
 
NEW WORKER GUIDE 

 
 

 

The Little Donut Bakery understands that a new job can be stressful, and new workers may 

not be aware of employment rules, rights and responsibilities. We want to ensure new 

workers are fully informed and understand how to stay safe and succeed in the workplace.  

 

WHICH STANDARDS APPLY TO ME?  

• Most employers are regulated by provinces, so most employment and OHS 

standards are set by provincial governments. (Some national sectors, like banking, 

telecoms, airlines and transport, are regulated by the federal government.) 

• Some minimum standards apply from the first day of work, however most 

provinces allow a 90-day probation period where some rights and standards are 

limited, and you can be terminated for any (or no) reason.  

• Many standards are similar or identical between provinces, but there are usually 

small differences and some provinces balance employer/employee relationships 

differently – if you change provinces, make sure you’re up to date.  

• Standards can vary based on a worker’s age. In some provinces, youth workers may 

require extra training and/or parental consent, not be allowed to do certain tasks or 

work during certain hours, such as during the school year. Always check your 

province’s specific rules about youth employment.  

 

YOUR RIGHTS AS A WORKER 
 

• You have the right to be paid and scheduled in accordance with employment 

standards. This includes minimum wages, breaks, days off, stat holidays, overtime, and 

termination; being paid on time and in a valid method;  

• In every province, you have THREE KEY RIGHTS related to health and safety at 

work: 

 

 



• The Right to Know: You have the right to be informed of workplace hazards and how to avoid 

or manage them. 

• The Right to Participate in health and safety training, orientations for hazard awareness and 

emergency responses, and by reporting any incidents or concerns and having those 

concerns addressed. 

• The Right to Refuse Unsafe Work: If you are asked to do something you have not been 

trained to do, or if there is a serious, immediate hazard with the work, you must inform your 

supervisor and NOT do the work until the hazard has been addressed or you have been 

trained to do the job.  

• You are legally protected by OHS and cannot be fired for reporting a safety concern 

or refusing unsafe work.  

 

YOUR RESPONSIBILITIES AS A WORKER 

• You must take reasonable care to ensure the health and safety of yourself, your 

coworkers and supervisors, and the general public. This means being mindful of 

yourself and your surroundings at all times. 

• You must do the work assigned to you in a safe manner according to your training; 

• You must not do anything that may harm or pose a risk to yourself or others.  

• You cannot perform work or handle items that you have not been trained for. 

• You must be respectful of others and not engage in any kind of illegal activity or 

horseplay, bullying, harassment or violence. 

• You must obey your employer’s rules and be fit for work at all times (for example, you 

must follow dress codes and cannot come to work sick or impaired by drugs or 

alcohol); 

• Don’t be afraid to communicate with your supervisor if you aren’t sure – it’s 

always better to ask for help than to your and others’ health and safety. 

 
 
 
 
 
 
 
 
 
 
 



YOUR EMPLOYER’S RIGHTS & RESPONSIBILITIES  
It is important to remember that your employer also has certain rights and responsibilities.  

 
• Your employer must take reasonable care and perform all due diligence to ensure 

your health and safety, and that of those around you and the general public. This 

means:   

• Training you to properly and safely do the work assigned to you; 

• Not assign you work you are not trained for or ready to do yet; 

• To provide you with as safe a workplace as reasonably possible by showing you the 

hazards of a workplace and how to manage them; preventing harassment and 

violence in the workplace; providing safe equipment in good working condition; and 

being able to respond to emergencies. 

• For up to 90 days, you are a probationary worker under law and your employer has 

the right to terminate you without cause. After 90 days, just cause is required and 

there are specific rules about how much notice must be given and how much pay will 

be owed. 

• Employers have the right to include other rules of conduct in their employment contract 

with you. Often the employer uses these rules to protect their business interests, 

including their knowledge, trade secrets, staff retention, and image branding. You may 

be required to agree to a “non- disclosure” clause that requires you to keep 

anything you learn or observe about the company to yourself. This includes physical 

or digital copies of documents, files, research, photos or other images of your 

workplace or the employer’s property and equipment, or other workers. 

