 
goals to achieve for himself/herself, such as time management strategies, building, de-
veloping and strengthening essential skills to enhance productivity and ultimately, elimi-
nate workplace dissatisfaction. 

(Name of employee) has also agreed that when he/she is not able to attend work 
for whatever reason and if (name of manager) is not aware of the time to be taken off 
prior to the day to be taken off, he/she is to call (name of manager) directly in a timely 
manner before 9 a.m. of that scheduled day of work. This includes, arriving late, leaving 
early and any adjustment to (name of employee’s) regular schedule of Monday to Thurs-
day, 09:00-12:00 / 13:00-16:30 and Friday, 09:00-12:00 / 13:00-16:00 (winter hours). 
He/she is not to call MFN front desk, leave messages nor send emails to notify (manager) 
of his/her intended absence. He/she must speak to (manager) himself/herself. If (man-
ager) is not in the office or he/she is unable to speak with (manager) directly, he/she is 
to let (another mananger), (title of position) know of the absence. If he/she is not avail-
able either, (name of employee) is then to call Deirdre or (name of senior management, 
title of position). And finally when calling in, (name of employee) is to inform whomever, 
as described above, his/her reason for absence, intended credit to be used (i.e., vacation, 
flex time, unpaid time off) and if there are any pressing work materials or other duties 
that must be completed in the time of his/her absence and what alternative arrange-
ments he/she has made, i.e. asked another staff person to perform a task. 
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(Name of employee) is also planning to utilize the 7 Grandfather Teachings to 
help his/her keep his/her mind clear and healthy. He/she will be directing himself/her-
self to stay healthy and happy by talking to people when he/she must, eating healthy, 
exercising, and will look to inspirational and motivational quotes each day to keep 
him/her focused. 

All parties agree to review progress on a bi-weekly basis. This approach is in-
tended to ensure (name of employee) communicates effectively regarding absences. It is 
also to ensure a balanced work portfolio and to address any pressures or concerns 
through open dialogue on a routine basis. At bi-weekly meetings personal and work goals 
for upcoming weeks and outcomes of previous goal sets of previous weeks will be re-
viewed. As well, attendance sheets will be up to date and reviewed. This agreement can 
be amended by any one party at any time. Should there be no marked improvement in 
communications regarding absences within a reasonable amount of time; the employer 
will consider the next steps within the provisions of the progressive discipline policy. 

 _________________________ _________________________ 
 (Employee) Date 
 
 _________________________ _________________________ 
 (Employer) Date 
 
 _________________________ _________________________ 
 (Employer) Date 
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Police Records Check, Criminal Records Check and Vulnerable Sector Check 

The employee, (name of employee, position title has submitted a Vulnerable Sector Check or 
Criminal Records Check on (month, day and year). The report was positive for an offence(s) 
dated (list date or dates). 

According to our Personnel Policy, section 6.7.4, 

“The Human Rights act states that an individual, company or organization cannot dismiss or re-
fuse to employ an individual because he or she has been convicted of a criminal or summary con-
viction offence that is unrelated to the position the individual is employed in or is seeking.” 

I have read and understood the contents of the Vulnerable Sector Check and give notice that the 
information provided is not relevant at this time to the position of (name of position). 

 ___________________________________ 
 (Manager/Director signature) 

 ___________________________________ 
 (Please Print Name) 

 ___________________________________ 
 (Date) 
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PLANINNG TRAINING CHECKLIST  
 Completed   ON FILE  Date Completed 

 Initial Planning Requirements -   

   1 Confirm Participation List    

   2 Training Cost Breakdown/ Proposal of Training    

   3 Identify Program Codes/ Charges    

   4 Email Participants Training Dates/ Location/ Time    

   5 Email Facilitator Participant List    

   6 Prepare Service Contract    

   7 Approved Service Contract    

   8 Book Room / Facilities with Account Code    

   9 Registration List - Distributed to Supervisors     

   10 Prepare Sign Up Sheets    

      

 Changes in Traning Schedule - If yes, ensure 11,12,& 13 are complted:   

   11 Inform Participants via Email     

   12 Inform Immediate Supervisors of Participants    

  13 Identify Alternate Arrangments - written confirmation 

    * Inform Participants via Email     

    * Inform Immediate Supervisors of Participants    

      

 Evaluation Process for All Training Initiatives   

   14 Prepare & Print Evalulation Forms     

  15 Distribute Evaluation Forms     

   16 Compile Summary of Evaluation Forms    

  17 Email Copy of Report to RMSP Director     

      

