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POLICY: Administrative Allowance

Rationale:
The Board recognizes that, from time to time, it will be necessary for Supervisory Officers, Managers and Assistant
Managers to incur business expenses in carrying out their duties for the Board.

The Board also recognizes the need to reimburse members of the above-named groups of employees for these
business expenses.

Personnel Affected by Policy:

Supervisory Officers, Managers and Assistant Managers.

Organizational Authority:
The Board

Regulations

1

The Administrative Allowance is an allowance to be used for business expenses incurred in carrying out the
employee’s duties, that in their position as Supervisory Officer, Manager or Assistant Manager they would be
required to incur.

An Administrative Allowance is a taxable benefit. Taxes will be deducted at source.

However, when an employee is entitled to an Administrative Allowance, business expenses can be used to
offset tax on the Administrative Allowance.

By January 31 of each year, original receipts accompanied by a description the specific business expense, are to
be submitted directly to the Superintendent of Business Services, who will ensure the annual expenses will be
used as a taxable benefit on the employee’s T-4. The sensitivity/confidentiality of the business expense, shall
be ensured.

The following employees shall be entitled to an Administrative Allowance:

Director of Education - $92.00 per month
Superintendent of Educational Services - $92.00 per month
Superintendent of Business Services - $92.00 per month
Manager of Human Resources Services - $92.00 per month
Manager of Plant Services - $92.00 per month
Assistant Manager of Plant Services - $62.00 per month
Manager of Technological Services - $92.00 per month
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POLICY: Acquired Immune-Deficiency Syndrome (AIDS) and
Human Immuno-Deficiency Virus (HIV)

Rationale for Policy:

The Board recognizes the right of students to an education and employees to gainful employment. It shall
compassionately respond to individuals suffering from AIDS or carrying HIV; in keeping with the gospel message
of Jesus Christ.

Personnel Affected by Policy:

Regular and long-term temporary, teaching and non-teaching employees, and students.

Organizational Authority:
Management

Regulations:
Whereas casual contact is not a known means of transmission of the HI'V, and whereas legal and medical procedures
are in place for infectious diseases the following regulations shall apply:

1.0 Students
1.1 The legal rights to attend school shall be upheld, in keeping with the Education Act and the Health
Protection and Promotion Act.
1.2 The right to privacy shall be maintained, in accordance with the laws governing confidentiality and
reporting obligations.
1.3 The feasibility of home or hospital instruction shall be decided upon when necessitated by a student's
physical condition or behaviour. The decisions shall be made on a case by case basis.

2.0 Employees - Teaching and Non-teaching

2.1 The right to continuation of employment shall be respected, in accordance with the Education Act and
the existing agreements and policies.

2.2 The right to privacy shall be maintained, in accordance with the laws governing confidentiality, and
reporting obligations.

2.3 Where employment places the employee at a determined health risk in a particular work situation,
efforts will be made to place the person in a less threatening situation.

2.4 The right to benefits, for an employee who becomes too sick to work, shall be duly regarded in
respect to existing agreements and policies.

2.5 The assignment of a teacher to the delivery of home or hospital instruction shall be with the
agreement of the teacher.

3.0 Curriculum
3.1 The Ontario Ministry of Education mandate, requiring educational units about AIDS, shall be enacted.
3.2 The programme, as outlined in the document AIDS EDUCATION: A PROGRAMME FOR THE
CATHOLIC SCHOOLS IN ONTARIO, shall govern the Catholic nature and context of curriculum.
3.3 The Board's professional staff shall have the primary responsibility for program delivery of topics
pertaining to sexually-transmitted diseases, including AIDS.
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POLICY: Attendance Support

I. Purpose of Policy

The Attendance Support Program is a key part of the Board’s stewardship of its human
resources, and is designed to create and maintain a Healthy Workplace. The Board
believes that both individual and organizational health are important factors affecting
the ability of all employees to exercise their vocation to work with regular attendance,
and to contribute fully to its mission. In order to carry out the Board mandate, regular
attendance by all employees is essential.

The Attendance Support Program is an integrated partnership among employees,
supervisors / administrators, Unions and health care providers that supports employees
to attend work which benefits students. This program fosters a widespread
understanding that the way to reduce incidences and duration of an employee’s
absences is through early intervention and support.

Il. Program Objectives

1. Promote regular and consistent attendance at work.
2. Support and encourage employee physical, emotional and spiritual well-being.
3. Provide guidelines for a consistent and fair process while providing individual
flexibility as needed.
Support and assist individual employees to achieve regular attendance.

Provide a framework for responding to excessive absenteeism.

Ill. Principles

1. Employees recognize that regular attendance is a condition of employment and will
act in good faith and to the extent of their abilities to ensure prompt and regular
attendance at work.

2. The Board will provide support to employees who are absent from work with a
proactive use of measures directed toward wellness and lifestyle enhancements.

3. The Board will apply the Attendance Support Program in a manner consistent with
the Human Rights Code, the Workplace Safety and Insurance Act and other
applicable legislation in place to accommodate the individual needs of employees
and assist them in the performance of their duties.
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4. The Board will encourage regular and punctual attendance at work through the
proactive use of preventative measures.

5. The Board will treat absences consistently and equitably across the organization.

The Board Attendance Support Program will focus on the following strongly integrated
and interactive elements:

*  Wholeness & Wellness Program;

* Disability Management; and

* Attendance Management.

IV. Procedures

1. Attendance Support Program:

The components of the Board’s Attendance Support Program are set out in
Procedure A to this Policy.

2. Disability Management Program:

The components of the Board’s Disability Management Program (including
Return to Work and Remain at Work Plans) are set out in Procedure B to this
Policy.

V. Human Rights Code and Accommodation

1. Human Rights Code (Employment):

Every person has a right to equal treatment with respect to employment without
discrimination because of race, ancestry, place of origin, colour, ethnic origin,
citizenship, creed, sex, sexual orientation, gender identity, gender expression,
age, record of offences, marital status, family status or disability. (s. 5 (1)).

2. Human Rights Code (Disability Definition):

“disability” means,

a) any degree of physical disability, infirmity, malformation or disfigurement
that is caused by bodily injury, birth defect or illness and, without limiting
the generality of the foregoing, includes diabetes mellitus, epilepsy, a
brain injury, any degree of paralysis, amputation, lack of physical co-
ordination, blindness or visual impediment, deafness or hearing
impediment, muteness or speech impediment, or physical reliance on a
guide dog or other animal or on a wheelchair or other remedial appliance
or device,

b) a condition of mental impairment or a developmental disability,
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c) alearning disability, or a dysfunction in one or more of the processes
involved in understanding or using symbols or spoken language,

d) a mental disorder, or

e) aninjury or disability for which benefits were claimed or received under
the insurance plan established under the Workplace Safety and Insurance
Act, 1997; (“handicap”) (s. 10 (1))

3. Accommodation:

The principle of accommodation applies to all grounds of the Code, but
accommodation issues in employment most often relate to the needs of:
* employees with disabilities (disability);
* older workers (age);
* employees with religious needs (creed);
* pregnant women (sex); and
* employees with caregiving responsibilities (family status).
[Ontario Human Rights Commission. Human Rights at Work 2008 — Third
Edition, p. 93)

4, Appendix A — Accommodation Process Checklist:

Appendix A sets out the obligations of an employee, the employee’s supervisor
(including the employee’s Principal / Vice-Principal), and the Board in any
accommodation situation.

V. Related Information

Procedures and Appendix for this Policy

PROCEDURE A: Attendance Support Program
PROCEDURE B: Disability Management Program
APPENDIX A: Accommodation Process Checklist

Related Board Policies
Human Rights Policy

Legislation
Human Rights Code
Workplace Safety Insurance Act

Ontario Human Rights Commission (OHRC)
(27-Jun-16) Policy on Ableism and Discrimination based on Disability
(2008). Human Rights at Work 2008 — Third Edition.
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PROCEDURE A: Attendance Support Program

I. Overview / Procedure Description

The Attendance Support Program is aimed at positively supporting employees in their
regular attendance. The focus is on non-culpable absences (innocent absenteeism) and
is non-disciplinary. The goal is to facilitate a return to work and assist in maintaining
regular attendance with or without accommodation of those employees who exceed
the Board’s established absence threshold;

Should a disability be identified that requires support or accommodation at any time
during the process, the Board may support the employee’s transition into Disability
Management and will comply with its obligations in Appendix A — Accommodation
Process Checklist.

Innocent (Non-Culpable) Absenteeism relates to absences as a result of illness or injury
that arise due to circumstances beyond the employee’s control. These absences are not
dealt with through a progressive discipline model; instead the employee is supported
through the Attendance Support Program;

Culpable Absenteeism relates to those absences for which employees can be held
accountable. Failure to attend work without notifying the employer, lateness for work
or leaving early and abuse of leave are examples of culpable absences. Employees with
culpable absences are subject to progressive discipline, in accordance with their
respective Collective Agreements. These absences are not dealt with through the
Attendance Support Program.

Il. Procedure Steps / Checklist
1. Absence Threshold for Entry into the Attendance Support Program:

a) Absence Threshold is the established number of absences to trigger possible
entry into the Attendance Support Program. When an employee’s absences
exceed the threshold within a rolling 12 (working) month period, the
Principal, Supervisor, Manager, and/or Human Resources Supervisor may
meet with the employee to discuss his/her level of absenteeism having
regard for the personal circumstances of the employee.
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b)

The threshold should be reviewed every two years by the Board
Administration. Employees should be notified of threshold changes. The
threshold is used as a mechanism to trigger non-disciplinary and supportive
intervention.

When an employee’s absences have exceeded the threshold, the attendance
support process will be initiated.

Entry into any level of the multi-level process is applied consistently to all
employees using discretion. The goals that are set within any level are
specific and unique to each employee’s circumstances.

If the employee is a union member, the employee may include the
employee’s union representative in the attendance support process and may
have that representative attend any meetings that occur to discuss or review
the employee’s attendance.

2. Disability, Accommodation Requirement, Exempt Absences, and
Extenuating Circumstances:

a)

b)

c)

At each Level of the Attendance Support Program the management staff
shall assess whether any of the absences in question were related to:

e adisability (see Section IV — Definitions);

e arequirement for accommodation under the Human Rights Code; or

e extenuating circumstances (i.e. single event or a one time sickness)
which would indicate that it would not be appropriate for the employee to
enter into, progress to the next level, or continue in the Attendance Support
Program.
If the absences relate to a disability or to a requirement for accommodation
all Parties will comply with their obligations in Appendix A — Accommodation
Process Checklist.
Absences which relate to a disability or a requirement for accommodation
shall not be taken into account in determining the Absence Threshold.

d) Absences where the employee is on:

e an Employment Standards Act leave of absence,
e aleave of absence related to a workplace injury covered by the
Workplace Safety and Insurance Act, or
e along Term Disability leave of absence
shall not be taken into account in determining the Absence Threshold.
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3. Review Periods & Exit from the Attendance Support Program:

a) When attendance goals have been met within a coaching level the employee
enters into a review period of up to 12 working months where their absences
are monitored by the Human Resources Supervisor.

b) Employees who do not exceed the Absence Threshold in the above review
period will exit from the Attendance Support Program.

4. Preliminary Meeting:

The Preliminary Meeting includes the employee, Principal/Supervisor/Manager,
to initiate discussion related to the employee’s absence level, gain an
understanding of the issue(s) that may be preventing the employee from
regularly attending work and offer support and guidance, and advise the
employee of threshold for entry into Coaching Level 1.

5. Coaching Level 1:

a) Coaching Level 1 consists of a meeting that includes the employee,
Principal/Supervisor/Manager and the Human Resources Supervisor.

b) The employee may enter into Level 1 if he/she has been unable to meet the
attendance threshold established in the Preliminary Meeting.

c) Attendance goals will be set with the employee that will apply for the next 90
working days.

6. Coaching Level 2

a) Coaching Level 2 consists of a meeting that includes the employee,
Principal/Supervisor/Manager and/or Human Resources Supervisor.

b) The employee may enter into Level 2 if he/she has been unable to meet the
attendance goals established in Level 1.

c) Attendance goals will again be set with the employee that will apply for the
next 90 working days.

7. Coaching Level 3

a) Coaching Level 3 — consists of a meeting that includes the employee,
Principal/Supervisor/Manager and/or Human Resources Supervisor.

b) The employee may enter into Level 3, if he/she has been unable to meet the
attendance goals established in Level 2.

c) Attendance goals will again be set with the employee that will apply for the
next 90 working days.
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8.

Coaching Level 4

a) Coaching Level 4 consists of a meeting that includes the employee,
Principal/Supervisor/Manager and or Manager of Human Resources or
designate, and Superintendent.

b) The employee may enter into Level 4, if he/she has been unable to meet the
attendance goals established in Level 3.

Coaching Level 4 and Potential Change in Employment Status:

Where the employee progresses to Level 4 and the board determines that:

a) it has fulfilled its obligations under the applicable collective agreement
and/or policies and procedures, the Workplace Safety and Insurance Act,
the Human Rights Code and any other applicable legislation; and,

b) the employee’s absenteeism is excessive and there is no reasonable
likelihood that the employee will be able to attend work regularly in the
foreseeable future;

The employee may be advised that a conversation will occur to discuss
employment status.

Ill. Areas of Responsibility

Employee:

Employees’ responsibilities include:

Maintaining regular on time attendance;

Giving the notice of absence required by Board procedures and/or by the
relevant collective agreement;

Providing any documentation required to support such absence as mandated by
Board procedures and/or by the relevant collective agreement;

Maintaining regular contact with the employee’s supervisor and/or the Human
Resources Supervisor during absence from work;

Participating actively in all levels of the attendance management process;
Cooperating in setting personal attendance goals; and

Contacting their union representative if the employee wishes them to be
involved.
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Principal / Supervisor / Manager:

The responsibilities of Principals, Supervisors and Managers include:
e Communicating attendance expectations to all employees through an annual
review of the Attendance Support Program.
e Reviewing absence reports for staff;
e |dentifying absenteeism trends or patterns, such as the following:
o frequent absences of short duration;

absences of more than ten days;

absences due to doctor appointments or scheduled treatment;

absences due to workplace injury and/or illness;

unauthorized absences;

a pattern of repeated days of absence taken in proximity to weekends and

holidays, and

o absenteeism in excess of the Absence Threshold.

e Addressing all absenteeism issues using discretion and seek support from Human
Resources;

e Conducting the preliminary meeting with all employees whose absences exceed
the Absence Threshold;

e Supporting employees and act as a resource;

e Advising employees of available resources (i.e. EFAP);

e Participating in all meetings as outlined in the Attendance Support Program and
provide input into the development of individualized attendance goals for each
employee involved in the process;

e Providing a written outcome of the preliminary meeting to the employee (only if
a Human Resources representative is not in attendance);

e Supporting and assisting the Human Resources Supervisor at any level in the
attendance management process;

e Providing positive reinforcement to employees who reach their attendance
goals.

O O O O O
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Human Resources Supervisor

The Human Resources Supervisor responsibilities may include:

Supporting Principals/Supervisors/Managers in addressing absenteeism issues;
Serving as a resource to employees and Principals/Supervisors/Managers;
Assisting to identify employees who exceed the threshold level of absences;
Advising employees of resources available to them;

Facilitate the meetings in Coaching Levels 1 to 3;

Providing assistance on the development of individualized goals at the
conclusion of each meeting, taking into account all circumstances identified
during each meeting; and

Providing a written outcome of each coaching level meeting with copies to the
employee, Principal/Supervisor/Manager and employee’s union representative,
if applicable.

Superintendent

The Superintendent responsibilities may include:

Providing support and acting as a resource to all aspects of the attendance
management process and

Following the completion of the first three coaching levels to determine ongoing
employability in conjunction with Human Resources representatives, Principals,
Supervisors and Managers who are reviewing the cases of employees who have
not met attendance goals or the Absence Threshold.

IV. Definitions

“disability” means,

a)

b)
c)

d)

any degree of physical disability, infirmity, malformation or disfigurement that is
caused by bodily injury, birth defect or illness and, without limiting the generality
of the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree
of paralysis, amputation, lack of physical co-ordination, blindness or visual
impediment, deafness or hearing impediment, muteness or speech impediment,
or physical reliance on a guide dog or other animal or on a wheelchair or other
remedial appliance or device,

a condition of mental impairment or a developmental disability,

a learning disability, or a dysfunction in one or more of the processes involved in
understanding or using symbols or spoken language,

a mental disorder, or
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e) aninjury or disability for which benefits were claimed or received under the

insurance plan established under the Workplace Safety and Insurance Act, 1997;
(“handicap”) [Human Rights Code, s. 10 (1)]
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V. Related Information

Procedures and Appendix for this Policy
POLICY: Attendance Support
PROCEDURE B: Disability Management Program
APPENDIX A: Accommodation Process Checklist

Related Board Policies

Human Rights Policy
Legislation

Human Rights Code

Workplace Safety Insurance Act
Ontario Human Rights Commission (OHRC)

(27-Jun-16) OHRC Policy on Ableism and Discrimination based on Disability
(2008). Human Rights at Work 2008 — Third Edition
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PROCEDURE B: Disability Management Program

I. Overview / Procedure Description

The Disability Management Procedure provides employees with a safe and timely
transition from illness/injury that allow them to remain at work or return to work.

When appropriate, the program assists employees by providing rehabilitation support,
accommodations or modifications to remain at work, gradual return to work and/or
modified work prior to commencement of regular full-time, part-time or occasional
work.

When a disability exists, the Board will endeavor to modify both the work and the
workplace to accommodate the needs of the disabled employee, based on medically-
supported restrictions/limitations (which may include an External Assessment),
provided that it does not cause undue hardship to the Board.

The obligations of the employee, the employee’s supervisor and/or Principal/Vice-
Principal, and the Human Resources Supervisor in any required accommodation related
to a disability are set out in Appendix A: Accommodation Process Checklist. (The Code
definition of disability is set out in the Section V — Definitions.)

Il. Procedure Steps / Checklist

1. Employee Responsibilities:

a) Documentation:
The employee shall provide appropriate documentation as required by the
Board’s Absence Reporting Guidelines & Early Intervention Procedure.

b) Communications with Human Resources Supervisor:
The employee shall maintain regular contact with the Human Resources
Supervisor to provide updates on status, changes in condition, and review
progress throughout their Remain at Work or Return to Work Plan

c) Medical Rehabilitation and Treatment:
The employee shall actively participate in medical rehabilitation and/or
treatment that can be expected to facilitate a timely recovery and return to
work.

d) Returnto Work Notice:
The employee shall provide the Human Resources Supervisor with written

notice of the employee’s expected return to work and written notice of any
accommodation to assist in that return to work.
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e) Participation in Plans and/or Workplace Accommodation:
The employee shall co-operate and participate in any Return to Work Plan,
Remain at Work Plan and Workplace Accommodation.

f) Union Representation:
If the employee is a union member, the employee may have the employee’s
union representative attend any meetings and be involved in the disability
management process.

