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he was looking for a chance, 
we gave him that chance, and 
we haven’t been disappointed 

with him. I think it’s been a 
great success.

- Jonathan Stephen 
Coordinator, Ymca Campbellton



















47 Employer Toolkit

Strategy #2 : Understanding Job Requirements

Tool #7: Retention

Workplace training is linked to employee satisfaction and increases employee retention.

Performance and Productivity

A company's bottom line depends on productivity. If there are concerns about an 
employee’s performance and productivity, the employer should not hesitate to act. 

Workplace Issue: The output of some employees is not meeting targets, 
and non-compliance is widespread.

If problems occur: Confirm that each employee understands his/her job.

1. Ensure that the employee understands the job requirements. Specific goals and 
performance targets should be clear and documented.

Tip for success: Checklists and visual performance aids will facilitate the employee’s understanding 
of job targets. 

2. Confirm that standards are clearly communicated to the employee. Company or 
department production targets should be clearly stated.

Tip for success: Visual aids for quality standards will increase performance awareness.

3. Determine whether accommodations are necessary. The employee's situation may 
have changed. 

Tip for success: Ask the employee to determine whether his or her work conditions are adequate or 
whether a change in the work environment is causing hardship.

4. Review workers' training. All training should be documented and periodically reassessed to 
ensure skills maintenance. 

Tip for success: A training matrix or training plans for each position will boosts workers’ 
motivation to increase their skills.

The employer or supervisor should:

Schmidt, S., The Relationship Between Satisfaction with Workplace Training and Overall Job Satisfaction. Human Resource Development Quarterly, vol. 18, no. 4,  
	 Winter 2007 É Wiley Periodicals, Inc. Published online in Wiley InterScience (www.interscience.wiley.com).
Saskatchewan Abilities Council
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STRATEGY #6: Creating Inclusive Workplaces

Tool #7: Retention

Diversity and Inclusion

Cooperation and mutual understanding are essential components of successful inclusive workplaces.

It becomes difficult to create an inclusive workplace if individuals are disrespectful towards, or disregard, 
employees, including those with disabilities. If there are concerns about a lack of awareness of employee 

diversity and inclusion, the employer should not hesitate to act.

Workplace issues: Some co-workers are discriminating against other employees.

If this occurs: Confirm that each employee understands diversity and inclusion.

Canadian Council on Rehabilitation and Work
Saskatchewan Abilities Council

1. Check whether the employee is aware of the Canadian Human Rights Act. 
All employees have the same right to work.

Tip for success: Use content from Tool #2 in the HIRE for TALENT toolkit to increase 
employee awareness of disabilities.

2. Check whether the employee is aware of the Employment Equity Act. 
Employers are required to implement an employment equity program to remove barriers for 
women, members of visible minorities, Aboriginals and people with disabilities in order to achieve 
a representative workforce. 

Tip for success: Use Employee Resource Groups (ERGs) to organize awareness workshops or 
engage in Lunch and Learn discussions about diversity and inclusion. 

The employer or supervisor should:
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What is an Inclusive Workplace Policy?

Tool #8: Inclusive Workplaces

What are the components of a workplace policy addressing diversity and inclusion?

Generally, an inclusive workplace policy includes guidelines 
setting out a company’s commitment in the following areas:

•	 Making reasonable efforts to guarantee 		
	 employeesô and customersô dignity, conýdentiality, 	
	 independence, integration and equal opportunities

•	 Striving to communicate with people with disabilities 	
	 in ways that take their disabilities into account

•	 Providing assistive devices as needed

•	 Making people with disabilities and their service 	
	 animals or support persons feel welcome in the 	
	 workplace

•	 Making accommodations as needed

•	 Providing accessibility training to company staff � 
	 as needed

•	 Receiving and accepting notices of temporary 		
	 disruption

•	 Establishing a process for receiving and responding 	
	 to feedback

NOTE: Management practices are crucial to ensuring 
that policies are implemented meaningfully, rather than 
merely paying lip service to the importance of inclusion.

The Canadian Human Rights Commission has developed an easy-to-read guide for employers: �A 
Place for All: A Guide to Creating an Inclusive Workplace, 2006. The guide is designed to help employers 
understand their legal obligations regarding the duty to accommodate, as well as to put together effective 

workplace accommodation policies and procedures.

Workplace modifications and adjustments are designed to ensure equal opportunities for all employees so they may 
participate in the workplace and in other related activities without discrimination. 

Our Company also recognizes that candidates and/or employees may request accommodations in order to participate or 
perform to the best of their abilities. As per regional labour standards and national human rights guidelines, reasonable 
workplace accommodations and adjustments will be granted.

[EXAMPLE] Diversity and Inclusive Workplace Policy: Social Sustainability

HR Council.ca
Accessibility for Ontarians with Disabilities Act, 2005, in Allstream Corporate Policy, 2014
AODA Regulation: Accessibility Standards for Customer Service, in Allstream Accessible Customer Service Plan, 2014
Inclusive Policies & Practices: What Do We Know? Burton Blatt Institute, Syracuse University, 2012 in collaboration with CAES-S.McE, Alberta.
Canadian Human Rights Commission, A Place for All: A Guide to Creating an Inclusive Workplace, 2006. 
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Job Customization Process

Tool #9: Customized Employment

Customized employment maximizes workþow and workplace efýciency. Most employers already use 
some of these strategies by providing accommodations and work assignments to beneýt from their 
workersô strengths, aptitudes, and capacities. �Job customization is an extension of employers’ 
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Micro-Learning Workshop:

Tool #10: Be Part of the Change

How to accomplish this?

Improve your employee’s disability awareness with the HIRE for TALENT Micro-Learning 
Workshop. (Refer to Terms of Service on HireForTalent.ca)

Be proactive in creating an inclusive workplace.

Disability Awareness Training

DEFINE

1.	 Choose a tool from the HIRE for TALENT 	
Toolkit, and read it twice. (Yes, please read it 
twice.)

2.	 Decide on a place and time for the session.  
Try to imagine how the training will proceed.

3.	 Identify and list all stakeholders �(e.g., 
employees, suppliers, customers, managers.)

PLAN

4.	 Estimate the number of participants �	
available for training.

5.	 Prepare workshop content �(sequence of 
activities: see example below).

IMPLEMENT

6.	 Invite employees, and have them conýrm their 
attendance.

7.	 Prepare materials for the participants, and 
organize the training room.

8.	 Deliver interactive training based on �your 
objectives.

9.	 Survey the participants.

Disability awareness training will bring participants to 
sustain inclusive and diversiýed workplaces.
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Challenge Questions

Tool #10: Be Part of the Change

True or FalseThe Benefits of Hiring People with Disabilities (Tool #1)

Companies employing people with disabilities notice an 
improvement in employee morale and productivity.	

On average, people with disabilities have higher education 
levels of high school, trade school or college, than people 
without disabilities. 

Including people with disabilities in the workplace can 
improve a company’s reputation and public image.	

Overwhelmingly, customers would prefer to do business with 
companies that hire individuals with disabilities. 

True or FalseRecruiting the Best Available Talent (Tool #4)

An employer must consider for employment all applicants 
who can perform the essential job functions, whether or not 
they have disabilities.

An inclusive job posting always contains a statement about 
diversity and inclusion. 
























