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E.1 COMMUNICATION IN RESIDENCES 

 

POLICY 

 

Total communication refers to a philosophy of communication, incorporating a full spectrum of 

communication modes (sign language, fingerspelling, speech, speechreading, auditory training, pictoral 

symbols Blissymbolics, reading, writing, mime and gesture) which should be used to the maximum 

degree possible to communicate appropriately with each individual.   

 

This communication programming should extend throughout the individual’s life, including one’s 

personal life, and one’s home and community activities. 

 

All TCE homes will provide maximum communication opportunity for its residents, surrounding them 

with modes of communication suitable to their communication style.  Even between two members of 

staff, resident-appropriate communication is encouraged so as to make the communication style within 

the home as natural as possible. 
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E.2 WORKPLACE VIOLENCE AND HARASSMENT PREVENTION 

POLICY AND PROCEDURE 
 

Plan Developed In consultation with TCE‘s JHSC, CUPE: March 2010;  

Approved by TCE’s Board of Directors on Dec 29, 2015;  

Revised October 2017; Revision approved by TCE’s Board of Directors on Mar 26, 2018.  

 

POLICY 

 

Total Communication Environment is committed to providing a work environment in which all workers are 

treated with respect and dignity. Workplace harassment will not be tolerated from any person in the 

workplace including employees, residents, and families of residents, students, volunteers, contractors, 

consultants, and visitors.  

 

Compliance with the Workplace Violence & Harassment Prevention Policy is a condition of employment and 

will be evaluated, together with other aspects of an employee’s performance. Total Communication complies 

with the following relevant legislation governing workplace violence and harassment in Ontario: 

 

 The Occupational Health and Safety Act 

 The Criminal Code of Canada 

 The Ontario Human Rights Code 

 The Workplace Safety and Insurance Act, 1997 

 The Compensation for Victims of Crime Act 

 The Regulated Health Professions Act 

 

In most cases, violence committed by a resident is considered a behavioural/mental health issue and will be 

dealt with as a clinical issue. Appropriate counselling from Behavioural Therapists, Psychiatrists, etc. will be 

obtained, as well as any required training in the implementation of appropriate Behavioural Approaches such 

as CPI and other relevant precautionary measures including increased safe management practices, increased 

reviews, data collection, and Behaviour Guidelines as implemented by Psychiatrists/Clinical team(s). 

Supports for employees during this process will be applied and offered during the reporting and debriefing 

following a resident related incident and/or serious occurrence. Please refer to Behavioural Supports Policy 

and Serious Occurrence Reporting Policy for additional information. 

 

Workplace Violence and Harassment will not be tolerated in employment-related incidents that occur both 

within or beyond the normal workplace, inside or outside working hours, or on or off company premises, 

while conducting company business, or at company functions or social events, on social media, whether such 

violence is perpetrated by directors, managers, employees, residents, families of residents, students, 

volunteers, contractors, visitors, or members of the public.  

 

Workers are encouraged to report any incidents of workplace harassment to their Program Supervisor or 

designated supervisor, a union or JHSC rep, the Human Resources Advisor, or the Director of Operations. 

 

Management will investigate all complaints or incidents of workplace harassment in a fair, respectful and 

timely manner. Information provided about an incident or about a complaint will not be disclosed except as 

necessary to protect workers, to investigate the complaint or incident, to take corrective action or as 

otherwise required by law. 

 



TCE 

 

Section E: Human Resources 
 

 

TCE Policies and Procedures - Last Updated: May 2018 Section  E.2  
 

Managers, supervisors and workers are expected to adhere to this policy, and will be held responsible by the 

employer for not following it. Workers are not to be penalized or disciplined for reporting an incident or for 

participating in an investigation involving workplace harassment. Total Communication Environment will 

not discriminate or retaliate against employees because they are perceived to be instigators or victims of 

workplace violence and harassment. 

 

Failure to comply with this policy may lead to disciplinary measures up to and including termination.  

 

Purpose 
 

Total Communication Environment is committed to preventing workplace violence and harassment. This 

policy defines behaviour that constitutes workplace violence and harassment, and explains procedures for 

reporting and resolving such incidents. 

 

TCE is committed to providing a working environment free of violence and harassment by familiarizing all 

workplace parties with the related terminology as well as their individual responsibilities for prevention and 

corrective action. 

 

Definitions Associated with Workplace Violence and Harassment  
 

Workplace Violence: 

 

The OHSA defines workplace violence as the exercise of physical force by a person against a worker, in a 

workplace, that causes or could cause physical injury to the worker. It also includes an: 

 

 attempt to exercise physical force against a worker in a workplace, that could cause physical injury to 

the worker; and a 

 statement or behaviour that a worker could reasonably interpret as a threat to exercise physical force 

against the worker, in a workplace, that could cause physical injury to the worker [section 1]. 

 

This may include: 

 

 verbally threatening to attack a worker; 

 leaving threatening notes at or sending threatening e-mails to a workplace; 

 shaking a fist in a worker’s face; 

 wielding a weapon at work; 

 hitting or trying to hit a worker; 

 throwing an object at a worker; 

 sexual violence against a worker; 

 kicking an object the worker is standing on such as a ladder; or 

 trying to run down a worker using a vehicle or equipment. 

 

Accidental situations – such as a worker tripping over an object and pushing a co-worker as a result – are not 

meant to be included. 

 

Threat (verbal or written): 

 

A threat is a communicated intent to inflict physical or other harm on any person or to property by some 

unlawful act. A direct threat is a clear and explicit communication distinctly indicating that the potential 

offender intends to do harm, for example, "I am going to make you pay for what you did to me." A 
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conditional threat involves a condition, for example, "If you don't leave me alone you will regret it." Veiled 

threats usually involve body language or behaviors that leave little doubt in the mind of the victim that the 

perpetrator intends to harm. 

 

Domestic violence: 

 

A person who has a personal relationship with a worker – such as a spouse or former spouse, current or 

former intimate partner or a family member – may physically harm, or attempt or threaten to physically 

harm, that worker at work. In these situations, domestic violence is considered workplace violence. 

 

Psychological/ Personal harassment: 

 

Psychological/ Personal harassment is a pattern of behavior that makes one feel worthless, flawed, unloved, 

or endangered. Like other forms of abuse, it is based on power and control.  

 

This may include: 

 swearing, put-downs/name calling over a period of time 

 labeling the victim in a derogatory way such stupid, crazy or irrational 

 acts of humiliation, extreme jealous behavior, or attacking the victim's self-esteem in other ways 

 harming pets and damaging property. 

 

When these types of behaviour occur in the workplace, it is often referred to as workplace harassment. 

 

Workplace Harassment and Sexual Harassment: 

 

Workplace harassment means engaging in a course of vexatious comments or conduct against a worker in a 

workplace that is known or ought reasonably to be known to be unwelcome or workplace sexual harassment. 

Workplace sexual harassment means: 

 

a. engaging in a course of vexatious comment or conduct against a worker in a workplace because of 

sex, sexual orientation, gender identity or gender expression, where the course of comment or 

conduct is known or ought reasonably to be known to be unwelcome, or 

 

b. making a sexual solicitation or advance where the person making the solicitation or advance is in a 

position to confer, grant or deny a benefit or advancement to the worker and the person knows or 

ought reasonably to know that the solicitation or advance is unwelcome; 

 

Workplace harassment: 

 

Workplace harassment can involve unwelcome words or actions that are known or should be known to be 

offensive, embarrassing, humiliating or demeaning to a worker or group of workers, in a workplace. It can 

also include behaviour that intimidates isolates or even discriminates against the targeted individual(s) due to 

a personal dislike or personality conflict because of but not limited to a prohibited ground of discrimination 

under the Human Rights Code including race, ancestry, place of origin, colour, ethnic origin, citizenship, 

creed, sex, sexual orientation, disability, age, marital status, family status, gender identity, or record of 

offence..  