 Funding Reporting Process   

   20 Submit Report to Funding Agent - if applicable    

   21 Retain copy of Report - In File    
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Service Contract Between 

On this ____ day of ____________________, 2018 in the District of Algoma this Contract is 
hereby agreed to by all the following parties:  

Mississauga First Nation  
64 Park Road 

Blind River, Ontario  
P0R 1B0 

(herein known as the ‘Employer’) 
 

And – 

Name of trainer/facilitator 
Street address 

Town or city, Ontario 
Postal code 

(herein after of ‘Facilitator/Instructor’) 

This agreement is for the provision of Facilitator / Instruction Services two (1) day sessions facil-
itating for the delivery of the <                 > for Mississauga First Nation employees. The facilitator 
will provide facilitation services including slide presentation, handout/ resources materials, group 
discussion an interaction. 

The Parties Hereby Agree: 

Rate of Pay: 

The Employer will pay the Facilitator a rate of $xxx.xx per Session. Total Contract for Services is 
xxx hundred dollars. 

Delivery Date(s): 

1st Training Session:  Date: 
 Time: 
 Location: 

2nd Training Session: Date: 
 Time: 
 Location: 

Payment Details: 
The employer will pay facilitator upon completion of training and submission of invoice for each 
of the following: 

• 50 % upon completion of 1st Training Session = $ xxx.xx; and  
• 50% upon completion of 2nd Training Session = $ xxx.xx.  
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Authorization of Both Parties to this Contract: 
 
Name of trainer/facilitator 
Street address 
Town or city, Ontario 
Postal code 

 ________________________ _______________________ 
 Authorized Signature for Instructor Witness 

Dated this ________ day of___________________, 2018. 

 
And –  

 
Mississauga First Nation 
64 Park Road 
Blind River, Ontario 
P0R 1B0 

 __________________________ _______________________ 
 Authorized Signature for Employer Witness 

Dated this ________ day of____________________, 2018. 
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Registration List 
Program Title   Dates of Training:     Duration:   

      
         

                  
Type of Training   Location:     Trainer:     
          
        
             
Name (Please Print) Dept/First Nation Signature       
            

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Revision: 10/02/10        
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Training Request Form  
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Building Inspection Visit Report 
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Mississauga First Nation 
PROPOSED 2017 SCHEDULE - BUILDING INSPECTIONS 

Weekday Proposed Date Proposed Time Location Inspectors 

Friday February 10 9:00 am- 12:00 noon Dreamcatcher  R. Peltier / R. Wilson 

Thursday February 23 9:00 am- 12:00 noon Women’s Shelter Y. Lafreniere/ K. McCallum 

Thursday March 9 9:00 am- 12:00 noon Sports Complex Y. Moffatt / S. Pilon 

Thursday March 23 9:00 am- 12:00 noon Niigaanin D. Jacques/ S. Bissaillon 

Thursday April 6 9:00 am- 12:00 noon Red Pine Lodge T. Bates / R. Chiblow 

Thursday April 20 9:00 am- 12:00 noon Education Center D. Mayer/ K. McCallum 

Thursday May 11 9:00 am- 12:00 noon Library /Literacy Center / Hall K. MacLeod/ M. Bruneau 

Thursday May 25  9:00 am- 12:00 noon Child and Youth M. McGregor/ R. Chiblow 

Thursday  June 22 9:00 am- 12:00 noon Water Treatment Plant R. Peltier / S. Bissaillon 

Thursday  July 13 9:00 am- 12:00 noon Planer Building K. MacLeod/ S. Pilon 

Thursday  July 23 9:00 am- 12:00 noon All Outdoor Buildings TBD 

Thursday  August 10 9:00 am- 12:00 noon Fire Hall / Office Space Y. Lafreniere / M.Bruneau 
Prepared Feb.14.2017 
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Deficiency Action Request 
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First Aid Inspections 

Name of Building Em-
ployees 

Size of 
Kits 

Kits on 
Hand 

Replacement Items 
Actual 
No. of 
Items 

Re-
place-
ments 

Comments 

DreamCatcher’s Building – Ad-
min 

42 15-200 1 A current edition of a standard St. John 
Ambulance First Aid manual 

   

H&SS has 9 employees and no 
employee kit 

   24 safety pins    

    1 basin, preferably stainless steel    

    48 adhesive dressings, individually    

    2 rolls of adhesive tape, 1 inch wide    

    12 rolls of 1-inch gauze bandage    

    48 sterile gauze pads, 3 inches square    

    8 rolls of 2-inch gauze bandage    

    8 rolls of 4-inch gauze bandage    

    6 sterile surgical pads suitable for pres-
sure dressings—individually wrapped 

   