2. General Human Resources Supervisor Responsibilities:

a) Initial Contact:
The Human Resources Supervisor will contact the employee directly to
discuss the Board’s Disability Management Program and work with the
employee to assess any restrictions and/or limitations.

b) Union Representation:
On initial contact, the Human Resources Supervisor shall inform any
unionized employee that they may have a union representative attend any
meetings and be involved in this process.

c) Role of the Human Resources Supervisor:
The Human Resources Supervisor or designate shall:

* co-ordinate the return to work of all disabled employees with the
employee, the appropriate treating medical practitioner,
Principal/Vice-Principal or Immediate Supervisor, and the union
representative at the employee’s discretion;

* assess the employee’s work capabilities in conjunction with
medically-supported restrictions and/or limitations provided by the
appropriate treating medical practitioner(s) or external assessor;

* inform the employee’s Principal/Vice-Principal or Immediate
Supervisor/Manager of the work restrictions/limitations and initiates
the development of the Remain at Work Plan or Return to Work Plan.

3. Development of a Return to Work or a Remain at Work Plan:

a) Workplace Assessment:
The Human Resources Supervisor or designate shall:
* perform a workplace assessment with the Principal/Vice-Principal or
Immediate Supervisor/Manager and, as required, with the Health &
Safety Officer, or designate, to ensure compatibility of work
restrictions and the duties to be performed within the work
environment;

Renfrew County Catholic District School Board



Mb W’ PROCEDURE B: Disability Management Program

sd.w

Effective Date: September 1, 2017.

CATHOL DSTRIT ScHO0L BOSD Last Revision Date: (N/A)

Page 3 of 5

co-ordinate the modification of the work or workplace, as needed;
and
assess the need for change in location and/or assignment.

b) Return to Work or Remain at Work Plan Process:
The Human Resources Supervisor or designate shall:

co-ordinate the development of a Remain at Work Plan or Return to
Work Plan with the employee, his/her Principal/Vice-Principal or
Immediate Supervisor/Manager, the appropriate treating medical
practitioner(s), the employee’s union representative, Workplace
Safety and Insurance Board, LTD Insurance Carrier, Human Resources
and Operations Superintendents, as appropriate;

distribute a copy of the Remain at Work Plan or Return to Work Plan
to the above parties and the employee;

maintain regular contact with the employee and his/her
Principal/Vice-Principal or Immediate Supervisor/Manager for the
duration of the Remain at Work Plan or Return to Work Plan; and
maintain an ongoing assessment of the Remain at Work Plan or
Return to Work Plan; to modify the Plan, as required.

c) Plan Components:
A Remain at Work Plan or Return to Work Plan, should include a clear start
and end date, with progression of hours and duties. Adjustments will be
considered on a case by case basis. The Remain at Work Plan or Return to
Work Plan may include but is not restricted to, some or all of the following:

volunteer work;

reduced work hours;

modification of duties;

workplace modifications;

removal of physical barriers; and/or

reassignment to another position if the employee has the necessary
skills and abilities to perform the essential duties of that position.

d) Monitoring Return to Work or Remain at Work Plans:
Regular follow-up meetings may occur during the Remain at Work or Return
to Work Plan to ensure that the employee’s needs are being met and to
make any necessary changes to the modifications or accommodations should
there be a change in the employee’s restrictions or limitations (based on
physician input).
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3. Supervisor and Principal/Vice-Principal Responsibilities:

The employee’s supervisor and/or Principal/Vice-Principal shall:

* participate in the development of the employee’s Remain at Work Plan
or Return to Work Plan;

* modify the work or workplace, as outlined in the Remain at Work Plan or
Return to Work Plan;

* assign work or duties according to the employee’s Remain at Work or
Return to Work Plan;

* closely monitor the progress of the employee throughout the Remain at
Work or Return to Work Plan; and

* immediately report any problems or concerns to the Human Resources
Supervisor.

IV. Definitions

“disability” means,

a) any degree of physical disability, infirmity, malformation or disfigurement that is
caused by bodily injury, birth defect or illness and, without limiting the generality
of the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree
of paralysis, amputation, lack of physical co-ordination, blindness or visual
impediment, deafness or hearing impediment, muteness or speech impediment,
or physical reliance on a guide dog or other animal or on a wheelchair or other
remedial appliance or device,

b) a condition of mental impairment or a developmental disability,

c) alearning disability, or a dysfunction in one or more of the processes involved in
understanding or using symbols or spoken language,

d) a mental disorder, or

e) aninjury or disability for which benefits were claimed or received under the
insurance plan established under the Workplace Safety and Insurance Act, 1997;
(“handicap”) [Human Rights Code, s. 10 (1)]

V. Related Information

Procedures and Appendix for this Policy
POLICY: Attendance Support
PROCEDURE A: Attendance Support Program
APPENDIX A: Accommodation Process Checklist
Related Board Policies
Human Rights Policy
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Legislation
Human Rights Code
Workplace Safety Insurance Act
Ontario Human Rights Commission (OHRC)
(27-Jun-16) OHRC Policy on Ableism and Discrimination based on Disability
(2008). Human Rights at Work 2008 — Third Edition
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Appendix A: Accommodation Process Checklist

The most appropriate accommodation is one that most:
* respects the dignity of the employee;
* responds to the employee’s individualized needs; and
* maximizes the employee’s integration and full participation in the workplace.

However, the duty to accommodate does not require exempting an employee from
performing the essential requirements of the employee’s job.

1. Obligations of the Employee:

Advise the employee’s supervisor that the employee requires accommodation
under the Human Rights Code to perform the essential duties of the employee’s
position;

Make her or his needs known to the best of his or her ability, in writing;

Answer gquestions or provide information regarding relevant restrictions or
limitations, including information from health care professionals, where
appropriate and as needed;

Participate in discussions regarding possible accommodation solutions;

If the employee is a union member, the employee’s union representative will
also participate in discussions regarding possible accommodation solutions and
may be present for any meetings with management representatives;

O Co-operate with any experts whose assistance is required to manage the
accommodation process or when information is required that is unavailable to
the person requesting accommodation;

O Meet agreed-upon performance and job standards once accommodation is
provided;
O Work with the Human Resources Supervisor and the employee’s supervisor on

an ongoing basis to manage the accommodation process; and

O Report any problems with the accommodation process, in writing, to the
employee’s supervisor and/or to the Human Resources Supervisor.
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2. Obligations of the Employee’s Supervisor and/or Principal / Vice-Principal:
O Be alert to the possibility that an employee may need an accommodation even if
they have not made a specific or formal request;
O Advise the Human Resources Supervisor of the request for accommodation or
the potential for an accommodation request;
O Assist the Human Resources Supervisor in developing accommodation solutions;
O Assist the Human Resources Supervisor in implementing the required workplace
accommodation;
O Monitor the workplace accommodation and advise the Human Resources

Supervisor of any problems.

3. Obligations of the Board:

O Accept the employee’s request for accommodation in good faith, unless there
are legitimate reasons for acting otherwise;

O Obtain expert opinion or advice where needed;

O Limit requests for information to those reasonably related to the nature of the
limitation or restriction so as to be able to respond to the accommodation
request;

O Take an active role in ensuring that alternative approaches and possible

accommodation solutions are investigated, and canvass various forms of possible
accommodation and alternative solutions, as part of the duty to accommodate;

O Consult with the employee and the employee’s union representative (if the
employee is a union member) with respect to alternative approaches and
possible accommodation solutions;

O Communicate regularly and effectively with the employee and the employee’s
union representative (if the employee is a union member) with updates on the
accommodation process;

O Grant accommodation requests in a timely manner, to the point of undue
hardship, even when the request for accommodation does not use any specific
formal language;
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Bear the cost of any required medical information or documentation;
Implement accommodation in a timely way to the point of undue hardship;

Keep a record of the accommodation request and action taken; and

O O O O

Maintain confidentiality as much as possible.

[(27-Jun-16). Ontario Human Rights Commission. Policy on Ableism and Discrimination
based on Disability, pp. 41-42]
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CATHOLIC DISTRICT SCHOOL BOWRD

POLICY: Cannabis, Drug & Alcohol Free Workplace

I. Purpose of Policy

1. Protection of Students

One of the purposes of the Cannabis Control Act, 2017 is to protect youth and
restrict their access to cannabis and the Act prohibits the sale or distribution of
cannabis to a person under 19 years of age.

Health & Safety

All employees and workers, who perform work or supply services for the Board, are
responsible for safety in the workplace. Alcohol and drug use that impairs the ability
of these individuals to perform their jobs, including jeopardizing their safety and the
safety of students, other employees / workers, the general public and the
environment, is prohibited.

Accommodation of Prescribed Medications (including medically authorized
cannabis) for Disabilities:

The Board recognizes that employees may require prescribed medications including
medically authorized cannabis to accommodate their disabilities.

Accommodation of Alcohol and Drug Addictions:

The Board recognizes that alcohol and drug dependencies are illnesses, which can
respond to therapy and treatment. The Board is committed to employee safety,
health and wellness and will assist employees in obtaining treatment for such
illnesses.

Il. Policy Statement

1.

Application of the Policy (Employees and Workers)

This policy applies to all employees and workers who perform work or supply
services for the Board.

Prescribed Medications for Disabilities including Medically
Authorized Cannabis

a) Prescribed Medications including Medically Authorized Cannabis:

Employees may require prescribed medications including medically
authorized cannabis to accommodate their disabilities.
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b) Employee Duty to Inquire:
Employees, who require prescribed medications including medically
authorized cannabis to accommodate their disabilities, shall ask their health
care practitioner if the prescribed medications may endanger the employee’s
safety or the safety of others or may cause impairment in the performance of
the employee’s work duties.

c¢) Employee Notice Obligations:
Employees shall notify the Manager of Human Resources Services if their use
of prescribed medications including medically authorized cannabis may cause
impairment in the performance of their duties or compromise their safety or
the safety of others.

d) Human Rights Policy (Human Resources):
Employees and the Board shall follow the accommodation procedures set
out in the Human Rights Policy when dealing with the use of prescribed
medications (including cannabis) for disabilities.

3. Cannabis, Drug or Alcohol Addictions

a) Cannabis, Drug and Alcohol Addictions are Disabilities:
Drug and alcohol addictions are disabilities under the Human Rights Code.
Employees with addiction disabilities have the same right to be free from
discrimination as other people under the Code.

b) Employee Notice Obligations:
Employees shall notify the Manager of Human Resources Services that they
have a cannabis, drug or alcohol addiction which may compromise their
safety or the safety of others or which may cause impairment in the
performance of their duties.

¢) Human Rights Policy (Human Resources):
Employees and the Board shall follow the accommodation procedures set
out in the Human Rights Policy when dealing with cannabis, drug or alcohol
addictions.

4, Impaired Driving

a) Charges and Suspensions:
Any employee charged with an impaired driving related offence while
operating a vehicle on Board business or driving a Board assigned vehicle
must immediately report the charge to their supervisor.
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In addition, any employee whose operator’s licence is suspended or who is
charged with an impaired driving related offence as a result of roadside
testing must immediately report such suspension and/or charge to their
supervisor if within the period of suspension they are required to drive on
Board business, operate mobile equipment in their work duties for the
Board, or drive a Board assigned vehicle. The supervisor will notify the
Manager of Human Resources Services for the determination of whether a
Fitness for Duty assessment should be arranged.

b) Interim Measures:
Provided that the employee retains a valid operator’s licence, and
considering the circumstances and any assessment performed by the
Manager of Human Resources Services, a determination will be made as to
whether the employee is in need of an assistance program and whether the
employee should be allowed to continue to operate mobile equipment or
Board assigned vehicles pending the outcome of the charge. Any safety
concerns may result in work restrictions being issued for the employee.

c) Convictions and Suspensions:
Any employee convicted of impaired driving or related offence must
immediately report to their supervisor, the conviction, and any imposed
suspension or limitations affecting their operator’s licence, if their work
duties for the Board require a valid operator’s licence or the conviction
resulted from a charge which occurred while operating a vehicle on Board
business or while driving a vehicle assigned by the Board.

d) Accommodation:
If reasonable and possible, employees who have had their operator’s licence
suspended, but require a valid operator’s licence to perform their job duties,
may be temporarily accommodated in an alternative position until their
operator’s licence is restored. Any such accommodation should not be
considered absolute or indefinite. If driving is an essential part of the
employee’s work duties and an alternative placement is not feasible, the
employment contract may be treated as terminated.

e) Failure to Report:
Failure to immediately report an impaired driving or related charge,
conviction, or suspension or resulting effect upon the employee’s operator’s
licence may result in discipline up to and including dismissal for cause.

Confidentiality of Medical Information

a) Medical Information is Confidential:
Medical information regarding an employee’s alcohol or drug use, including
alcohol and drug test results is personal information and is confidential.
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b)

Board’s Information (Personal) —Collection, Use & Disclosure Policy:

There are restrictions on the collection, use and disclosure of such medical
information in Part Il of the Municipal Freedom of Information and
Protection of Privacy Act (MFIPPA).

The Board’s Information (Personal) —Collection, Use & Disclosure Policy
provides direction and guidance on the collection, use and disclosure of
employee medical information.

6. Policy Violations

a)

b)

c)

d)

Cannabis:
The possession, consumption, distribution or sale of cannabis and cannabis
paraphernalia is prohibited:

e while conducting Board / School business,
while engaged in Board / School activities,

e while in or operating a vehicle of the Board and

e while on Board premises.
Employees and workers are prohibited from consuming any cannabis during
their working hours, including meals and breaks.

Smoking and Vaping Prohibited:
Board schools, offices and facilities are smoke free environments. Employees
are prohibited from:
e smoking and use of tobacco, tobacco products, cannabis, vapour
products and electronic cigarettes and
e smoking cannabis for medical purposes.

Alcohol:
The possession, consumption, distribution or sale of alcoholic beverages is
prohibited:

e while conducting Board / School business,

e while engaged in Board / School activities,

e while in or operating a vehicle of the Board and

e while on Board premises.
Employees and workers are prohibited from consuming any alcoholic
beverage during their working hours, including meals and breaks.

Alcohol Exemption for Approved Events:

The possession, consumption in moderation, distribution or sale of alcoholic
beverages is permitted for approved Board, School or Community Use of
Schools events.
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e)

f)

g)

h)

Over-the-Counter Medications:
Employees and workers using prescribed or over-the-counter medications
are expected to use such medications responsibly. The intentional misuse of
medications (e.g. using medication other than as prescribed or combining
medication and alcohol or cannabis against direction) is prohibited:

e while conducting Board / School business,

e while engaged in Board / School activities,

e while in or operating a vehicle of the Board and

e while on Board premises.

Illegal Drugs:
The presence in the body, possession, use, distribution, dispensation, sale or
manufacture of illegal drugs is prohibited:

e while conducting Board / School business,

¢ while engaged in Board / School activities,

e while in or operating a vehicle of the Board and

e while on Board premises.

Safe Performance of Duties:

Employees and workers are expected to be able to safely and acceptably
perform assigned duties without limitations due to the use or after effects of
cannabis, alcohol, illicit drugs or medications. Employees and workers are
prohibited from performing services, if they are impaired through their use
of cannabis, alcohol, illicit drugs or medications.

Designated On-Call Employees:

Designated on-call employees and workers must be able to respond to an
incident and shall not consume cannabis or alcohol to the extent they
become impaired or are unable to safely and acceptably perform their
duties. If an employee or worker is requested to perform unscheduled
services or to respond to an incident while unfit to do so, the employee or
worker must decline.

Consequences for Policy Violations

a)

Prescribed Medications for Disabilities including Medically Authorized
Cannabis:

Employees who require medications for disabilities will not be disciplined
provided they:

e ask their health care practitioner if the prescribed medications may
endanger the employee’s safety or the safety of others or may cause
impairment in the performance of the employee’s work duties;

e notify the Manager of Human Resources Services of any possible risks
to the employee or to others or possible impairment in the
performance of the employee’s job duties; and
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e follow the accommodation procedures in the Board’s Human Rights
Policy.
b) Alcohol or Drug Dependency:
No employee with an alcohol or drug dependency will be disciplined or
terminated for requesting help in overcoming a problem or because of
involvement in a treatment or rehabilitation program. However, an
employee with a substance dependency is expected to seek treatment prior
to violating this policy or putting their safety and the safety of students,
other employees, the public and the environment in jeopardy.

c) Factors to be Considered:
The consequences for violation of this policy will depend on the facts of each
case. Some of the factors that will be considered include:
e student involvement with or exposure to the violation;
e the nature of the violation;
e the existence of prior violations;
e theresponse to prior treatment or corrective programs; and
e the seriousness of the violation.
d) Employee Disciplinary / Non-Disciplinary Action:
If an employee violates this policy, appropriate action will be taken, including
but not necessarily limited to corrective action, a warning or reprimand,
suspension with or without pay or termination for cause.

e) Worker Consequences:
If a worker violates this policy, the Board may bar the worker from
performing work or providing services for the Board. The Board may also
terminate the contractual arrangement with the worker’s employer or with
the worker.

8. Responsibilities of the Board, Supervisors & Employees

The respective responsibilities of employees, supervisors and the Board are set
out in Appendix A to this Policy

9. Education & Training:

a) The Board is committed to informing employees of the risks associated with
the use of alcohol or drugs and advising of available assistance to deal with
an emerging or existing substance dependency.

b) The Board will provide supervisors with periodic training to assist supervisors
in identifying an alcohol or drug problem

Ill. Definitions

alcohol refers to beer, wine and distilled spirits, and includes the intoxicating agent
found in medicines or other products.
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disability means,

a) any degree of physical disability, infirmity, malformation or disfigurement that is
caused by bodily injury, birth defect or illness and, without limiting the generality
of the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree
of paralysis, amputation, lack of physical co-ordination, blindness or visual
impediment, deafness or hearing impediment, muteness or speech impediment,
or physical reliance on a guide dog or other animal or on a wheelchair or other
remedial appliance or device,

b) a condition of mental impairment or a developmental disability,

c) alearning disability, or a dysfunction in one or more of the processes involved in
understanding or using symbols or spoken language,

d) a mental disorder, or

e) aninjury or disability for which benefits were claimed or received under the
insurance plan established under the Workplace Safety and Insurance Act, 1997;
(Human Rights Code, s. 10 (1))

drug means any substance, including but not limited to alcohol, illicit drugs,
medications, or other substances the use of which has the potential to change or
adversely affect the way a person thinks, feels or acts. For purposes of this policy, drugs
of concern are those that inhibit a worker’s ability to perform work safely and
productively.

drug paraphernalia means any personal property associated with the use of any drug,
substance, chemical or agent, the possession of which is unlawful

extreme fatigue/stress means physical and/or mental exhaustion that reduces a
person’s alertness such that a safety hazard is created or results in an inability to safely
perform work.

fit for duty means that a worker is able to safely and/or acceptably perform assigned
duties without any limitations resulting from, but not limited to: the use or after-effects
of illicit drugs, alcohol, and/or medications; the misuse of and/or failure to take
prescribed medications; and/or extreme fatigue/stress. It is a condition where a worker
is physically, physiologically and psychologically capable and competent of performing
their task safely.

illicit drug means any drug or substance which is not legally obtainable and whose use,
sale, possession, purchase or transfer is restricted or prohibited by law (e.g. street
drugs).

medication refers to a drug obtained legally, either over-the-counter or through a
medical practitioner’s prescription.

on duty is the time period commencing from when an employee or a worker reports to
perform work up until the time he or she ceases to perform work for the day, and
includes lunch, break times and times between the portions of split crews. On Duty also
includes the time period in which an individual is required to be performing work or is
on stand-by to perform work.