 

This may include: 

 making remarks, jokes or innuendos that demean, ridicule, intimidate, or offend; 

 displaying or circulating offensive pictures or materials in print or electronic form; 
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 excessive profanity, vulgarity, ridicule, belittling, or derogatory name calling 

 repeated offensive, embarrassing or intimidating phone calls or e-mails; or 

 

 Bullying: repeated and persistent negative acts towards one or more individuals, which involve a 

perceived power imbalance and create a hostile work environment.  

 

Examples of bullying include: 

 Isolating and excluding a worker 

 Silent treatment 

 Excessive or unjustified criticism 

 Over monitoring and/or trivial fault finding 

 Withholding information and/or job responsibilities 

 Replacing proper work with demeaning work 

 Unrealistic goals and deadlines 

 Sabotaging work 

 Gossip and false rumors 

 Harassing body language 

 

 Workplace sexual harassment such as: 

 

 asking questions, talking, or writing about sexual activities; 

 rough or vulgar humour or language related to sexuality, sexual orientation or gender; 

 displaying or circulating pornography, sexual images, or offensive sexual jokes in print or 

electronic form; 

 leering or inappropriate staring; 

 invading personal space; 

 unnecessary physical contact, including inappropriate touching; 

 demanding hugs, dates, or sexual favours; 

 making gender-related comments about someone’s physical characteristics, mannerisms, or 

conformity to sex-role stereotypes; 

 verbally abusing, threatening or taunting someone based on gender or sexual orientation; or, 

 threatening to penalize or otherwise punish a worker if they refuse a sexual advance. 

 

The comments or conduct involved with personal and workplace harassment typically happen more than 

once. They could occur over a relatively short period of time (for example, during the course of one day) or 

over a longer period of time (weeks, months or years). However, there may be situations where the conduct 

happens only once. 

 

What isn’t workplace harassment? 

 

“A reasonable action taken by an employer or supervisor relating to the management and direction of 

workers or the workplace” [section 1 (4)]. 

 

Reasonable management actions would be part of a manager’s or supervisor’s normal work function, and 

could include changes in work assignments, scheduling, job assessment and evaluation, workplace 

inspections, implementation of health and safety measures, and disciplinary action. 

 

If these actions are not exercised reasonably and fairly they may constitute workplace harassment. For 

example, if a worker was not scheduled for shifts solely because of his or her sexual orientation, this would 

likely be workplace harassment. 
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Differences of opinion or minor disagreements between co-workers would also not generally be considered 

workplace harassment. 

 

Gender Identity: 

 

Gender identity is each person’s internal and individual experience of gender. It is their sense of being a 

woman, a man, both, neither, or anywhere along the gender spectrum. A person’s gender identity may be the 

same as or different from their birth-assigned sex. Gender identity is fundamentally different from a person’s 

sexual orientation. 

 

Gender Expression: 

 

Gender expression is how a person publicly presents their gender. This can include behaviour and outward 

appearance such as dress, hair, make-up, body language and voice. A person’s chosen name and pronoun are 

also common ways of expressing gender. 
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Roles and Responsibilities of Workplace Parties 
 

Employer: 

 

It is the responsibility of the employer to: 

 Be accountable for implementing, following, and enforcing policies and procedures related to the 

prevention of workplace violence and harassment. 

 Establish a complaint resolution process that ensures all reports or threats of violence and harassment 

will be investigated all in a prompt, objective and sensitive way. 

 Post a copy of Workplace Violence and Anti-Harassment Policy in the workplace. 

 In consultation with the JHSC, conduct regular risk assessments and establish control measures. 

 In consultation with the JHSC, establish and deliver training and education for all employees. 

 Integrate safe behavior into day-today operations. 

 Provide quarterly reports of incidents of workplace violence to the JHSC or as requested. 

 Take corrective action and provide response measures. 

 Facilitate medical attention and support for those involved directly or indirectly. 

 Ensure any deaths or critical injuries are reported to a Ministry of Labour (MOL) inspector, the 

police (as required), JHSC or H&S representative and CUPE local, as well as investigated with the 

JHSC.  Send the report explaining the circumstances to all parties in writing within 48 hours of the 

occurrence. Include information and particulars prescribed by the Occupational Health and Safety 

Act and regulations. 

 Ensure a report is filed with WSIB of all accidents where a worker loses time from work, requires 

healthcare, earns less than regular pay for regular work, requires modified work at less than regular 

pay or performs modified work at regular pay for more than seven days. 

 Ensure the workplace violence and harassment prevention program is reviewed at least once a year. 

 

Managers/supervisors: 

 

It is the responsibility of management/supervisors to: 

 Enforce policy and procedures and monitor worker compliance. 

 Identify and alert staff to violent persons and hazardous situations and safeguard all persons. 

 Investigate all workplace violence using Workplace Violence Event Report Form and Investigation 

Tool and contact the police as required. 

 Facilitate medical attention for employee(s) as required. 

 Debrief those involved in the incident either directly or indirectly 

 Track and analyze incidents for trending and prevention initiatives. 

 Immediately report a death or critical injury to an MOL inspector according to the legislative 

guidelines of the Occupational Health and Safety Act of Ontario, Regulation 834. 

 

Employees: 

 

It is the responsibility of all employees of Total Communication Environment to: 

 Participate in education and ongoing training programs and/or reviews in order to be prepared to 

respond suitably to any incident of workplace violence or harassment. 
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 Understand and comply with violence and harassment prevention policies and procedures. 

 Report all incidents or injuries of violence and harassment or threats of violence and harassment 

immediately to your Supervisor and/or the On Call Supervisor and document as requested. 

 Report all concerns of potential violence and harassment in the workplace to your Supervisor and/or 

the On Call Supervisor and the JHSC or the worker member of the JHSC.  

 Contribute to risk assessments. 

 Seek support when confronted with violence or harassment or threats of violence and ensure medical 

attention is received if needed. 

 

Joint Health and Safety Committee (JHSC): 

 

It is the responsibility of the JHSC to: 

 Participate in the development, establishment, implementation of the Workplace Violence and 

Prevention Policy. 

 Provide recommendations to the employer for developing training in violence prevention measures 

and procedures. 

 Review the Workplace Violence and Harassment Policy annually. 

 Immediately review reports of critical injury or death as per Occupational Health and Safety Act of 

Ontario, Regulation 834. 

 Review completed risk assessments and develop an action plan for management annually. 

 

PROCEDURES 

 

Reporting 

 

 Employees who feel they have witnessed or were victims of violence, abuse, harassment, or any 

other criminal act have the right to contact the police first and file a report. 

 All employees are responsible to report all acts and suspicions of violence, crime, abuse and 

harassment as defined in this policy to the police and/or the appropriate Supervisor immediately as 

soon as possible. Alternatively, an employee may also contact a Union representative or a member of 

the JHSC who will then notify the Human Resources Advisor and/or the Director of Operations 

immediately. If the report involves claims against senior management, the employee shall contact the 

Executive Director. 

 The employee will complete the Workplace Violence and Harassment Report Form within 24 hours 

of reporting the incident and submit to the Human Resources Advisor or Director of Operations. 

 The report can be made confidentially at the request of the employee. Identifying information will 

not be disclosed unless the disclosure is necessary for the purposes of investigating or taking 

corrective action with respect to the incident or complaint, or is otherwise required by the law.  

 In the absence of a formal complaint, the employer is obligated to investigate potential workplace 

harassment. 

 If the employee is injured and requires medical attention the Supervisor or designate will call 911 or 

ensure medical attention is provided. All safeguards for those involved will be implemented. 

