
Getting started on the 2023 Boland Survey 
What you should do before you start: 

1. Identify which Boland survey positions are the best match to your organization’s positions.  Be 
sure to read the full descriptions as the same title can represent very different jobs in different 
organizations. Do NOT match to a position if it doesn’t represent at least 50% of your job’s 
duties and accountabilities. See the excel version of the position descriptions in the separate 
attachment. 
 

2. Have your HR policies and practices as well as organization operating budget and other financial 
information available to reference 
 

3. Gather your most recent completed fiscal year data as well as your most current employee 
compensation data: base pay, bonuses, pension & savings value, benefits, and “perk” values. 
You will also need contractor hourly rates to report in the contractor section. 

How to log in: 

Under Survey, click on 2023 

 

 

 

 

 

 



Once you’ve logged in, you can complete the sections in any order: 

Organization 
HR Policy 
Benefits 
Employees 
Contractors 

 

Helpful tips: 

Organization 

Full-time Equivalent (FTE). If you have part-time employees, you are asked to input those as FTE’s. For 
an organization with a 35-hour work week (5 days a week, 7 hours per day), a part-time employee that 
works 4 days a week, 7 hours per day would be 4/5 or 80% and entered as .8 FTE.  If two part-time 
employees work 50% of the time each, that would be entered as 1 FTE. 

HR Policy 

Training – Global Training budget is expressed as a % of regular payroll. 3.5% would be entered as 3.5.  If 
your organization’s training budget is a $ amount, please divide that amount by your regular payroll 
(sum of annual regular salaries and wages) to get the % calculation. For example, if your regular payroll 
is $285,000 and you have a $4,000 global training budget, that would be 1.4% entered as 1.4 

Leaves – Sick Leave Policy – There is additional information about the different categories of sick leave.  
Click on the question mark symbol (?) within a circle beside the word “staff”. 

 

Recruitment – “On average, how much do you pay for a single job posting”.  Please enter the average 
cost of a job posting (in $). If you have not posted any jobs this year, enter 0. 



Benefits 

Insured Benefit plan – your organization pays premiums or fees to a 3rd party to provide the benefit to 
employees.  Example – extended health & dental care, life insurance, disability insurances.   

Average total benefit cost as a % of payroll: Sum the annual amount of employer CPP/QPP, EI, WCB and 
any employer costs / paid premiums for health & wellness benefits.  Do not include paid time off or 
training costs. Divide that number by your organization’s gross regular payroll (sum of regular wages). 
Do not include overtime pay or other premiums or allowances. Enter the % of payroll as a number – e.g., 
enter 15.7 for 15.7% 

Health & Financial 

Savings Plan – This does not include RRSP or other types of pension plans as these are recorded on a 
position-by-position basis in the Employees section. 

Employees 

Click on the Codes for which your organization has a match.  You do not need to fill in any information 
(including that you have no match) for jobs that you don’t have in your organization. You can narrow 
down your search by using the drop-down feature. 

 

Salary & Wages 

If you have multiple positions (employees) that are a good match to a single survey job (e.g., 
Administrative Assistant II), and some are salaried and some are hourly, report all pay as hourly.  To 
calculate hourly pay from salary, divide by their regular annual # of hours paid (e.g., 1950 (7.5 
hours/day, 5 days/week, 1820 (7 hours/day, 5 days/week).   



What is the average annual salary or hourly wage?  If you have both full-time and part-time salaried 
employees, please provide the average FTE salary. E.g., A part-time (60%) salaried employee earning 
$30,000 would have an FTE salary of $50,000. 

The Calculated Salary field will populate as needed. 

Contractors 

It is understood that contractors are not employees.  Please provide the number of contractors for the 
question “How many employees occupy this position”? 

How to save your data so you can leave and re-enter the survey: 

Simply hit “SAVE” once you have fully completed the page you are on. Your data will then be available 
should you leave the site and come back to it later. 

 



 

 

 

 

 

 

 

 

 

Once you have completed a section i.e., Organization you can submit that section (it will change from a 
red X to a green check mark): 

 



 

Once you have completed all the sections and submitted each section (see all green check marks) you 
must click the orange “Submit Survey” button: 

 

You are then done. Thank you for your participation! 