Renfrew County Catholic District School Board



Cannabis, Drug & Alcohol Free Workplace Policy

worker means a person who performs work or supplies services for the Board.

IV. Related Information

Appendices for this Policy
APPENDIX A: Employee, Supervisor & Board Responsibilities

Related Policy (Administration Category)
POLICY: Information (Personal) — Collection, Use & Disclosure

Related Policy (Human Rights Category)
POLICY: Human Rights

Related Policy (Facilities Category)
POLICY: Vehicles, Equipment and Supplies Policy

Legislation

Cannabis Act (formerly Bill C-45) An Act respecting cannabis and to amend the
Controlled Drugs and Substances Act, the Criminal Code and other Acts

Bill C-46, An Act to amend the Criminal Code (offences relating to conveyances) and
to make consequential amendments to other Acts)

Cannabis Control Act 2017

Education Act

Occupational Health & Safety Act

Smoke Free Ontario Act, 2017
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APPENDIX A: Employee, Supervisor & Board Responsibilities

Possible Signs of Impairment
An employer may observe changes in an employee’s attendance, performance or behaviour,
such as:

personality changes or erratic behaviour (e.g. increased interpersonal conflicts;
overreaction to criticism),

appearance of impairment at work (e.g. odor of alcohol or drugs, glassy or red eyes,
unsteady gait),

slurring, poor coordination,

working in an unsafe manner or involvement in an accident,

failing a drug or alcohol test,

consistent lateness, absenteeism, or reduced productivity or quality of work.

Don’t ASSUME

There could be many reasons that explain these situations, such as:

another disability or temporary medical conditions,
conflict at work,

job dissatisfaction or low morale,

the stress in balancing work and caregiving obligations,
personal problems unrelated to work.

Employers should keep in mind that the employee may just be having a bad week or month.

However, in some cases, the observed behaviour could be the consequence of substance
dependence. (Canadian Human Rights Commission. (2017). Impaired at Work — a guide to
accommodating substance abuse. p. 5)

=

Employee Responsibilities
Safely and acceptably perform assigned duties without limitations due to the use or
after effects of cannabis, alcohol, illicit drugs or medications.

Ask their health care practitioner, if the employee’s prescribed medications may
endanger the employee’s safety or the safety of others or may cause impairment in the
performance of the employee’s work duties.

Notify the Manager of Human Resources Services, if the employee’s use of prescribed
medications including medically authorized cannabis may cause impairment in the
performance of their duties or compromise their safety or the safety of others.
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Follow the accommodation procedures set out in the Human Rights Policy when
dealing with the use of prescribed medications including cannabis for disabilities.

Seek counseling and accept the necessary treatment as prescribed for an emerging
alcohol or drug problem before the problem adversely affects job performance.

Follow any recommended monitoring or follow-up program as part of rehabilitation
from an alcohol or drug dependency.

Follow the accommodation procedures set out in the Human Rights Policy when
dealing with cannabis, drug or alcohol addictions.

Report any possible work impairment of a co-worker to their supervisor.

Cooperate fully during investigations related to this policy.

Supervisor Responsibilities

Attend training and awareness programs as directed by the Board.

Identify unsatisfactory or deteriorating levels of work performance, discuss with
employee, and if necessary, together with Human Resources initiate corrective action.

Take immediate action to remove from the job an employee appearing to be impaired.
Impairment is to be judged by a supervisor on the behaviour or performance of an
employee that suggests consumption or impairment by alcohol or drugs.

Upon removing an employee from the job, arrange to transport the employee home
(i.e. drive the employee home; contact a spouse, family member or other individual to
transport the employee home; and failing that, arrange for a taxi).

Report all suspected work impairments to the Manager of Human Resources Services.

Manager of Human Resources Services

Investigate all suspected work impairments to ascertain if accommodation is necessary,
if discipline is warranted or if non-disciplinary measures are appropriate.

If accommodation is necessary initiate the accommodation process.
If discipline is warranted, make a recommendation to the relevant Superintendent.

If non-disciplinary measures are appropriate, make a recommendation to the relevant
Superintendent.
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Board

Communicate this policy to all employees of the Board, all employers who supply
workers to the Board and all independent contractors who provide services to the
Board.

To the extent that the Board deems appropriate, implement an education program
regarding the effects of using or abusing alcohol or drugs.

Train supervisors to recognize and handle performance problems caused by alcohol or
drug use.

Deal promptly with an actual or perceived alcohol or drug problem in consultation with
Human Resources.

If an employee arrives at the work place appearing to be impaired as a result of alcohol
or drug use, the Board will make all reasonable efforts to ensure that the employee
returns home safely.

In appropriate circumstances, refer employees affected by substance abuse for
counseling and treatment.

Monitor performance after an employee returns to work from drug and/or alcohol
treatment, assisting the employee as necessary.

In so far as it is reasonable, protect the confidentiality and privacy of an employee
taking steps to deal with an alcohol or drug dependency problem.

The Board will make all reasonable efforts to ensure attendees at approved Board
functions (where alcohol is served) return home safely.
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POLICY: Conferences & Conventions - Attendance

Rationale for Policy:
The Board recognizes the advantages to be gained by attendance at conventions, workshops and displays of an
educational nature. The Board also recognizes that the benefits gained should bear a close relationship to the

expense incurred.

Personnel Affected by Policy:

Trustees, and full- and part-time regular, non-teaching employees.

Organizational Authority:

1. The appropriate Superintendent responsible for the employee's school or department is the organizational
authority for non-teaching staff.

2. The Director of Education is the organizational authority for Superintendents.

3. The Chairperson of the Board is the organizational authority for Trustees.

Regulations and Procedures:
1. Non-teaching Staff and Supervisory Officers
1.1 Non-teaching and supervisory staff may attend conventions, workshops, and/or displays deemed to be
worthwhile, subject to the limitations of the appropriate budget.
1.2 At no time shall all personnel permitted to attend conventions, workshops and/or displays be absent
from duty simultaneously to attend such functions.
1.3 Personnel may be requested to make an oral and/or a written report to the Director and/or to the Board
following attendance at a convention, workshop, or display.
1.4 Application to attend must be submitted:

a) in writing on the appropriate Application for Professional Development form (see Principal's
Manual);

b) when participation in the professional development activity requires:
(1) absence from regular duties;
(i1) payment of any expenses by the Board

at least five weeks prior to the date of the activity;
1.5 Employees are:

a) responsible for making all arrangements pertinent to the attendance at the activity once it has
been approved; and
b) responsible for payment of all costs (subject to reimbursement).
2. Trustees

2.1 The trustees may spend within the budgetary limits per year on conventions, workshops and displays.

2.2 Not more than four trustees shall attend any one convention, workshop or display at the Board's
expense, other than the OCSTA Annual Convention.

2.3 The trustees who are to attend any given convention, workshop or display at the Board's expense shall
be approved by the Chairperson of the Board in a manner the Chairperson will determine.

2.4 Trustees may be requested to make an oral and/or a written report to the Board following attendance
at a convention, workshop, or display. A joint report may be presented when two or more Trustees
attend the same event.
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POLICY: Criminal Background Check — Employees, Trustees, Service
Providers & Other Adults

I. Purpose of Policy

The Board has a legal obligation:

to provide a safe and secure working and learning environment for students and
employees and

is in a position of trust and must strive to protect the well-being of students and
employees.

The Board will not employ or contract with nor continue to employ or contract with
persons who have criminal records and/or patterns of behaviour that may place students

at risk.

The Police Record Checks Reform Act, 2015 identifies two Criminal Background Checks:

a vulnerable sector check (VSC) for persons with direct regular contact with
students and

a criminal record and judicial matters check (CRIMC) for other persons.

Il. Policy Statement

1.

Criminal Background Checks for Employees

a)

b)

c)

All persons in the employ of the Board as of the effective date of this Policy
will provide an acceptable Criminal Background Check in accordance with
Police Record Checks Reform Act, 2015.

All new employees will be required to provide, at their own expense, an
original acceptable Criminal Background Check (VSC or CRIMC).

All offers of employment with the Board shall be conditional upon the
applicant supplying an original acceptable Criminal Background Check.

Criminal Background Checks for Service Providers

a)

b)

All individuals providing services to the Board as of the effective date of this
Policy will provide an acceptable Criminal Background Check in accordance
with Police Record Checks Reform Act, 2015.

All new service providers will be required to provide, at their own expense,
an original acceptable Criminal Background Check (VSC or CRIMC).
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Criminal Background Checks for Other Adults (Volunteers)

a) All other adults providing volunteer services to the Board, who have direct
contact with students on a regular basis, will be required to provide, at their
own expense, an original acceptable Criminal Background Check (a
vulnerable sector check (VSC)) prior to gaining entry to Board schools or
participating in off-site Board sanctioned activities.

b) All other adults providing volunteer services to the Board, who do NOT have
direct contact with students on a regular basis, will be required to provide, at
their own expense, an original acceptable Criminal Background Check (a
criminal record and judicial matters check (CRIMC)) prior to gaining entry to
Board schools/facilities or participating in off-site Board sanctioned activities.

Criminal Background Checks for Trustees

a) All persons who are trustees of the Board, save and except for student
trustees, will provide an original acceptable Criminal Background Check
(CRIMC).

b) All new trustees, save and except for student trustees, will be required to
provide an original acceptable Criminal Background Check (CRJMC) prior to
commencing their duties.

Offence Declaration

a) The Board shall collect an acceptable annual Offence Declaration from each
employee, Trustee, Service Provider or Other Adults (volunteer) by
September 1° of each year following the submission of their applicable
Criminal Background Check.

b) If an Offence Declaration is not submitted within a school year, the
employee, Trustee, Service Provider or Other Adult may be required to
submit an original applicable Criminal Background Check at their own
expense.

Emergency Provisions

a) In exceptional circumstances it may be necessary for an individual to begin
employment, commence duties or provide services with the Board before an
acceptable Criminal Background Check (CRJMC or VSC as applicable) is
collected. In such circumstances, the Board will require the individual to
submit an Offence Declaration, pending submission of the original acceptable
CRJMC or VSC (as applicable).

b) Before any exception is made, a binding agreement shall be entered into
between the individual, any authorized representative, and the Board,
ensuring that the verification will be provided without delay. This agreement
will preserve the Board’s right to revoke the offer of employment and dismiss
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& Other Adults

the employee, terminate the contract with the service provider or deny
access to Board properties should the information prove to be false or
misleading in any respect, or if the CRIMC or VSC (as applicable) is
determined to be unacceptable.

Use, Disclosure and Retention

a) The Board is required to obtain and retain original Criminal Background
Checks (CRJMC or VSC) and annual Offence Declarations for the purpose of
protecting students entrusted to its care.

b) Original Criminal Background Checks (CRIMC or VSC) and annual Offence
Declarations shall not be used or disclosed except for the purpose of the
protection of students or as authorized by law.

¢) Completed Criminal Background Checks (CRJMC or VSC) and annual Offence
Declarations will be filed in a separate and secure location.

Adjudication

Where evidence is received of a criminal conviction and/or non-conviction
information, the designated Board contact will adjudicate the individual’s record
to the following standard: this individual based on his or her Criminal
Background Check (CRJMC or VSC) and further information obtained during the
adjudication process represents an acceptable / unacceptable risk to the safety
of students or other vulnerable persons.

The Board may consider the following factors:

a)
b)

c)
d)
e)
f)
g)
h)
i)

j)

k)

1)

length of time since offence(s);

did the offence(s) involve children and/or sexual activity and/or violence
and/or acts of dishonesty;

employment history / history as a trustee;

individual’s attitude towards offence(s);

treatment, counselling or other services received since offence;

other steps taken to rehabilitate;

likelihood offence(s) will be repeated;

was alcohol or illegal drugs a factor in commission of offence(s);

degree of cooperation with this investigation;

was offence(s) committed while an employee or a trustee of the Board;
if the employee is a teacher, relevance of offence(s) to teacher duties as
set out in the Education Act and Regulations;

if employee is not a teacher, relevance of offence(s) to their employment
duties or trustee duties, as applicable; and

m) does offence(s) require any action pursuant to section 170 (1) paragraph

12.1 of the Education Act or Part IX.1 of the Ontario College of Teachers

Act.
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The course of action may include action up to and including: dismissal, and/or
withdrawal of offer, termination of the contract with a service provider, denying
access to a Board location, and shall be in compliance with other Board policies,
collective agreements and legislation.

Consequences of Non-Compliance

a) Employees:

i)

Employees who fail to provide an acceptable Criminal Background
Check may be suspended without pay pending submission of the said
document.

Employees who fail to provide an acceptable signed Offence
Declaration form by the date prescribed may be suspended without pay
until the Form is submitted.

b) Trustees:

i)

Trustees who fail to provide an acceptable Criminal Background Check
may have payment of their honorarium and other expense claims
withheld pending submission of the said document and may be dealt
with under the Trustee Code of Conduct.

ii) Trustees who fail to provide a signed Offence Declaration form by the

date prescribed may have payment of their honorarium and other
expense claims withheld until the Form is submitted and may be dealt
with under the Trustee Code of Conduct.

c) Service Providers:

d)

Service providers who fail to provide an acceptable Criminal Background
Check and/or an acceptable Offence Declaration may have their contract
suspended pending compliance or their contract terminated by the
Board.

Other Adults (volunteers):
It is understood that the Board, in its sole discretion, retains the right at

all times to deny access to Board school or Board/school activities to any
Other Adult where the safety of the students is at risk or may be

potentially at risk.
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Ill. Definitions

Criminal Record and Judicial Matters Check (CRJIMC) is for those seeking employment
or volunteer positions with agencies who require a criminal record check.

What does it include?

e criminal convictions,

e findings of guilt under the Youth Criminal Justice Act (YCJA) within the applicable
disclosure period,

e outstanding entries, such as charges and warrants, judicial orders, Probation and
Prohibition Orders. As per CPIC policy, information obtained from the
Investigative Databank must be confirmed and authorized for release by the
contributing agency,

e absolute and conditional discharges for one or three years respectively.

Examples of positions that require this type of Criminal Background Check - individuals
who do NOT have direct contact with students on a regular basis: Board Office Staff (IT,
HR, Finance, Maintenance), Trustees

offence declaration means an annual written declaration signed by an individual listing
all of the individual’s convictions for offences under the Criminal Records Act (Canada)
up to the date of the declaration:

a) thatare notincluded in a criminal background check collected by the Ontario
College of Teachers (OCT) after December 31, 1998, or in the last criminal
background check collected by the Board for which

e apardon under Section 4 (1) of the prior Criminal Records Act (Canada)
has not been issued or granted; or
e arecord suspension under Section 3 (1) of the current Criminal Records
Act (Canada) has not been issued or granted.
OR
b) that are not included in a Criminal Records Check under the Police Record Checks
Reform Act, 2015 for which
e apardon under Section 4 (1) of the prior Criminal Records Act (Canada)
has not been issued or granted; or
e arecord suspension under Section 3 (1) of the current Criminal Records
Act (Canada) has not been issued or granted.

other adults means individuals who are not Board employees or Board service
providers, but who are persons who have direct contact with students on a regular
basis either at a school site or in off-site Board sanctioned activities.
Without limiting the above definition, Other Adults include the following persons:
e Individuals from provincial organizations that provide services to schools but
who are not Service Providers as defined,
e Priests, Chaplains, Pastors, Associate Pastors and Deacons,
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Students attending university or college programs which require practicum or
co-op placements in schools,

School volunteers,

Non-students eighteen (18) years of age or over having direct and regular
contact with students.

Volunteers.

vulnerable person means a person who, because of their age, a disability or other
circumstances, whether temporary or permanent,

a) isin a position of dependency on others; or

b) is otherwise at a greater risk than the general population of being harmed by a

person in a position of trust or authority towards them. (Police Records Check
Reform Act, 2015, s. 1)

vulnerable sector check screens those working or volunteering with vulnerable persons.
What does it include?

criminal convictions,

findings of guilt under the Youth Criminal Justice Act (YCJA) within the applicable
disclosure period,

outstanding entries, such as charges, warrants, judicial orders, Peace Bonds,
Probation and Prohibition Orders,

absolute and conditional discharges for one or three years respectively,
disposition of Not Criminally Responsible by Reason of Mental Disorder,

criminal charges resulting in dispositions and non-conviction including (but not
limited to): Stayed, Withdrawn, Dismissed, Not Guilty, and cases of not criminally
responsible by reason of mental disorder as listed on local police indices in
accordance with federal and provincial legislation,

all record suspensions authorized for release by the Minister of Public Safety and
Emergency Preparedness,

Fingerprints are required for some VSCs.

Examples of positions that require this type of Criminal Background Check - individuals
who have direct contact with students on a regular basis: Teachers, EAs, ECEs,
Principals, Vice-Principals, SACs, CYWs, Caretakers.

IV. Related Information

Legislation (Ontario)
Police Record Checks Reform Act, 2015
Legislation (Federal)

Criminal Records Act, R.S.C. 1985, c. C-47
Criminal Records Regulations, SOR/2000-303

Renfrew County Catholic District School Board



e

POLICY: Disconnect from Work

RENFREW Category (Human Resources)
COUNTY Effective Date: June 2, 2022.

CATHOLIC Last Revision Date: (N/A)
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POLICY: Disconnect from Work

I. Purpose of Policy

Work life balance is an important aspect of a health work environment. Ideally, an
employee should be able to split his or her time and energy between work and other
important aspects of their life.

Il. Policy Statement

1.