 
• Employers also have a right to defend their company’s image and reputation, 

including in social media. Depending on your employment agreement, you likely do 

not have the right to copy, keep or post images or other content of or in reference to 

your employer’s property, equipment, workplaces, branding, logos, or other aspects of 

their business without their permission and should not do so. This also includes 

individual workers, supervisors, and other people related to the company. Also 

remember that some employers may monitor your pages. Free speech rights do not 

apply to private companies’ employees, so your employer may be able to terminate 

you for social media content even if it is not directly related to the employer. 



VIOLENCE & HARASSMENT IN THE WORKPLACE 
Violence and harassment can have major consequences in the workplace, and each province 
requires employers to explain how violence and harassment are defined – what it is, and what it is 
not – and what the employer does to avoid and respond to such incidents. Employers must have a 
zero-tolerance policy for violence and harassment and take all reasonable measures to ensure staff 
and customers are not subject to, or participate in, such behaviour.  

 

WHAT IS VIOLENCE AND HARASSMENT?  

Alberta OHS defines “violence” as the “threatened, attempted or actual conduct…that causes 
or is likely to cause physical or psychological injury or harm,” and includes domestic and sexual 
violence. This includes physical violence, verbal or written threats, destroying property, and 
wielding weapons. 

 

Alberta OHS defines “harassment” as “single or repeated incidents of unwelcome or 
objectionable conduct, comment, bullying or action” by someone “who should reasonably 
know will or would cause offense or humiliation” to a person, or adversely affect that person’s 
health and safety. This includes verbal or written comments, as well as deliberate exclusion or 
mis-gendering, cyberbullying, and setting someone up to fail.  

Harassment usually involves actions around someone’s immutable characteristics under human 
rights legislation: race, ethnicity, country of origin, religion, sex, gender or gender 
identity/expression, sexual orientation, family or income status, or physical and/or mental health 
conditions. It does not involve minor disagreements or differences of opinion between 
coworkers or customers, or your supervisors performing their duties in a reasonable and fair 
manner.  

These definitions are similarly defined in BC and Saskatchewan as well. 

 

WORK ETHIC 
Work ethic is basically your attitude towards your job: 

• Are you excited and eager to do the work (or at least can pretend to be), or do you seem 
bored and don’t do anything until you’re told to?  

• How do you treat coworkers? Can you be part of a team? 

• Can you take responsibility for your decisions and actions, including mistakes? 

• How do you treat customers or the quality of your work? Do you take pride in it? 

• Do you try to improve your skills or performance, and want to do better? 

• Some basic do’s and don’ts apply to every work place: 

 *Be respectful of people and their space, belongings and privacy 

 *Be on time and always communicate if you can’t be – don’t make lateness a habit 

 *Don’t distract others or let yourself get distracted – stay on task 

 *Dress and act appropriately at all times 



HOW AM I PAID? WAGES AND COMPENSATION 
 

• You are entitled to receive legal minimum wage, or any rate and terms agreed by you 
and the employer in writing. Written agreements will usually outweigh verbal ones. 
Bonuses and wage premiums may be at your employer’s discretion and subject to 
conditions.  

• Minimum wages increase from time to time, so always know the current one in your 
province.  

• Your employer must pay you within a certain amount of time and provide you with 
a pay statement that includes your hours worked, rate of pay, the pay period, 
applicable deductions, and their payroll information. Other information that must be 
on a pay statement varies by province.  

• Tips: Your employer may choose not to accept tips from customers as a general 
policy, and therefore tips are not considered in your compensation. However, 
employers that control tip collection are required to distribute them in a way 
authorized by employment standards. This varies by province and there may be several 
acceptable methods. You should check your province’s specific rules if your employer 
is collecting tips (tip jars, tip prompts, gratuity charges, etc). 

 
• The employer has the right to choose the method of how you are paid as long as 

the method is authorized by employment standards. The employer may pay cash 
(legal currency), direct deposit, or cheque from a registered financial institution in 
Canada and can choose the method that suits them best. All payments must be 
documented with a pay statement. We do not recommend using apps like Venmo or 
cryptocurrencies or accepting job offers that involve paying you by those methods – 
this is a common sign of scams.   

• You must provide your employer with your SIN (Social Insurance Number, available 
from Service Canada) upon accepting the job but we don’t recommend providing it 
until employment is confirmed and the SIN number can be verified in person. 