 The employer shall take appropriate measures to protect those reporting from retaliation.  
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Investigation 

 

 The Supervisor and/or designate and the Human Resources Advisor and/or the Director of 

Operations will complete the Workplace Violence and Harassment Investigation Form, conduct an 

investigation and ensure safeguards are in place. 

 If the harassment or violence was committed by a member of management, the Executive Director or 

designate and the Human Resources Advisor and/or Director of Operations will conduct the 

investigation. If the harassment or violence was committed by a member of senior management, the 

Executive Director will conduct the investigation and a third party investigator may be considered. 

 If a violent incident results in a critical injury to a worker, the Employer and the JHSC representative 

(worker-certified rep) investigates the incident or injury (Section 9(31) OHSA) and reports to the 

MOL, WSIB and JHSC. Refer to guidelines in Ontario H&S Act. 

 During the investigation the individuals named in the report may have their work schedules altered 

through temporary transfer or paid or unpaid suspension. 

 If a complaint is made against an employee, that employee will be informed about the complaint to 

the extent possible. Identifying information will not be disclosed unless the disclosure is necessary 

for the purposes of investigating or taking corrective action with respect to the incident or complaint, 

or is otherwise required by the law.  

 The respondent will be given an opportunity to respond to the complaint both in person during an 

interview and in writing where applicable.  

 Separate interviews will be conducted for the victim, person(s) named, and any witnesses. All 

witness will be instructed not to discuss any details regarding the event or investigation with 

coworkers unless necessary to obtain advice about their rights. 

 The investigation will be completed within ninety (90) calendar day unless there are extenuating 

circumstances warranting a longer investigation. 

 

Follow up  

 

 Once the investigation has been completed, all investigation notes and incident reports will be 

compiled and reviewed by the Supervisor and/or designate, the Human Resources Advisor and/or the 

Director of Operations, or the Executive Director and third party if applicable. An outcome and 

appropriate disciplinary measures will be determined. 

 The Supervisor or designate who investigated the report will ensure communication of potentially 

dangerous situations associated with a report to all staff potentially affected by the incident as soon 

as possible.  

 The employee who made the report will be notified of the outcome of the investigation in writing to 

the extent necessary to optimize future safety within 10 days following the conclusion of the 

investigation. Information regarding supports available through both EAP and the community will be 

given to you. 

 The accused will be notified of the outcome of the investigation in writing within 10 days following 

the conclusion of the investigation. 

 The Human Resources Advisor or Director of Operations will notify the Union within 10 days 

following the conclusion of the investigation. 

 A team debriefing of the incident and/or follow up will be conducted within this timeframe within 10 

days of the conclusion of the investigation. 
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 All information gathered will be documented and kept confidential at all times. Information will not 

be disclosed unless necessary for the purpose of the investigation, taking corrective action, or 

otherwise required by law. 

 Senior management reviews all incident reports, monitors trends, and informs the JHSC of such 

trends. The JHSC makes recommendations to senior management and together enhancements to the 

workplace violence and harassment prevention program and training program are developed.  

 

Emergency response 
 

In cases of emergency, call 911 and On Call (613-482-1550) and together you will follow TCE’s Emergency 

Response Plan.  

 

If the police are called, TCE’s investigation and follow up will occur after the police investigation has been 

finalized. 

 

In cases of resident physical aggression the phrase “back up “is used as code for required support from other 

employees. For further information please refer to Serious Occurrence Reporting Guidelines, Section G of 

TCE’s Policies and Procedures. 

 

Risk assessment 
 

In each program, JHSC representatives conduct monthly hazard inspections which include a report on 

Client/Customer workplace violence. On a quarterly basis and/or when applicable, management will provide 

to the JHSC a report on trends of other types of workplace violence and harassment that have occurred.  

 

Both annually and in the event positions and/or job descriptions are created or modified a risk assessment 

will be completed. 

 

Education 
 

New employees will receive both general and program specific orientation to the workplace violence and 

harassment prevention program. In addition, all employees will receive an annual review of the program's 

general components and/or complete online training. Any training developed, established and provided will 

be done in consultation with consideration of, the recommendations of the JHSC. 

 

Accountability 
 

All workplace parties are accountable for complying with the policy, program, measures and procedures 

related to workplace violence. 

 

Responsibility for complying with the health and safety policy is included in the job description for 

supervisors and other employees. These responsibilities will be evaluated through the employee’s annual 

performance appraisal. Failure to abide by these responsibilities will result in disciplinary action up to and 

including termination of employment.  

 

Records 
 

All records of reports and investigations of workplace violence and harassment are kept for seven (7) years. 

 

If there are no valid findings, all documents gathered will be kept in a separate file accessible only to the 
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Human Resources Department and Executive Director or designate and will be kept for two (2) years. 

 

Policy Review 
 

In conjunction with one another, the JHSC and Management team will review the Workplace Violence and 

Harassment Prevention Policy annually and as needed. 
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Making Connections For Life 
 

Workplace Violence and Harassment Report Form 

If you require assistance in completing this form please contact your Program Supervisor, 

designated Supervisor, Union rep, JHSC rep, Human Resources, or the Director of Operations. 
 

Employee Information 
 

Name:  Position: 

Address of incident: 
 

 Contact information: 

Date and time of incident: 
 

Date and time incident reported: 
 

Incident reported to: 
 

 

Location of the incident  
 

❑ client care area  ❑ public area on-site ❑ restricted area on-site 

❑ parking lot or walkway ❑ community ❑ client’s home 

❑Work location off-site:___________________________________________________________ 

 

Emergency Response Measures 

 

Was 911 called?            ❑  Yes       ❑  No 

Was on call notified?     ❑  Yes       ❑  No 

Was an emergency preparedness plan communicated by on call activated?   ❑  Yes       ❑  No 

If yes, describe the plan: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
________________________________________________________________________________
________________________________________________________________________________ 
 
Attach further notes as needed  

 
Incident Information 
 
Indicate the classification of the incident, refer to explanation provided. 
 

❑ Type I (Criminal Intent) Person has no relationship to the workplace 
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❑ Type II (Client or visitor) 

If resident to staff use our 
standard behaviour report 

Person is a client, visitor or family member of a client at the 
workplace who becomes violent toward a worker or another 
client; or worker becomes violent toward a visitor or family 
member of a client 

❑ Type III (Worker-to-worker) Perpetrator is an employee or past employee of the workplace 
 

❑ Type IV (Personal Relationship) Perpetrator usually has a relationship with an employee (e.g., 
domestic violence) 

 
Describe the event including persons involved: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
 
Attach further notes as needed. 
 

 
Does the person involved have a history of previous incidents?   

❑  Yes     ❑  No     ❑ Unsure 

 

 

Incident Type  
Refer to Policy for definitions and descriptions 
 

❑  Threat (verbal or written) ❑  Physical assault ❑  Verbal abuse  

❑  Discrimination    ❑  Robbery, arson, vandalism  ❑  Carrying a weapon 

❑  Sexual assault 

❑  Personal or psychological 

harassment 
 

Injury Type 
 

❑  Sexual harassment  

❑  Other 

(specify):___________________ 

❑  Domestic violence 

❑  Strain or sprain  ❑  Cut or laceration   ❑ Contusion 

❑  Psychological    ❑  Pinched   

❑Other (specify):________________________________________________________________ 

 

Was medical first aid required? ❑   Yes      ❑   No  

Was medical attention required?        ❑   Yes      ❑   No 
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If yes, 
describe:________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Complete an Employee Incident Report 
 

 
Description of incident:  
    

Person (s) named: 
 

________________________________________________ 

Events leading up to the incident: 
 

________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________ 
 

Other individuals involved:  
(e.g., staff, visitors, clients, etc.) 

________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________ 
 

Other Information: 
 

________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________ 
 

Attach further notes as needed. 
 

 

Actions taken 
Describe who was contacted and what measures were followed 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
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To the best of your knowledge has this event ever occurred in the past? 