Introduction

Achieving a healthy work life balance is a shared responsibility of the Board of
Trustees, Senior Administration of the Board (Director, Superintendents, and
Managers), Board supervisors (including Principals, Vice-Principals, and Principal
Designates), and Board employees.

Board Expectations

To the extent possible, all Board staff shall endeavour to respect an employee’s
work life balance by refraining from engaging in work-related communications,
including emails, telephone calls, video calls or the sending or reviewing of other
messages outside of an employee’s normal working hours.

Policy Notice

a) All current employees shall receive a copy of the Disconnect from Work
policy documents by either an email attachment or a link to the Board’s
Policy Web page.

b) All new employees shall receive a copy of the Disconnect from Work policy

documents by either an email attachment or a link to the Board’s Policy Web
page within 30 calendar days of their date of hire.

c) All employees shall receive a copy of any changes in the Disconnect from
Work policy documents by either an email attachment or a link to the
Board’s Policy Web page within 30 calendar days of the date of the said
changes.
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4. Work Communications outside of Work Hours

Occasionally, there are legitimate situations when it is necessary to contact
Board employees outside of their normal working hours. Appendix A sets out
some examples of such situations.

Ill. Related Information

Appendix for this Policy
APPENDIX A: Exceptions
Legislation
Employment Standards Act, 2000 (Part VII.0.1)
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APPENDIX A: Communications outside Work Hours

The following are some examples of legitimate situations when it is necessary to contact
Board employees outside of their normal working hours. There may be other legitimate
situations which occur and which are not covered in Appendix A.

1.

O 0o o o 0O

(I

O 0o oo0oo0gof

All Employees
Notice of absence from work including information for the replacement employee.

Notice of Leaves of Absence (e.g., emergency compassionate leave).
Overtime Communications.
Employee On-Call Communications.

Emergencies which impact an employee’s workplace, scope of responsibility, area of
operation, and/or expertise.

Emergencies which impact Board operations, student safety, and/or employee health
and safety.

Director of Education, Superintendents, and Managers

Supervisory Officers have statutory responsibilities and Board assigned responsibilities
which may require work communications outside their normal working hours.

Managers have the responsibility for the functions of the department assigned to them
by the Board which may require work communications outside their normal working
hours.

Serious issues involving employees and/or students.
Death or serious injury to staff and/or students.
Risk of serious injury to staff and/or students.
Serious health and/or safety issues.

Damage or risk of damage to Board property.
Serious financial issues.

Elected Board of Trustees communications.
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Principals, Vice-Principals and Principal Designates

School Administrators have statutory responsibilities for their school and for their
students which may require work communications outside their normal working hours.

Serious issues involving employees and/or students in their school.
Death or serious injury to staff and/or students in their school.
Risk of serious injury to staff and/or students in their school.
Serious health and/or safety issues in their school.

Damage or risk of damage to their school.

Teachers, ECE’s, Educational Assistants, Campus Youth Workers, Playground
Supervisors, School & Attendance Counsellors, and related Board Staff

Educators have statutory responsibilities for students entrusted to their care which may
require work communications outside their normal working hours.

Other School or Board wide staff have Board assigned responsibilities for students to
which they are assigned and/or supervise which may require work communications
outside their normal working hours

Serious issues involving their students.

Death or serious injury to their students.

Risk of serious injury their students.

Serious health and/or safety issues involving their students.

Damage or risk of damage to Board property.

Board Supervisors

Board Supervisors have Board assigned responsibilities for employee supervision and/or
for safeguarding of Board property which may require work communications outside
their normal working hours.

Serious issues involving supervised employees.

Death or serious injury to supervised employees.

Risk of serious injury to supervised employees.

Serious health and/or safety issues involving supervised employees.

Damage or risk of damage to Board property.
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Superintendents’ Secretaries, School Secretaries, Managers’ Secretaries

Secretaries work as a team with their respective Superintendent, Principal, or Manager.
The Secretary may have the necessary information on employees, students, property,
and/or procedure to assist their boss in responding to a situation. This may require work
related communications outside their normal working hours.

Serious issues involving employees and/or students.
Death or serious injury to staff and/or students.
Risk of serious injury to staff and/or students.
Serious health and/or safety issues.

Damage or risk of damage to Board property.
Serious financial issues.

Elected Board of Trustees communications.

Board Staff responsible for Information and Technology Services

Board operations and services depend heavily on information and technology systems.
Monitoring, repairs, and maintenance on such systems is not limited to the normal
working hours of the Board’s Information and Technology Staff. These responsibilities
may require work related communications outside their normal working hours

Serious issues which impact the operation of the Board’s information and Technology
Services.

Damage or risk of damage to the Board’s information and Technology Services.
Release or risk of release of personal information of staff and/or students.

Release or risk of release of confidential Board information.

Caretaking Staff and Tradesperson Staff

Caretaking staff have Board assigned responsibilities for a school or schools.
Tradesperson staff have Board assigned responsibilities for maintaining and
safeguarding Board schools, property, vehicles, and equipment. These responsibilities
may require work related communications outside their normal working hours.

Death or serious injury to staff and/or students.
Risk of serious injury to staff and/or students.
Serious health and/or safety issues.

Damage or risk of damage to Board property.
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POLICY: Electronic Monitoring

I. Purpose of Policy

A written policy on electronic monitoring is required by Part XI.1 of the Employment
Standards Act, 2002 (ESA).

Il. Policy Statement

1. Electronic Monitoring

The Renfrew County Catholic District School Board electronically monitors its
employees including temporary assignment employees.

2. Electronic Monitoring Information

Appendix A (Information) sets out:
e adescription of how the Board may electronically monitor employees,
e in what circumstances the Board may electronically monitor employees,
e the purposes for which information obtained through electronic
monitoring may be used by the Board.

3. Electronic Monitoring Policy Notice

a) Current Employees:
All current employees shall receive a copy of the Electronic Monitoring policy
documents by either an email attachment or a link to the Board’s Policy Web
page within 30 days of the effective date of the policy.

b) New Employees:
All new employees shall receive a copy of the Electronic Monitoring policy
documents by either an email attachment or a link to the Board’s Policy Web
page within 30 calendar days of their date of hire.

c) Assignment Employees:
All assignment employees (employees from a temporary help agency) shall
receive a copy of the Electronic Monitoring policy documents by either an
email attachment or a link to the Board’s Policy Web page within 24 hours of
the start of their work assignment.
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d) Policy Changes
All employees shall receive a copy of any changes in the Electronic
Monitoring policy documents by either an email attachment or a link to the
Board’s Policy Web page within 30 calendar days of the date of the said
changes.

4, Complaints about Electronic Monitoring (ESA, s. 41.1.1 (6))

A complaint under the Employment Standards Act (ESA) alleging a contravention
of the electronic monitoring policy may be made only with respect to providing:
e acopy of the policy to employees and
e acopy of any changes to the policy to employees
as set out in Section 3 (Electronic Policy Notice) of this Policy document.

For greater certainty, a person may not file a complaint alleging a contravention
of any other provision of this section or have such a complaint investigated.

5. Board Use of Electronic Monitoring Information (ESA, s. 41.1.1 (7))

For greater certainty nothing in Part X.I.1 of the Employment Standards Act (ESA)
affects or limits the Board’s ability to use information obtained through
electronic monitoring of its employees.

Under the Employment Standards Act (ESA), the Board is required to state in its
written policy the purposes for which it may use information obtained through
electronic monitoring. However, the ESA does not limit the employer’s use of the
information to the stated purposes. Nothing in Appendix A (Electronic
Monitoring Information) affects or limits the Board’s ability to use information
obtained through electronic monitoring of its employees.

Ill. Definitions

electronic monitoring includes all forms of employee and assignment employee
monitoring that is done electronically.

IV. Related Information

Appendix for this Policy
APPENDIX A: Information

Legislation
Employment Standards Act, 2000 (Part XI.1)

Guidelines

Ministry of Labour. (21-Jul-2022). Written policy on electronic monitoring of
employees, In Your Guide to the Employment Standards Act.
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APPENDIX A: Information

Appendix A sets out:
e adescription of how the Board may electronically monitor employees,
e in what circumstances the Board may electronically monitor employees,

e the purposes for which information obtained through electronic monitoring may be
used by the Board.

1. Video Surveillance in Board Schools and Other Facilities

a) Video cameras are in Board schools and facilities in areas where it has been
determined that surveillance is necessary to assist the Board and its staff comply
with their statutory obligations.

b) These video cameras operate (24) twenty-four hours per day and (7) seven days a
week.

c) Signs with a clear, language-neutral graphical depiction of the use of video
surveillance are prominently displayed at the perimeter of the monitored areas and
at key locations within the areas.

d) For more information see the Board’s Video Surveillance Policy documents located
in the Schools and Students Policy Category.

2. Covert Video Surveillance in Board Schools and Other Facilities

a) Covert video surveillance may be installed without notice as part of a specific
investigation where criminal activity is suspected.

b) Covert surveillance takes place without notice to the public and individuals will not
generally be aware that they are being monitored.

c) The practice of covert surveillance is one that has the potential of being highly
privacy-invasive and will only be used as a last resort in limited case-specific
circumstances.

d) For more information see the Board’s Video Surveillance Policy documents located
in the Schools and Students Policy Category.
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3. Email and Other Information on Board Computers, Computer Systems and Network

a) Emails and other information which use Board computers, the Board Computer
Systems and the Board Network are stored on the Board’s servers.

b) Emails and other information may be accessed during regular maintenance and
troubleshooting of the Board Computer Systems and Network.

c) Emails and other information may be accessed for the purposes of complying with
the Board'’s policy, statutory requirements and legal obligations including but not
limited to:

protecting students,

taking every reasonable precaution to protect staff,

ensuring adherence to Board Policy Appropriate Use of Technology
Guidelines (see Administrative Policy Category),

complying with Canada’s Anti-Spam Legislation,

complying information requests under the Municipal Freedom of Information
and Protection of Privacy Act.

d) Emails and other information which have been sent using a Board email address may
be accessed, if another Board employee needs the email and information for the
performance of their Board duties. One common situation is where an employee is
assigned the duties of an employee who is absent from work.

4. Fleet Tracking Devices on Board Vehicles

The Board has installed devices capable of tracking vehicle operations to ensure
compliance with the Board’s Vehicles, Equipment & Supplies Policy documents (see the
Facilities Policy Category).

The GPS tracking devices show the location of the vehicle and send notifications every 2-5
minutes as to the direction of the vehicle.
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POLICY: Employee Conflict of Interest

I. Purpose of Policy

This Policy defines and addresses potential, apparent and actual conflicts of interest. It
provides guidance to employees so that conflicts of interest are recognized and either
avoided or resolved expeditiously through appropriate disclosure and management.

The Policy sets out guidelines for employees to follow in the course of their job
responsibilities for:
e hiring, appointing and /or promoting Board / prospective Board employees,
e supervising, evaluating, investigating and/or disciplining Board employees, and
e approving or evaluating Board / prospective Board contracts or grants
which may give rise to a conflict of interest.

Adherence to this Policy, in letter and in spirit, is crucial to the relationships of trust that
exist between the Board, its employees, and the public

Il. Policy Statement

1. Fundamental Principle

Board employees must not permit:
e relationships with others or
e external business / voluntary activities
to conflict or appear to conflict with the interests of the Board.

2. Employee Hiring & Related Job Responsibilities and Conflicts of
Interest

a) Hiring & Related Job Responsibilities and a Relationship:
A Board employee shall not participate in, or influence the outcome of the
appointment, hiring and/or promotion of a Board employee or prospective
Board employee with whom the employee has, or has had, a Relationship (as
defined in Section Il - Definitions).

b) Hiring & Related Job Responsibilities and Gifts:
An employee shall not accept gifts from or on behalf of a Board employee or
prospective Board employee, if a reasonable person might conclude that the
gift could influence the employee when performing appointment, hiring or
promotion duties with the School Board.
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Employee Other Job Responsibilities and a Relationship

A Board employee, who has or has had a relationship (as defined in Section
[l - Definitions) with another Board employee, shall not be involved in the
supervision, evaluation, investigation and/or discipline of the other Board
employee.

Employee Approval / Evaluation of Board Contracts & Grants and
Conflicts of Interest

a) Job Responsibilities to Approve/ Evaluate Board Contracts & Grants and a

b)

Relationship:

A Board employee shall not participate in or influence the approval and/or
evaluation of a Board contract / prospective Board contract or grant, if the
employee has or has had a Relationship (as defined in Section Il - Definitions)
with the person, group or entity seeking the Board contract or grant.

Employee’s Approval / Evaluation of Board Contracts & Grants and Gifts:

A Board employee shall not accept gifts from or on behalf of a person, group
or entity seeking a Board contract or grant, if a reasonable person might
conclude that the gift could influence the employee when approving or
evaluating the Board contract / prospective Board contract or grant.

Required Report of all Conflicts of Interest (Actual, Potential or
Apparent)

a)

b)

c)

Employee Obligation to Report Their Conflicts of Interest:

All employees have an obligation to report to their Supervisor, the
appropriate Superintendent or the Director of Education any potential,
apparent or actual Conflict of Interest as soon as they could reasonably be
aware that a Conflict of Interest exists.

Written Declaration of Conflict of Interest:

The employee must declare, in writing, the nature and extent of the Conflict
of Interest no later than any meeting or process in which the employee
participates and at which the Matter is to be considered.

Withdrawal from Discussion and Decision Making:
The employee must:
e refrain from taking part in any discussion or decision-making in
relation to the Matter, and
e withdraw from any meeting or process when the Matter is being
discussed
until a decision has been reached regarding the manner in which the Conflict
of Interest has been addressed.
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d) Report of a Conflict of Interest by Another Person:

A potential, apparent or actual Conflict of Interest involving an employee
may also be reported in writing to a Supervisor by any other person.

Conflict of Interest of the Supervisor, Superintendent or Director of Education:
If the Supervisor or the Superintendent to whom the disclosure is made also
has a Conflict of Interest, the report should be made in writing to the person
at the next highest level of authority.

If the Director of Education to whom the disclosure is made also has a
Conflict of Interest, the report should be made in writing to the Chair of the
elected Board of Trustees and a Board Superintendent.

Gifts (Employees, Trustees & Non-Employees) Policy

For additional information about the acceptance of gifts, consult the Board’s
Gifts (Employees, Trustees & Non-Employees) Policy in the Human Resources
Policy Category.

Hiring & Related Job Responsibilities and a Relationship

a)

b)

Superintendent Investigation:

A Superintendent shall investigate any situation, where a Board employee,
with responsibility for hiring, appointing and/or promoting a Board employee
or prospective Board employee has or has had a relationship (as defined in
Section Il - Definitions) with the Board employee or prospective Board
employee.

Optional Resolution:

If the Board employee is knowledgeable and has information central to the
discussion, the Board employee with the Conflict of Interest situation may be
permitted to continue to be involved in the Matter provided the Board
employee does not participate in the final decision.

Record:

A record of the conflict of interest report, the investigation, the decision on
managing the conflict of interest, the rationale and the employee’s
continued involvement with the Matter shall be made and retained.

Contract Approval/Evaluation Job Responsibilities and a
Relationship

a)

Superintendent Investigation:

A Superintendent shall investigate any situation, where a Board employee,
with responsibility for approving and/or evaluating contracts and/or grants
has or has had a Relationship (as defined in Section Il - Definitions) with a
person, group or entity who has or is seeking a Board contract and/or grant.
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10.

b) Optional Resolution:
If the Board employee is knowledgeable and has information central to the
discussion, the Board employee with the Conflict of Interest situation may be
permitted to continue to be involved in the Matter provided the Board
employee does not participate in the final decision.

c) Record:
A record of the conflict of interest report, the investigation, the decision on
managing the conflict of interests, the rationale and the employee’s
continued involvement with the Matter shall be made and retained.

Employee Sanctions for Contravention of this Policy

Disciplinary sanctions for breach of this policy, including a failure to disclose a
conflict of interest, may take a range of responses appropriate to the nature of
the contravention and could include dismissal from employment.

Appendix A — Employee Conflict of Interest Checklist

Appendix A is a checklist to assist employees in:
e identifying actual and potential conflicts of interest,
e reporting the conflict of interest to their Supervisor,
e refraining from taking part in any discussion or decision-making in
relation to the Matter, and
e withdrawing from any meeting or process when the Matter is being
discussed.

lll. Definitions

Conflict of Interest means a potential, apparent, or actual conflict where an Employee’s
financial or other personal interest, whether direct or indirect, conflicts or appears to
conflict with the Employee’s responsibility to the Board, or with the Employee’s
participation in any process, recommendation or decision pertaining to:

hiring, appointing or promoting Board / prospective Board employees,
supervising, evaluating, investigating and/or disciplining Board employees, or
approving and/or evaluating Board contracts / prospective Board contracts or
grants.

Employee means a full-time or part-time Board Employee whose job responsibilities
include:

hiring, appointing or promoting Board / prospective Board employees,
supervising, evaluating, investigating and/or disciplining Board employees, or
approving and/or evaluating Board contracts / prospective Board contracts or
grants.
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External Activity means any activity of an Employee outside the scope of her/his
employment with the Renfrew County Catholic District School Board undertaken as part
of a commercial or volunteer enterprise.

Relationship means any relationship of the Employee:

e to persons of his or her immediate family whether related by blood, adoption,
marriage, or common-law relationship,

e any relationship of an intimate and/or financial nature during the preceding five
years,

e any student-supervisor relationship, or

e any other past or present relationship including a significant external activity
that may give rise to a reasonable apprehension of bias.

Supervisor means the person to whom an Employee reports.

IV. Related Information
Procedures and Appendices for this Policy
APPENDIX A: Employee Conflict of Interest Checklist

Related Board Policies (Finance Category)
Supply Chain — BPS Code of Ethics
Related Board Policies (Human Resources)
Gifts (Employees, Trustees & Non-Employees)
Ministry of Education
(22-Feb-21) PPM 165 - School Board Teacher Hiring Practices (Appendix)
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APPENDIX A: Employee Conflict of Interest Checklist

Directions for Use of the Appendix

Fill in this Appendix prior to participating in a Board hiring process or Board approval of
contract process and file a copy with the hiring / contract approval documents.

If you have a Conflict of Interest, fill out this Appendix and give a copy of the Appendix to your
Supervisor to fulfill your reporting obligation.

Definitions
Conflict of Interest means a potential, apparent, or actual conflict where an Employee’s
financial or other personal interest, whether direct or indirect, conflicts or appears to conflict
with the Employee’s responsibility to the Board, or with the Employee’s participation in any
process, recommendation or decision pertaining to:

e hiring, appointing or promoting Board employees or prospective Board employees,

e supervising, evaluating, investigating and/or disciplining Board employees, and/or

e approving or evaluating Board contracts / prospective Board contracts or grants.