    12 triangular bandages    

    Splints of assorted sizes    

    2 rolls of splint padding    

    2 latex gloves    

    1 pair of scissors    

    2 masks    
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Fire Extinguisher Monthly Schedule 
P1 

P2 

P3 
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AED Inspections 
Page 
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Bulletin Board Inspection – 2017 

Building Name: ________________________ Date: _____________ 

Inspected by: ________________________ 

1. Canada Labour Code – Health and Safety _________ 

2. OHSA Book _________ 

3. MFN Health and Safety Policy _________ 

4. MFN Anti-Violence & Harassment Policy _________ 

5. JHSC Membership List _________ 

6. Minutes of Last Meeting Minutes _________ 

7. WSIB In Case of Injury Poster _________ 

8. Specific Building Inspection (date_______) _________ 

9. Reports: 

a. Fire Inspection _________ 
b. AED Inspection _________ 
c. First Aid Inspection _________ 
d. CO2 Inspection _________ 

10. JHSC Roles and Responsibilities  _________ 

11. JHSC Terms of Reference _________ 

12. Health and Safety Poster _________ 

13. Meeting Inspection Schedule _________ 

14. Building Inspection Schedule _________ 

15. Emergency Numbers _________  
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Workplace Inspection Monitoring Form 

 Building Inspection Monitoring Form For: ________________________________________________ 

 Address of Building: ________________________________________________ 

 Manager For Worksite Area: ________________________________________________ 

As per Section 9 (23-30), it is the legal duty of the worker members of the JHSC to conduct monthly inspections of 
the workplace.  It is recommended that the inspection be conducted by a worker member of the JHSC, management 
member of the JHSC and the manager of the area being inspected. If only inspection part of the JHSC must establish 
a yearly schedule.  

This Workplace Inspection Monitoring Form is to be used with each scheduled workplace inspection, as well as fire 
extinguishers, First Aid Kits and AED inspections. Thus form is to assist JHSC in ensuring that follow-up and moni-
toring of workplace hazard is addressed by the employer in a timely manner. Please complete each Step and Initial 
each step, and forward to the appropriate individual as required. 

STEP ONE:      (Month, Day, Year)   Initial  

Identify Date/Type of Inspection:   

Date Submitted to HR Department    

 
STEP TWO:     (Month, Day, Year)   Initial 

Copy Retained by Workplace Area Manager    

 
STEP THREE:     (Month, Day, Year)   Initial 

Deadline for Manager Completes `Action Taken` 
and returns to HR Dept. within 30 days    

Date Received by Manager    

STEP FOUR:     (Month, Day, Year)   Initial 
 Inspection Report submitted to JHSC for Review 
and Recommendation by HR Advisor   

 
STEP FIVE:     (Month, Day, Year)   Initial 

Unresolved issues are added by JHSC for Recom-
mendation to Director of Operations or RMSP Di-
rector - Health and Safety Deficiency Action Re-
quest Form  

  

Deadline for Management to respond to Recom-
mendation within 21 days   

Date Report Returned to HR Dept.    

Comments: 
 
 

 

Form: Workplace Inspection Monitoring Form 
Version Ĵan.30.2017 
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JHSC Incident Investigative Report 
P1 

P2 
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Modified Work Agreement 
P1 
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JHSC Terms of Reference 
P1 

P2 

P3 
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Joint Health and Safety Committee Meeting 

Wednesday, January 26, 2017 

12:00 Noon Chief and Council Chambers 

AGENDA 

1. Brown Bag Luncheon Meeting 12:00 noon 
 

2. Opening (Rita Chiblow) 
 

3. Adoption of Agenda 
 

4. Approval of November 19, 2017 Minutes 
 

5. Business Arising from Minutes 
a. Fire Extinguishers Inspection Schedule  
b. JHSC Bulletin Boards  
c. HR Downloads  
d. Health and Safety Policy Update 
e. COJG Training Proposal 

 
6. New Business 

• Review Terms of Reference  
• Schedule 2017 Meetings  
• Schedule Building Inspections 
• Other Inspections Options 

 
7. Inspections/Reports  

• Incident Reports for October, November and December 
 

8. Round Table Discussion 
 

9. Next Co-Chairs & Next Meeting Date 
Wednesday, Feb 20, 2016 @ 10:00 a.m. in Chief and Council Chambers 
New Chair (Worker) 

 
10. Adjournment 
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EAHOR 
P1 
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Workplace Committee Report 
P1 
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