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Congratulations!

You’re doing it. You’re moving forward—and while I’m sure there have been 
challenges, you’re looking to grow and scale your business. If you haven’t 
checked out our handbook on starting your business, give it a look before you 
dig into the Entrepreneur’s Growth Guide Series. The handbook might have 
some valuable tips and ideas you haven’t considered yet.

To  help you move even further forward, we’ve created this collection of four 
growth guides. (There was too much good advice to be contained in just one.) 
While we included some of the same material at the beginning of each guide 
in the series, this one—the HR guide—is focused on walking you through the 
different ways you can expand and scale your human resources. Basically, we 
want to do two things: help you make the most of the talent and experience 
you already have within your company, and recruit the ambitious and creative 
people you need to meet your goals as your business expands. So if this isn’t 
the first of the growth guides you’ve read, skip on ahead to page 15 to dive into 
HR-related advice.

No guide for entrepreneurs can contain every last piece of useful information—
things change too quickly in your world for that—but we’re  confident that 

Dear Albertan 
entrepreneur,

https://read.atb.com/starting-a-business/atb-entrepreneurs-guide-to-starting-a-business
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this guide will help you start thinking about which form of human resources 
expansion is right for your business. 

Throughout each guide you’ll find thoughts from leading ATB experts, as well 
as “had I only known” advice from your fellow entrepreneurs (plus some great 
practices that did work for them). We know you’ll be inspired. There are also 
hand-picked resources at the end of each section, so if you want to dive deeper 
into a topic you can easily get started. The best entrepreneurs are the ones 
who never stop learning and see the chance to learn everywhere.

Our goal is to make banking work for people—people just like you. We 
celebrate your courage and enthusiasm. And we want you to know you’re 
not alone. If you have ideas, concerns, or questions about your business 
or this guide, we’re always here to listen. Our dedicated team for helping 
entrepreneurs can be reached at atbbusiness@atb.com.

Before we dive specifically into HR expansion, let’s chat more generally about 
growth and if you’re ready to take this on in your business.

- Your friends at ATB

mailto:atbbusiness%40atb.com?subject=
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People
Okay let’s start talking about: 

When we’re talking about growing and scaling human resources, 
this could mean a few things for your business:
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Are you ready to grow 
your business?
When Anton Bellot—senior manager of entrepreneurship at ATB—isn’t visiting a 
client’s business, monitoring his portfolio or working on loan deals, he’s brainstorming 
ways to take his clients to the next level. Through creative ideas and a strong 
understanding of the banking system, he helps Albertan businesses expand 
and scale. Here are the top things he looks for when deciding if a client is ready to grow:

1. Current financial state
What do your business financials currently look 
like? Having a few years of positive cash flow under 
your belt is a great place to start.

2. Type of growth
What type of growth are you thinking about and 
why? Opening a second location is what most 
people say they want to do, but there are many 
different ways to grow. Some of these ways 
include: diversifying product or service offering, 
increasing staff, expanding the current location, 
launching or expanding e-commerce.

3. Sales cycle & cash flow
Do you have the cash flow to sustain your  
planned expansion? For example, if you want  
to grow your sales team, it’s important to know 
that you have enough cash to pay for their salaries, 
commissions, bonuses, benefits, onboarding, 
training and other expenses you will incur to 

4. Market demand
Where is your need for expansion coming from? 
If it’s ego, check that at the door. A better placeto 
start is with your clients. Are they telling you 
that they shop elsewhere because you don’t 
carry certain products, or because your current 
location is too far away? Or maybe they need more 
customer support from your sales team. This kind 
of feedback is a key indicator of lost revenue and 
this is when growth might make sense. Take Sears 
or Blockbuster, for example. Both companies might 
still be around today if they had only listened to 
their customers and expanded to include more 
digital offerings. 

attract top talent. While budgeting for your staff 
increase—or any other type of expansion—you 
need to determine whether or not the expenses 
and payments you will incur will negatively affect 
your cash flow and current financials. If your 
operational costs are already tight as it is, bringing 
new team members on board will most likely be 
unsustainable for your business. 
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The downside of opening a second (or third or fourth) location is that 
if one folds, your banker becomes immediately concerned about your 
other locations. Do those other locations have the same business model 
as the  business that closed? Or have you looked to make changes in 
the business model? Anton would treat one closure as a potential red 
flag about the rest of your business and would sit down with you at your 
location to discuss strategies to grow and pivot to stay relevant in your 
industry. Maintaining your banker’s confidence is an  important factor to 
consider when you’re looking at how you want to grow and scale. 

If, after reading this, you think  you’re ready to look at growth options 
(and the financing to make your dreams reality), reach out to your 
manager of entrepreneurship or email the digital business banking team 
at atbbusiness@atb.com. They would love to help you out. If you’ve 
applied for a loan before, the process will be quite similar. Your banker 
will want to see all your financials, find out who’s involved in the running 
of your business, and take a look at how you plan to pay the loan back. 

5. Flexibility
You might already have your heart set on one 
specific business expansion method. And while it’s 
important to conduct research to narrow down the 
most viable expansion options for your business, 
it’s equally important to remain open minded. 

Advisors, lenders, mentors and investors want to 
see—more so than you being correct—that you 
want to do the right thing for your business, which 
will demonstrate that you’re invested in its success.

mailto:atbbusiness%40atb.com?subject=
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Starting a business is super hard—but you’ve already done that. You’ve gone where 
many choose not to go and now you want to venture where even fewer dare. 
Growth is stressful and challenging, but also exciting and rewarding. As with anything 
worthwhile, it comes along with risk. Your business could fail during your growth 
stage. Which is why we want to do what we can to help you prepare for the worst—
and see that failure doesn’t necessarily mean the end.

1. Learn to be flexible
Your customers should mold your business—and 
that may mean that it doesn’t end up looking 
like your original idea. If you’re too attached to 
your concept, you might fail due to your own 
stubbornness. Leave room for your vision to 
change and grow!

2. Find out if your failure is 
something you can control
For example, demand isn’t something you  
control, but the way you frame your product is.  
If no one wants what you’re selling, it probably  
isn’t worth selling. But if you just need to tweak 
your product or service description, or slightly 
modify your offering, these are ways to test  
your entrepreneurial creativity as you figure  
out how to pivot and evolve.

3. Learn from your mistakes
Try not to be too hard on yourself! As long as 
you’re learning and growing, there’s no need to 
hold on to your regrets. A great entrepreneur 
can be successful with a bad idea but a negative 
entrepreneur can kill a great idea. 

4. Fail fast
This is a popular idea in the entrepreneurial 
world—that you want to find out what doesn’t work 
as quickly as possible, whether that applies to big 
or small aspects of your business. Passion can be a 
great motivator, but it’s also important to be able to 
evaluate your business efficiently and objectively. 

Here are a few tips on how you can “fail upwards” 
and grow from your experience:

Whether it’s learning to be flexible, learning from 
mistakes, or learning to deal with failure in general, 
as an entrepreneur it’s important to accept dealing 
with shortcomings, accidents and misjudgements 
as part of the job. But that doesn’t mean you 
can’t see failure as an opportunity. So take what 
experience you can, and make a strong comeback!

Risk & failure
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“Self care allows you to give the world the best of you, not what’s left 
of you.”
- Katie Reed

Let’s be honest: as an entrepreneur, life can end up looking like a bowl of spaghetti, 
with your business and personal life all mixed together. It’s messy, and that mess 
affects your relationships, mental health—your whole life, really. So if shit’s hitting  
the fan, or you feel like giving up, or you’re just wondering if you’re ever going to have 
a day off, these ten tips on mental health care are for you.

Review & prioritize your life
The business can’t live without you—but trust us, 
you can live without the business. It’s important to 
take time to review and prioritize everything in your 
life so you know where to spend your energy.

For example, if walking your dog at 4pm everyday 
is important and restorative to you, schedule your 
last meeting to end at 3pm so you can get that 
quality time with your pup. This may seem trivial, 
but consistently missing out on something you 
value will cause guilt-related stress to build up  
in your subconscious.

Defining your priorities can also give you some 
perspective on the business. Ask yourself, Why  
did I start it originally? Is that purpose being 
fulfilled? Is it bringing me joy? If not, then it may  
be time to make a bigger change.

If your business is your only source of income,  
you could try taking the pressure off by adding  
a second, less responsibility-intensive job, like  
being a barista at your favorite coffee shop. There 
are also a growing number of jobs that allow you  
to set your own hours and work from home, 
giving you the flexibility and independence of 
entrepreneurship with less pressure, plus a larger 
salary and benefits.

Self care & mental 
health
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Develop a routine
Once you know what you care about and what 
you need to do, you can start creating a routine 
that allows you to feel balanced. This could 
include anything from meditation to (prescribed!) 
medication. The key here is to not only plan  
a routine but stick to it. Structuring your day will 
help you quell anxiety about fitting everything in. 
And taking time for activities that rejuvenate you 
gives you more resilience when challenges come 
up, and will have substantial long-term effects  
on your mental health.

Build a support network—and 
lean on it
Probably the only thing that’s harder than being  
an entrepreneur is asking for help. Realizing 
that you don’t have it all figured outmay feel like 
weakness or failure, but that’s so far from true. 
Failure is usually the best teacher, and no one, 
not even the most fearless entrepreneur, can go 
through life’s journey alone.

You can gain so much knowledge and support 
when you engage with a community of others 
who’ve also tried, failed and learned to keep going. 
It’s amazing what you can face when you’re not 
alone. Consider enlisting a partner, advisor or 
mentor—or joining a mastermind group to help 
you work through challenges and share your stress 
with more people to lighten the load.

The ATB Entrepreneur Centres are a great place to 
start if you’re not sure how to build your network. 
They offer free events and workshops, giving you 
opportunities to meet other entrepreneurs and 
learn from industry experts.

Seek professional help
If you’re struggling with your health in any way 
(mental, physical or spiritual), don’t hesitate to 
reach out for help and any resources available  
to you. There’s absolutely no shame in asking  
for help when you need it.

Speaking with a trusted friend or clinician, 
engaging in therapy, or even getting a medication 
prescription might be exactly what you need  
to get back on track when things feel like they’re  
off the rails.

There’s often stigma around going to a 
psychological professional—the unspoken 
assumption that this kind of help is only for  
“crazy people”. But that’s a lie that needs to end. 
A certified professional is trained to help you with 
whatever you’re going through, and to equip you 
with the skills to become your healthiest self.  
That’s something we could all benefit from.

If you don’t have medical coverage for mental 
health services, not to worry. The Canadian 
Mental Health Association can connect you with 
free psychological counselling, peer support and 
wellness programs.