 
• You must provide your employer with a valid mailing address for tax forms and 

cheque payments; and valid banking/direct deposit information if the employer agrees 
to paying you by direct deposit. If you may be moving in the near future, we recommend 
choosing a trusted family member or friend who will accept mail on your behalf and be 
able to contact you. 

 

• Your employer cannot charge you for uniforms, damaged or stolen property, or 
deduct till shortages from your wages. Other business costs that can or cannot be 
deducted vary by province. However, employers may still take legal action or press 
charges for theft or other illegal activity. 

 



• Your employer must apply tax, CPP and EI to your wages whenever you work 
more than 7 days for a single employer. If you are under 18, you will not have CPP 
deducted. 

• Your employer will send you a T4 by mail or email by February 28 of the following 
year so you can file a tax return. You will NOT receive a T4 and do not need to file a 
tax return if your pay statement does not include any tax, CPP or EI deductions. 
Note: If you are under 18 and not a post-secondary student, a tax return is probably 
unnecessary even if deductions were taken.  

 
• Generally, you are not entitled to be paid for your commuting time or costs (such 

as transit, parking, or vehicle costs), unless asked to purchase or transport an item or 
another worker. 

• Always keep your own record of your hours worked – if you think your employer 
made an error, you can approach them with your copy to compare to their records. 
Also, keep your T4s and pay statements for 6 years for tax purposes and obtaining 
loans.  

• Know your rights and who to contact: Governments are the most credible and up-to-
date sources on a worker’s rights and responsibilities. They have special agencies and 
free contact numbers to help you know your rights and whether your employer is in 
compliance with employment standards, and their health and safety obligations. The 
page below explains these different agencies and provides contact links. Treat other 
advice from family, friends, online pages and social media carefully and always verify 
with a credible government source.  

• Don’t fall for scams: Service Canada will never contact you about your wages unless 
you have filed an EI claim. The Canada Revenue Agency (CRA) will only contact you by 
mail unless you have opened an online MyCRA account. The CRA will NEVER accept 
payment in gift cards, cryptocurrency, or anything other than a cheque or direct payment 
issued by a recognized financial institution (and neither will your bank). 

 

 



Who Do I Contact if I Have a Question or Concern? 
Below are the main agencies and responsibilities: 
 
• Service Canada is responsible for Social Insurance Numbers (SINs) and Records of 

Employment (ROEs) for making EI (Employment Insurance) claims; 
 
• Canada Revenue Agency (CRA) is responsible for income tax and payroll deductions (CPP 

Canada Pension Plan and EI), and receives your T4 and tax return; 
 
• Employment Standards are departments within a province’s Labour or Employment ministry. 

They determine the regulations around minimum wages, rates of pay, vacation time, paid leave, 
hours of rest, statutory holidays, rules around young workers, and specific industries. 

 
 In Alberta: Alberta Labour & Immigration 

• https://www.alberta.ca/labour-and-immigration.aspx 
 In Saskatchewan: Saskatchewan Labour Relations & Workplace Safety 

• https://www.saskatchewan.ca/government/government-structure/ministries/labour-
relations- and-workplace-safety 

 In BC: BC Ministry of Labour 
• https://www2.gov.bc.ca/gov/content/governments/organizational-

structure/ministries- organizations/ministries/labour 
 
• Occupational Health & Safety (OHS) departments are usually within a province’s Labour 

ministry or Workers Compensation Board. OHS determines the regulations and codes 
employers and workers must follow regarding workplace safety, training, hazard assessment 
and controls, emergency procedures, and workers’ rights to a safe work place. OHS also 
determine rules for young workers. 

 
 In Alberta: Alberta Labour & Immigration – Occupational Health & Safety 

• https://www.alberta.ca/occupational-health-safety.aspx 
 In Saskatchewan: SK Labour Relations & Workplace Safety - OHS 

• https://www.saskatchewan.ca/business/safety-in-the-workplace 
 In BC: BC Ministry of Labour – Occupational Health & Safety 

• https://www2.gov.bc.ca/gov/content/employment-business/employers/employers-
advisers- office/ohs 

 
• Workers’ Compensation Board is a provincial agency that is usually a public insurance 

agency related to OHS but independent from the government ministry. WCB is intended to 
assist workers who are injured on the job and need to make a claim for lost income and/or 
medical expenses. 