Employee means a full-time or part-time Board Employee whose job responsibilities include:
e hiring, appointing or promoting Board employees or prospective Board employees,
e supervising, evaluating, investigating and/or disciplining Board employees, and/or
e approving or evaluating Board contracts / prospective Board contracts or grants.

External Activity means any activity of an Employee outside the scope of her/his employment
with the Renfrew County Catholic District School Board undertaken as part of a commercial or
volunteer enterprise.

Relationship means any relationship of the Employee:

e to persons of his or her immediate family whether related by blood, adoption,
marriage, or common-law relationship,

e any relationship of an intimate and/or financial nature during the preceding five
years,

e any student-supervisor relationship, or

e any other past or present relationship including a significant external activity that may
give rise to a reasonable apprehension of bias.

Supervisor means the person to whom an Employee reports.
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Job Responsibilities involving a Board or Prospective Board Employee
My Job Responsibilities include:
Hiring, appointing or promoting Board employees or prospective Board employees.

Supervising, evaluating, investigating and/or disciplining Board employees.

I have the following Relationships with the Board Employee or the Prospective Board
Employee
Immediate family relationship (blood, adoption, marriage, common-law).

Intimate and / or financial relationship in the past five (5) years.
Student / supervisor relationship.

Past or present relationship including a significant external activity that may give rise to
a reasonable apprehension of bias (describe the relationship and the possible bias).

Employee Obligations

Describe the nature and extent of the conflict of interest and report it to my Supervisor
using this Appendix.

Refrain from taking part in any discussion or decision-making in relation to the Matter.
Withdraw from any meeting or process when the Matter is being discussed.

Follow the directions of my Supervisor.

Approval / Evaluation of Board Contracts or Grants

My Job Responsibilities include
Approval / evaluation of Board contracts / prospective Board contracts or grants.

I have the following Relationships with a Person involved in the Board Contract or
Grant

Immediate family relationship (blood, adoption, marriage, common-law).
Intimate and / or financial relationship in the past five (5) years.
Student / supervisor relationship.

Past or present relationship including a significant external activity that may give rise to
a reasonable apprehension of bias (describe the relationship and the possible bias).
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Employee Obligations

Describe the nature and extent of the conflict of interest and report it to my Supervisor
using this Appendix.

Refrain from taking part in any discussion or decision-making in relation to the Matter.
Withdraw from any meeting or process when the Matter is being discussed.

Follow the directions of my Supervisor.

Gifts & My Job Responsibilities
My Job Responsibilities include:
Hiring, appointing or promoting Board employees or prospective Board employees.

Approving or evaluating Board contracts / prospective Board contracts or grants

I have received a gift from or on behalf of a:

Board employee or prospective Board employee whom | am hiring, appointing or
promoting.

Person, group or entity who has or is seeking a Board contract or grant.

Employee Obligation
Refuse to accept the gift.

Report the offering of the gift to your Supervisor in writing (describe the gift and
identify the person offering the gift).
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POLICY: Employment Terms — Supervisory Officer

Rationale:
Certain specific employment terms for the Board’s Supervisory Officers are set out in Board Policy.

Personnel Affected by Policy:
Supervisory Officers (Director of Education, Superintendent of Educational Services and Superintendent of
Business Services)

Organizational Authority:
The Board

Regulations:
1. Moving Expenses:
Supervisory Officers shall be reimbursed as follows for moving expenses incurred as a result of accepting a
position as a Supervisory Officer of the Board, provided that they sign the Agreement which is an appendix
to this policy, and provide receipts for the following expenditures:
a) the cost of meals for up to two days, of overnight accommodation for up to two nights, and of
mileage at the current Board rate, for transport of self and spouse to look for a suitable residence;
b) the cost of packing, cartage, and unpacking of household effects, having obtained three estimates
of this cost;
¢) the cost of meals for up to two days, of overnight accommodation for up to two nights, and of
mileage at the current Board rate, for transport of self, spouse, and family to the new place of
residence;
d) the cost of other expenditures -- moving insurance, appliance/hydro/telephone/cable disconnect
and connect, and unforeseen expenditures related directly to moving-- to a maximum of $500.

2. Summer Courses:
a) Only one Supervisory Officer may take a summer course in a given year.
b) Regular salary shall be receivable during the period of attendance at a summer course.
¢) The period of attendance in excess of three weeks shall be deducted from vacation credits.

3. Entertainment Expenses:
The Board recognizes that on occasion its Senior Administrative staff, (Director of Education,
Superintendent of Educational Services, Superintendent of Business Services and certain others with prior
approval) may be working with a visitor who has special knowledge that would be of value to the Board.
a) On such occasions the Board recognizes that reasonable entertainment expenses may be incurred.
b) An amount will be included in the budget for such expenses.
¢) Receipts will be required for reimbursement of expenditures.
d) Payment for entertainment expenses shall be in accordance with the Board’s Travel and
Hospitality Expenses Policy.
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Effective Date: August 31, 1973.
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Appendix A

Agreement
between
The Renfrew County Catholic District School Board,
(hereinafter referred to as the Board)

and

NAME OF SUPERVISORY OFFICER ’
(hereinafter referred to as the Supervisory Officer)

Of the total moving expenses for which the Supervisory Officer shall have been reimbursed by
the Board under this Policy, both parties hereby agree that the Supervisory Officer shall refund to

the Board

(a)

(b)

2/3 of the total if their employment terminates for any reason within one
year of its effective date;

1/3 of the total if their employment terminates for any reason within two
years of its effective date.

Director of Education

Witness

Supervisory Officer

Date
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%@0 A Last Revision Date: (15-Nov-93)
Page 1 of 1

POLICY: Equity — Affirmative Action

Rationale
The Board is an equal-opportunity employer. Each employee and student shall have the opportunity to develop

abilities and aspirations regardless of sex, race, ethnicity, or colour.

Personnel Affected by Policy

All regular, long-term temporary, and casual teaching and non-teaching employees and students

Definition
Affirmative Action is a process intended to identify and correct systemic discrimination.

Organizational Authority
An awareness of this opportunity shall be fostered by personnel, especially personnel who are in identified positions
of responsibility.

Regulations
1. The goal of equal opportunity shall be achieved through Affirmative Action. Through this process,
employees and students shall have equal access to opportunities for learning and advancement.
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POLICY: Equity — Racial and Ethnocultural

Rationale:

The Board recognizes that aboriginal, ethnocultural and racial diversity exist in Ontario and within our school
communities. This diversity has brought social and cultural enrichment. The Board also recognizes that aboriginal,
ethnocultural and racial minority groups often encounter barriers to their full participation in society. The Board is
committed to the concept of equity for all of its students and staff and recognizes that understanding of and the
affirmation of ethnocultural differences is essential to the positive growth of individuals and institutions. As well,
the Board is committed to preparing our students for their future in an ethnoculturally and racially diverse Ontario
and will therefore, encourage students to foster attitudes toward each other that are free of racism.

Personnel Affected by Policy:
All employees and students.

Organizational Authority:
The Board

Regulations:
We are challenged to respect and respond to our staff and students in such a way that we affirm their individual
aboriginal, ethnocultural, or racial heritage.

Therefore, the Board declares that:
1. Every person has the right to life free from racial discrimination and prejudice.

2. The Board will continue to take an active role in the elimination of all racial discrimination, including those
policies and practices which, while not intentionally discriminatory, have a discriminatory effect.

3. The Board will also continue to oppose any kind of racism and to this end declares that:
a) racism in any form is not tolerated by the Board;
b) all statements suggesting racial superiority are scientifically false, morally wrong and socially
destructive and are unacceptable;
c) the rights to equal treatment without racial discrimination guaranteed in the Ontario Human Rights
Code will be rigorously enforced.

4. The Board with community involvement will begin a process that will develop policies and programmes
that will protect the dignity and promote equity for each person with the school community.

5. The Racial and Ethnocultural Equity Policy Development will look at ten (10) areas:
¢ leadership
* school and community partnerships
* use of data
* curriculum
* employment policies and practices
¢ staff development
* assessment and placement
* support servicing guidance
* racial harassment
* policies, guidelines and practices.
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POLICY: Gifts (Employees, Trustees & Non-Employees)

I. Purpose of Policy

The objective of this policy is to:
e ensure that employees and trustees make decisions based on an impartial and
objective assessment of each situation, free from the influence of gifts and
e set out guidelines for Board gifts of appreciation and employee recognition.

This policy supplements the Board’s Supply Chain — Broader Public Sector (BPS) Code of
Ethics Policy (Finance Category).

Il. Policy Statement

1. Guiding Principle:

As a publicly funded organization, the public’s perception of the integrity of the
Board, its employees and its trustees is of great importance.

Employees and trustees must avoid the real or perceived appearance of
impropriety and conflict of interest involving persons, groups or entities with
whom the Board has dealings or a potential to have dealings.

2. General Prohibition on Acceptance of Gifts / Reporting Obligations

a) General Rule:
As a general rule employees and trustees should not accept any gifts from:
e aperson seeking a position with the School Board;
e aperson, group, or entity to whom the Employee provides services in
the course of his or her duties to the School Board;
e aperson, group, or entity that has dealings with the School Board;
e aperson, group, or entity that seeks to do business with the School
Board.

b) Gifts which might influence a Person’s Decision:
Employees and trustees shall not accept, directly or indirectly, any gifts which
might influence the outcome of:
e the person’s hiring or appointment duties with the School Board, or
e the approval or evaluation of Board contracts / prospective contracts
or grants.

c) Acceptance of Gifts (over $50) Prohibited:
Employees and trustees shall not accept, directly or indirectly, any gifts which
are valued or appear to be valued at more than $50.
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d) Written Reporting of Gifts which might influence a Person’s Decision:
Employees shall report any gift which might influence their decision as set
out in subsection (b) to their Supervisor.

Trustees shall report any gift which might influence their decision as set out
in subsection (b) to the Director of Education.

e) Written Reporting of Gifts (over 550):
Employees shall report any gift over $50 to their Supervisor.

Trustees shall report any gift over $50 to the Director of Education.

3. Sanctions for Acceptance of Prohibited Gifts / Non-Reporting

a) Employees:
Disciplinary sanctions for breach of this Policy may take a range of forms
appropriate to the nature of the contravention and could include dismissal
from employment.

b) Trustees:
Sanctions for breach of this Policy shall be dealt with under the Trustee Code
of Conduct Policy (Governance Policy Category).

4, Nominal Gifts of Appreciation ($50 or less):

a) Employees and trustees offered gifts by persons, groups or entities, of a
nominal value, (550 or less) shall decline or accept based on professional
judgment as to appropriateness.

b) The gifts must meet the following criteria:

e Are within the bound of propriety, a normal expression of courtesy or
within normal standards of gift-giving;

e Are appropriately related to the responsibilities of the individual;

e Are from a vendor or business contact that is not currently involved in
the bidding and award process for an RFP, tender or contract for
which the employee or trustee is involved;

e Are not such as to bring suspicion on the employee’s or trustee’s
objectivity and impartiality; and

e Would not compromise the integrity of the Board.

5. Board Gifts of Appreciation:

a) Nominal gifts of appreciation (550 or less):
These gifts may be extended to individuals who provide a voluntary or pro
bono service to the Board (e.g., presenter or speaker at a workshop). These
gifts should reflect the value of the work completed and the culture /
standards of the community.
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b) Retirement Gifts:
The Board may provide a retirement gift to a permanent Board employee on
his or her retirement from the Board.

The Board may provide a retirement gift to a long serving Board trustee on
his or her permanent retirement from the Board.

c) Retirement Ceremonies for Employees:
The Board has a practice of honouring its permanent employees on their
retirement from the Board. Retirees may be accompanied by a spouse or a
guest at their retirement ceremonies. Appropriate funds to cover the cost of
retirement ceremonies will be included in the Board’s annual budget.

6. Gifts and Board Business Objectives

The Director of Education may authorize and approve the acceptance or giving of
gifts which are reasonable in the circumstances and which are incurred for specific
business objectives of the Board. This may include gifts which exceed $50 in value.

lll. Definitions

Conflict of Interest means a potential, apparent, or actual conflict where an Employee’s
/ Trustee’s financial or other personal interest, whether direct or indirect, conflicts or
appears to conflict with the Employee’s / Trustee’s responsibility to the Board, or with
the Employee’s / Trustee’s participation in any recommendation or decision pertaining
to:

e hiring or appointing employees or prospective employees, or

e approving or evaluating Board contracts / prospective contracts or grants.

IV. Related Information

Related Board Policies (Finance Category)
Supply Chain — BPS Code of Ethics

Related Board Policies (Governance Category)
Code of Conduct - Trustee

Related Board Policies (Human Resources)
Employee Conflict of Interest

Management Board of Cabinet

(1-Apr-11) Broader Public Sector Expenses Directive
(2-Aug-11) Broader Public Sector Perquisites Directive

Ministry of Education

(22-Feb-21) PPM 165 - School Board Hiring Practices (Appendix — Teacher Hiring
Conflict of Interest)

Renfrew County Catholic District School Board



POLICY: Health and Safety
Category (Human Resources)
Effective Date: June 15, 1995

b

wp umommsmﬁﬂo?fﬁun Last Revision Date: (24-Oct-11)
Page 1 of 3

POLICY: Health and Safety

I. Purpose of Policy

The Board values learning and working environments that are safe, nurturing, positive
and respectful.

The purpose of this policy is to promote for all employees a healthy and safe working
environment that is consistent with the requirements of the Occupational Health and
Safety Act, its attendant Regulations and any other applicable legislation.

Il. Policy Statement

1.

Introduction:

The Occupational Health and Safety Act, (the OH&S Act) places the onus for
compliance with the legislation on the key players within an organization and
spells out key, defined responsibilities for each of these individuals, forming an
Internal Responsibility System (IRS). This Internal Responsibility System provides
the building blocks for an effective Health and Safety Management System.
The key players in the Internal Responsibility System at the Board are:

— the Board of Trustees;

— Senior Administration of the Board (Director, Supervisory Officers and

Managers);
— Board supervisors including Principals and Vice-Principals; and
— Board employees.

General Policy Statement:

The Board is committed to the prevention of illness and injury through

the provision and maintenance of a healthy and safe workplace. The Board
endeavours to meet its responsibilities for the health and safety of the members
of its community by complying with relevant health and safety standards and
legislative requirements, and by assigning general and specific responsibilities for
workplace health and safety as outlined in the Ontario Health & Safety Act.

Il. Related Information

Procedures for this Policy

Procedure: Asbestos

Appendix: Asbestos Management Plan

Procedure: Confined Spaces
Procedure: Designated Substances
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Procedure: Employee & Worker Accident / Injury
Form: Incident Accident Report (Appendix A)
Appendix B: Accident / Injury Checklist
Appendix C: Notice to Ministry of Labour & Others
Procedure: Eyewash Stations
Procedure: Fall Protection
Appendix A: Fall Protection Checklist
Appendix B: Ladder Inspection Checklist
Appendix C: Rescue Plan Form
Appendix D: Full Body Harness Inspection Form
Appendix E: Lanyard Inspection Form
Appendix F: Self Retracting Lifeline Inspection Form
Appendix G: Snap Hook Inspection Form
Procedure: First Aid
Procedure: Gymnasium Facility & Equipment Inspections
Appendix A: Gymnasium Weekly Visual Inspection
Appendix B: Gymnasium & Equipment Monthly Inspection Checklist
Appendix C: Gymnasium Facilities Annual Safety Checklist
Appendix D: Gymnasium Equipment Annual Safety Checklist
Procedure: Hazardous Waste Disposal
Procedure: Hot Work Permits
Form Hot Work Permits
Procedure: Lockout and Tagging
Appendix A: Lockout & Tagging Checklist
Procedure: Ministry of Labour Inspection
Procedure: Refusal to Work
Appendix A: Work Refusal Chart
Appendix B: Work Refusal Report Form
Procedure: Safe Drinking Water
Procedure: Spill Control
Procedure: WHMIS

Related Board Policies

POLICY: Workplace Harassment
POLICY: Workplace Violence

Legislation
Occupational Health and Safety Act, s. 9 (Joint Health & Safety Committee); ss. 25-6
(Employer Duties); s. 27 (Supervisor Duties); s. 28 (Worker Duties).
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Ministry of Labour
2002. A Guide to the Occupational Health and Safety Act

Renfrew County Catholic District School Board



POLICY: Health and Safety
Category (Human Resources)
Effective Date: June 15, 1995

b

wp umommsmﬁﬂo?fﬁun Last Revision Date: (24-Oct-11)
Page 1 of 3

POLICY: Health and Safety

I. Purpose of Policy

The Board values learning and working environments that are safe, nurturing, positive
and respectful.

The purpose of this policy is to promote for all employees a healthy and safe working
environment that is consistent with the requirements of the Occupational Health and
Safety Act, its attendant Regulations and any other applicable legislation.

Il. Policy Statement

1.

Introduction:

The Occupational Health and Safety Act, (the OH&S Act) places the onus for
compliance with the legislation on the key players within an organization and
spells out key, defined responsibilities for each of these individuals, forming an
Internal Responsibility System (IRS). This Internal Responsibility System provides
the building blocks for an effective Health and Safety Management System.
The key players in the Internal Responsibility System at the Board are:

— the Board of Trustees;

— Senior Administration of the Board (Director, Supervisory Officers and

Managers);
— Board supervisors including Principals and Vice-Principals; and
— Board employees.

General Policy Statement:

The Board is committed to the prevention of illness and injury through

the provision and maintenance of a healthy and safe workplace. The Board
endeavours to meet its responsibilities for the health and safety of the members
of its community by complying with relevant health and safety standards and
legislative requirements, and by assigning general and specific responsibilities for
workplace health and safety as outlined in the Ontario Health & Safety Act.

