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Plan performance reviews
and clinic goals for the year

Review job descriptions
and update if needed

Update office policies, procedures,

Human Resources Checklist

Annual Business Checkup

N

N

Review staffing needs and impacts of any
potential changes in the coming year

Create and update employee
succession plans

and staff training documents

Update contact lists for
staff and vendors

!

N

Prepare required payroll
documents (T4 slips, etc.)

Review updates to Employment
Standards



https://www.doctorsofbc.ca/managing-your-practice/business-pathways/managing-your-office/human-resources-toolkit
https://www.doctorsofbc.ca/sites/default/files/bp_assessingstaffingneeds.pdf
https://www.doctorsofbc.ca/sites/default/files/bp_samplejobdescriptions.pdf
https://www.doctorsofbc.ca/sites/default/files/bp_sampleofficepolicies.docx?m
https://www.doctorsofbc.ca/sites/default/files/bp_officeprocedurestemplate_fillable_0.pdf
https://www.doctorsofbc.ca/sites/default/files/bp_trainingplan.pdf
https://www.doctorsofbc.ca/sites/default/files/bp_staffcontactcommplan_fillable.pdf
https://www.doctorsofbc.ca/sites/default/files/bp_employeesuccessionplantemplate.docx
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/completing-filing-information-returns.html
https://www2.gov.bc.ca/gov/content/employment-business/employment-standards-advice/employment-standards/forms-resources/igm/updates
https://www2.gov.bc.ca/gov/content/employment-business/employment-standards-advice/employment-standards/forms-resources/igm/updates