 
 In Alberta: Worker’s Compensation Board of Alberta   https://www.wcb.ab.ca/ 
 In Saskatchewan: Saskatchewan WCB / Office of the Worker’s Advocate 

• https://www.saskatchewan.ca/business/safety-in-the-workplace/assistance-for-wcb-
claims- and-appeals 

• In BC: Worksafe BC    https://www.worksafebc.com/ 
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https://www.saskatchewan.ca/government/government-structure/ministries/labour-relations-and-workplace-safety
https://www.saskatchewan.ca/government/government-structure/ministries/labour-relations-and-workplace-safety
https://www.saskatchewan.ca/government/government-structure/ministries/labour-relations-and-workplace-safety
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/labour
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/labour
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https://www.saskatchewan.ca/business/safety-in-the-workplace/assistance-for-wcb-claims-and-appeals
https://www.saskatchewan.ca/business/safety-in-the-workplace/assistance-for-wcb-claims-and-appeals
https://www.worksafebc.com/


Other Tips – How Can I Stand Out and Succeed as a Worker? 
 

• Communicate for yourself. Employers will answer your parents’ questions about 
standards and safety and other serious concerns, but it is not good practice for parents to 
be constantly involved in your work or the hiring process. They should not complete or 
submit applications, resumes and other documents for you, or attend interviews with 
you. Your employer is hiring you, not your parents. This also goes for friends or others 
communicating on your behalf – an introduction is OK, but take over after that. 

• Always respond when an employer or potential employer contacts you. Check email 
regularly. Never communicate through social media (public or private message) unless 
that is how the employer prefers to be contacted.  

• Start – and finish – with details. Make sure your documents are error- proof and use 
proper grammar, punctuation and spelling. On the job, look over everything you do. Never 
send documents without a message or introduction of yourself.  

• Keep your public profile positive, “clean” and interesting. Keep not-so-nice things to 
yourself. Potential employers will judge your character and what kind of fit you’d be. 

• Ask questions and show curiosity about your job – you’ll learn a wealth of knowledge 
and will have a better understanding of your own career path. 

• Be honest. If you try to fake skills or experience, your supervisors will know it and you could 
potentially put others at risk. 

• Own your mistakes – and it’s okay to make them. No one needs to be perfect all the time – 
just admit it happened, apologize, ask how you can avoid it in the future if you don’t know, 
and make sure you don’t do it again. 

• Show up in person as much as you can, be personable and able to make conversation – 
this will leave a much more lasting impression than an email, video chat or text. “Soft” skills 
like these are more important to be competitive against AI.  

• Never burn a bridge – it’s a small world and you never know who you might end up working 
with – or for – in the future. Don’t ghost or “quiet quit” a job. 

• Understand that it’s “work” for a reason – great jobs will have plenty of negatives, and no 
matter what job you have, there are things you can find to enjoy about it. This will make you a 
better worker through a company’s ups and downs, and more resilient and able to cope with 
life’s challenges generally. 

• Feel free to ask for help – mentorship is key to long-term success and most people are happy 
to help if you have a question or want to know more about something. Reach out to us if you 
ever have any questions or need advice.



 

Working in summer 
OHS information for employers and workers 

 
 

This resource provides information for employers and 
workers about health and safety when working during the 
summer months. 

 

KEY INFORMATION 
• Employers have an obligation to ensure the health and 

safety of workers. 
• Being ready for summer conditions means being aware of 

hazards and being prepared. 
 
 

Alberta’s unpredictable weather creates many hazardous 
conditions. Under Alberta’s occupational health and safety 
(OHS) legislation, employers must do everything that is 
reasonably practicable to protect the health and safety of 
workers and others at the work site. 

 
Workers also have an obligation to take reasonable care to 
protect the health and safety of themselves and others at 
and around the work site. 

This bulletin outlines some common summer hazards and 
ways to address those hazards; however, there may be 
additional requirements related to your work site or the type 
of work you do. 

As summer approaches, review your hazard assessment to 
help identify any additional seasonal hazards. Ensure all 
hazards are identified and all identified hazards are 
addressed. 

• Employers must provide adequate first aid measures at 
the work site. Ensure first aiders at the work site receive 
proper training. 