While having your work tribe around you is 
necessary, it’s just as important to develop a 
support system outside of work with friends and 
family. As simple as it sounds, grabbing a coffee 
with a friend and talking about something besides 
business can give your mind the break it needs.

https://atbentrepreneurcentre.com/
https://cmha.ca/
https://cmha.ca/
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Be kind to yourself and practice 
gratitude
This isn’t just a catch phrase for yogis—choosing 
to direct your thoughts allows you to regain 
control over your mind and reframe your outlook. 
Oprah suggests writing down three things that 
you’re grateful for at the end of every day. On the 
days that it’s hard to think of three, write down 
five—those are the days you need  to remember 
them most. These lists can alter your thinking to 
make room for hope, and the recognition that not 
everything is as bad as it seems.

Rethink and review your phone 
behavior
Being “on” all the time is draining for even  
the most extroverted extroverts. Give yourself  
a break to reflect on your phone behavior. There 
are a few simple things that you can do to reduce 
your stress immediately, like:

Filter your problems
Take time to assess challenges and problems as 
they arise, instead of reacting in the moment. 
Using a filter—a series of criteria and questions 
like those below—is a simple and effective way 
of honouring your entrepreneurial mind and its 
ability to troubleshoot. As you probably know from 
experience, problems left ignored lead to a sense 
of being overwhelmed.

List the problems that have been stealing your joy 
and sleep, and try putting them through this filter:

A. Acknowledge the problem.

B. Show yourself compassion.

C. Ask yourself, “What’s the worst-case scenario?” 
(It’s probably not as bad as you think.)

D. Ask yourself, “Is my action required?”  
If not, let it go!

E. If action is required, look at possible solutions 
that honour your values and priorities.

F. Decide what you want to do about it.• Turning off your email push notifications

• Deleting your social media apps, or moving  
them off of your home screen 

• Setting aside dedicated time to deal with  
emails and messages

• Using your phone’s “do not disturb” feature  
on weekends, in the evening and at night

• Avoiding platforms and sites that increase your 
anxiety or foster a sense of powerlessness, 
anger or inadequacy

Share your struggle
Feeling down or stressed once in a while is totally 
normal. But if you’re waking up every morning 
with knots in your stomach, or feeling emotionally 
empty for days on end, the last thing you should 
do is stay quiet. Share your struggle with your safe 
people, and you may be surprised to find out that 
you’re not alone. No matter how perfect the lives 
of the people around you seem, we’re really all 
struggling and can relate to each other in that.
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Press pause
It’s pretty hard to distinguish business and life for 
an entrepreneur, which means you never really 
have a spare moment. That’s exactly why it’s so 
important to create those moments by stopping, 
reflecting and being honest with yourself.

We all have intuitions, so listen to them! Are you 
finding joy in the everyday? What do you need to 
do to rebalance? Is it the right time for you to be 
working on a certain part of your business?

It’s 100% okay to put the brakes on. And besides, 
some of the biggest epiphanies come when you 
take a break from being busy (or when you’re in 
the shower). So, whether it’s taking a few months 
off work, going on vacation or getting a massage, 
do whatever you need to do to step back and take 
care of yourself.

Have fun everyday
Remember the last time you had a really good 
laugh? We’re talking the almost-pee-your-pants 
kind of laughing. Now, how did you feel in that 
moment? Probably incredible. When you choose to 
seek out fun, it not only dramatically improves your 
mood in the moment, but it elevates everyone and 
everything around you.

Go looking for fun and create opportunities for joy 
in your life. Why not play hookey one day this week 
and do something that you’ve wanted to do for ages 
but haven’t given yourself time for? We dare you.

We hope this advice is helpful as you aim to 
prioritize your mental health. But know that when 
the low points come, there’s a whole community of 
entrepreneurs, family, friends and coworkers who’ve 
experienced struggles too and are rooting for you. 
Your tribe is there to help, so you’re never alone.

If you’re feeling completely overwhelmed and  
feel like you need extra support, don’t minimize 
how you’re feeling. Call the mental health helpline 
at 1-877-303-2642 to get the resources you need  
to be your healthiest self.

Resources

Why a mental health break can make a world of different (Work Nicer blog)

Canadian Mental Health Association

Headspace app

By acknowledging that the struggle is real, you 
create an environment of honesty in your work 
culture and circle of influence. You’d be amazed at 
how much that can inspire and encourage others 
to be authentic and vulnerable.

https://www.linkedin.com/pulse/why-mental-health-leave-can-make-world-difference-verrelli/
https://cmha.ca/
https://www.headspace.com/headspace-meditation-app
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When you’re growing a business, it can seem like there are so many 
things you should be doing. In the flurry of all the latest business trends 
and hacks it can be hard to see how your efforts are getting you closer 
to where you want to go. Not to mention the endless Google searches 
that turn up generic information lacking practical advice and tools. It’s no 
surprise if you’re left feeling overwhelmed. So, where do you begin?

Knowing how to prioritize is the key to beating burnout
According to Neville Chamberlain—business 
coach, founder of entrepreneurial how-to 
website Britewrx, and advisor for ATB X business 
accelerator—entrepreneurs could actually be doing 
less, not more, to grow their business.

“Overwhelm is the result of entrepreneurs 
trying to do too many things at once and not  
doing any of them particularly well.”  (Don’t we  
all know that feeling!)

This is where the Tornado Method comes in. It’s a 
framework to build and grow a business that any 

entrepreneur can use at any stage. How do you 
know if it’s right for you? Well, unless you have a 
complete management team responsible for each 
area of your business, then you can probably make 
your life easier with this framework. 

“The underlying principle is that if you have a 
hundred balls in the air like most entrepreneurs, 
knowing which issue to address, and when, is key. 
You also need to know how each piece affects the 
other. The Tornado Method is like a set of buckets 
to put those balls in and it helps you prioritize and 
decide what to focus on now.” 

Getting started: do 
less, not more

https://britewrx.com/
https://www.atb.com/business/experts/Pages/ATB-X-Accelerator.aspx
https://www.atb.com/business/experts/Pages/ATB-X-Accelerator.aspx
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The building blocks of your 
business
The middle layer of the Tornado Method helps you 
distinguish between what you need to do every 
day (like taking care of your Revenue Engine) and 
the fundamental building blocks that support 
your business. These include your business model 
(where you can use other tools like the Lean 
Canvas), your brand and your product ladder. 

It’s all about revenue, revenue, 
revenue
The top layer of the Tornado Method framework is 
called the Revenue Engine—essentially it’s how you 
make money. It also helps you distinguish between 
different stages of your customers’ buying cycle. 

While many entrepreneurs get caught up in thinking 
that just doing “more marketing will solve their 
problems,” the Tornado Method demonstrates  
that you need to do well in all five areas of 
positioning your product—marketing, lead 
nurturing, sales, delivery and follow up —in order  
to have sustainable revenue in your business. 

Lead NurturingMarketing Sales Delivery Follow-up

Admin & Money Management

Am I generating 
enough of the right 

kind of leads?

Are enough of 
them expressing an 

interest?

Do enough of them 
eventually buy?

Am I delivering 
flawlessly every time?

Are they delighted, 
and do they come 

back for more?

Do I know where my money is, and is my admin up to date?

Business Model Brand Product Ladder

Corporate & Legal

Do I consistently present a kick-ass 
brand to the world?

Is it easy to buy the first time, build 
trust and come back for more?

Is my business model clearly 
defined and validated?

Do I have the right structure for where I am and where I want to go?

Team, Culture, and Personal Effectiveness
Am I (and my team) getting the right stuff done without 

losing what makes life worth living?

The Tornado Method Framework by Britewrx

https://www.atb.com/business/good-advice/business-resources/
https://www.atb.com/business/good-advice/business-resources/
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Getting stuff done
You can make the best strategies and plans, but 
your strength comes from how you execute with 
your team. That’s where the bottom layer of Team, 
Culture and Personal Effectiveness comes in.

“This is one area that interestingly enough I see  
most entrepreneurs struggle with. This is where  
the overwhelm manifests itself.” — Chamberlain

The key to dealing with that feeling of being 
overwhelmed is to communicate and work 
effectively with your people. Whether you have  
one business partner or a whole staff, learning  
to delegate to, rely on, support and receive  
support from your team is a huge part of  
running a successful business.

Wait, what about my business 
plan?
If you have a business plan that covers some of 
those categories, could that be a substitute?

While a business plan tells you what you aim 
to do, and your goals, it’s not a model for actually 
running your business. The Tornado Method 
gives you a system for building and growing your 
business. For example, if you want to double 
your revenue in the next year, you need to figure 
out what that means for your marketing, lead 
nurturing, sales, etc. Because the Tornado  
Method is visual it gives an overview of where  
the bottlenecks are now and what you need to 
improve to get where you want to go.

You want to revisit your business plan every couple 
of years or so, but the Tornado Method is a tool 
you can use regularly to track your business. Neville 
recommends reviewing your Revenue Engine on a 
weekly basis at least and the foundational Building 
Blocks once a month. Simply ask yourself the key 
question in each box of the framework to see 
what’s working and what needs work. 

The guide includes worksheets that you can fill in 
and walks you through an initial assessment of the 
roadblocks within your business and what to do 
about them.

Resources

Beginner’s Guide to the 
Tornado Method

https://britewrx.com/tornado-method/
https://britewrx.com/tornado-method/
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Managing your 
employees and 
their growth
ATB is such a large organization that our HR policies and best practices 
are vastly different from what a mom & pop shop can afford to do; 
unlike most smaller companies, we’re able to create our own rules and 
enforce them. But it’s important to keep in mind that all businesses—no 
matter how big they are—need to follow the Alberta labour laws. These 
laws should be your first and most carefully adhered-to resource when 
you start developing your own HR guidelines and best practices. The 
suggestions below are based on a whole lot of experience in human 
resources, but they do not have legal backing (as the provincial labour 
laws do). 
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Finding top talent

Any business, large or small, can struggle with 
finding and securing top talent. Without a top-
notch team, your company won’t be nearly as 
successful as it could be. It’s important to attract 
the cream of the crop in whatever industry you’re 
working in—and, once you’ve got their attention, 
keep them engaged. Start by building a culture 
and brand that your existing employees are proud 
of and excited to participate in. Once your team 
members start talking about why they love working 
for you, word will spread.

Evaluating performance

You should be evaluating performance all the time. 
Every time you have a one-on-one meeting with an 
employee you should be asking three questions:  

1. What are your barriers?

2. Where do you need help?

3. How can I help you remove these barriers to 
get to where you want to go?

At ATB, performance evaluation is in the hands 
of the team members. They are the ones in the 
driver’s seat in terms of how often they want to 
meet with their leader and where they want to take 
their role. The team members push themselves to 
improve their own performances and meet their 
own goals. As an entrepreneur, you could set up 
your HR practices in a similar way and empower 
your employees to be in charge of their own 
growth. When team members feel in control of 
their futures, they tend to be more engaged.