❑ Yes ❑ No 

Are you aware of any controls, measures or procedures to prevent a similar incident?   

❑ Yes ❑ No 

 
If yes, 
describe:________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 

Witness(s) 
 

Name Contact information 

1. 
 

 

2. 
 

 

3. 
 

 

4. 
 

 

Please provide any other information you think may be relevant, including any recommendations 
that you think would be helpful:  
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
 

 

Reporting 
 

Reported to supervisor? If yes, name: ___________________________________ 
 

❑ Yes ❑ No 

Reported to police? If yes, police report number:___________________________ 
Contact 
information:_________________________________________________________
_________________________________________________________________
  

❑ Yes ❑ No 

Reported to WSIB (Form 7)? If yes, by whom?_____________________________ 
 

❑ Yes ❑ No 
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Were accommodations offered? If yes, describe: 
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
 

❑ Yes ❑ No 

Were supports offered? If yes, describe: 
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
 

❑ Yes ❑ No 

 
Signature of worker: 
 

 
Signature of supervisor: 
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Making Connections For Life 

 

Workplace Violence and Harassment Quick Help Page 
 

All individuals have the right to be treated with respect and dignity in the workplace. You have a duty to 
report any and all instances of Workplace Violence and Harassment. Please see TCE’s Workplace Violence 
and Harassment Prevention Policy and Procedure. 

 
If you have experienced or witnessed an act of workplace violence or harassment: 

1. Speak to your Supervisor or designate, Union Representative, Human Resources Advisor, or 
Director of Operations, and/or police. 

2. They will ensure safeguards and supports for you are put in place immediately as needed to protect 
you. 

3. They will ask you to complete the Workplace Violence and Harassment Report Form within 24 
hours. 

4. The investigation will begin. 
5. You will be interviewed by the Human Resources Advisor and/or the Director of Operations, and/or 

your Supervisor or designate. You will have a union representative present as well if you so choose.  
6. Once the investigation is concluded, you will be provided with information on the finding and 

corrective action taken within 10 days. 
7. A team debriefing will also occur within 10 days of the conclusion of the investigation. 

 
If a complaint has been made against you: 

1. You will be contacted by the Human Resources Advisor, the Director of Operations, or your 
Supervisor or designate to come in for a meeting. 

2. During the meeting a union representative of your choice, the Human Resources Advisor and/or the 
Director of Operations, and your Supervisor or designate will be present. 

3. You will be informed of the complaint made against you and the impending investigation. 
4. Once the investigation has concluded, you will be made aware of the findings and the appropriate 

corrective action that will be taken if applicable. Your accuser will be informed in writing of the 
results and follow up of the investigation within 10 days of its conclusion.  

 
Respect is key, don’t bully. Be sure to report all incidents of workplace violence and harassment as outlined 
and defined in the Workplace Violence and Harassment Prevention Policy to your supervisor or designate. 
Examples include but are not limited to: 
 

 Isolating and excluding a worker 
 Silent treatment 
 Excessive or unjustified criticism 
 Over monitoring and/or trivial fault finding 
 Withholding information and/or job 

responsibilities 
 Replacing proper work with demeaning work, 

or sabotaging work 
 Gossip and false rumors 
 Harassing body language 

 

 
 Talking or writing about sexual activities 
 rough or vulgar humour or language related 

to sexuality, sexual orientation or gender 
 displaying or circulating pornography, sexual 

images, or offensive sexual jokes in print or 
electronic form 

 leering or inappropriate staring 
 invading personal space 
 unnecessary physical contact, including 

inappropriate touching 
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E.3 INCIDENTS OF AGGRESSIVE / ASSAULTIVE BEHAVIOUR 
 

POLICY 

 

All persons under the jurisdiction of TCE have the right to work and live without threat of physical and 

verbal abuse.  All incidents of aggressive and/or assaultive behaviour will be reported and dealt with as an 

incident.   

 

This policy will include: 

 

1. A system for providing full disclosure of information through resident intake process. 

 

2. Thorough administrative planning for staff training and management of case loads. 

 

3. Timely methods of responding to physical/verbal outbursts. 

 

4. Development of system to handle crisis situations. 

  

5. Development of a sound reporting system for individuals with an action plan. 
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E.4 EMPLOYEE RECORDS 
 

POLICY 

 

Information about an individual employee maintained in TCE’s files is the property of TCE.  The 

information contained in individual employee records is considered confidential and must be kept secure.   

 

An employee’s records may be accessed by the employee’s Program Supervisor, the Director - Operations or 

the Executive Director at any time.  An employee may also request access to their file but may not remove 

records or information from it; the employee may also grant access to another party in writing.  Certain 

information may be accessed by administrative staff only insofar as it is required for them to complete 

assigned tasks (eg training summaries, payroll). Staff may review their personnel file by appointment, 

arranged by contacting the Human Resources assistant.  

 

PROCEDURE 

 
EMPLOYEE FILES - ACTIVE EMPLOYEES 

 

The following information should be retained on file for each active TCE employee: 

1.  Original Application and Letter of Offer 

2.  Vulnerable sector check 

3.  Medical form 

4.  Proof of Certification (or successful course completion) and certification dates for  

a.  ASL Level  

b.  First Aid 

c.  CPR 

d.  Mat Restraint 

e.  CPI 

f.  Health & Safety 

g.  Van Training 

h.   Slips, Trips, & Falls 

i.  Quality Assurance Measures (QAM) 

 

5.  Proof of Valid G2 Driver’s License 

6.  Home Address, home and cellular phone number 

7.  Marital Status and Spouse’s name, address and telephone number if applicable 

8.  Service Date 

9.  Next of Kin and/or Emergency Contact name and number; LAST UPDATED annually 

10.  TCE Employment History (positions, locations and dates) 

11.  All performance appraisals covering the previous 24 months 

12.  Pension and Benefit enrolment information 

13.  Direct Deposit Banking information 

14.  Attendance Record 

15.  Record of banked leave days (sick leave and vacation leave). 

16.  Employment references with names and dates confirmed 

17.        Date of hire 

18.        Date of orientation and site orientation(s)    
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19.        Copy of job description, signed and dated by employee 

  

This information need not be kept all together in one central location, but may be kept, either physically or 

electronically in several locations according to the uses for which it is needed and so long as it is kept secure.  

For example, attendance records and records of banked leave days may be kept at the work location, pension 

and benefit information may be kept in the payroll office, and original application and offer letter in a central 

file. 

 

It is the responsibility of both the employee and the Program Supervisor to ensure that information is kept up 

to date. 

 

EMPLOYEE RECORDS - INACTIVE EMPLOYEES 
 

Upon the resignation, termination, or death of an employee, all records will be forwarded to Head Office.  

 

These records will be retained for a period of two years or the final discharge of any possible obligation 

toward the employee or his/her estate, whichever comes later.  After this period, the following records will be 

retained for a period of 7 years.  

1.  Employee Name and last known address and telephone number. 

2.  TCE Employment History.  

 

 

DISPOSAL OF EMPLOYEE RECORDS 

 

Because employee information is confidential, all records being disposed of will be shredded or otherwise 

destroyed. 
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E.5 STAFF TRANSFERS 
 

POLICY 

 

TCE will help staff to enhance their skills and reduce the risk of ‘burnout’ by supporting and encouraging 

staff to request transfers among program locations, within the same job classification. 

 

TCE may, from time to time, initiate and implement transfers according to the needs of the residents and the 

Agency. 

 

PROCEDURE 

 

1. An employee may submit to his or her Program Supervisor a written request for a transfer, or will 

respond to a job posting,  in writing, to the Administration Office. 

 

2. The Program Supervisor, Director - Operations, or Executive Director, may approve the transfer after 

discussion of the feasibility and appropriateness with all individuals concerned.  A transfer may not be 

deemed possible or appropriate at the time requested, however, could be considered at a future date. 