 
Extreme heat 
Summer temperatures in Alberta can exceed 30°C. Early 
signs of heat stress include muscle cramps, dehydration, 
headache and dizziness. Examples of controls include: 

• Work indoors in controlled-temperature environments 
whenever possible. 

• Establish a cooling station. 
• Educate workers on the signs of heat stress. 
• Make sure plenty of cool water is available at the work 

site. The Canadian Centre for Occupational Health and 

 
 
 
 
 
 
 
 
 

 
Safety recommends workers should drink about 250 ml of 
water (about the size of a small coffee mug) every 15 to 
20 minutes to stay hydrated when working in extreme 
heat, even if they do not feel thirsty. 

• Change the timing of work so work is done in shade or in 
cooler morning hours. 

• Use a work-rest schedule – where rest is in a cool place – 
to control the amount of time workers are exposed to the 
heat. 

• Be aware that personal protective equipment (PPE), 
including face masks, can intensify hot conditions. 
- Employers should consider engineering and 

administrative controls that can protect workers from 
work site hazards without increasing heat exposure. 

 
These are potential considerations for employers. Employers 
need to use a qualified person to conduct hazard 
assessments and implement hazard controls, which may 
include other measures than those stated above. If one 
person is showing signs of heat stress, assume that other 
workers may also be affected. Workers should report to a 
cool area and be assessed individually before work 
continues. 

 
See Best practice – Working safely in the heat and cold for 
more information on the health risks of working in hot 
weather conditions. 
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Alberta’s OHS Act, section 3(1) states: 

 
Every employer shall ensure, as far as it is 
reasonably practicable for the employer to do so, 

the health, safety and welfare of 
workers engaged in the work of that 
employer, 
those workers not engaged in the work of 
that employer but present at the work site at 
which that work is being carried out, and 
other persons at or in the vicinity of the work 
site whose health and safety may be 
materially affected by identifiable and 
controllable hazards originating from the 
work site 

https://ohs-pubstore.labour.alberta.ca/gs006
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Sun exposure 
Sunburn can occur even on cloudy days. Long-term 
exposure to the ultra-violet (UV) radiation from sunlight can 
increase the risk of developing skin cancer. To protect 
themselves from the sun and dangerous UV rays, workers 
should: 

• Work inside when possible. 
• Coordinate work to maximize time in shaded areas (for 

example, work on the west side of a building in the 
morning and east side in the afternoon). 

• Wear protective clothing, including hats, sunglasses and 
light, long-sleeved shirts. 

• Use a sunscreen with SPF 15 or higher that has both UVA 
and UVB protection. 

 
Summer storms 
Summer storms can come up suddenly and bring hazards 
including high winds, heavy rain, hail, lightning and 
tornadoes. Consider developing a summer storm procedure 
as a proactive measure: 

• Monitor the weather and have a safety plan in place 
before the storm hits. 

• Establish stop-work and seek-shelter parameters. 
• Secure items that could get blown around in the wind, for 

example scaffolding or roofing materials. 
• Stay away from windows and skylights. 

 
Insects 
Mosquitoes, ticks and stinging insects can cause health 
effects ranging from simple skin irritation to severe allergic 
reactions or disease transmission. 

To protect from insects: 

• Wear long-sleeved shirts that are close-fitting around the 
wrists, long pants that can be tucked into socks or boots, 
hats, and closed-toed shoes. 

• Wear light colours like beige or khaki. Avoid bright colours 
as they can attract insects. 

• Avoid using colognes, perfumes, scented soaps or 
deodorants. 

 
Use insect repellants to protect against tick and mosquito 
bites. Read about insect repellant use and safety on Health 
Canada’s website. 

 
Mosquitoes 

Some examples of controls to protect workers include: 

• Eliminate standing water, such as puddles, or containers 
full of water from the work site, as these provide breeding 

grounds for mosquitoes. 
• Avoid working near standing water when mosquitoes are 

most active. 
• Avoid working outdoors at dawn and dusk when 

mosquitoes are most active. 
• Use DEET or icaridin-based products to protect from 

mosquito bites. 
• Wear long-sleeved shirts and long pants to protect from 

mosquito bites. 