The key to evaluation is documentation. No matter 
what this looks like (a yearly formal evaluation 
or something more regular and less formal), you 
should be making notes for future reference 
and holding both your employee and yourself 
accountable to them. Again, empower your 
employees to run these meetings and come to the 
table with an overview of what they’re working on, 
what they want to work on, where they want to go 
and what they need from you as their leader to get 
there. When an employee shares their monthly 
goals with you, you need to be able to follow up 
with them. For example, “You mentioned last 
month you’re working on ABC. I noticed you didn’t 
bring that up during our conversation today. What’s 
the status on that project?”. This kind of specific 
accountability creates a results-oriented culture in 
your work environment. By tracking the goals team 
members set out to accomplish, you can easily 
evaluate their performance, while at the same time 
helping them to improve it.

Promotions

How to tell if an employee is ready for promotion 
is a challenge that every employer faces at some 
point. With quantified roles, you can easily see 
when someone is hitting or exceeding their 
targets, which means you will generally know when 
they’re ready to get promoted. Before you send 
them up the ladder, make sure their “soft skills” 
are in a good place as well. Promotions should 
be based on well-rounded performance, not just 
on impressive numbers.  But many roles don’t 
have quantifiable expectations. In these cases, 
it’s up to you to understand your employee’s 
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performance and recognize when someone has 
gone through a growth period (this is easier to do 
if you are documenting project accomplishments 
on an ongoing basis). Before you promote them, 
your employee should be consistently working 
at a higher level than their current role demands 
and demonstrating that they are ready for bigger 
challenges and additional responsibility.

If someone is looking for a promotion but isn’t 
ready yet, you need to be careful not to crush their 
spirits. Sometimes the easy thing is to promote 
someone anyway...but that’s not setting them up 
to succeed. If your team member has three out 
of five boxes checked but hasn’t mastered those 
remaining skills or gotten a handle on those last 
couple of areas under their jurisdiction, they 
might sink if you promote them. It can be very 
disengaging for a high-performer to be placed in 
a role they are not ready for. ALWAYS set your 
folks up for success. As a leader, it’s your job to 
manage your employee’s performance and coach 
them through their growth periods. You can do this 
by asking them to take on a challenging project, 
have a tough conversation, take a workshop, etc. 
Give them opportunities for growth so that they 
feel empowered to take control of their prospects 
within your company and beyond.

Recognition

If someone is doing really well in their job, it’s 
natural to want to give them a raise—but for a 
small business, money is often tight. Recognition 
doesn’t always have to take the form of a raise, and 
in fact other, more personal forms of recognition 
are sometimes more meaningful. Consider 

Overtime and vacation time

Encourage your employees to use up their vacation 
balances every year. You’ll have happier, better-
rested team members who are more engaged 
and better able to produce great results. Again, 
you want your staff members to be your number 
one advocates when trying to attract top talent to 
your company. By encouraging a healthy work/life 
balance, you will reap the rewards as an employer. 

Also, keep in mind that if a team member quits,  
you may have to pay them any banked vacation 
hours, which could mean a substantial amount  
of money for a small business. 

acknowledging an employee who’s gone above and 
beyond with a gift card to a restaurant they love 
or some paid vacation days. Or give them the time 
and budget to work on a passion project/resume 
builder, send them to a weekend workshop, or help 
build their personal equity in some other way. 

Promoting someone with a new title but without 
the expected financial bump is tricky. Sometimes 
the title alone makes a world of difference to your 
employee. However, if you do promote them 
without a pay increase, you’re going to have to 
answer some tough questions. Regardless of the 
salary or wage involved, you always want to be  
sure that a title fairly represents the work your 
employee is completing. If you name someone 
Chief Financial Officer and they are actually 
working as your receptionist, you lose credibility 
as a company and introduce confusion into that 
employee’s job description (and thus into their 
ability to fulfill their duties and your ability to fairly 
assess and fairly pay them).  
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Red flags

When your employee’s negative attitudes and 
behaviors are influencing other people in your 
company or on your team, it’s time to take a step 
back and look seriously at the situation.  You need 
your team to buy into your company’s mission and 
statement of values if they’re going to help you 
move the work culture forward.

If you spot the negativity right away, it might not 
escalate. Start by talking to the team member 
whose attitude is causing a problem. Tell them 
what you’ve noticed about their behavior recently 

and ask them what’s going on. You want to 
establish whether a) they are going through 
something and you can help them to turn the ship 
around, or b) they are a negative person and you 
as an employer need to decide if you can afford to 
have this person continue impacting your culture. 

At the end of the day, no matter who you are or 
what you’re selling, you need the right people in the 
right roles doing the right work. The key to success 
is to have engaged, happy people in jobs that they 
love—make that happen and your business will do 
amazing things. 



19 Finding (and keeping) the right people

Hiring & firing
Hiring

As an entrepreneur, you know first hand just how 
busy entrepreneurs can be. So, if you’re always busy, 
how do you know when to hire someone new? 

The answer is: when you’ve become too busy 
working in the business to work on it. That means  
you are spending most of your time doing admini-
strative work or you spend at least 20 hours per 
week performing ongoing tasks. Another hint that 
you are ready to hire a new full-time employee is 
that you can afford to do so! 

When to hire

If hiring someone full-time is a stretch for your 
budget, but you are swamped with admin work, 
consider these alternatives:

Whom to hire

• Remote hires. Hiring remotely will lower 
overhead costs.

• Part-time employees. You can always increase 
their hours later if your budget allows. 

• Contract workers. Contracting alleviates the 
stress of having to commit to full-time employees.

• Co-op students. This method allows you to 
hire for temporary positions while attracting 
university talent.  

The main thing to remember when hiring is to wait 
for the right person. If you haven’t been actively 
recruiting or don’t have someone in mind to fill a 
position, remember that it’s worth the wait to hold 
out for the right candidate. 

Every hire will shift the culture of your business, 
especially in the early stages. This means that 
the ideal candidate will share your values and 
vision—an essential component when building an 
intentional employer brand. 

During the hiring process, you might be able to 
tell if someone isn’t right if you detect one of the 
following red flags.

Hiring advice

• The absence of a cover letter in the application.

• Short, unexplained employment records.

• Spelling or grammar mistakes in the application. 

These red flags often demonstrate a lack  
of commitment to your business. They might 
signify that the candidate is interested in finding 
work, but not necessarily passionate about  
working in your business. 
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Once you have found the perfect person to fill 
the position, you might be excited to get them 
onboarded right away. Even if this is the case and you 
feel the candidate is someone you can trust, follow 
these steps to ensure a smooth hiring process.

Pre-hiring checklist 

1. Send a conditional offer letter. Make it clear 
that you will have to conduct the next steps 
before formalizing the offer, but continue to 
communicate with the candidate throughout 
this process. 

2. Conduct a criminal background check.  
This is standard when hiring in many industries.

3. You may want to conduct a credit check.  
This will depend on the nature of your business.

4. Carry out an informal reference check. The 
references someone provides in an application 
will consist of trusted sources. By conducting 
an informal check with other members in 
the candidate’s network, you may be able to 
discover a more holistic view of the candidate. 

5. Consult a lawyer if you feel ready to hire the 
candidate. Lawyers may be expensive, but they 
are worth it.  A lawyer will save you trouble by 
assisting with drafting confidentiality and non-
disclosure agreements, among the many other 
services they provide.

6. Make the offer letter official and prepare to 
onboard your new employee. We recommend 
including a handwritten card to welcome your 
new hire to the team. 

Make sure you have an employment agreement 
with every employee you bring on, from senior 
executives to administrative assistants. A good 

agreement will clarify expectations on both sides 
and give you and your employee something 
to refer to during performance reviews. Hiring 
a new person can be exciting, but don’t forget 
your due diligence—putting it all down in writing 
will make things easier to handle if conflict or a 
misunderstanding occurs down the road.

If you just have a couple of employees, you 
probably don’t need an employee handbook, but as 
you grow you will want to create both a handbook 
and a policy manual. The larger your company gets, 
the more important these documents become to 
defining, nurturing and enforcing your company’s 
rules, attitudes and best practices.

There are a few more things you will need to do in 
order to onboard your new hire in compliance with 
Canadian employment standards. You will need to:

Extra tips

• Have your employee provide their SIN number 
and fill out form TD1 on the first day. 

• Download the employment standards toolkit to 
learn more about setting up your business for 
employment success.

• Download and review the occupational health 
and safety small business toolkit. 

• Open a WCB account as soon as you hire 
someone—unless you are exempt, which 
you can discover through the Workers’ 
Compensation Board of Alberta.

https://www.canada.ca/content/dam/cra-arc/formspubs/pbg/td1/td1-19e.pdf
https://www.alberta.ca/employment-standards-publications.aspx#toc-2
https://open.alberta.ca/publications/occupational-health-and-safety-tool-kit-for-small-business
https://rm.wcb.ab.ca/wcb.ratemanual.webserver/ExemptActivities
https://rm.wcb.ab.ca/wcb.ratemanual.webserver/ExemptActivities
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1. Opening a payroll account with the CRA.

2. Calculating the deductions you have to take off 
their pay—the CRA has great resources like the 
online payroll deductions calculator to help you 
carry out this step. 

3. Sending the CRA the deductions you withheld 
from your employee, and your own share of 
CPP and EI. 

Resources

To learn more about handling payroll for your new hire, the CRA should be your go-to 
resource for guidance. 

Consult ATB’s Hiring Handbook for more tips on how to hire and onboard new employees. 

When your new team member has been warmly 
welcomed to the team and is officially onboarded, 
you’ll need to think about how to pay them. You 
can handle the majority of this process in three 
steps, including: 

Setting up payroll for your new employee:

https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/payroll/How-open-payroll-account.html
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/payroll-deductions-online-calculator.html
https://www.canada.ca/en/services/taxes/payroll.html
https://read.atb.com/people-and-culture-2/atb-hiring-handbook-2
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Firing

When you let somebody go, you have certain 
obligations that depend partly on how long this 
employee has been with your company. There are 
two main categories to be aware of when you have 
to fire someone:

In this case, your employee has given you  
an objective reason (based on your employee 
handbook/policy manual or the law) to fire them 
and therefore no severance is owed. Because this 
employee has broken the terms of their agreement 
with you and/or the government, you have every 
right to terminate their employment. Consult  
a human resources lawyer if you think there is  
a chance your former employee will sue for 
wrongful termination. 

1. With cause

In this case, your employee has not broken their 
agreement terms but their job no longer exists 
because you are downsizing, restructuring or 
looking for a different skill set. If your employee 
has been with you for more than 90 days, you will 
have to give them termination notice, termination 
pay or a combination of both. The employee’s 
earnings (including wages, overtime pay, vacation 

2. Without cause

pay, general holiday pay, and termination pay if 
applicable) must be paid within three days after 
their last day of employment. You can’t make them 
use vacation or overtime during the termination 
notice period unless a clause in your employment 
agreement makes specific provision for this. 