Il. Related Information

Procedures for this Policy

Procedure: Asbestos

Appendix: Asbestos Management Plan

Procedure: Confined Spaces
Procedure: Designated Substances
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Procedure: Employee & Worker Accident / Injury
Form: Incident Accident Report (Appendix A)
Appendix B: Accident / Injury Checklist
Appendix C: Notice to Ministry of Labour & Others
Procedure: Eyewash Stations
Procedure: Fall Protection
Appendix A: Fall Protection Checklist
Appendix B: Ladder Inspection Checklist
Appendix C: Rescue Plan Form
Appendix D: Full Body Harness Inspection Form
Appendix E: Lanyard Inspection Form
Appendix F: Self Retracting Lifeline Inspection Form
Appendix G: Snap Hook Inspection Form
Procedure: First Aid
Procedure: Gymnasium Facility & Equipment Inspections
Appendix A: Gymnasium Weekly Visual Inspection
Appendix B: Gymnasium & Equipment Monthly Inspection Checklist
Appendix C: Gymnasium Facilities Annual Safety Checklist
Appendix D: Gymnasium Equipment Annual Safety Checklist
Procedure: Hazardous Waste Disposal
Procedure: Hot Work Permits
Form Hot Work Permits
Procedure: Lockout and Tagging
Appendix A: Lockout & Tagging Checklist
Procedure: Ministry of Labour Inspection
Procedure: Refusal to Work
Appendix A: Work Refusal Chart
Appendix B: Work Refusal Report Form
Procedure: Safe Drinking Water
Procedure: Spill Control
Procedure: WHMIS

Related Board Policies

POLICY: Workplace Harassment
POLICY: Workplace Violence

Legislation
Occupational Health and Safety Act, s. 9 (Joint Health & Safety Committee); ss. 25-6
(Employer Duties); s. 27 (Supervisor Duties); s. 28 (Worker Duties).
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POLICY: Health and Safety

I. Purpose of Policy

The Board values learning and working environments that are safe, nurturing, positive
and respectful.

The purpose of this policy is to promote for all employees a healthy and safe working
environment that is consistent with the requirements of the Occupational Health and
Safety Act, its attendant Regulations and any other applicable legislation.

Il. Policy Statement

1.

Introduction:

The Occupational Health and Safety Act, (the OH&S Act) places the onus for
compliance with the legislation on the key players within an organization and
spells out key, defined responsibilities for each of these individuals, forming an
Internal Responsibility System (IRS). This Internal Responsibility System provides
the building blocks for an effective Health and Safety Management System.
The key players in the Internal Responsibility System at the Board are:

— the Board of Trustees;

— Senior Administration of the Board (Director, Supervisory Officers and

Managers);
— Board supervisors including Principals and Vice-Principals; and
— Board employees.

General Policy Statement:

The Board is committed to the prevention of illness and injury through

the provision and maintenance of a healthy and safe workplace. The Board
endeavours to meet its responsibilities for the health and safety of the members
of its community by complying with relevant health and safety standards and
legislative requirements, and by assigning general and specific responsibilities for
workplace health and safety as outlined in the Ontario Health & Safety Act.

Il. Related Information

Procedures for this Policy

Procedure: Asbestos

Appendix: Asbestos Management Plan

Procedure: Confined Spaces
Procedure: Designated Substances
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Procedure: Employee & Worker Accident / Injury
Form: Incident Accident Report (Appendix A)
Appendix B: Accident / Injury Checklist
Appendix C: Notice to Ministry of Labour & Others
Procedure: Eyewash Stations
Procedure: Fall Protection
Appendix A: Fall Protection Checklist
Appendix B: Ladder Inspection Checklist
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Appendix B: Work Refusal Report Form
Procedure: Safe Drinking Water
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POLICY: Workplace Harassment
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Legislation
Occupational Health and Safety Act, s. 9 (Joint Health & Safety Committee); ss. 25-6
(Employer Duties); s. 27 (Supervisor Duties); s. 28 (Worker Duties).
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Procedure: Health & Safety — Asbestos Procedures

I. Overview / Procedure Description

To establish procedures to ensure the health and safety of all building occupants, maintenance personnel
and contractors who may come in contact with asbestos in the course of their duties. This objective is

achieved by:

¢ identifying the location of asbestos-containing material (ACM) and having this information
available to all staff;

* inspection and monitoring of asbestos containing material, and providing direction on remedial
action for material that has deteriorated;

e establishment of procedures for the inspection, repair, removal and disposal of asbestos containing
material; and,

* training and equipping maintenance staff, and providing information and training to all staff and
other personnel to prevent exposure to asbestos.

II. Areas of Responsibility

The Plant Services Department; superintendents, principals/managers; safety representatives; Joint Health
and Safety Committee (JHSC); and employees have a shared responsibility for ensuring that the Asbestos
Procedures are followed.

III. Procedure Steps / Checklist
1. Identifying Asbestos:

a)

b)

d)

Inventory

An asbestos inventory has been compiled for each Board building. A master copy of the

inventory resides with Plant Services. The inventory outlines which rooms have ACM and

the specific type of ACM (for example, transite board walls, fire blankets, pipe lagging).

Science classrooms

Small quantities of asbestos material may be found in science classrooms as oven mitts,

inserts in the wire mesh for heating pads, as counter protectors for hot items, fume hood liners

and small oven liners. This equipment will be progressively replaced with non-asbestos

substitutes. Equipment with friable asbestos will be replaced immediately.

Fire blankets

Asbestos is also contained in many fire blankets; however, the exposure or likelihood of

exposure to airborne asbestos is assessed as not exceeding the level outlined in the Asbestos

Regulation. However, as a precaution, all fire blankets made of asbestos must be replaced.

The asbestos containing blankets must be disposed of in accordance with the Asbestos

Management Plan.

Construction and Building Materials

i) Plant Services has adopted the policy that all pipe lagging, water vessel insulation, boiler
gasket materials, ceiling tiles, and other construction materials in older buildings will be
assumed to be asbestos except in the cases where it is obviously not, or known not to
contain, asbestos.

ii) The only authoritative method of identifying asbestos is by microscopic analysis of
samples.

iii) Asbestos used in the construction industry will appear quite similar to mineral wool or
calcium silicate. It may appear white or bluish or brown in colour. Other materials such
as fibreglass are noticeably different.
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iv) In the case of pipe insulation, the corrugated type of material commonly called “air cell”
insulation, was almost exclusively made of asbestos.

2. Assessment:

a) The presence of ACM in a workplace by itself is not a hazard, and many factors influence the
potential for asbestos exposure to building occupants. These factors include:
i)  the condition of the material,
ii) water damage;
iii) exposed surface area;
iv) accessibility;
v) activity and movement in the room or area; and,
vi) friability of the material.
b) Properly trained personnel will assess the potential for the ACM to cause asbestos exposure to
building occupants, and recommend a course of action based on this assessment.

3. On-going Inspection and Repair:

ACM must be regularly monitored and inspected for deterioration, delamination or disturbance by
maintenance, renovation or occupant activity. ACM is to be inspected during Workplace
Inspections and during day-to-day work duties. Responsibilities and essential actions with respect
to monitoring the condition of asbestos-containing material are as follows:
a) Responsibility of building occupants:
If during day-to-day work it is apparent that a friable material is found to be deteriorating or
has fallen, contact the caretaker or lead hand of the facility.
b) Responsibility of caretaker or lead hand:

During day to day-to-day work where it is apparent that a friable material is found, or reported

to be deteriorating or has fallen:

i) check building inventory to see if the material and the area have been listed, providing
positive identification;

ii) if the material has been positively identified as asbestos, restrict use to the area, and
contact the Health & Safety/Plant Services Officer; and

iii) if the material appears to be asbestos but cannot be positively identified, restrict use to the
area, and contact the Health & Safety/Plant Services Officer. The unidentified material
will be assumed to be asbestos until positive identification can be made.

¢) Responsibility of Plant Services:

During day-to-day work where it is apparent that a friable material is found, or reported to be

deteriorating or has fallen:

i) check the inventory to see if the material and the area have been listed, providing positive
identification;

ii) if the material appears to be asbestos but cannot be positively identified, restrict use to the
area, and obtain a sample. The unidentified material will be assumed to be asbestos until
positive identification can be made;

iii) if the material has been positively identified as asbestos, restrict use to the area and
dampen the material with amended water to prevent the creation and spread of dust.

iv) initiate appropriate remedial action which may include encapsulation, enclosure or
removal of ACM, based on the requirements set out in the Asbestos Management Plan. In
the case of damaged pipe and boiler insulation, available options also include repair of
the insulation with non-asbestos material.
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4. Sampling and Testing:

a) When there is a concern that a material may be an ACM, and the location is not noted in the
asbestos inventory, it may be necessary to have a sample analyzed. Contact Plant Services,
and personnel properly trained in sampling ACM will obtain the samples in accordance with
the Asbestos Management Plan.

b) Copies of any laboratory analyses must be forwarded to the Plant Services Department.

¢) When taking a sample, follow the procedure set out in the Asbestos Management Plan.

5. Work Procedures:

a) Specific work procedures will be in accordance with the requirements of the Asbestos
Management Plan.

b) The Board will generally undertake Type 1 work using its own staff.

¢) Type 2 and Type 3 work will be contracted to an approved asbestos removal company. .

6. Training:

a) For those sites that contain asbestos, awareness training will be provided to the principal,
vice-principal, safety representative and any other staff that is likely to come into contact with
asbestos in their day to day activities.

b) Awareness training will also be provided for all caretakers, lead hands, tradespersons and
members of the Joint Health and Safety Committee.

¢) The Plant Services Department will coordinate the awareness training.

d) All staff involved in the inspection, identification, and repair and/or removal of asbestos,
including contractors, must have specialized training.

e) The specific requirements for the awareness and specialized training can be found in the
Asbestos Management Plan.

7. Storage, Handling and Disposal of ACM:

The provisions for the storage, handling and disposal of ACM can be found in the Asbestos
Management Plan.

IV. Definitions

Amended water is water to which soap has been added.

Friable asbestos material can be crumbled, pulverized or powdered by hand pressure. Friable materials
likely to be found in Board buildings include fireproofing or sprayed-on insulation, acoustical plaster,
heating equipment insulation, pipe insulation and broken ceiling tiles.

Non-friable asbestos is material in which asbestos fibres are held together by a binder such as cement,
vinyl, or asphalt, and are therefore much more durable. Non-friable asbestos materials likely to be found in
Board buildings include asbestos-cement products (for example, laboratory table tops), gaskets and
packings, coatings and sealants, roofing paper, floor tiles, and asbestos textiles (for example, welding
curtains and fire blankets).

Type 1 Operations are activities where there is a low risk of exposure to airborne asbestos fibres and
almost no health risk. Examples of Type 1 Operations can be found in the Asbestos Management Plan.
Type 2 Operations are activities where there is moderate risk of exposure to airborne asbestos fibres and
some health risk. Examples of Type 2 Operations can be found in the Asbestos Management Plan.

Type 3 Operations are activities where there is a high risk of exposure to airborne asbestos fibres and a
high risk of health effects. Examples of Type 3 Operations can be found in the Asbestos Management Plan.
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V. Related Information

Related Board Policies / Procedures

POLICY: Health & Safety
Appendix: Asbestos Management Plan

Legislation
Occupational Health and Safety Act
Regulation 278/05: Designated Substance — Asbestos on Construction Projects and in Buildings and
Repair Operations.
Environmental Protection Act
Regulation 347/90: General Waste Management

Ministry of Labour
November 2007. A guide to the Regulation respecting Asbestos on Construction Projects and in
Buildings and Repair Operations.
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Appendix: Health & Safety — Asbestos Management

Plan

I. Asbestos Plan Overview

Management plan for storage, handling and disposal of asbestos-containing material (ACM).

II. Asbestos Plan Responsibility

1. General Statement:

The responsibility for the implementation of the Asbestos Management Plan rests predominantly
with the Plant Services Department, as the representative for the owner (the Board). Specific
requirements as set out by the regulation are as follows

2. Owner’s Responsibility before requesting Tender or Arranging
Work:

a)

b)

d)

The owner must have an examination carried out to establish whether any material that is
likely to be handled, dealt with, disturbed or removed is ACM and whether it is friable or non-
friable. This examination is not required if:

i)  the owner already knows that the material is not ACM, or already knows that the
material is ACM and, in the case of sprayed-on friable material, knows the type of
asbestos; or

ii) the work is being arranged or contracted as though the material were ACM and, in
the case of sprayed-on friable material, as though it contained a type of asbestos
other that chrysotile.

Whether an examination is required or not, the owner must have a report prepared and a copy
given to any prospective constructor. The report prepared:

i) must state whether the material is or is not ACM, or the work is to be performed as
though the material were ACM and, in the case of sprayed-on friable material, as
though it contained a type of asbestos other than chrysotile;

ii) must describe the condition of the material and state whether it is friable or non-
friable; and

iii) must contain drawings, plans and specifications, as appropriate, to show the location
of the material identified under (i).

An owner must comply with subsections (a) and (b) before:

i) requesting tenders for the demolition, alteration or repair of all or part of machinery,
equipment, a building, or a vehicle; or

il) arranging or contracting for any work described above if no tenders are requested.

If, during work described in subsection (c)(i), material is discovered that was not referred to in
the report and may be ACM:

i) the constructor or employer must immediately notify, orally and in writing, an
inspector at the office of the Ministry of Labour, the owner, the contractor, and the
joint health and safety committee or the health and safety representative for the
workplace;

ii) the written notice must include the information referred to in subsection (f);
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iii) no work that is likely to involve handling, dealing with, disturbing or removing the
material will be done unless it has been determined whether the material is ACM or
the work is performed in accordance with these procedures as though the material
were ACM and, in the case of sprayed-on friable material, as though it contained a
type of asbestos other than chrysotile.

e) Before commencing a Type 3 operation, or a Type 2 operation in which one square metre or
more of insulation is to be removed, the constructor, in the case of a project, and the
employer, in any other case, must notify, orally and in writing, an inspector at the office of the
Ministry of Labour nearest the workplace of the operation.

/) The written notice required must set out:

i) the name and address of the person giving the notice;

ii) the name and address of the owner of the place where the work will be carried out;

iii) the municipal address or other description of the place where the work will be
carried out sufficient to permit the inspector to locate the place, including the
location with respect to the nearest public highway;

iv) a description of the work that will be carried out;

v) the starting date and expected duration of the work; and

vi) the name and address of the supervisor in charge of the work.

3. Ongoing Asbestos Management:

ACM must be regularly monitored and inspected for deterioration, delamination or disturbance by
maintenance, renovation or occupant activity. ACM is to be inspected at least annually by the
Plant Services Department and during day-to-day work duties. Responsibilities and essential
actions with respect to monitoring the condition of ACM are described in sections 4 — 9.

4. Responsibility of Owner on Discovery of Possible ACM Material:

a) 1f the owner has been advised of the discovery of material that may be ACM, or has
discovered, or otherwise knows, that the material is ACM (or being treated as though it were
ACM) and has been used in the building for any purpose related to it including insulation,
fireproofing and ceiling tiles, the owner will:

i) prepare and keep on the premises a record containing the information described in
subsection (b);

ii) give any employer (if the owner arranges/contracts for work that is not described in
section 2 (¢) (1)) written notice of the information in the record

iii) advise the workers who work in the building of the information in the record if they
are working on or near material being treated as ACM,;

iv) inspect the material mentioned in the record at reasonable intervals to determine its
condition; and

v) give any other person who is an occupier of the building written notice of any
information in the record that relates to the area occupied by that person.

b) The record must contain the location of all material described in the first paragraph of section
(a) and the information listed in paragraphs (b) and (c) of section 5. The owner must update
this record at least once in every 12 month period and whenever the owner becomes aware of
new information relating to the matters the record deals with.

¢) Ifitis readily apparent that friable material used in a building as fireproofing or acoustical or
thermal insulation has fallen and is being disturbed so that exposure to the material is likely to
occur:

i) the owner will have the material examined in order to establish whether the material
is ACM; and

ii) until it has been established whether the material is ACM, no further work involving
the material will be done.
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d) If the examination establishes that the material is ACM, or if the material is treated as though
it were ACM:
i) the owner will have the fallen material cleaned up and removed; and
ii) if it is readily apparent that material will continue to fall because of the deterioration
of the fireproofing or insulation, the owner must repair, seal, remove or permanently
enclose the fireproofing or insulation.
e) Subsection (d) does not apply if the fallen material is confined to an area that is:
i) above a closed false ceiling, and
ii) not part of a return air plenum.

5. Responsibility of Constructor or Employer:

If a worker is to do work that involves material that is ACM, being treated as if it were ACM, or is

to be carried on in close proximity to ACM and may disturb it, the constructor or employer must

advise the worker and provide them with the following information:

a) The location of all material that is ACM, being treated as ACM or in close proximity to ACM.

b) For each location, whether the material is friable or non-friable.

¢) In the case of sprayed-on friable material, for each location, if the material is known to be
ACM, the type of asbestos, if known. In any other case, a statement that the material will be
treated as though it contained a type of asbestos other than chrysotile.

6. Responsibility of Building Occupants:

a) 1f during day-to-day work it is apparent that a friable material is found to be deteriorating or
has fallen, contact the caretaker who will contact the Plant Services Department.

b) An occupier who receives notice under section 4 (a), paragraph (v) is responsible for advising
their own workers of the record if they will be working on or near material being treated as
ACM as well as establishing appropriate training programs for these workers.

7. Responsibility of Caretakers, Lead Hands and Supervisors:

a) During day-to-day work where it is apparent that loose friable material is found, or reported to
be deteriorating or has fallen:

i) notify the principal or designate of the discovery;

ii) check building inventory to see if the material and the area have been listed,
providing positive identification;

iii) if the material has been positively identified as asbestos, restrict use to the area, and
contact the Plant Services Department and

iv) if the material appears to be asbestos but cannot be positively identified, restrict use
to the area, and contact the Manger of Plant Services or designate. The unidentified
material will be assumed to be asbestos until positive identification can be made;

v) contact Plant Services.

b) During day-to-day work where it is suspected that material may be friable ACM:

i)  check the building inventory to see if the material and the area have been listed,
providing positive identification;

ii) if the material has been positively identified as asbestos and there is no evidence of
degradation or crumbling, then regular activities can be resumed;

iii) if the suspected friable material is not on the inventory and there is no evidence of
degradation or crumbling, regular activities may be resumed. The caretaker and the
principal must be informed in order to identify the material in question;

iv) contact Plant Services.
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Responsibility of Plant Services:

During day-to-day work where it is apparent that loose friable material is found, or reported to be

deteriorating or has fallen:

a) check the inventory to see if the material and the area have been listed, providing positive
identification;

b) if the material appears to be asbestos but cannot be positively identified, restrict use to the
area, and obtain a sample in accordance with the sampling and testing procedures in Part III.
The unidentified material will be assumed to be asbestos until positive identification can be
made;

¢) if the loose material has been positively identified as asbestos, restrict use to the area and
dampen the material with amended water to prevent the creation and spread of dust. Assess
the area for the extent of damage, and determine if the operation is considered a Type 1, Type
2 or Type 3 operation; and

d) initiate appropriate remedial action, which may include encapsulation, enclosure or removal
of ACM. In the case of damaged pipe and boiler insulation, available options also include
repair of the insulation with non-asbestos material.

Responsibility of Principals/Managers whose sites contain
asbestos:

It is the responsibility of every principal/manager to:

a) know where the building inventory is kept;

b) know the location of all ACM in the school building(s) and be aware of material that may be
ACM; and

¢) inform their staff of both (a) and (b).