 
Ticks 

Some examples of controls to protect workers include: 

• Use DEET or icaridin-based products to protect from tick 
bites. 

• After working outdoors, check skin and clothing. 
• Wash clothes and dry them in a hot dryer to kill any ticks. 
• Shower within two hours of working outdoors. 
• Remove ticks as soon as you notice them. 

 
Stinging insects 

Some examples of controls to protect workers include: 

• Keep work areas clean. Wasps are attracted to garbage 
and food. 

• Do not swat at stinging insects, as they usually only sting if 
provoked. It is best to remain calm and slowly walk away 
or allow the insect to fly away. 

• If attacked by a swarm, cover your face with your hands 
and run from the area – preferably indoors. 

• If a stinging insect is inside your vehicle, stop the vehicle 
and open the windows. 

• Workers who are allergic to stings should carry an 
epinephrine pen and wear a medical alert bracelet. 

• Tie back long hair to keep insects from getting entangled 
in it. 

• Note that insect repellants do not protect against stinging 
insects. 

 
Chemical exposure 
Pesticides, fertilizers, cleaning and painting chemicals are 
commonly used when working in summer and are 
considered hazardous materials. 

When using hazardous materials in the workplace, follow 
WHMIS requirements. To learn about WHMIS requirements 
read WHMIS 2015 information for employers and WHMIS 
2015 information for workers. Refer to the safety data sheet 
(SDS) for the appropriate PPE to use with a specific cleaner 
or disinfectant. 

For chemicals that do not have an SDS, including consumer 
products, employers must still provide training on health 
effects, safe work procedures, safe use, PPE and storage. 
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It is important that workers be trained on how to select and 
use the PPE needed with hazardous materials. PPE may 
include gloves, safety glasses, gowns and face shields. 

 
Wildfire and smoke 
Smoke from wildfires is common during the summer in 
Alberta. Smoky air can be a health hazard for those working 
outdoors. 

If working in smoke can’t be avoided: 
 

• Provide cool, ventilated and smoke-free break areas. 
• Monitor public health warnings. 
• Reduce physical activity levels to decrease the amount of 

smoke inhaled. 
• Ensure workers stay hydrated and keep their nose and 

mouth moist. 
• Educate workers to recognize signs and symptoms of 

smoke exposure. 
• Provide the necessary respiratory equipment and 

instruction in accordance with Part 18 of the Alberta OHS 
Code. 

 
Learn more about wildfire smoke as a workplace hazard in 
Wildfire smoke. 

 
 

For more information 

Canadian Centre for Occupational Health and Safety – 
Heat and hydration 
ccohs.ca/newsletters/hsreport/issues/2012/05/ezine.html 

Contact us 
OHS Contact Centre 
Anywhere in Alberta 
• 1-866-415-8690 
Edmonton and surrounding area 
• 780-415-8690 
Deaf or hard of hearing (TTY) 
• 1-800-232-7215 (Alberta) 
• 780-427-9999 (Edmonton) 

 
Notify OHS of health and safety concerns 
alberta.ca/file-complaint-online.aspx 

 

Report a workplace incident to OHS 
alberta.ca/ohs-complaints-incidents.aspx 

 
Website 
alberta.ca/ohs 

 
Get copies of the OHS Act, 
Regulation and Code 
Alberta Queen’s Printer 
qp.gov.ab.ca 

 
OHS 
alberta.ca/ohs-act-regulation-code.aspx 

 
Wildfire smoke (FI007) 
ohs-pubstore.labour.alberta.ca/fi007 

 
Working Safely in the Heat and Cold – Best Practice 
(GS006) 
ohs-pubstore.labour.alberta.ca/gs006 

 
WHMIS 2015 information for employers (CH008) 
ohs-pubstore.labour.alberta.ca/ch008 

WHMIS 2015 information for workers (CH007) 
ohs-pubstore.labour.alberta.ca/ch007 
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The Crown, its agents, employees or contractors will not be liable to you for any damages, direct or indirect, arising out of your use of the information contained in this material. If in doubt with respect to any information 
contained within this material, or for confirmation of legal requirements, please refer to the current edition of the Occupational Health and Safety Act and its regulations or other applicable legislation. Further, if there is any 
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Call the OHS Contact Centre if you have concerns that 
involve immediate danger to a person on a work site. 
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