 

3. TCE reserves the right to transfer employees, within the same job classification, according to the needs 

of the residents and of the Agency. 
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E.6 CALL IN RESIDENTIAL COUNSELLOR 
 

PURPOSE 

 

TCE recognizes Call In staff are an integral part of TCE’s work force. Call In staff are called in on an 

irregular or occasional basis to provide relief for our full time or part time employees. Full time employees 

with a regular schedule of 35 hours or less per week as well as part time employees may opt to hold a call in 

position as well. 

 

TCE also offers its full time 35-hour or less and part time employees to choose 1-2 affiliate programs to be 

on the call-in list for as opposed to being call-in for all programs.  

 

For the purpose of this policy, the term “call-in” refers to call in employees, employees who have opted to be 

on the call in list as well as hold another position, and those who have chosen 1-2 affiliate programs.  

 

POLICY 

1. Call-In staff, by the nature of the position, are required to work a variety of shifts, including 

weekends at short notice. 
 

2. Orientations at the required programs must be complete within 6 weeks of accepting a Call-in 

position. 

 

3. Call-in employees have the right to refuse a shift when contacted however, it is expected that the 

employee will make an effort to work if being called upon. 

 

4. If a Call-in employee has an expected long term unavailability, it is expected that they will 

communicate this to Human Resources. 

 

5. Call-in employees are expected to accept at minimum one shift per month. Such shifts may be 

offered by Inclusion bidding, email, Shift Shark, text, or phone. It is understood that accepting a shift 

does not necessarily grant the employee to work the shift. Exception: where an on call employee has 

worked 80+ hours in their home department per month. 

 

6. When a Call-in employee has not accepted the minimum number of shifts required for three (3) 

consecutive months they will be removed from the call in list. If the call in employees also hold a 

part time or full time position they will remain in those positions. If the call in employee does not 

hold another position, their seniority will be lost and their employment will be terminated.  

 

7. Call-in employees are expected to maintain all training credentials as required for compliance. 

Failure to maintain such training will result in the employee being removed from the call in list. If 

the training is not completed within three (3) months, seniority will be lost and their employment will 

be terminated.  

 

8. Mandatory training sessions are not counted as shifts to meet the minimum requirements of this 

policy.  

 



TCE 

 

Section E: Human Resources 
 

 

TCE Policies and Procedures - Last Updated: July 2019 Section E.6  

 

PROCEDURE 

 
Distribution of call-in hours/ shifts: 

 

Distribution of call-in hours/shifts within current week: 

 
1. By seniority, the available FT* or PPT normally assigned at the location where the call-in hours/shift 

occurs, provided that conflicts, hours overages, or overtime does not result. When applicable, 

extensions and shift splitting will be done according to seniority. 

 

2. By seniority, the available call in employee provided that conflicts, hours overages, or overtime does 

not result. Precedence for full shift coverage will be given. 

 

3. If the shift is not filled in its entirety it may be split into two or more shifts. 

 

4. By seniority, the available FT* or PPT employee normally assigned at the location, where the call-in 

hours/shift occurs provided overtime does not result. 

 

5. By seniority, the available FT* or PPT employee not normally assigned at the location, where the 

call-in hours/shift occurs provided overtime does not result. 

 

6. By seniority, any employee who has been enabled to work at the location where the hours are to 

occur.  

 

7. By seniority, the available FT* or PPT employee normally assigned at the location, where the call-in 

hours/shift occurs. 

 

8. By seniority, the available FT* or PPT employee not normally assigned at the location, where the 

call-in hours/shift occurs. 

 

9. By seniority, any employee who has been enabled to work at the location where the hours are to 

occur.  

 

*FT refers to 30 or 35 hour full time positions. 

 

These hours may be distributed by Shift Shark, text, or phone call. 

 

Where overtime is to be incurred, the parties agree that the Employer shall be entitled to minimize the 

amount of overtime to be incurred. 

 

Distribution of call-in hours/shifts beyond current weekly period: 

 

1. Vacant shifts from the following Monday up to two months away will be posted to Shift Bidding. 

The On Call Supervisor will endeavor to post these shifts by 7:00pm each Monday evening. 

 

2. Call-in employees are invited to bid on vacant shifts through their Inclusion account once these are 

posted. These bids are due by 7:00pm each Tuesday evening. 

 

3. Call-in employees will be assigned shifts they have bid on in order of seniority where conflicts, hours 

overages, or overtime does not result. 
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4. Where Call-in employees have bid on more than one shift during a particular time period, the On 

Call Supervisor will endeavor to give the longer shifts to the more senior employee. 

 

5. Call-in employees will receive an email indicating which shifts they have been assigned by the 

following day. The changes will automatically be reflected in their schedule.  

 

6. Any shifts that are outstanding following the bidding for the week will either be carried into the 

following bidding week or sent to Shift Shark depending on when they are scheduled for.  

 

 

Affiliated Locations: Temporary or permanent Part-time employees or 30-35 hour full time positions, who 

have passed probation, may choose one or two affiliated program locations to be on the call-in list for.  

 

Assignment of one or two affiliated locations will occur in the following manner: 

a. Employees may contact Human Resources to opt to select 5 locations in order of preference. 

b. Based on seniority and the needs per location, the Employer will assign the staff member to 

one location. 

c.  Employees will have an opportunity to review their choice of affiliated location once every 6 

months. 

 

Wait times: The Program or On Call Supervisor will allow employees to respond for shifts according to the 

following guidelines. Note that if the most senior employee accepts the shift prior to the end of the wait time, 

the shift may be assigned. Program or On Call Supervisors will endeavor to fill shifts expediently however 

there may be situations when a shift is sent out and is not assigned immediately following these wait times.  

 

 Shift Shark: 

 

1. Shift commences in less than 24 hours: 5 minutes 

2. Shift commences in more than 24 hours and is within the current Monday to Monday period: 

20 minutes 

 

Shift Bidding: 

 

1. Shifts distributed via Shift Bidding will be allotted a wait time of 24 hours (see “Distribution 

of call-in hours/shifts beyond current weekly period” above). 

 

In program shifts:  

 

1. Shifts distributed within the programs that are beyond the current Monday to Monday period 

will be allotted a wait time of 24 hours. 

 

Process: 

 Shift Shark: 

1. Employees will be contacted and offered shifts only at the programs for which they have been 

enabled for. 

2. The employee will receive a text offering a shift where conflicts, hour overages, and overtime 

are not permitted. If the shift is not filled during this phase, the shift may be broken into smaller 

shifts/extensions, be offered with conflicts and/or overages, or overtime as a last result. 
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3. Depending on whether or not the employee is able to work the shift they will either respond 

yes@... Or no@... as per the response number indicated in the text message. 

4. The employee will receive a message indicating whether or not they have been assigned the shift. 

If they have been assigned the shift, it will automatically appear in their Inclusion schedule. 

 

Shift Bidding: 

1. Each Monday evening, vacant shifts will be sent through shift bidding in employee Inclusion 

accounts to those employees who have been enabled at the programs where the shift(s) is/are to 

occur. These shifts will begin as of the following Monday and up to 1 month in the future.  

2. Call-in employees are invited to bid on these shifts. The On Call Supervisor will endeavor to 

assign longer shifts to those with more seniority.  

3. These shifts will be assigned the following evening. All changes will be automatically reflected 

in the schedule.  

 

 

mailto:yes@...
mailto:no@...
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E.7 CONDITIONS OF EMPLOYMENT 
 

POLICY 

 

TCE believes that the health and safety of, and effective communication with, its residents as of primary 

importance in the delivery of service. It therefore holds certain criteria as prerequisites for employment with 

the agency. 