III. Asbestos Plan Procedures

1.

Sampling and Testing:

The methods and procedures for establishing whether material is ACM and for establishing its
asbestos content and the type of asbestos will be in accordance with the procedures set out by
Designated Substance Regulation.

a) When there is a concern that a material may be ACM, and the location is not noted in the
asbestos inventory, it may be necessary to have a sample analyzed. Contact Plant Services,
and a competent worker will obtain a sample.

b) Copies of any laboratory analyses must be forwarded to the Plant Services Department.

Clearance Air Testing:

Clearance air testing will be done for all indoor Type 3 operations in accordance with the
Clearance Air Testing Procedures in Section 4. These procedures include both phase contrast
microscopy and transmission electron microscopy methods.

Training:

Awareness training will be provided to principals and vice-principals whose sites contain asbestos,
caretakers, lead hands, tradesmen, safety representatives, Joint Health and Safety Committee
members, Plant Services Department staff, and any worker who will be, or is likely to be, exposed
to asbestos. Training will consist of inspection, identification, and repair and/or removal of
asbestos. Specialized training will be provided to Maintenance Services staff, caretakers, and lead
hands in addition to awareness training. The owner is responsible for establishing and maintaining
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these training programs while it is the employer’s duty to ensure that every worker and supervisor
has successfully completed this program.

a)

b)

Awareness training will include the procedures for carrying out duties, the use of equipment,
the procedures for the disposal of ACM, personal hygiene and work practices as well as the
hazards of asbestos exposure.

Specialized training will include, when required, instruction on how to properly maintain,
clean, and use respirators;

4. Clearance Air Testing:

Sample collection and analysis will be done by a professional service company. A copy of the air
testing results must be kept by the owner of the building for at least one year after receiving them.
A copy of the results will be provided to the Joint Health and Safety Committee.

5. Procedure for Type 1 Operations:

a)

b)

d)

Dust must be removed from any surface in the work area before work is to start using a damp
cloth or a vacuum equipped with a HEPA filter. The subsequent spread of dust will be
controlled by measures appropriate to the work to be done including the use of drop sheets
that are impervious to asbestos. Drop sheets are not to be reused.
In the case of drywall removal in a Type 1 operation as outlined by the OHSA (see definition
of Type 1 Operation subsection (d)), the material is to be wetted using amended water before
and kept wet during the work unless wetting would create a hazard or cause damage.
At frequent and regular intervals throughout work, as well as immediately upon completion of
work, dust and waste will be cleaned up and removed using a vacuum equipped with a HEPA
filter, or by damp mopping or wet sweeping, and placed in a container. As soon as
practicable after the above has been complied with, drop sheets are to be wetted and placed in
a container.
After the work is completed, polyethylene sheeting and similar material used for barriers and
enclosures are not to be reused, but wetted and placed in a container in accordance with the
disposal procedure in the General Waste Management Regulation made under the
Environmental Protection Act
Barriers and portable enclosures are not to be reused unless they are rigid and can be cleaned
thoroughly. After work is completed, barriers and portable enclosures that will be reused are
to be cleaned using a vacuum equipped with a HEPA filter or by damp wiping.
Compressed air must not be used to clean up and remove dust from any surface.
Eating, drinking, chewing or smoking is not permitted in the work area.
Workers who have been provided with protective clothing will, before leaving the work area:
i) decontaminate their protective clothing using a vacuum equipped with a HEPA filter,
or by damp wiping, before removing the protective clothing:
ii) if the protective clothing will not be reused, place the clothing in a container.
Facilities for the washing of hands and face will be made available to workers and will be
used by every worker when leaving the work area.

6. Respirators (Regulation 278/05):

a)
b)

¢)

A worker must not be assigned to an operation requiring the use of a respirator unless he or
she is physically able to perform the operation while using the respirator.

If respirators are used in the workplace, the employer must establish written procedures
regarding the selection, use and care of respirators and a copy of the procedures must be
provided to and reviewed with each worker who is required to wear a respirator.
Respirators provided by an employer and used by a worker in a Type 1, operation:
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i)  will be fitted so that there is an effective seal between the respirator and the worker’s
face, unless the respirator is equipped with a hood or helmet;

ii) will be assigned to a worker for his or her exclusive use, if practicable;

iii) will be used and maintained in accordance with manufacturer’s specifications;

iv) will be cleaned, disinfected and inspected after use on each shift, or more often if
necessary, when issued for the exclusive use of one worker, or after each use when
used by more than one worker;

v) damaged or deteriorated parts are to be replaced prior to being used by a worker; and

vi) when not in use, respirators are to be stored in a convenient, clean and sanitary
location.

d) The following additional requirements apply to a respirator of the supplied air type:

i)  The compressed air used for breathing must meet the standards set out in Table 1 of
CS4 Standard Z180.1-00, Compressed Breathing Air and Systems (March 2000).

ii) If an oil-lubricated compressor is used to supply breathing air, a continuous carbon
monoxide monitor equipped with an alarm will be provided.

iii) If an ambient breathing air system is used, the air intake must be located in
accordance with Appendix B of the standard referred to in paragraph (i).

IV. Definitions

Amended water is water to which soap has been added.

Friable asbestos material can be crumbled, pulverized or powdered by hand pressure. Friable materials
likely to be found in Board buildings include fireproofing or sprayed-on insulation, acoustical plaster,
heating equipment insulation, pipe insulation and broken ceiling tiles.

Non-friable asbestos is material in which asbestos fibres are held together by a binder such as cement,
vinyl, or asphalt, and are therefore much more durable. Non-friable asbestos materials likely to be found in
Board buildings include asbestos-cement products (for example, laboratory table tops), gaskets and
packings, coatings and sealants, roofing paper, floor tiles, and asbestos textiles (for example, welding
curtains and fire blankets).

Type 1 Operations are activities where there is a low risk of exposure to airborne asbestos fibres and
almost no health risk; this typically involves:

a) the installation or removal of ACM (not including ceiling tiles) that are installed/removed without
being broken, cut, drilled, abraded, ground, sanded, or vibrated,

b) cutting breaking, drilling, abrading, grinding, sanding or vibrating and shaping of non-friable
asbestos products if the material is wetted to control the spread of dust or fibres, and the work is
done using hand tools;

¢) installation or removal of ceiling tiles that are ACM, if the tiles cover an area less than 7.5 square
metres and are installed/removed without being broken, cut, drilled, abraded, ground, sanded, or
vibrated; and

d) drywall removal (for which the removed section is one square meter or less) where asbestos joint
filling compounds were used.
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Type 2 Operations are activities where there is moderate risk of exposure to airborne asbestos fibres and
some health risk. This work typically involves:

a)

b)
¢

d)
e
/)
g
h)
i)

removal of all or part of a false ceiling to obtain access to a work area, if ACM is likely to be lying
on the surface of the false ceiling;

enclosure of friable ACM;

removal or disturbance of one square meter or less of friable ACM during the repair, alteration,
maintenance or demolition of all or part of machinery or equipment, building or vehicle;

applying tape or a sealant or other covering to pipe or boiler insulation that is ACM;

installation or removal of ceiling tiles that are ACM, if the tiles cover an area of 7.5 square metres
or more and are installed or removed without being broken, cut, drilled, abraded, ground sanded or
vibrated,;

breaking, cutting, drilling, abrading, grinding, sanding, or vibrating non-friable ACM if the
material is not wetted to control the spread of dust or fibres and the work is done with a power tool
equipped with a dust collection device and HEPA filter;

removal of insulation that is ACM from a pipe, duct or similar structure using a glove bag;
cleaning or removal of filters used in air handling equipment in a building that has a sprayed
fireproofing that is ACM;

any operation that may expose a worker to asbestos and is not classified as Type 1 or Type 3.

Type 3 Operations are activities where there is a high risk of exposure to airborne asbestos fibres and a
high risk of health effects. This typically involves:

a)
b)
¢

d)
e
Vi

a major removal of friable asbestos material from a building;

a spray application of a sealant to a friable asbestos material;

cleaning or removal of air-handling equipment, including rigid ducting but not including filters, in
a building that has sprayed fireproofing that is ACM;

repair, alteration or demolition of a kiln or furnace made, in part, of asbestos-

the use of power tools on ACM not equipped with a HEPA filter and dust collection device; and
removal or disturbance of more than one square meter of friable ACM during the repair, alteration,
maintenance or demolition of part or all of a building or any machinery or equipment.

V. Related Information

Related Board Policies / Procedures

POLICY: Health & Safety
Procedure: Asbestos

Legislation
Occupational Health and Safety Act
Regulation 278/05: Designated Substance — Asbestos on Construction Projects and in Buildings and

Repair Operations.

Environmental Protection Act
Regulation 347/90: General Waste Management

Ministry of Labour
November 2007. A guide to the Regulation respecting Asbestos on Construction Projects and in

Buildings and Repair Operations.
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Procedure: Health & Safety — Confined Spaces

I. Overview / Procedure Description

To establish procedures to ensure the health and safety of all custodial and maintenance personnel and
contractors who may perform work in confined and limited access spaces or perform related work with
respect to confined and limited access spaces in the course of their duties. This objective is achieved by:

a) properly identifying, assessing and controlling the hazards associated with limited access spaces;

training and equipping maintenance staff, and providing information and training to all staff and
other personnel who may be involved with confined and limited access spaces entry.

II. Areas of Responsibility

1.

General Responsibility:

Manager of Plant Services; Plant Services Department; school and administrative facilities safety
representatives; Occupational Health and Safety (OHS) representative; Joint Occupational Health
and Safety Committee (JOHSC).

Employer’s Specific responsibility (before any worker enters a
confined or limited access space):

a) Board Staff Entry:

i) Board employees will not enter confined spaces. The role will be fulfilled by Board
service providers (independent contractors) who will comply with the statutory
requirements for entering confined spaces.

b)  Multi-Employer Involvement:

If the workers of more than one employer perform work in the same confined space;

i) before any worker enters the confined or limited access space or begins related work with
respect to the confined or limited access space, the lead employer shall prepare a co-
ordination document to ensure that the duties imposed on employers are performed in a
way that protects the health and safety of all workers who perform work in the confined
or limited access space or related work with respect to the confined or limited access
space.

ii) The co-ordination document may provide for the performance of duty or duties referred
to in that subsection by one or more employers on behalf of one or more other employers,
with respect to some or all of the workers.

¢) A copy of the co-ordination document will be provided to each employer’s joint occupational
health and safety committee (JOHSC) or occupational health and safety (OHS) representative,
if any, and each employer of workers who perform work in the same confined or limited
access space or related work with respect to the same confined or limited access space.

III. Procedure Steps / Checklist

1.

Program / Procedures:

A written program/procedure for confined and limited access spaces will be developed and
maintained in consultation with the JHSC. The employer will provide a copy of the
program/procedure to the JHSC and ensure that a copy of the program/procedure is available to
any other employer of workers who perform work to which the program/procedure relates, and
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every worker who performs work to which the program/procedure relates if the workplace has no
JHSC or OHS representative.

2. Assessment / Inventory:

a) An assessment/inventory will be conducted and recorded in writing on the Board Assessment
Form and will consider, with respect to each confined or limited access space, the hazards that
may exist due to the design, construction, location, use or contents of the confined or limited
access space and the hazards that may develop while work is done inside the confined or
limited access space.

b) The record of the assessment may be incorporated into an entry permit for confined spaces
and an entry log for limited access spaces.

¢) Iftwo or more confined or limited access spaces are of similar construction and present the
same hazards, their assessments may be recorded in a single document, but each confined or
limited access space will be clearly identified in the assessment.

d) The employer will appoint a person with adequate knowledge, training and experience to
carry out the assessment and will maintain a record containing details of the person’s
knowledge, training and experience

e) The assessment will contain the name of the person who carries out the assessment, this
person will sign and date the assessment and provide it to the employer.

/) Onrequest, the employer will provide copies of the assessment and of the record mentioned
in subsection (d) to the JOHSC or the OHS representative, if any, or every worker who
performs work to which the assessment relates, if the workplace has no JOHSC or OHS
representative.

g) The employer shall ensure that the assessment is reviewed as often as is necessary to ensure
that the relevant plan remains adequate.

3. Plan:

A written plan, including procedures for the control of hazards identified in the assessment, will be
developed and implemented by a competent worker for the confined or limited access space. The
employer will ensure that the plan is reviewed as often as is necessary to ensure that it remains
adequate.

4. General Training:

Awareness training will be provided to all supervisors, principals, managers, vice-principals and
OHS representatives whose site contains confined spaces and to Joint OHS Committee members.

5. Training (Limited Access Type A Space):

Awareness and specific safe work procedures training will be provided to all Plant Services staff.

6. Entry to Confined Space:

Board employees will not enter confined spaces. This role will be fulfilled by Board service
providers (independent contractors) who will comply with the statutory requirements for entering
confined spaces including providing ventilation and rescue and emergency response. Board
services providers shall comply with the following procedures.

a) Supervisors will assign work in Confined Spaces to at least two workers a minimum of one
day in advance. In emergency situations, this timeline will not be applicable. A Confined
Space Entry Permit will be issued by the supervisor or designate.

b) Supervisors and/or workers will inspect the instruments and equipment to be used for the job.
The checklist in the Confined Space Entry Permit must be used. Rescue and emergency
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equipment will be considered as equipment to be used for the job and will be included on the
permit.

¢) Workers will place a notice and install barriers to secure the entrances to the confined space.
If necessary vehicular traffic control should be established.

d) An atmospheric test around the opening will be taken and recorded. Tests will be taken for
oxygen levels, flammable and toxic gases.

e) The rescue and emergency equipment will be installed and tested for efficient operation. Non-
entry rescue will be the preferred means of rescue for confined space emergencies. The
attendants must be competent in the two retrieval systems on the davit. They must also know
and be able to activate emergency procedures and have full knowledge of the operation of all
equipment used in confined spaces entry and retrieval.

/) The space will be opened and an oxygen test will be taken by the competent workers at
varying levels inside the space. The test results will be recorded on the Confined Space Entry
Permit.

g) (If the test results indicate an oxygen deficient atmosphere, the space will be purged with
fresh air for at least 20 minutes.

h) The competent worker will conduct a second oxygen test and record the result on the permit.
Purging of the space and testing will be repeated until safe oxygen levels are obtained (19.5 %
to 23% oxygen).

i) The permit will be posted near the entrance to the confined space.

j)  Flammability and toxicity tests will be taken and recorded in the Confined Space Entry
Permit.

k) Workers assigned to enter the confined space will wear a full harness and a life line, if
practicable.

/) (Only when the atmospheric tests indicate safe levels may a worker enter the space and
establish adequate extraction of hazardous gases which may be produced as a result of the
work, e.g., hot work. The other worker will ensure that the ventilation equipment maintains a
safe atmosphere and the rescue and emergency equipment are laid out for a quick and
effective response.

m) Only when the ventilation system inside the space and the rescue and emergency system
outside are ready and operating, may the assigned worker enter the space and perform the task
planned. The time of entry and exit must be entered on the permit.

n) The space will be continuously monitored to ensure that the atmosphere is free from hazards.
The results will be recorded every 15 minutes on the permit.

o) When the work is completed, workers will close all entrances to the confined space, store all
testing instruments emergency and other equipment appropriately and return the Confined
Space Entry Permit to the supervisor.

p) Supervisors will review the information on the Confined Space Entry Permit and take
appropriate action as necessary. The permit will be filed permanently and kept for at least two
years.

q) The supervisor will log the entry, indicating the date and times of entry, space entered, reason
for entry and note observations related to the entry.

NOTE: If hot work is being undertaken a hot work permit will be required. Ventilation equipment

must be used, as well as all other appropriate control measures.

If electrical work or work around moving equipment is being undertaken, the provisions of the

lock-out/tag-out procedure must be applied.
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IV. Definitions

(space) confined space means a fully or partially enclosed space,
a) that is not both designed and constructed for continuous human occupancy, and
b) in which atmospheric hazards may occur because of its construction, location or contents or
because of work that is done in it;
(space) limited access space Type A is a space that is not meant for continuous human occupancy because
of'its access and design, and for which atmospheric testing is not required.

V. Related Information

Related Board Policies / Procedures

POLICY: Health & Safety
Procedure: Hot Work Permits

Legislation
Occupational Health and Safety Act

Ontario Regulation 632/05 — Confined Spaces
Ontario Regulation 851/90 — Industrial Establishments, Part I.I (Confined Spaces)

Ministry of Labour
June 2009. Occupational Health and Safety Branch. Confined Spaces Guideline.
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Procedure: Health & Safety — Designated Substances

I. Overview / Procedure Description

To ensure that Board employees and a worker who are not Board employees, but are working in a Board
workplace are protected from exposure to designated substances.

II. Areas of Responsibility

The Board shall:
¢ take every precaution reasonable in the circumstance to ensure the protection of a Board
employee and a worker who is not a Board employee but is working in a Board workplace..
Board employees shall:
¢ comply with the Board requirements related to designated substances.

III. Procedure Steps / Checklist

1. Use or Storage of Designated Substances:

a) The following chemical agents are prescribed as designated substances in Regulation 490/09
made under the Occupational Health and Safety Act:
i) Acrylonitrile.
ii) Arsenic.
iii) Asbestos.
iv) Benzene.
v) Coke oven emissions.
vi) Ethylene oxide.
vii) Isocyanates.
viii) Lead.
ix) Mercury.
x) Silica.
xi) Vinyl chloride.

b) In order to use or store any of the eleven substances within the Board an assessment of the
chemical exposure must be completed. The assessment will be coordinated by the Plant
Services Department in consultation with the Health & Safety/Plant Services Officer and the
Principals, in accordance with the legislation.

2. Assessment Process:

a) Prior to the purchase of a Designated Substance, the prospective user will contact the
appropriate Program Services personnel to request an assessment. Program Services will
contact the Plant Services Department and who will, in consultation with the Joint Health and
Safety Committee and Program Services, establish a process for evaluating the use of the
Designated Substance.

b) If possible, an appropriate substitute will be found for the Designated Substance.
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d)

e

Prior to the Designated Substance being acquired, the prospective user will be consulted on
the intended use of the chemical. This consultation will detail:
—  Transportation and Storage of the Substance;
- Preparation and Use Procedures;
- Engineering Controls and Facility Design;
—  Personal Protective Equipment;
- Waste Management procedures.
In order to ensure the safety of Board staff and students, use of the product during
the assessment will be arranged and demonstrated by the intended supplier of the product.
Industrial Hygiene Testing, which is conducted to evaluate chemical exposure during product
use, will be used by Plant Services, in consultation with Program Services and the
Joint Health and Safety Committee to assess the likelihood of an adverse health effect.
i) If there is agreement that no health effect is likely, a Use Guideline will be written
which will detail the conditions of use.
ii) If there is a likelihood of a health effect from the designated substance, the substance
will not be used in the Board.