Notice is not required by the employee if the 
employment has lasted less than 90 days, there’s 
a different industry standard, continuing in their 
position would harm the employee’s health, or if 
they quit after a reduction in earnings.

If an employee quits, they owe you the same 
termination notice you owe them in the reciprocal 
situation. If they quit without providing notice,  
you don’t have to pay them their earnings until  
10 days after the date on which the notice  
would have expired.  

Notice is not required by the employer if  
the employee was dismissed for just cause,  
they’re employed seasonally and the season  
has ended, employment has lasted less than  
90 days, they were employed for a specific task 
for 12 months or less, there’s a different industry 
standard, continuing in their position would  
harm the employee’s health, or they quit after  
a reduction in earnings.



23 Finding (and keeping) the right people

Termination notice for an employer to an employee:

Notice period Length of employment

One week More than 90 days but less than two years

Two weeks Two years but less than four years

Four weeks Four years but less than six years

Five weeks Six years but less than eight years

Six weeks Eight years but less than 10 years

Eight weeks 10 years or more

Termination notice for an employee to an employer:

Notice period Length of employment

One week More than 90 days but less than two years

Two weeks Two years or more
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The employer’s termination notice must be 
in writing and be addressed to the employee 
concerned and include a termination date. If it 
doesn’t include all of this information, the notice 
could be found invalid. You need to keep a copy  

of any termination notices you issue in case you  
get sued for wrongful termination. 

As per alberta.ca, here is a sample termination 
letter:

[on company letterhead]

Date: 
Employee address:

Dear employee,

Paragraph 1:

Advise the employee that their employment will be terminated and the 
effective date.

Paragraph 2:

If applicable, include a statement explaining that the reasons for termination 
were outlined in previous warning letters. Otherwise, explain the reasons  
for termination.

State that, because the employee hasn’t corrected these issues, their 
employment will be terminated.

Paragraph 3:

Request the return of any company property, etc.

State when the employee will receive their final earnings (in the case of just 
cause, Alberta labour laws outline that they must be paid within 10 calendar 
days of the employee’s  last day worked).

Sincerely,

Supervisor/manager name 
Title

Resources

ATB Hiring Handbook

Termination & termination pay

Employment standards

https://www.alberta.ca/termination-pay.aspx
https://read.atb.com/people-and-culture-2/atb-hiring-handbook-2
https://www.alberta.ca/termination-pay.aspx#toc-0
https://www.alberta.ca/employment-standards.aspx
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Building a battle-
ready team

My views on team building come from my experiences as both a naval 
officer for 13 years and a bank executive for the last 16 years. In the 
navy, your life may well depend upon how well you have built and 
trained your team as a cohesive unit. You have to trust them without 
reservation. There isn’t the same physical peril in the banking or 
business worlds, but the importance of the team remains the same.

By Ed Straw, vice president of strategic business solutions, ATB
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Define yourself first
It starts with understanding your own strengths, 
weaknesses and work style. 

For example: Are you a creator, a completer or 
a maintainer? If you’re a creator, you need to 
have others on your team that can take over 
the finishing touches and then make sure things 
continue to run smoothly. Round out your team 
with people who excel in the areas that you do not. 
Acknowledge their expertise and learn from it.

Bring the right people aboard
Build a team with people who have the talents, 
passion and proven ability to get results—then 
teach the finer skills. Protect your team by 
courageously and quickly removing those who  
do not respond to coaching and cannot deliver.

Unite your crew
Once you have the right team, develop your dream 
statement and communicate it with passion. This 
process starts with a common vision of what you 
are going to achieve and involves delving deeply 
into why you are doing what you are doing. Try 
your best to align everyone’s personal values. 
Make sure that every member understands 
their individual contribution to meeting your 
shared goals, how they impact the final results 
and what happens to the outcomes if they don’t 
show up. Each team member needs to be given 
both personal accountability and the requisite 
authority to be the best at their job, to work for 
the betterment of the team and deliver what is 
required. Make everyone accountable to each 
other and do not allow excuses or compromise.
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Weather the storms
Don’t just give your team members the authority  
to take action and make decisions, stand behind 
them in the face of scrutiny. Encourage them to 
always try to learn from failure. Do this through 
personal example. Always admit when you’re 
wrong and then model how to move forward  
from the experience.

Be the best in the fleet
Continually develop your team by challenging them 
to go outside of their comfort zone and transfer 
their skills to new opportunities. Be a strong 
advocate for your team inside and outside of your 
group and proactively find ways to showcase your 
team members. Make your team the place that 
people go to find the next generation of leaders 
within the organization. Your team will attract the 
best talent as a result, and getting to be part of it 
will be a right of passage all on its own.
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Hiring millennials
The term ‘millennials’ refers to a group of people born between  
the early1980s and the mid 1990s—now an average age of 30, with  
the youngest of this generation approaching their early 20s. Also 
referred to as “Generation Y”, this generation has been defined  
by their ambition, adaptability, social responsibility, digital savviness  
and love of avocado toast. 

Quickly becoming a majority in the workplace, this generation already 
accounts for 50 per cent of the workforce and is estimated to make 
up nearly 75 per cent  by 2025. Clearly, attracting members of this 
generation to your company is important. Here’s our best advice  
for hiring and working with millennials.
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What do millennials look for in 
their workplace?
The millennial generation is often associated 
with beliefs and practices that can sound a bit 
intimidating to include in your company’s work 
culture. How will you know which pronouns your 
new hire uses? (By asking them.) Are you going 
to have to provide vegan food at staff functions? 
(Well, maybe.) But fortunately, millennials are more 
similar to members of other generations than you 
might expect, with a few key differentiating factors. 
Here are three of the most common. 

1. Work/life balance

Millennials have been described as working to 
live, not living to work. This means that millennials 
generally value generous time-off packages as well 
as flexible and remote working opportunities. By 
offering these options to millennials, you can show 
that you value your employees’ work/life balance.

2. Social and environmental awareness

While more and more businesses are trying  
to balance their “triple bottom line” (a model for 
looking at the social, environmental and financial 
value a company is generating or consuming), 
millennials have a reputation for being very socially 
and environmentally aware when aligning their 
goals to that of their workplace. This generation  
is more likely than any other to research how a 
company gives back to their community and protects 
the environment. If your company does neither, 
millennials will likely not want to work for you.

3. Opportunities for career growth

Millennials tend to be less patient than members 
of other generations with regard to their career 
progression, and actively seek out opportunities 
for continued learning. These opportunities 
may include training programs, post-secondary 
education, challenging projects, and other 
professional development experiences. If you’ve 
hired or plan to hire millennials, try creating in-
between positions with accompanying titles to 
show your employees that they are on track to 
reach their next career advancement goal. 

By broadcasting your attention to work/life balance, 
your business’ contribution to social progress and 
environmental stewardship, and the opportunities 
for career growth you offer, you will be well on your 
way to attracting millennials to your team!

How to attract millennials?
Let’s explore this question a bit further. We know 
that millennials actively seek out opportunities 
for meaningful and challenging work, and work 
environments where they feel that they are able to 
make a difference. In other words, it’s crucial that 
your business be able to share the “why” behind 
what you do. By attracting those who agree with 
your “why”, you will also be able to hire those who 
feel as passionately as you do about what you have 
started. Purpose-driven employees are essential in 
helping your business reach new milestones. And 
purpose-driven is what millennials want to be.

Showing this generation that you genuinely care 
about their quality of life outside of the office is 
also essential. Progressive organizations attract 
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talent with social events, flexible schedules and 
benefits, and, most importantly, a living wage that 
can handle student loan payments and the rising 
cost of housing without the subsidization of  
a “side hustle”. Millennials place great value on  
their overall quality of life and tend to look at  
the bigger picture when seeking out a new job. 
Show them how working for your business fits  
into their big picture plans.

But, for millennials, quality of life isn’t at odds with 
career development. If you’re able to provide a 
millennial with a clearly defined career path within 
your company and plenty of opportunities for 
personal and professional growth, you probably 
already have their attention. While your business 
might face some uncertainty about what growth 
looks like, being transparent and open about 
potential for learning new skills will go a long way 
with this generation. 

How to keep them?
Many companies try to demonstrate a healthy, 
dynamic workplace culture with foosball tables, 
free lunches and high-tech gadgets. While these are 
nice perks, they do little for employee retention. 
If you want to keep millennials enthusiastic and 
dedicated to your cause, it’s important to be 
transparent in your depiction of your culture’s real 
building blocks: management styles, employee 
relationships, attitudes toward collaboration and 
new ideas, hierarchies and accountability. 

We’ve already touched on how millennials are 
constantly seeking opportunities to improve 
their skills and take advantage of professional 
development opportunities. In fact, inadequate 
training opportunities have been identified as 

the primary reason why a millennial will leave 
an organization. Try facilitating menteeship or 
mentorship relationships, in which your millennial 
employees have both chances to learn and chances 
to share their knowledge.

Another thing you’ll want to do is provide ongoing 
feedback. Traditionally, “feedback” has meant 
formal, sit-down performance reviews that are 
scheduled organization-wide. But frequent reviews 
in informal settings help millennials (and likely your 
older employees as well!) to track their progress 
and see where improvement may be needed. It’s 
also important to recognize millennials for their 
efforts, especially when they go above and beyond.

Regardless of how you position your business 
and its initiatives, honesty is the best policy. If 
your core values do not align with the talent you 
are trying to attract, millenials will notice.  Avoid 
superficial jargon and fluffy promises;  instead, use 
simple and direct language (and make sure you 
can back it up!). Millennial job seekers are likely to 
assess you just as rigorously as you are assessing 
them, so being transparent is absolutely necessary 
if you want to hire people who can help you reach 
your business goals.
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Culture and 
leadership
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Onboarding
You should be working to develop the culture 
of yourbusiness from the day you hire your 
first employee. It doesn’t need to involve bells, 
whistles and balloons. Actually, it’s all rooted in 
conversation. 

Firstly, you need to talk to your new hires about 
your values and about your company’s rules of 
engagement. When you’re building your business 
and onboarding your team, you have the luxury to 
talk about your dream. So wax poetic! Why do you 
care about this? What are you passionate about?  
Create a personal and emotional connection to 
your purpose. Don’t just hire someone to do a job, 
talk to them about your vision so they are able to 
contribute to it and help make it a reality. 

The other key part of onboarding is outlining your 
rules of engagement. Be self-aware of your hot 
buttons (things that bother you) and be really clear 
about them. For example, if you need check ins 
and timely responses, tell your new hires that you 
expect them to respond to your texts and emails 
within, say, 12 or 24 hours during the work week. 
Be upfront and direct about your needs and you’ll 
set your employees up for success. 