 

As a condition of employment and annually thereafter, employees will certify that they are: 

 

1. Free from tuberculosis or other communicable or contagious disease; 

2. Physically fit to undertake his or her duties according to appropriate job description; and 

3. Participating or not participating in the Hepatitis B immunization program. 

 

As a condition of employment, TCE requires all new employees, students and volunteers (including Board 

members) providing direct service to its residents, to provide a vulnerable sector check. 

 

As a condition of employment, all direct service employees will obtain certification in American Sign 

Language (ASL) to a level commensurate with their role as follows: 

 

1.  Level III for Full-Time, Part-Time, Call In, and Overnight Awake employees, and 

2.  Level II for Overnight Asleep employees. 

  

These levels must be initiated within the first three months of employment and be periodically refreshed. 

 

PROCEDURE 

 

At the time of hiring, a conditional offer of employment will be made outlining the requirements for a a 

vulnerable sector check, Medical Certification and ASL Certification as conditions of employment.  The 

employee will be asked to sign a copy of this letter certifying that they understand the conditions of 

employment. 

 

VULNERABLE SECTOR CHECK 
 

All individuals seeking a paid position, volunteer, or student placement with TCE, shall be required to obtain 

and submit a current (within six months) vulnerable sector check to the Administration Office.  Each 

individual is responsible for any cost for this check.  TCE reserves the right to pay for the cost in exceptional 

circumstances. 

 

Any offer of employment made to an individual prior to the submission of the completed a vulnerable sector 

check is conditional.  Upon a positive vulnerable sector check being submitted, TCE will review the 

individual’s entire application and the vulnerable sector check before making a final determination regarding 

an offer of employment.   

 

Offers of employment to individuals who possess a criminal record will require approval of the Executive 

Director or her designate. 
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A vulnerable sector check will remain confidential, and will become part of the individual’s employee file. 

 

At no time shall an employee without a completed vulnerable sector check be left unattended with any 

resident at any time.  

 

 

MEDICAL CERTIFICATION 
 

During orientation, each employee shall be given an information package on Hepatitis B and asked to sign a 

waiver for Hepatitis B, either agreeing to participate in the immunization program or to waive TCE of any 

liability.  Employees will be informed as to which individuals with Hepatitis B are living at TCE.  An 

employee may choose to be vaccinated or not.  Choosing not to be vaccinated does not offer the employee 

the right to decline any job related duties with respect to a Hepatitis B carrier. 

 

If an employee chooses vaccination and in the process suffers from Hepatitis B, the Workplace Safety 

Insurance Board will uphold the claim. 

 

Confirmation of completed Hepatitis B vaccination must be provided to the Administration Office for the 

employee records. 

 

ASL CERTIFICATION 
 

At the end of the first three months of employment, new employees will be asked by their Program 

Supervisor for proof of certification in the ASL level appropriate to their position.  The Program Supervisor 

will update the employee’s record with this information. 

 

If at that time, the employee has commenced but not completed the appropriate ASL level, the Program 

Supervisor and employee will determine the best date for follow-up to ensure that certification is obtained. 

 

If at that time, the employee has not commenced the appropriate ASL level, the Program Supervisor shall 

warn the employee and remind them that certification is a condition of employment. If the employee has not 

commenced certification training within one month following this warning, then the employee shall be 

terminated. 
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E.8 DAMAGE TO PERSONAL ITEMS 
 

POLICY 

 

 

 

It is recognized that, during the course of their duties, employees may have personal items damaged as a 

direct result of the actions of a resident.  In such an instance, the Agency shall compensate the employee 

100% for the item. This policy does not apply to situations where items are damaged as a result of accidents 

or careless behaviour by the employee during the course of their duties. 

 

 

 

Employees who have sustained loss of or damage to a personal item as a direct result of the actions of a TCE 

resident may apply for compensation.  In order to process a claim, the following steps must be taken: 

 

1. When requesting reimbursement for a damaged item, the employee must have discussed the incident and 

resulting request with their respective Program Supervisor prior to submitting a completed Damaged 

Personal Item form to the Office Administrator.  The Program Supervisor will initial the claim form to 

indicate that he/she has discussed the incident with the employee. 

 

2. When completing the form, employees shall provide detailed information in each section.  This includes: 

a. The item damaged. 

b. The name of any resident involved in the incident. 

c. The date and location where the damage occurred. 

d. A description of the events which led to the damage occurring. 

e. The type of damage to the item. 

f. The name of any witness to the incident. 

g. The claim being requested (ie. repair, replacement, etc.). 

 

3. If a Serious Occurrence form has been completed regarding the incident, a copy of this report should be 

submitted along with the claim. 

 

4. Upon receiving the form, the Office Administrator will communicate directly with the employee 

regarding any further information which will be required (ie. repair quotations, receipts, etc.), and the 

status of the claim. 
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E.9 WORKPLACE IMPAIRMENT POLICY AND WORKPLACE 

SMOKING POLICY 
 

E.9 a) Impairment in the Workplace 

Intent 

Total Communication Environment (TCE) is committed to the health and safety of its residents and 

employees and has adopted this policy to communicate its expectations and guidelines surrounding substance 

use, misuse, and abuse. 

Guidelines  

Employees under the influence of drugs or alcohol at work can pose serious health and safety risks to 

themselves, the residents, and their fellow employees. To help ensure a safe and healthy workplace, Total 

Communication Environment (TCE) reserves the right to prohibit certain items and substances from being 

brought on to or present on agency premises. 

Definitions 

Drug: Any substance which can change or adversely affect the way a person thinks or feels, whether obtained 

legally or illegally. This could include recreational cannabis, cocaine, opiates, and amphetamines. 

Drug paraphernalia: Material or equipment used or intended for use in injecting, ingesting, inhaling, or 

otherwise introducing a drug, illegal or controlled, into the human body. 

Medication: Includes a drug obtained legally, including medical cannabis, either over the counter or through 

a prescription issued by an authorized medical practitioner. For this policy, medications of concern are those 

that inhibit a worker’s ability to perform their job safely and productively. 

Alcohol: Any beverage containing any quantity of alcohol, including, beer, wine, and distilled spirits. 

Expectations 

The following expectations apply to employees and management alike while conducting work on behalf of 

TCE, whether on or off agency property: 

 Employees are expected to arrive to work fit for duty and able to perform their responsibilities safely 

and to standard; 

 Employees must remain fit for duty for the duration of their shift; 

 Use, possession, distribution, or sale of drugs or alcohol during work hours is strictly prohibited; 

 Employees are prohibited from reporting to work while under the influence of recreational cannabis 

and any other non-prescribed substances; 
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 Use and possession of medically prescribed drugs is permitted during working hours, subject to the 

terms and conditions of TCE’s policies and all applicable legislation; 

 Employees on medically approved medication must communicate to management any potential risk, 

limitation, or restriction requiring modification of duties or temporary reassignment; and 

 Employees are expected to abide by all governing legislation pertaining to the possession and use of 

cannabis. 

Roles and Responsibilities 

Total Communication Environment (TCE) will: 

 Clearly communicate expectations surrounding alcohol and drug use, misuse, and abuse; 

 Maintain a program of employee health and awareness; 

 Provide a safe work environment; and 

 Review and update this policy regularly. 

Management will: 

 Identify any situations that may cause concern regarding an employee’s ability to safely perform 

their job functions; 

 Ensure that any employee who asks for help due to a drug or alcohol dependency is provided with 

the appropriate support (including accommodation) and is not disciplined for doing so; and 

 Maintain confidentiality and employee privacy. 