3. Inquiries

All inquiries on this procedure are to be directed to the Plant Services Department.

IV. Related Information

Related Board Policies / Procedures
POLICY: Health and Safety

Legislation

Occupational Health and Safety Act
Regulation 490/09: Designated Substances
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PROCEDURE: Health & Safety — Employee & Worker Accident / Injury

I. Overview / Procedure Description

This Procedure outlines the requirements for:
e summoning immediate assistance for injured employees and workers,
e reporting all workplace accidents and injuries,
e investigation of workplace accidents and injuries,
e taking remedial action to prevent reoccurrences.

Il. Areas of Responsibility

This is a summary of the areas of responsibility. Appendix B — Accident / Injury Checklist
sets out a more detailed checklist of areas of responsibility and required actions.

a) All Board staff have a mutual responsibility for summoning immediate
assistance for injured persons (employees, workers and others).

b) Employees shall promptly report all workplace accidents and injuries to their
Principal, Manager or Supervisor.

c) Principals, Managers and Supervisors shall immediately report all workplace
accidents and injuries to Human Resources and the Health & Safety/Plant
Services Officer.

d) Principals, Managers, Supervisors and employees shall complete and
forward the necessary Forms. (See Appendix B — Accident / Injury Checklist
for information and directions.)

e) The Health and Safety/Plant Services Officer shall be responsible for
reporting workplace accidents and injuries to the applicable external
agencies as required by statute. (See Appendix C (Notice to Ministry of
Labour & Others.)

f) The Principals, Managers and Supervisors have the responsibility for the
investigation of less serious workplace accidents and injuries.

g) Inits discretion the Board may designate another staff member or a neutral
third party to investigate any workplace accidents and injuries and to take
appropriate action.

h) The Health and Safety/Plant Services officer shall have the responsibility for
reviewing the results of any investigation and taking appropriate action.
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Ill. Procedure Steps / Checklist

1. Immediate Response (Principal / Supervisor / Employee):

a) If an employee / worker is injured on the job, the Principal, the Supervisor or
an employee shall:

i) provide immediate assistance for the injured person;

ii) make arrangements for the affected person to receive immediate
medical attention where warranted and obtain medical
verification of the workplace injury;

iii) inform the Principal or Supervisor at the earliest opportunity; and

iv) inform the Health & Safety/Plant Services Officer and Human
Resources.

b) If first aid is given to the injured person, a record of any first aid treatment
should be kept at the school.

c) If the employee / worker has sought medical attention beyond first aid,
obtain a Functional Abilities Form (FAF) for completion by the health care
practitioner (doctor, chiropractor, dentist, physio or occupational therapist).

d) The Principal or Supervisor shall preserve the integrity of the scene of any
serious accident and any related objects for either an external agency or the
Board investigation.

e) Human Resources shall contact the employee at the earliest opportunity and
advise the employee of the various assistance available.

f) Where a person is killed or is critically injured at a workplace, DO NOT
interfere with, disturb, destroy, alter or carry away any wreckage, article or
thing at the scene of or connected with the occurrence until permission so to
do has been given by an inspector from the Ministry of Labour unless for the
purpose of:

i) saving life or relieving human suffering;

ii) maintaining an essential public utility service or a public
transportation system; or

iii) preventing unnecessary damage to equipment or other
property.

2. Reporting Obligations (Employee, Supervisor & Principal):

The reporting obligations of an employee a supervisor and a school principal
have been set out in Appendix B — Accident / Injury Checklist.
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3. Reporting Obligations to the Ministry of Labour and Others:

The Health & Safety / Plant Services Officer shall make the following reports in
the following circumstances.
a) Person Killed or Critically Injured at a Workplace:
The Health & Safety / Plant Services Officer shall make the required
reports set out in Appendix C (Notice to the Ministry of Labour & Others).
b) Person Disabled from performing his or her usual Work or requires
Medical Attention because of an Accident, Explosion, Fire or Incident of
Workplace Violence at a Workplace:
The Health & Safety / Plant Services Officer shall make the required
reports set out in Appendix C (Notice to the Ministry of Labour & Others).

4, Investigating Workplace Accidents, Employee Injuries and/or Loss
of Wages from Employment:

a) The Principals, Managers and Supervisors have the responsibility for the
investigation of less serious workplace accidents, employee injuries and loss
of wages from employment.

b) In its discretion the Board may designate another staff member or a neutral
third party to investigate any workplace accidents, employee injuries and loss
of wages from employment.

¢) The Joint Health and Safety Committee shall designate one or more members
to investigate cases where an employee is killed or critically injured at a
workplace from any cause and one of those members may, subject to
subsection 51 (2) of the Occupational Health and Safety Act, inspect the
place where the accident occurred and any machine, device or thing, and
shall report his or her findings to a Director (appointed under the Act) and to
the Committee.

d) The Health and Safety/Plant Services officer in consultation with the
Manager of Plant Services, the appropriate Board Supervisory Officer and/or
the Manager of Human Resources Services has the responsibility for
reviewing the results of any investigation and taking appropriate action were
necessary.

5. Workplace Violence and Harassment Investigations:

Investigations of workplace violence and harassment shall be dealt with by the
Workplace Violence and Workplace Harassment Procedures in the Human
Resources Policy Category.

6. Injury at School to Non-Employee / Non-Worker:

Injuries to persons who are not employees or workers shall be dealt with by the
Injury at School Policy in the Schools & Students Policy Category.
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7. Record of Investigation & Response:

a) The report of the investigation, supporting documents and Board response
shall be retained by the Health and Safety/Plant Service Officer in a
confidential Board Folder.

b) The Joint Health and Safety Committee shall be given the results of a report
which deals with occupational health and safety matters and a copy of the
portions of the report which deals with occupational health and safety
matters.

c) If any discipline was administered as a result of the workplace accident,
employee injury and/or loss of wages from employment, the necessary
disciplinary documentation shall be filed in the employee's personnel file.

IV. Definitions

accident includes,
a) a wilful and intentional act, not being the act of the worker,
b) achance event occasioned by a physical or natural cause, and
c) disablement arising out of and in the course of employment. (Workplace Safety
and Insurance Act, s. 2)

critical injured means an injury of a serious nature that,
e places life in jeopardy;
e produces unconsciousness;
e results in substantial loss of blood;
e involves the fracture of a leg or arm but not a finger or a toe;
e involves the amputation of a leg, arm, hand or foot but not a finger or toe;
e consists of burns to a major portion of the body; or
e causes the loss of sight in an eye. (OH&S Act, Regulation 834, s. 1)

first aid means one-time treatment of care and any follow-up visit(s) for observation
purposes only. First Aid includes, but is not limited to:

e cleaning minor cuts, scrapes or scratches,

e treating a minor burn,

e applying bandages and/or dressings,

e apply a cold compress, cold pack, or ice bag,

e applying a splint,

e changing a bandage or dressing after a follow-up observation visit.
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health care means any observation, examination, assessment, care, service or
procedure that is done for a health-related purpose and that,
a) is carried out or provided to diagnose, treat or maintain an individual’s physical
or mental condition,
b) is carried out or provided to prevent disease or injury or to promote health, or
c) is carried out or provided as part of palliative care. (Personal Health Information
Protection Act, 2004, s. 2)

health care practitioner means a member of a College of a regulated health profession
which would include a doctor, dentist, chiropractor, physio and occupational therapist,
etc.) (Regulated Health Professional Act, s. 1)

worker means any of the following:

a) A person who performs work or supplies services for monetary compensation.

b) A secondary school student who performs work or supplies services for no
monetary compensation under a work experience program authorized by the
school board that operates the school in which the student is enrolled.

c) A person who performs work or supplies services for no monetary compensation
under a program approved by a college of applied arts and technology,
university, private career college or other post-secondary institution.

d) Such other persons as may be prescribed who perform work or supply services
to an employer for no monetary compensation. (Occupational Health and Safety
Act,s. 1 (1))

workplace means any land, premises, location or thing at, upon, in or near which a
worker works. (Occupational Health and Safety Act, s. 1 (1))

V. Related Information

Appendices for this Procedure

Incident / Accident Report (APPENDIX A)
APPENDIX B: Accident / Injury Checklist
APPENDIX C: Notice to Ministry of Labour & Others

Related Board Policies / Procedures (Human Resources Policy Category)

POLICY: Health and Safety
PROCEDURE: Workplace Harassment (Report, Investigate & Respond)
PROCEDURE B: Workplace Violence (Investigate & Respond)

Related Board Policies / Procedures (Schools & Students Policy Category)
POLICY: Injury at School (Schools & Students Policy Category)

Related Board Policies / Procedures (Administrative Policy Category)
POLICY: Human Rights
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Legislation
Occupational Health and Safety Act, s. 51 (Notice of Death or Critical Injury); s. 52
(Notice of Accident causing Injury).
Ontario Regulation 851/90 — Industrial Establishments, s. 5 (Notice of Accidents)
Workplace Safety and Insurance Act, 1997, s. 21 (Notice of Accident).

Ministry of Labour
(26-Apr-18). Guide to the Occupational Health and Safety Act
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Incident / Accident Report (Appendix A)

INSTRUCTIONS:
1. If this is a critical injury please report to the Health and Safety Officer (Jaime Russell) IMMEDIATELY
2. Principal/Supervisor and Employee complete Part A together (if possible)
3. Principal/Supervisor completes Part B.
4. FAX COMPLETE REPORT TO: Jillian Burchart, Human Resources Supervisor, within 24 hours of the

accident (HR FAX: 613-732-9524)

If your Principal/Supervisor is unavailable — complete and send Part A within 24 hours of the accident and have

your Principal/Supervisor complete and send Part B as soon as possible after they are available.

6. If the Employee is seeking health care, please take the FAF FORM to the Health Care Professional for completion
and return it to Human Resources (HR Fax: 613-732-9524)

o

PART A — ACCIDENT/ILLNESS DETAILS - To BE COMPLETED BY PRINCIPAL/SUPERVISOR AND EMPLOYEE
SECTION 1

Employee Name:

Home Phone: Job Title/Position:

Work Location: Working Hours: From: To:
Date & Time of Accident/lliness: Date Time:

Date & Time Reported: Date Time:

Reported to: (Name and Position):

SECTION 2

HEALTH CARE:

Did employee receive health care for this injury? [ Yes [1No If yes, please indicate date:

Where was the worker treated for this injury? (Check all that apply)
[0 On-site health care [0 Ambulance 1 Emergency Dept. [J Admitted to Hospital
01 Clinic [1 Health Professional Office (Doctor/Dentist/Chiropractor/Physiotherapist)

Name, Address and Phone number of health professional (if known)

SECTION 3

LOST TIME - NO LOST TIME

Please choose ONE - After day of accident/awareness of illness, this employee:

[0  Returned to regular job and has NOT lost any time and/or earnings. — move on to Section 4
[1  Returned to modified job and has NOT lost any time and/or earnings. — complete below

[1  Has lost time and/or earnings - complete below.

(a) Date of First Day of Lost Time:
(b) Date Back to Work (if applicable):

(c) Modified Duties. Please explain modifications:
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SECTION 4

DESCRIPTION OF ACCIDENT/ILLNESS

Explain what happened to cause the accident/iliness and what the Employee was doing at the time. Describe the injury
and provide any details of equipment, materials, environmental conditions (work area, temperature, noise, chemical, gas,
fumes, other person) that may have been involved. If the condition occurred gradually over time, please explain how it
developed:

SECTION 5

TYPE OF ACCIDENT/ILLNESS (PLEASE CHECK ALL THAT APPLY):

(1 Struck or Contact By [ Struck Against/Contact with 0 Fall

(1 Slip/No Fall [] Caught Infunder/on/between [1 Exposure

0 Over Exertion/Strain U Repetitive Body Movement 0 Traumatic Event
1 Aggression [ Insufficient Information [ Other,

AREA OF INJURY (BODY PART) (Please check all that apply):

[ Head 0 Face U Eye(s) 0 Ear(s) [J Buttocks 0 Groin
0 Neck 0 Chest 0 Upper Back 0O Hip 0 Abdomen
0 Lower Back [ Other

PLEASE INDICATE LEFT OR RIGHT:

Shoulder [1Left 71 Right Arm 0 Left [ Right Elbow Left [ Right Forearm [Left (1 Right
Wrist U Left 0 Right Hand U Left 0 Right Finger(s) 0 Left 0 Right Hip U Left 0 Right
Thigh [ Left [ Right Knee [ Left [ Right Lower Leg 7 Left [ Right Ankle [ Left 0 Right
Foot U Left [ Right Toe(s) U Left [ Right

WHERE INJURY OCCURRED:

[ Outdoor walkways 1 Classroom [ Hallway 7 Indoor Foyer/Entrance/Exit
01 Office 71 Parking Lot [ Playground 1 Stairwell

[ Gymnasium Library [0 Other.

WITNESSES (Names and Positions): 1. 2,

PRIOR CONDITIONS:

Are you aware of any prior similar/related problem, injury of condition? [1Yes [1No

If yes, please explain:
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PART B — ACCIDENT/ILLNESS INVESTIGATION -TO BE COMPLETED BY PRINCIPAL/SUPERVISOR

SECTION 7

ADDITIONAL INFORMATION:

Are you aware of any additional information relevant to this accident/iliness?

If yes, please explain:

OYes [No

Section 7

CAUSES:

01 Operating without Authority 02 Unsafe Equipment

03 Unsafe Loading, Placing, Mixing, Combining, etc. 14 Unsafe Position or Posture

05 Distracting, Teasing, Wilful Misconduct 6 Failure to use Personal Protective Devices
o7 Inadequate lllumination 08 Fire, Explosion, Atmospheric Hazard

09 Hazardous Personal Attire 710  Unsafe Design or Arrangement

011 Hazardous Method or Procedure 112  Outside Hazardous Condition

013  Improperly Labelled or Identified 14 Improper Ventilation

015 Inadequate Clearance, workspace 116  Inadequate Tools or Equipment

017  Inadequate Help 718  No Hazard

019  Making Safety Devices Inoperable 120 Inadequate Maintenance

021 Inadequate Housekeeping 22  Failure to Follow Established Procedures, Rule
023  Inattention 124  Physical Condition

125  Other

SECTION 8

CORRECTIVE & PREVENTATIVE ACTION:

01 Re-instruction of person involved 02 Re-assignment of person

03 Order Job Safety Analysis 04 Improved Personal Protective Equipment
05 Repair or Replacement 16 Installation of Guard or Safety Device

07 Actions to Improve Design/Method 8 Check with Manufacturer

09 Discipline of Persons involved 110  Workplace Inspection

011 Consult with Health & Safety 712  Consult with Joint Health & Safety Committee
0013  Consult with Ministry of Labour 114  Incident under Investigation

(115  Correction of Congested Area 16  Inform All Department Supervision

017  Improve Housekeeping Procedure 118  Develop written safe working procedures
019  Ergonomic Assessment 7020  Develop Inspection Form and Routine
021 Provide Proper Ventilation 122  Other

Describe how the above action(s) have been (or will be) implemented to prevent a recurrence & include

timelines:

*Please involve the Health & Safety Officer, Jaime Russell in your investigation*®
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PART C — ACCIDENT/ILLNESS INVESTIGATION -TO BE COMPLETED BY THE HEALTH & SAFETY OFFICER — JAIME RUSSELL

HEALTH & SAFETY ACTION PLAN:

Employee’s Signature Date
Principal/Supervisor’s Signature Date
Health & Safety Officer Signature Date

4|Page



APPENDIX B: Accident / Injury Checklist

Category (Human Resources)

z ?‘ [/KM! Effective Date: March 22, 2019.

T
; 1,0 Last Revision Date: (N/A)
%ﬂu S - Page 1 of 3

CATHOLIC DISTRICT SCHOOL BOARD

APPENDIX B: Accident / Injury Checklist
1. Employee Reporting Obligations

accident includes,
a) a wilful and intentional act, not being the act of the worker,
b) a chance event occasioned by a physical or natural cause, and
c) disablement arising out of and in the course of employment. (Workplace Safety and
Insurance Act, s. 2)

Il Report all workplace accidents immediately to your Manager, Supervisor or Designate,
or as soon as reasonably possible if immediate medical attention is required.

NOTE: All workplace accidents must be reported, regardless of severity (including but
not limited to: cuts, puncture wounds, sprains, student aggression, back strains,
musculoskeletal disorders, etc.).

Il Complete the Incident / Accident Report as soon as reasonably possible and send the
completed form to Human Resources. The Incident / Accident Report Form is available
on the Board’s Website and at each Board school and workplace.

NOTE: Incident / Accident Report must be submitted within 24 hours of the accident,
if the accident results in the employee:
e seeking health care from a health care practitioner (doctor, chiropractor,
dentist, physio or occupational therapist) or
e not being able to earn full wages.

NOTE: If your Principal/Supervisor is unavailable — complete and send the employee
portion within 24 hours of the accident. The Principal/Supervisor will complete and
send the Investigation portion as soon as reasonably possible.

Il Report any health care from a health care practitioner (doctor, chiropractor, dentist,
physio or occupational therapist) for a workplace accident on the day the health care is
received.

O If you are seeking medical care, take the Functional Abilities Form (FAF) to the health

care practitioner for completion and send to Human Resources.

Il Co-operate in the accident investigation if necessary.
Il Participate in an early and safe return to work.
O Report any change to your condition/injury to Human Resources.
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O O OoN

O

Supervisor/ Principal Reporting Obligations

Provide first aid or emergency services to the injured employee, if required.
Notify the injured employee’s family in case of serious injury.

Give the Functional Abilities Form (FAF) to the injured employee for completion by a
health care practitioner (doctor, chiropractor, dentist, physio or occupational therapist)
if health care is required.

Complete the Principal, Manager, Supervisor (Investigation) portion of the form

Submit the completed Incident / Accident Report within 24 hours or as soon as
reasonably possible.

NOTE: Accident/Incident Report must be submitted within 24 hours of the accident, if
the accident results in the employee:

e seeking health care from a health care practitioner or

e not being able to earn full wages.

Check the completed Incident / Accident Report to ensure that:
¢ all hazards contributing to the accident have been identified on the Report and
e any necessary corrective actions to control the hazards have been taken.

Report any change in the injured employee’s condition/injury to Human Resources.

Health and Safety Officer

Notify the Ministry of Labour and Others as set out in Appendix C - Notice to Ministry of
Labour and Others,

e if an employee / worker is killed or critically injured,

e if an accident to an employee / worker necessitates health care or results in the
e