Even after you’ve built a solid team of employees, 
keep having conversations about purpose. Restate 
(for your sake and your team’s sake!) where your 
business is going, how your business model works 
and what your core values are. Write it all down so 
you can talk about it and reference it. Capture your 
stories, your history, your philosophy. Share who 
you are and be intentional about it. 

Building out your c-suite & 
executive
As you grow, it’s important to watch out for 
the moment when you are no longer dealing 
proactively with potential areas of conflict or 
shortfall. Entrepreneurs usually like a certain 
degree of control (that’s why you’re doing it, right?). 
But remember to find out what you’re not good 
at and be clear about what you need. If you’re 
wonderful with high-level vision and sales but 
finance is your weak spot, bring someone on who 
can negotiate with the bank and take care of that 
side of the business, freeing you up to focus on 
what you do best. 

Let’s look at an example. Say a company has 170 
employees but still hasn’t hired an HR person 
because they see the role as just another overhead 
expense. Not only does this company have a 45 
per cent turn-over, they don’t see the correlation 
between their inability to retain staff and their lack 
of human resources support. Their hiring process 
is disorganized, and they simply haven’t prioritized 
the development of a stable, satisfied and engaged 
workforce. The lesson here? Take a long hard 
look at what’s missing or not working within your 
business. Then develop a deliberate strategy to 
address the problem.



33 Developing a healthy workplace culture

Should you automatically be 
the CEO of your business? 
No. What you need from the get-go is a business 
coach. Maybe you’ve heard the saying “Five to 
thrive”? You don’t necessarily need an inflated 
advisory board, but you do need people you  
can turn to who are honest about what your 
strengths and weaknesses are. You can still  
be the principal shareholder, but bring in  
a CEO or chief operating officer to manage  
the day-to-day running of your business. 

Attracting millennials
If you’ve got something important to say or 
do and people believe in it, you will attract 
millennials. They want to be a part of something 
that matters; they want to be heard; they don’t 
want to be talked down to; they don’t want to put 
up with unscrupulous business practices, corrupt 
management or a toxic work culture.

Be demanding of millenials. Give them a lot of 
work, but at the same time, give them the flexibility 
to go about their lives and contribute to something 
important—they’ll knock themselves out and do a 
phenomenal job. 

Inclusivity
Decide from the beginning that your company 
will be a diverse and inclusive one. Hiring the 
best-qualified person for a job is important, but 
maintaining diversity of perspective, age, cultural 
background, gender and sexual orientation will 
only make your company stronger, more creative 
and more resilient. Your client/customer base 
probably isn’t composed of mostly Caucasian 
people or mostly straight people or mostly men; 
your boardroom shouldn’t be either. 

New leadership
As you grow, you have the opportunity to co-create 
with the rest of your team, many of whom you’ll 
get to know really well. Implement something as 
simple as a short work day on Friday, then, after  
a few weeks, ask your team what’s working well 
and what needs improvement. Be visible, authentic 
and deliberate. Once you hit 25 (100, 250, 500) 
employees, your company will feel very different 
and there will be different people to provide 
feedback and step into co-creator roles. But if 
you develop a procedure for culture-building at 
the beginning, you’ll have a viable model that can 
change and adapt as you grow.

Looking to learn more? Talk to CEOs and owners 
of other businesses. There are many groups and 
organizations you can join to meet others in similar 
positions (from both similar and vastly different 
industries) to talk about the problems you’re facing.
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Name Requirements Website

YPO (Young 
Presidents 
Organization)

• Your title must indicate that you 
hold the top position in a company 
and that you are directly responsible 
for business operations

• You must be younger than 45 

• Your business must be an 
organization 

• Your company must have at least  
50 full-time employees or total 
employee compensation over  
$2 million

https://www.ypo.org/

EO (Entrepreneurs 
Organization)

• You must be an owner, founder or 
majority stakeholder 

• You must have earned more than $1 
million in the most recent fiscal year

https://www.eonetwork.org/

BNI (Business 
Networking 
International)

No set requirements, but application 
involves an interview with the 
membership committee, background 
check and reference check.

https://www.bni.com/

Resources

Personal Leadership by Lorne Rubis

https://www.ypo.org/
https://www.eonetwork.org/
https://www.bni.com/
https://www.lornerubis.com/
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Benefits of 
inclusion when 
hiring and why it’s 
important 
‘Diversity’ and ‘inclusion’ are two words that have become prevalent in 
today’s business landscape. It’s unusual to come across a successful 
organization that isn’t discussing diversity and inclusion. Unfortunately, 
it’s even more unusual to encounter an organization that has created a 
work environment that truly succeeds in including and making the most 
of all of its diverse team members.
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Benefits of diversity and 
inclusion

Some organizations do a great job of hiring  
a diverse group of candidates, but quickly see these 
new employees leave the organization when they 
are not included in the company’s culture. Other 
organizations struggle to hire diverse candidates in 
the first place as a result of biases, both conscious 
and unconscious. 

Regardless of where your business is situated  
on the road to inclusion, it’s important to continue 
traveling down that road. Prioritizing diversity and 
inclusion isn’t just the right thing to do; it’s essential 
to realizing the full potential of your business. 

As the research points out, there are many reasons 
you should be focusing on diversity and inclusion. 
Not only is it good for your bottom line, it also 
results in the following benefits:

1. Happier employees

When you are truly inclusive of all your people, 
morale increases and employees become more 
empowered and satisfied. 

2. An increasingly innovative culture

You’ll notice that when you start hiring for culture 
addition rather than culture fit, your company’s 
culture will evolve and become more creative 
and effective. Instead of reinforcing a set of 
homogeneous ideas, your team members will  
bring diversity of thought to the table. 

3. More educated employees

Your business will benefit from the unique 
knowledge and experiences each team member 
brings to the table. When you include everyone  
in the discussion, your team will combine its  
many perspectives to create smarter products  
and solutions that work for everyone. 

4. Increased productivity

Simply put, happier, more engaged employees  
will be more productive. When the workplace is 
inclusive and team members feel safe presenting 
their opinions and ideas, they will be motivated to 
share those ideas. 

Nurturing a diverse and 
inclusive work culture
We can all agree that we want to see these benefits 
manifest in our own businesses. But the real 
question is how? Below, we’ve outlined five  
methods to implement within your own diversity 
and inclusion strategy that will help create a diverse 
environment where all employees are able to  
thrive and be themselves.

1. Understand how different generations 
define diversity

While Generation X and baby boomers tend to 
define diversity using purely demographic factors, 
millennials take a different approach. They factor 
in cognitive diversity—which includes diversity 
of thought and diversity of experiences—when 
considering what diversity means to them.
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2.  Take the bias out of recruitment

There are plenty of methods for removing bias 
from your recruitment process. You can start 
by identifying where your team struggles with 
unconscious or conscious bias in the process and 
then target that area. For example, BMO identified 
that its recruitment team tends to hire candidates 
similar to themselves or their teams when they 
are tired. You can do the same by using analytics 
to determine patterns of bias in your own hiring 
processes and then leverage today’s technologies 
(Pymetrics, HireVue and Textio, to name a few) to 
remove those biases. Here are some more tools 
that you can use to remove biases. 

3. Hiring for diversity should not be an 
activity you engage in to fill a quota

When you hire for diversity, you need to be 
unbiased, but you also need to select candidates 
intentionally, with a strategic purpose in mind.

4. Provide inclusion training

This type of training is important in ensuring that 
your team: 1) is aware of cultural differences in 
the workplace and 2) has the skills to collaborate 
with all team members effectively despite those 
differences. The goal of diversity and inclusion 
training is ultimately to create a work environment 
that is free of bias, where employees can show  
up to work feeling completely comfortable about 
who they are. 

The problem with this type of training is that is can  
easily become a box to check off for employees. 
To avoid propagating this attitude, make sure 
inclusion is an important value that is reflected in 
all your programs and processes instead of just 
in one training program. There are lots of easy-
to-implement practices you can introduce to your 

workplace to demonstrate your commitment 
to inclusion. Some of these include: providing 
tampons and pads in staff bathrooms, using 
gender-neutral language in company policies, 
providing non-alcoholic drinks at events, learning 
about and honouring employees’ dietary 
restrictions (for instance, halal, kosher, vegetarian/
vegan, fast days), offering both paid maternity and 
paid paternity leave, making sure your office space 
is physically accessible, hiring underserved groups 
into leadership positions and many others. 

If you’re interested in learning more about 
common pitfalls in diversity and inclusion training 
programs and how to prevent them, there are lots 
of great resources out there.

5. Create a space where employees can talk 
about inclusion topics

Whether you do this through employee resource 
groups, a diversity and inclusion team or otherwise, 
it is essential that you provide your people with the 
opportunity to talk about their feelings surrounding 
a vast array of diversity and inclusion topics in a 
safe and supportive environment. 

6. Get leadership committed to inclusion

Change starts at the top. Leaders need to become 
committed to inclusion so they can bring inclusive 
practices and attitudes into their own teams. You 
can motivate leaders within your organization 
with the business case for diversity and inclusion, 
as well as the connection between inclusion and 
your business strategy. It’s important to remember 
that these things can only be achieved through 
open conversation. Start by setting an example! 
When a business owner or CEO is open and vocal 
about inclusion and diversity, that attitude informs 
the rest of the staff that these are welcome and 
important points of discussion.

https://www.inc.com/ryan-jenkins/8-generation-z-recruiting-tools-you-need-to-know.html
https://www.forbes.com/sites/peggyyu/2018/01/17/what-should-inclusion-really-look-like-in-the-workplace/#56a200f153f0
https://business.tutsplus.com/tutorials/what-is-diversity-inclusion-training--cms-31109
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Inclusion is essential in creating an environment where all people can 
feel free to thrive. It’s the secret sauce that will create an innovative  
team of happy, productive individuals who can be themselves. If you  
are able to implement a successful diversity and inclusion strategy in 
your business, we are certain you will see these results in your own 
people. And even more than that, you’ll  see them reflected in your 
bottom-line results. 
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Build your culture first 

Routine 
Cream

Spotlight on Success:

We know that finding and onboarding the right team to help elevate 
your company to new levels of success can seem like a lengthy process 
with many unknowns. So we thought you might like a second opinion.

That’s why we sat down with our favourite “formerly stinky sisters”  
(their words, not ours), Pippa and Neige Blair from Routine Cream.  
After doubling a team of 6 to 12 in just a few months, we figured  
they might have a word or two of wisdom for fellow entrepreneurs. 

https://www.routinecream.com/
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Dig deep into your network
Natural deodorant and other great products start 
with the family. That’s why Pippa and Neige Blair 
(sisters-in-law) enlisted the help of several more 
of their family members including Neige’s parents. 
Although you may not have a large family to 
recruit from like Pippa and Neige, a lot of your best 
hires will likely come from your existing network. 
Neige admits “there has been a link to everyone 
we have hired”, even if this link is your mother’s 
hairdresser’s dogwalker’s son. 