Employees must: 

 Abide by the provisions of this policy and be aware of their responsibilities under it; 

 Arrive to work fit for duty, and remain so for the duration of their shift; 

 Perform work safely in accordance with established safe work practices; 

 Avoid the consumption, possession, sale, or distribution of drugs or alcohol on agency property and 

during working hours (even if off agency property); 

 When off duty, refuse a request to come into work if unfit for duty; 

 Report limitations and required modifications as a result of prescription medication; 

 Report unfit co-workers to management; 

 Seek advice and appropriate treatment, where required; 



TCE 

 

Section E: Human Resources 
 

 

TCE Policies and Procedures - Last Updated: July 2019 Section  E.9  
 

 Communicate dependency or emerging dependency to management or human resources; and 

 Follow the after-care program, where established. 

Suspicion of Impairment 

The following procedure may be enacted if there is reasonable belief that an employee is impaired at work: 

1. If a report is received that an employee was witnessed to be, or suspected to be under the influence 

of, in possession of, or using drugs, the Program Supervisor, On Call Supervisor, or designate shall 

be notified immediately and present themselves. 

2. If, in the opinion of management staff responding to the report, there are grounds for suspicion of 

drug or alcohol use, the employee will be sent home immediately by taxi or other reasonable means 

provided Management deems it safe to do so.  

3. The incident shall be brought to the attention of senior management immediately. 

4. The Supervisor responding to the incident shall document any and all violations of this procedure.  

5. A meeting may be scheduled the following work day to review the incident and determine a course 

of action.  

Possession at Work 

Possession of alcohol, drugs, and drug paraphernalia on agency property is prohibited. Agency property 

encompasses all company owned or leased property used by employees, including without limitation 

driveways, vehicles, mailboxes, desks, and closets. 

Possession of alcohol, drugs, and drug paraphernalia is also prohibited while employees are acting on behalf 

of the organization off of company premises.  

Substance Dependency 

Total Communication Environment (TCE) understands that certain individuals may develop a chemical 

dependency to certain substances, which may be defined as a disease or disability. Employees are not 

excused from their duties as a result of their dependencies. Total Communication Environment (TCE) 

promotes early diagnosis. Any employee who suspects that they might have an emerging drug or alcohol 

problem is expected to seek appropriate treatment promptly. 

Total Communication Environment (TCE) will work with the individual who requests accommodation in an 

effort to ensure that the measures taken are both effective and mutually agreeable, up to the point of undue 

hardship. Employees are encouraged to communicate any need for accommodation to their immediate 

supervisor, and to work with them in addressing the concern. 

Voluntary Identification 

Employees are encouraged to communicate if they have a dependency or have had a dependency so that their 

rights are protected and they can be accommodated appropriately. Employees will not be disciplined for 

requesting help or due to current or past involvement in a rehabilitation effort. 

All medical information will be kept confidential by Total Communication Environment (TCE), unless 

otherwise authorized by law. 



TCE 

 

Section E: Human Resources 
 

 

TCE Policies and Procedures - Last Updated: July 2019 Section  E.9  
 

Medical Cannabis 

Where an employee uses medical cannabis, it is expected they provide a copy of their medical documentation 

for use to Total Communication Environment (TCE) and abide by the Accommodation Policy. 

Disciplinary Action 

Employees may be subject to disciplinary action up to and including termination of employment for failure to 

adhere to the provisions of this policy, including but not limited to: 

 Failure to meet prescribed safety standards as a result of impairment from alcohol or drugs; and 

 Engaging in illegal activities (for example, selling drugs or alcohol while on company premises). 

 

All violations will be treated on a case by case basis, taking into consideration all of the surrounding 

circumstances.  

 

E.9 b) Workplace Smoking Policy 

Intent 

Total Communication Environment (TCE) maintains a commitment to the health and safety of all its 

employees. Smoking has been scientifically proven to be harmful to the health of both smokers, and non-

smokers that come into contact with second-hand smoke. In the interest of promoting a safe and healthy work 

environment, Total Communication Environment (TCE) has adopted this smoke-free workplace policy.  

This policy is applicable to all employees, guests, contractors, and volunteers. This policy also extends to 

include company vehicles. 

Definitions 

Electronic cigarette – A vaporizer or inhalant-type device, that contains a power source and heating element 

designed to heat a substance and produce a vapour intended to be inhaled directly through the mouth by the 

user of the device, whether or not the vapour contains nicotine. 

Indoor workplace – An enclosed place in which employees perform the duties of their employment and 

includes an adjacent corridor, lobby, stairwell, elevator, escalator, eating area, washroom, restroom, or other 

enclosed area frequented by employees during the course of their employment. 

Second Hand Smoke - Smoke that is exhaled by the smoker. Even indirect smoke such as this has been 

proven to create a health risk to anyone exposed to it.  

Smoking - Includes smoking, holding, or otherwise having control over an ignited tobacco product or 

cannabis product; inhaling or exhaling vapour from an electronic cigarette or water pipe; and holding or 

otherwise having control over an activated electronic cigarette or activated water pipe.  
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Guidelines 

Permitted smoking is limited to tobacco-based products. The smoking of cannabis and cannabis-related 

products is strictly prohibited on company property. 

Medical marijuana will be treated the same as all other medically approved medication. Where an employee 

requires the use of medical marijuana, it is expected they adhere to Total Communication Environment 

(TCE)'s accommodation policy. Employees who smoke medical marijuana will be provided with an 

individualized accommodation plan to reduce any health and safety risks associated with smoking the 

substance. 

Where Smoking is Prohibited 

Smoking is prohibited in the following areas: 

 All TCE locations including Head Office; 

 In company vehicles; and 

 Any other areas where smoking is prohibited by applicable acts or regulations. 

Where Smoking is Permitted 

 TCE employees are permitted to smoke in designated outdoor smoking areas as approved by the 

Director of Operations or designate. 

When Smoking is Permitted 

 TCE employees are permitted to smoke in designated smoking areas during rest periods. 

Additional Guidelines 

 TCE will ensure that, as required by legislation, signs indicating areas where smoking is permitted or 

prohibited are posted. 

 No person other than a manager or a person acting under their instructions shall remove, alter, 

deface, conceal, or destroy a sign that is posted or displayed for the purposes of communicating 

where smoking is allowed or prohibited on TCE premises. 

 Ashtrays or similar receptacles are not permitted in any place or area where smoking is prohibited. 

 TCE shall take reasonable precautions to ensure that the exposure of employees to smoke in a place 

where smoking is permitted is minimized. 

 TCE has no intention to influence employee smoking habits, or the actions of employees, outside of 

the workplace, and will not pursue disciplinary action for those that smoke off of TCE premises. 

 TCE will not discharge employees, or refuse to hire applicants, on the grounds that they are smokers. 
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Violations 

In the event of a violation of this policy, Total Communication Environment (TCE) may pursue disciplinary 

action up to, and including termination of employment. Employees that witness violations are required to 

report the infraction to their manager, or the Human Resources director. 

 

 



TCE 

 

Section E: Human Resources 
 

 

 

TCE Policies and Procedures - Last Updated: April 2013 Section E.10 

 

E.10 EMPLOYEE USE OF AGENCY PROPERTY 
 

POLICY 

 

TCE acquires and maintains the property and equipment necessary to provide its services.  These items are 

intended for use by employees and volunteers in the implementation of service to the Agency’s residents. 

Personal use of the Agency’s property or equipment is not allowed, unless prior authorization has been 

obtained from the Executive Director. 

 

PROCEDURE 

 

CELLULAR PHONE USE 

 

The cellular phone is for emergency use i.e., 9-1-1, vehicle accident (to contact Police, On-Call Program 

Supervisor and/or program), behavioural outbursts or resident emergency when assistance is required, to 

comply with transportation guidelines, vehicle breakdown, etc.  When an employee travels independently 

or transports residents in a TCE vehicle, he/she must take the cellular phone with them and keep it turned 

on at all times 

 

If a program has a cellular phone, it must be kept charged in the program and ready for use whenever 

employees travel in the TCE vehicle; upon return to the program, the employee will turn off the phone 

and plug it in at the program to recharge. 

