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FSABC ONLINE HR TOOLKIT

Resources & Templates at www.bcfunerals.com

· Introduction 

· Welcome 

· Human Resource & Staff Planning 

· Human Resource Planning 

· Succession Planning 

· Planning to Hire an Apprentice 

· Benefits of Hiring an Apprentice 

· The Apprenticeship Program 

· The Foundation Program 

· A Career In The Funeral Service Profession 

· About the Profession 

· About the Apprenticeship Program 

· Finding an Apprenticeship 

· About the Foundation Program 

· Employment Legislation & Workplace Practices 

· Employment Legislation & Standards 

· Human Rights Legislation 

· Health & Safety Legislation 

· Code of Conduct 

· Confidentiality & Privacy 

· Drug & Alcohol Free Workplace 

· Technology in the Workplace 

· Maintaining Employee Records 

· Attracting & Hiring 

· Hiring an Apprentice 

· Apprenticeship Forms, Contracts & Agreements 

· Licensing on Completion of Apprenticeship Program 

· Recruitment Needs Assessment 

· Job Description 

· Sourcing Applicants 

· Screening & Interviewing 

· Background & Reference Checks 

· Making the Selection Decision 

· Making the Job Offer 

· Notifying Applicants 

· Training & Development 

· Required Abilities for Apprentices 

· Apprenticeship Program – Tips for Success for the Apprentice 

· Apprenticeship Program – Tips for Success for the Employer 

· Ongoing Training & Professional Development 

· Retaining the Right People 

· Employee Engagement 

· Employee Recognition 

· Communication, Resources & Support during Apprenticeship Program 

· Open Door/Complaint Resolution Policy 

· Performance Management 

· Employee Development 

· Performance Improvement 

· Encouraging Diversity in the Workplace 

· Flexible Work Arrangements 

· Workplace Wellness 

· Compensation, Payroll & Benefits 

· Hours of Work & Rest Breaks 

· Overtime 

· On Call 

· Statutory Holidays 

· Vacation 

· Issuing a Record of Employment 

· Compensation Considerations – The Total Package 

· Compensation Considerations – Base Pay 

· Compensation Considerations – Variable Compensation 

· Compensation Considerations – Optional Benefits 

· Communicating the Total Compensation Package 

· Time Away & Leaves of Absence 

· BC Employment Standards Act – Leaves of Absence 

· Maternity, Parental & Adoption Leave 

· Family Responsibility Leave 

· Bereavement Leave 

· Compassionate Care Leave 

· Reservists’ Leave 

· Jury Duty 

· Time-Off For Voting 

· Sick/Personal Days 

· Terminations & Resignations 

· Termination 

· Resignation/Retirement 

· Termination Decision – Employee/Apprentice 

· Exit Interviews 

· Providing Employment References 

· HR Toolkit Templates, Samples & Resources 

· Human Resources & Staff Planning 

· Planning to Hire an Apprentice 

· A Career in the Funeral Service Profession 

· Employment Legislation & Workplace Practices 

· Attracting and Hiring 

· Training & Development 

· Retaining the Right People 

· Compensation, Payroll & Benefits 

· Time Away & Leaves of Absence 

· Terminations and Resignations 

· Related Online Resources 
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Frequently Asked Questions 
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