We’ll let you in on a little secret, one of Routine 
Cream’s best hires was a cashier they met at Sears.

How did they know this was a good match? Neige 
shares, “it’s like when you meet someone at a party, 
and you are having a conversation and it doesn’t 
click and that’s fine you don’t click with everyone. 
But then you do meet someone and you’re like I 
want to continue speaking to this person, I want to 
know more about them. There is just this unspoken 
nuance. And I think you have to go with your gut.”

Look for people you jive with
You might be wondering what kind of questions 
you should be asking and how to assess the good 
employee from the great. The Routine Cream girls 
let us in on another little secret, sharing, “anyone 
can learn how to do any skill as long as they are the 
right fit within our company and jive as a group”. 

This means rather than asking those nitty 
gritty questions about what technical skills and 
experience they might have, consider adding  
some behaviour-oriented questions to the mix. 
Questions like, “what is your favourite TV show?”,  
or “what do you like to do for fun?”, can go a long 
way in determining if a potential hire fits your 
company culture. 

Provide autonomy for your 
employees
Finding the right employee is only a part of the 
process. Once you have successfully hired and 
onboarded your new team member, ensure that  
you are continuing to listen to them.

Pippa tells us, “our people are what make 
everything happen, so we do focus a lot on 
autonomy.” What autonomy looks like in your 
business might be dependant on the type of 
business you are running and how rigid the 
structure and guidelines each task might have. 
However, it’s important to try and give your 
employees some autonomy in their jobs so they 
feel fulfilled. 

If used appropriately, autonomy can empower  
your employees in feeling as though they can  
have an impact on how the company performs. 
Pippa tries to empower staff by saying, “You 
do your job how you’re going to do it. Even if 
something is done wrong, we’ll talk about it  
and next time it can be done in a different way.  
But you have the power to do your job how  
you want to.” 
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Maintain your vibe
Regardless of how you choose to operate, it all 
comes back to the “vibe”, the atmosphere and 
feeling of your workplace. Neige believes that “the 
environment that people work in shapes how they 
are”. This means that as an entrepreneur, you have 
the ability (and dare we say, power) to consciously 
create the space, the music, the feeling, everything 
that contributes to a comfortable working 
environment. As a result, your people will feel the 
love that has gone into a space.

How do you create a great vibe? Music, decor, 
floorplans, and even team lunch plans can all 
contribute to the way employees feel at their jobs. 
Try to create your dream workspace, imagine all  
the things you would want to have and try to create 
that dream workspace for your employees. Think 
about the best parts of your previous workspaces 
too. Do you want to provide snacks? A foosball 
table? Free toiletries and great deodorant (from 
Routine Cream)? A spot full of your favourite 
tropical plants? These little details will add 
personality and a homey feeling to your office.

These sisters strongly believe “once you create the 
environment, everything else will follow”.

https://www.routinecream.com/
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Creating a 
culture in small 
businesses
Every business has a culture. While some corporate cultures are 
intentional, others are not. And if you are not actively developing and 
maintaining the culture of your own business, you might end up with 
a culture that you don’t necessarily like. Even some of the world’s most 
successful entrepreneurs—including Tony Hsieh, CEO of Zappos—have 
failed to prioritize company culture at some point in their careers, 
and they have felt the negative effects. These people who went on to 
succeed were able to do so by learning an important lesson through 
their setbacks: corporate culture should be second to none in terms  
of organizational priorities. 
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Step 1: Determine your destination

Before you embark on the journey of developing 
your own organization’s culture, you will need  
a plan. We have laid out this 4-step guide that  
you can consult throughout your trek. 

What would the culture of your workplace look like 
in an ideal world? What would your people care 
about? How would they behave if things were going 
well? Would they behave the same way if the road 
became a little rockier? Where would you end up 
going as an organization? 

The good news is that if you create a culture with 
intention, you can decide the answers to these 
questions. In order to determine how you want 
your culture to look, you must answer 3 questions 
that Michael Monteiro, CEO of Buildium, asks 
himself when building culture:

1. What is your purpose? In other words, why 
does your business exist? Why do you do  
what you do?

2. What are your values? This is all about what 
you care about and believe in at your core. Your 
values will ultimately become a set of rules that 
guide how you and your people behave.

3. What is your vision? What do you want  
to accomplish and where do you want to  
go with the business?

Step 2: Identify how far you will need to 
travel

If you are the owner of a small business or startup, 
you may think that you are too small to have  
a company culture. But, in reality, the culture of  
an organization starts with the very first person.  
It begins as a reflection of the values and beliefs  
of the founder, and as each team member is 
added, the culture begins to shift. Each hire 
significantly impacts the organizational culture  
in these early stages. So, even if you only have 
a few people on your team, you can probably 
evaluate what your culture looks like today.

During this step, you will want to evaluate the 
gaps between the aspirational culture you have 
developed and what is actually happening within 
your team. Maybe you have decided that you want 
to develop an inclusive culture within a diverse 
organization, but your team is currently made up of 
engineers who all share the same background. Or 
maybe you landed on positivity and collaboration 
as your core values, but you haven’t created a 
culture that enables these behaviours. These are 
the kinds of gaps that will be essential to identify, 
because the next step will be closing the distance.

https://www.buildium.com/


44Developing a healthy workplace culture

Step 3: Put one foot in front of the other. 
Repeat. 

Change isn’t easy, but it also isn’t impossible.  
So, how do you get your culture from where it is  
to where you want it to be? The answer is by taking 
action. Not only that, but by acting with intention. 
We have developed a list of key actions that will 
propel you into your ideal organizational culture. 
You will notice that ping pong tables and beer on 
tap are not included in this list; while they are fun, 
these perks are not to be confused with culture. 

1. Lead by example. You need to truly believe 
in your purpose, values and mission. This will 
make it easier for you to live and breathe them 
every day. You can’t expect your team to live 
your desired culture if you don’t do it yourself. 
Lead by example. If you want a workplace 
culture of positivity and open communication, 
make sure you take the time to greet your 
team every morning, plan team lunches and 
implement an open door policy. Even taking 
small actions like smiling and staying positive 
through tough situations will set a great 
example for everyone in the organization. 

2. Make the right hires. Every person impacts  
the culture of your organization, especially  
at the beginning. It can be very tempting  
to hire based on technical skills in the early 
stages because you need to get work done  
right now (or maybe even yesterday). But,  
we urge you to prioritize culture as much  
as possible when hiring.  

Create an employment brand that showcases 
the great values and positive culture that  
you live and breathe at your organization.  
Be transparent. This will increase the likelihood 
that the people you attract will have values  
that align with yours.   
Develop interview questions that will test  
for culture addition. We say addition instead 
of fit because your culture will benefit vastly 
from diverse hires. However, you will only 
realize these benefits if you create an inclusive 
environment where everyone can show  
up to work and contribute to the culture  
of your organization.   
Hire a people person who has worked in and 
seen great corporate cultures. This person 
will be able to help guide you through the 
process of developing a great culture of your 
own. They will have a good sense of where you 
are now and how far that is from your ideal 
scenario. But, don’t put the weight of shaping 
your organizational culture on this person’s 
shoulders alone. Corporate culture  
is everyone’s responsibility. 

3. Make sure your team knows your values. 
These values will become a sort of guide or  
set of rules for behaviour. If your team doesn’t 
know the rules, how will they be able to follow 
them? Make sure that everyone is constantly 
reminded of your values and that they aren’t 
forgotten. Post your values on the walls  
of your workplace and reward your people  
when they live those values. 

https://business.linkedin.com/talent-solutions/blog/interview-questions/2018/5-interview-questions-company-core-values
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the bottom line results of your organization. This is 
a great example that demonstrates the importance 
of prioritizing your people over your profits. When 
you do this, the profits will come organically. 

The key in this step is to keep going after you 
have reached your destination. It’s important to 
celebrate your success, but don’t forget to maintain 
everything you have built throughout your journey. 
If you stop living your core values and rewarding 
good behaviours, you will lose them. Never stop 
doing what got you here in the first place,  
especially as your business grows and it becomes 
more difficult to maintain the same “feel” within  
the organization. 

If you start to see your culture reverting away  
from where you’ve brought it, go back to the start. 
It’s never too late to reevaluate where you are and 
make the changes necessary to get back to that 
place you want to be. 

There are many tips you can use to grow the  
positive culture of your organization. The systems 
you decide to implement will depend on your 
values. But, if you would like some inspiration  
for general priorities to focus on when building  
a positive company culture, we recommend  
looking here. 

If you would like more tips from culture experts,  
you can check this article out as well.

Step 4: Set up camp

Once you have achieved the organizational culture 
that you aspired to in the first step of this journey, 
you will feel it. It will be clear in the way that 
everyone interacts with each other inside the four 
walls of your workplace. This intangible aspect 
of culture might be the best indicator of whether 
or not you have achieved your goals. However, 
there are also metrics you can use to gain a more 
tangible sense of how far you’ve come. 

For example, employee engagement survey results 
can provide great insight into how you are doing 
on a variety of measures, including the attraction, 
engagement and retention of talent. An even easier 
one to use is your bottom line. If your people are 
satisfied, engaged, trusting and loyal, it will show in 

https://www.forbes.com/sites/alankohll/2018/08/14/how-to-build-a-positive-company-culture/#6921f68e49b5
https://www.forbes.com/sites/forbescoachescouncil/2018/01/29/15-best-ways-to-build-a-company-culture-that-thrives/#4df219401b96
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Show up!

Seven seconds. That’s all it takes to form a first impression, so you don’t 
want to blow it. As an entrepreneur, you’ll be invited to attend various 
events—both as a speaker and as a guest. As ATB’s chief economist, I 
make it out to over 200 events a year. Take it from me: events are often 
fantastic opportunities to represent your organization. So make the 
most of them by paying attention to these seven tips:

Chief Economist Todd Hirsch on how (and how not) to be a great 
ambassador for yourself and your business
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1. Dress for the event

Clothes don’t need to be expensive, but they do  
need to be neat, clean and appropriate for the 
event’s theme, occasion, and crowd. If in doubt,  
err on the side of dressing one notch too formal—
never too casual.

2. Pay attention to your personal “aroma”

Nothing ruins a first impression at a cocktail party 
faster than stale breath. A quick rinse with a glass 
of water is usually all it takes. That you should be 
aware of other body odors goes without saying. 
Also be careful with perfumes and colognes.

3. Smile

Stay off your phone. Make eye contact with the 
audience and other guests.

4. Know who is going to be in the room

This may not always be possible, but if you’re  
a speaker, at least a passing familiarity with  
theaudience is important. Speak in a way that  
is understandable and relatable to the audience. 
Don’t speak in acronyms, and NEVER tell inside jokes.

5. Arrive prepared with conversation 
starters

Think up a few neutral questions that can break  
the ice. Asking about vacation plans, for example,  
is excellent. Never bring up politics.

6. Be prepared to improvise

This is especially important as a speaker. 
Powerpoint and other technologies are there as 
an aid, but be prepared to speak without them. 
Anything could happen. As a guest, be prepared 
to answer questions about your company. For 
questions that you can’t answer, simply say, “That’s 
a great question. Give me your card and I’ll get one 
of our team members to get back to you.” (And 
then make sure you do that!)

7. Always thank the host or organizer before 
you leave

This goes for both speakers and guests. A quick 
“Thank you so much for inviting me” before you 
leave is all it takes!

Making a good impression isn’t difficult, but it does require some 
attention. Be a great ambassador for your organization wherever  
you go! People notice manners and good form, and it reflects well  
on your company.
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Will my taxes 
change if I hire 
more staff ?

Often, when businesses expand, not much thought is given to the tax 
repercussions of hiring additional staff.  However, in addition to how  
a new hire could affect your growth strategies and team dynamic, there 
are various tax issues to consider. One such consideration is the impact 
of a bigger team on source deductions. 

By Kim Drever, CPA, CA
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Changes to CPP

While Alberta (unlike many other provinces) does 
not have a payroll tax, employers must contribute 
to the Canada Pension Plan (CPP) and Employment 
Insurance (EI). These “source deductions” are paid 
by employees and employers, up to a maximum 
threshold that changes each year. Employers 
match employee deductions for CPP but pay 
140 per cent of the employee EI deduction. For 
instance, the employee and employer will pay the 

following amounts in 2020 for each employee that 
earns $58,700 of income or more, not including 
the personal income tax withheld (income tax 
deductions are not matched by the employer).

For each employee hired with income of  
$58,700 or more, the employer will incur $4,097  
of source deductions, on top of the new employee’s 
salary or wages.

Threshold Employee Employer Total

CPP $58,700 $2,898 $2,898 $5,796

EI $54,200 $856 $1,199 $2,055

$3,754 $4,097 $7,851

The cost of CPP will be rising significantly for both 
employers and employees, and employers must 
be prepared for this inevitability. Enhancements to 
the Canada Pension Plan (CPP) began in 2019. The 
contribution rate will continue to gradually increase 
from the current rate of 5.25% to 5.95% by 2023. 
By 2024, there will be an additional earning limit to 
also consider. Based on current estimates, by 2025, 
the employee and employer will each contribute 
more than $4,500 annually into the CPP for an 
employee earning at least $82,700 in that year.

Part-time employees

It’s easy to assume that the more salary you pay 
your employees, the more source deductions 
you pay. But this is not always the case. Say you 
are trying to decide whether to  hire a full-time 
employee for $70,000 or two part-time employees 
for $35,000 each. With the full-time employee,  
you’ll max out on the EI and CPP contribution 
limits, but with the two part-time employees, the 
maximum will not be met. Thus, as an employer, 
you’ll end up paying CPP and EI on the full $35,000 
salary for each of the two part-time employees, 
increasing your employer’s source deduction 
burden more than if you had hired the one  
full-time employee for $70,000. 
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Timing of remittances

As your payroll increases, your source deductions 
will be increasing in sync. For most smaller 
businesses with average monthly source deductions  
of less than $25,000, the source deductions must 
be remitted to the Canada Revenue Agency (CRA) 
by the fifteenth of the month following the pay 
period(s) in question. However, when your average 
monthly source deductions exceed $25,000, you’ll 
become an “accelerated” remitter. This means that  
if your business’s monthly source deductions exceed 
$25,000 but are less than $100,000, remittances will 
be due twice monthly, on the tenth and the twenty-
fifth. By the time your source deductions exceed 
$100,000 per month, the remittances will be due 
within three business days of the pay period. This 
acceleration can impact your cash flow and must 
be appropriately managed.

Contractors

Many employers consider other, non-tax-related 
impacts of taking on employees versus hiring 
contractors. For instance, there may be fewer costs 
associated with contractors, since they do not have 
access to an employee benefits package and do 
not not have source deductions. Hiring contractors 
may also allow your business to be more nimble 
and flexible, and minimize severance issues if your 
labour force has to be downsized. However, each 
business and industry is different; your best bet is 
to talk to your accountant and tax advisor about 
the pros and cons of hiring contractors. 

Of course, any decision to increase your staff will 
be based on many considerations other than 
the possible tax ramifications. But knowing your 
options and obligations as they relate to your tax 
burden can increase your levels of confidence and 
success with the process.

MNP is one of the largest national accounting, consulting and tax firms in Canada, and  
the only one to be headquartered in Alberta. National in scope and local in focus, MNP 
has proudly served individuals and public and private companies for 60 years. For more 
information, visit www.mnp.ca.

https://www.mnp.ca/en
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Group investment 
plans
As an employer, you know that finding the right employees is  
essential to your business success. One of the biggest challenges  
that might affect your bottom line is attracting a strong team and 
minimizing staff turnover. Now more than ever, employers are  
realizing that investing in retention and deepening employee  
loyalty is vital to the success of their organization.
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The benefits of group 
investment plans for employers
People seek opportunities with companies that  
offer fair compensation and a good benefits plan. 
While most organizations offer a benefits package 
that includes medical, dental, mental health  
and short- and long-term disability coverage, they 
are not helping to take care of their employees’ 
financial wellness.

Financial wellness is more than just collecting  
a pay cheque. It’s understanding your financial 
situation and being able to proactively maintain 
and improve it. It’s the peace of mind that comes 
from being prepared for the future and prepared 
to overcome unforeseen financial obstacles.

Group investment plans are part of a total solution  
for staff retention and loyalty. They allow employers  
to offer a complete financial wellness program 
so employees can easily save for their future and 
take care of their day-to-day needs and expenses. 
Offering a financial wellness program is not only 
financially beneficial to your staff, it also shows  
that you’re an employer who cares for their team  
in a very practical and concrete way.

Your employees will see and appreciate your 
generosity as they are able to meet their own 
financial goals. They will know that they can  
count on their employer to make an investment  
in them. Group investment plans provide  
a powerful incentive that can be used to attract  
and retain a qualified, productive, motivated  
and loyal workforce.

How will my group investment 
plan work?
ATB Financial works with executives and company 
owners of all business sizes and sectors to create 
financial wellness and retirement savings programs 
that are tailored to the goals and objectives  
of individual businesses and the needs of their 
employees. The only cost to your organization  
is the amount by which you decide to match 
employee contributions.

As a business owner or executive, you can  
choose the solution that best makes sense for  
your organization and your employees and how 
you plan to contribute to their investments.  
These solutions can include Registered Retirement 
Savings Plans (RRSPs), Tax-Free Savings Accounts 
(TFSAs), non-registered investments and a mixture 
thereof. We make sure that the options available in 
your financial wellness program are varied and that  
they will meet the individual needs and preferences 
of your employees.

How you set up your contributions to their 
investments depends on your budget, comfort 
zone and what makes the most sense for your 
organization and industry. For example, you 
might choose to simply match, dollar for dollar, 
contributions to your employees’ RRSPs. Or you 
might contribute a percentage of an employee’s 
salary based on the number of years they have 
worked for your company. Typically, the employee’s 
contributions are automatically taken off payroll 
and put into their investments of choice. 
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ATB’s promise is to provide dedicated support  
for both organizations and their employees.  
We want to help you attract and retain top talent 
and enhance employee loyalty by providing a 
valuable, useful and meaningful benefit. We’re  
also passionate about seeing your employees’ 
financial goals realized and facilitating their 
financial wellbeing.

Group investment plans benefit 
employees
The most obvious benefit employees receive is  
the matching financial contributions your company 
makes towards their retirement savings plan. When 
your organization matches contributions dollar for 
dollar, your employees are making a 100 per cent 
return on investment. There is no better or more 
lucrative way to save for retirement, and offering 
this incentive to employees deepens their loyalty  
to your company and increases staff retention.

Employees also have flexibility in choosing 
personalized investment solutions that are tailored 
to their needs. They also have access to the expert 
advice of their financial advisor, who’s there not 
only to help them reach their financial goals, but  
to be a source of ongoing support as well. 

Automatic payroll deductions are convenient and 
predictable. An employee will grow accustomed 
to having that contribution deducted from their 
regular pay and pleased when they see the amount 
doubled in their retirement savings plan. ATB can 
also build in opportunities for additional savings  
on top of an employee’s regular plan that are 
boosted by matched employer contributions.

Most importantly, your employees will enjoy 
improved financial wellness, increased security, 
reduced financial stress and peace of mind 
knowing that their employer cares and is invested 
in helping them build their financial future.

For more information, or to get started, contact:

jlorencz@atb.com  
587-988-0223

Jason Lorencz, RPA
Business Strategist - Group Investment Services

https://www.atb.com/learn/articles/Pages/how-do-TFSA-and-RRSP-work.aspx
https://www.atb.com/contact-us/Pages/branch-locator.aspx
mailto:jlorencz%40atb.com?subject=
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Retirement
If you and your employees don’t plan on working forever, you’d better 
find some time to develop a financial plan for retirement.
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A common challenge 
for small business 
owners
Many entrepreneurs fall into the trap of putting any extra money into expanding their 
business, rather than into personal savings.

Many entrepreneurs fall into the trap of putting any 
extra money into expanding their business, rather 
than into personal savings.

“We find that a big challenge small business  
owners face is actually setting money aside to 
invest because they tend to reinvest their money 
back into their business,” says Allan Leung, 
Compass and wealth lead with ATB Investment 
Management Inc. “They may not even be paying 
themselves and might not necessarily have the 
time to look into financial planning.”

The ATB Business Beat, a quarterly report  
on the challenges, opportunities and opinions  
of small and mid-sized businesses in Alberta,  

recently conducted a survey on retirement and 
succession planning. Almost one third (32 per 
cent) of the small and mid-sized business owners 
surveyed are planning to retire within the next five 
years, and just under half (47 per cent) are planning  
on selling all or part of their business to help 
finance their retirement. Despite these numbers, 
only 27 per cent have a formal personal financial 
plan for retirement and only 30 per cent have 
identified a successor for their business.
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Four-point retirement 
planning for entrepreneurs

The best way to start planning for your retirement 
is to schedule an appointment—first with yourself, 
and then with someone who can answer your 
questions and get everything set up. Make it  
a priority. There are a lot of options out there  
and sitting down with a professional financial 
planner can help you decide what the best one is 
for you and your future goals. They can help you 
find a comfortable balance between investing back 
into your business to help it grow and investing in 
your own future so you can live the lifestyle you’ve 
always imagined for your retirement.

“Each individual’s situation is unique and it is 
important for them to meet regularly with their 
advisor to review their progress,” says Leung.  
“In addition to putting aside money regularly,  
you should take advantage of dollar cost  
averaging. These are things you can discuss  
with your advisor.”

1. Make time for financial retirement 
planning

You’re responsible for what happens to your 
business when you stop running it. If you plan on 
selling your business to fund your retirement, you’ll 
have to make sure that it is capable of running 
without you. Why would anyone want to buy it 
otherwise? Whether you’re planning on selling it to 
a family member, a third party, or employees, you 
will have to create a succession plan so you can 
smoothly pass the torch to the new owner.

91 per cent of business owners we surveyed 
regarding succession planning believe that  
it is important, yet only 58 per cent have  
a succession plan and of that only 21 per cent  
have a formal plan. Procrastination seems  
to be the culprit when it comes to why many  
of these business owners haven’t made a formal 
plan. With so much to do actually running the 
business, planning to pass it over to someone  
else in the future doesn’t seem to be a priority.

The evolution of a business’s ownership is 
inevitable, which is why finding the right person  
to take over and getting sound advice on the 
merger is critical. Even if you don’t plan on retiring 
for a very long time, having a sound succession 
plan in place will make everything less stressful  
and more successful when the time comes.  
A banker, accountant or mergers and acquisitions 
representative can help you maximize the value of 
your business and help ensure that your legacy is 
left in good hands. 

2. Develop an exit plan

https://www.atb.com/contact-us/Pages/branch-locator.aspx
https://www.atb.com/contact-us/Pages/branch-locator.aspx
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There are your employees’ retirements to consider, 
too. In addition to paying the employer portion  
of the Canada Pension Plan , there are options  
for small business owners who wish to offer  
a retirement savings plan for their employees. 
Many small business owners offer to match  
RRSP contributions made by their employees  
up to a certain amount. A business financial  
advisor can help you determine how much you  
can afford to match per employee.

Some small businesses will offer to contribute  
a percentage of each employee’s salary to  
a retirement savings plan as long as that same 
amount is contributed by the employee each  

3. Offer a retirement savings plan to your 
employees

4. Remember—one size does not fit all

When it comes to investing, a plan that might  
work well for one individual might not work  
well for you and your situation. As a business 
owner, you actually have more options when 
it comes to retirement planning compared to 
someone who is an employee.

You can take a salary and make RRSP contributions. 
If you find you don’t have a lot of RRSP room, you 
can maximize your tax-free savings account (TFSA). 
Some business owners choose to pay themselves 
in dividends, allowing any surplus to stay in the 
company where it can be invested back in stocks, 
bonds or growing the business. Then, when you 
stop working, you can use those investments to 
fund your retirement.

Diversifying your retirement savings plan is key. It’s 
important that as a small business owner, you are 
not putting all your eggs in one basket. Again, the 
best advice is to make the time to sit down with a 
financial specialist and get professional guidance 
on your best options for a retirement savings plan.        

Selling a business can be tricky and business 
owners often solicit the services of a third party, 
like a mergers and acquisitions representative, 
to act on their behalf. Not only will a third-party 
company help you determine what your business is 
worth, they can also help find and filter interested 
and qualified buyers.

Obviously, market conditions will determine how 
much you can sell your business for. The worst 
thing you can do is wait until the very last minute 
to try to sell your business. On the eve of your 
impending retirement, you might start to feel 
desperate to sell and miss out on getting top dollar 
for what you’ve worked so hard to build.

The earlier you start developing a succession plan, 
the more successful you’ll be when it’s time to pass 
things off. Create that plan now and re-visit it every 
few years to make adjustments as necessary.

time. For example, if seven per cent of your 
employee’s monthly earnings is $280, then they 
will be able to contribute $560 each month  
to an RRSP—half coming from your company  
and half from their own earnings.

If you have a smaller group of employees,  
you might want to look into benefit plans  
that include investment contribution packages 
offered by insurance agencies and brokers.  
This might be the easiest and most cost-effective 
option for your small business.

https://www.canada.ca/en/services/benefits/publicpensions.html
https://www.atb.com/contact-us/Pages/find-a-specialist.aspx?&st=Investment
https://www.atb.com/contact-us/Pages/find-a-specialist.aspx?&st=Investment
https://www.atb.com/contact-us/Pages/branch-locator.aspx
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An RRSP is a great 
way to save for 
retirement

The Registered Retirement Savings Plan (RRSP)  
is a savings account that is registered with  
the Government of Canada and allows you  
to save for retirement while deferring income  
tax on your contributions.

The immediate benefit you will see is a deduction 
against your annual taxable income equal  
to the amount of your contributions to your  
RRSP. This can result in a reduction of tax payable 
in a calendar year and may help you get a refund. 
It’s important to note however, that as a general 
rule you will have to pay taxes on the funds  
you withdraw from your RRSP for the year  
you withdraw them.

The government does allow for some tax-deferred 
withdrawals from your RRSP—for instance, if you’re 
using the money for a down payment on a first 
house, or to further your education. It is important 
to get advice when you are considering taking 
money out of your RRSP, whether for one of these 
purposes or for retirement.

To learn more about RRSPs and TFSAs, check out 
our video How do TFSAs and RRSPs work?  

Both a Registered Retirement Savings Plan (RRSP) 
and a tax-free savings account (TFSA) can and 
should be used when investing for retirement. 
Generally, RRSPs are used exclusively for saving 
for retirement whereas TFSAs can be used for both 
retirement saving and other investment goals.

The Registered Retirement Savings Plan (RRSP) is a savings account that is registered 
with the Government of Canada and allows you to save for retirement while deferring 
income tax on your contributions.

https://www.youtube.com/watch?v=0XNHgmIo51Y
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RRSPs work well for long-term saving 
because they are governed by strict rules 
that deter you from withdrawing your 
funds before retirement. If you do take 
money out of your RRSP, you will lose that 
contribution room forever. You’ll also have 
to pay taxes on the withdrawal. These 
mechanisms are in place to encourage a 
more stringent savings approach that is 
more likely to see you to (and through) 
your retirement.

The benefits of an RRSP

RRSPs can also benefit you before 
retirement by reducing the amount of 
your taxable income, thus reducing your 
tax bill or even resulting in a tax refund. 
Any earnings you make on the growth of 
your investments in an RRSP are also tax-
deferred. Learn more about how to make 
the most of your RRSP contributions.
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When should you use a tax-free 
savings account?
“Contributions to a TFSA may make more sense 
if you are currently in a lower tax bracket,” said 
ATB Investor Services Senior Solutions Analyst, 
Financial Planning, Linda Lamarche. “As long as 
you have room in your RRSP, the value of the TFSA 
can always be transferred into your RRSP at a later 
date, like when you are in a higher tax bracket and 
you can get more bang for your buck in terms of 
deductions. In the meantime, the assets in the  
TFSA are growing tax-free.”

Pulling some of your retirement income from the 
assets in a TFSA can also be beneficial. If all of your 
retirement income is derived from your RRSP and 
other fully taxable sources, you might find yourself 
paying high tax bills during retirement.

“However,” Lamarche warns, “when using TFSAs  
to save for retirement there is a psychological 
factor that comes into play. By their very nature, 
TFSAs are designed to be flexible and allow you  
to have access to your assets at any point in your 
life. For some people, this will create a temptation 
to spend that money that was originally put aside 
for retirement prematurely, creating a shortfall  
in retirement.” 

It’s a smart investment strategy to use both RRSPs 
and TFSAs  in conjunction with one another. Doing 
this will provide you with tax-efficient investing 
options throughout your lifetime and better 
prepare you for any situation that might arise 
between now and when you retire.

OAS and CPP will boost your 
retirement income, but you’ll 
still need some extra savings
We’re pretty lucky to live in Canada, a country with 
government-sponsored programs to help retired 
residents. While these programs are a key part 
of most Canadians’ retirement income, if you’re 
relying entirely on the Canada Pension Plan (CPP) 
and Old Age Security (OAS) to fund your golden 
years, you could be in for a surprise.

How much retirement income do you need?

The basic rule of thumb is that you’ll need  
about 70 per cent of your current income  
to maintain your current standard of living in 
retirement. So, if you make $100,000 per year 
today, you should plan to have about $70,000 (in 
today’s dollars) of annual income available to you 
in retirement. You’ll have to adjust for inflation, so 
that specific dollar amount will need to be higher at 
the time of your retirement (and higher still, ten or 
fifteen years after you retire).

Even if the house is paid off and you no longer have 
the costs of commuting to work, those savings are 
often partly offset by increased spending on other 
things like travel, medical care, creative pursuits, 
sport and recreation, etc.
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How much will you get from OAS and CPP?

CPP is only available to Canadians who have made 
contributions during their working years. CPP 
payment rates vary from person to person, based 
on your work history and when you decide to start 
using your benefits. In 2016, the maximum monthly 
CPP benefit was $1,092.50—but the average 
monthly benefit was only $629.33.

Unlike CPP, OAS is available to all Canadians at age 
65. For 2016, the maximum monthly OAS benefit 
was $570.52. In addition, the lowest-income seniors 
can receive the OAS Guaranteed Income Supplement 
(GIS), which maxes out at $773.60 per month.

With this in mind, an individual at age 65 would 
receive, on average, about $14,398 per year in CPP 
and OAS benefits combined. Continuing with our 

example above, this is well below the aimed-for 
$70,000 (plus inflation) annual retirement income.

The combined OAS and CPP benefits are taxable 
income. When you consider OAS clawbacks and 
CPP benefits that are based on your personal 
contributions, these two government benefits 
will leave most Canadians with a large retirement 
income gap. If maintaining your current standard of 
living in retirement is important to you, government 
benefits alone likely won’t meet your goals. 
Retirement savings can get you the rest of the way.

The Canadian Government provides a retirement 
income calculator for those nearing retirement,  
but to get more personalized help in building your 
nest egg, contact an ATB Wealth expert .    

https://wealth.atb.com/contact-atb-wealth/
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We hope this guide—which has tapped the knowledge and instincts and best 
advice of ATB specialists across our business—has given you somewhere to 
start as you start planning out the growth of your business. We’re here only 
because of you. We innovate only to better serve you. And so we’ve also put 
together a list of resources, easily searchable, to help us find answers to your 
specific challenges. There’s some motivation and inspiration there for you too.

We’re always here and if you need a hand, please reach out to our ATB 
business experts at atbbusiness@atb.com. Or you can chat with an 
Entrepreneur Strategist at one of our Entrepreneur Centres in Edmonton, 
Calgary, Lethbridge or Grande Prairie. Get more information here.

Here’s to your success!

- Your friends at ATB

Conclusion

mailto:atbbusiness%40atb.com?subject=
https://atbentrepreneurcentre.com/
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