 

All incoming and outgoing calls on the cellular phone must be recorded by the employee on the “Cell 

Phone Usage Form” located in the schedule book at the program. 

 

 

LONG DISTANCE CALLS 

 

All long distance phone calls must be documented on the long distance form in the schedule binder.  

Personal calls by employees must be kept to a minimum, and any long distance charges due to a personal 

call must be paid by the employee.  Some TCE programs, due to geographic location, incur long distance 

charges when call other areas of Ottawa-Carleton.  Also, some employees live in areas which require 

long distance charges when calling. 

 

The following are the types of calls which are appropriate and will be approved and paid for by TCE: 

1. Calling other employees to cover a shift at the program; 

2. Calling other or previous employees to request necessary information to complete shift; 

3. Residents calling a family member or friend; 

4. Employee contact to a resident’s family member or friend to relay or request information. 

 

The following are the types of calls which are not appropriate and will not be paid for by TCE: 

1. Calling other employees to arrange for a shift change; 

2. Personal calls, ie, calling friends or family to liaise; 

3. Calling child care provider during shift; 

4. Any other non-work related calls.    
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E.11 LEAVES – VAC/SICK/LEAVE OF ABSENCE 
 

POLICY 

 

TCE maintains individual records of an employee’s vacation and sick leave credits taken and outstanding.  

Employees wishing to confirm their outstanding leave may do so via their Program Supervisor. 

 

Because of scheduling challenges, TCE shall ask its employees to submit their requests for vacation leave 

with as much notice as possible and according to the provisions of the collective agreement CUPE 2605. In 

the event that an employee does not submit a request by the beginning of the final quarter of the year,  TCE 

reserves the right to schedule the employee’s vacation leave itself.  TCE reserves the right to refuse the 

period requested by any employee for vacation leave but will do so on a timely basis and make every effort 

to accommodate the employee’s alternative requests.  

 

 

This procedure covers Annual Leave (vacation and statutory holidays), Sick Leave and Leave of Absences 

(including jury duty). 

 

All Requests for Leave shall be reviewed and approved based upon the following terms: 

 

1. In order to ensure the accuracy of all employee records, each employee shall complete a TCE Request for 

Leave form for each period of absence from work.  This includes Annual Leave (vacation and statutory 

holidays), Sick Leave and Leave of Absence. 

 

2. Annual Leave and Leave of Absence requests shall be completed and submitted for approval prior to the 

employee being absent from work.  Annual vacation leave requests should be submitted according to the 

provisions of the Collective Agreement. 

 

3. Sick Leave requests shall be completed and submitted upon the employee returning to work or prior to 

pre-planned sick leave (ie. surgery). 

 

3. All Requests for Leave should be submitted to the Program Supervisor of the program for review to 

ensure that the requested time has been accumulated by the employee.  If a Request for Leave form for 

annual vacation has not been submitted by December 31st , the Program Supervisor shall schedule the 

annual leave for the employee and inform the employee of their scheduled leave period. 

 

5. When a Request for Leave is received which exceeds time accumulated or involving out-of-ordinary 

circumstances, the Request for Leave will be forwarded to the Director-Operations or Executive Director 

for final approval. 

 

6. Each employee shall receive a copy of the request form upon approval, or a written explanation if the 

leave has not been approved.   
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E.12 MILEAGE 
 

POLICY 

 

No employee is required to use their personal vehicle for TCE business.  TCE maintains a vehicle at each 

home for the use of TCE residents and employees.  Whenever possible, employees will utilize the TCE 

vehicle while undertaking TCE business.  

 

Employees will be reimbursed for the cost of fares related to taxis or public transit while on TCE business, 

provided that written pre-approval has been received by the Program Supervisor. In some instances, it may 

be practicable for an employee to use their personal vehicle for TCE business and in these cases, mileage will 

be paid to the employee so long as the usage has the prior approval of the Program Supervisor.   

 

It is recognized that Managers are often required to use their personal vehicles on TCE business (for 

example, moving back and forth between two program locations in the course of a normal week).  Managers 

may approve their own usage, but their mileage claims must be approved by their immediate supervisor. 

 

Any individual using their personal vehicle for TCE business must maintain third part liability insurance in 

the amount of no less than $1,000,000 and must be formally covered by their insurance contract for the 

extent of its business use. 
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E.13 MODIFIED WORK AND ACCOMMODATION POLICIES 
 

E.13 a) Modified Work 

POLICY 

 

To the extent possible, TCE undertakes to provide meaningful employment for both permanently and 

temporarily disabled employees. 

 

Modified work is any job, task, function or combination thereof that a worker who suffers from diminished 

capacity may perform safely without risk of re-injury or exacerbation of disability or risk to others.  The 

work must be productive and have value to others.  When an employee requires a modified work 

arrangement, the employee’s Program Supervisor and the Director - Operations will work together to identify 

and provide suitable work.   

 

There will be no pay effects for the first six months regardless of the relative value of the work assigned.  At 

the end of six months, if modified work is still required, the pay rate for the modified work arrangement will 

be established based on its own merits compared to similar jobs within the agency. 

 

If no productive modified work position may be found, TCE will endeavour to assist the employee in finding 

more suitable work in another organization. 

 

PROCEDURE 

 

TCE employees are required to promptly report all work related injuries to their Program Supervisor or in 

his/her absence, to the On-Call Program Supervisor. 

 

1. The injured employee must complete an Employee Injury Report (Form S15) including the Modified 

Work Program Form after seeking medical attention.  The completed package must be returned to the 

Director - Operations within 24 hours of the injury.  The form must include the employee’s consent to 

disclose to the employer all functional abilities.  Failure to do so may result in WSIB (Workers Safety 

Insurance Board) withholding, reducing or suspending benefits. 

2. The Director - Operations will arrange for a completed WSIB Form 7 (Employer’s Report of 

Injury/Disease) and notify WSIB within the required time period. 

3. If it has been established by the treating physician that the injured worker must perform modified work, 

the Program Supervisor, in consultation with the Director-Operations, will offer a written modified work 

job description consistent with the worker’s functional abilities.  A copy of this offer will be sent to the 

Union. 

4. The worker is obligated to inform the Program Supervisor of any change(s) in his/her medical condition 

or any difficulties encountered in performing the duties of  his/her new job description 

5. The Program Supervisor will maintain a regular follow-up with the workers’ physician to determine the 

duration of the modified work placement, expected recovery date and temporary vs. permanent physical 

restrictions. 

6. The Director - Operations may request a second medical opinion for the injured worker at any time as 

required and may consult with the Claims Adjudicator or Nurse Specialist at WSIB.       
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BACKGROUND 

 

TYPES OF ACCOMMODATION 
 

Accommodations* may involve one or a combination of: 

 - working fewer hours 

 - making the workplace readily accessible and useable for injured workers 

 - restructuring the job and altering the way tasks are accomplished 

 - creating part-time or modified work schedules 

 - acquiring or modifying work equipment or devices 

 - providing assistants or support staff to injured workers 

 - assigning special projects to the injured worker 

 

* Note that accommodations must not result in placing the employer in a position of undue hardship. 

 

The employer’s requirement to provide suitable employment may involve creating a permanent modified job 

description consistent with the worker’s functional abilities and restoring his/her pre-injury earnings or it 

may involve suitable employment within another business. 

 

 

WCB RESOURCES 
 

Claims Adjudicator  

 Grants or denies worker’s entitlement to WCB benefits 

 Clarifies medical information 

 Determines the worker’s ability to perform essential duties or suitable employment 

 

Vocational Rehabilitation Counsellor 

 Develops and negotiates vocational rehabilitation plan  

 Determines job suitability 

 Counsels workers 

 

Ergonomic Specialist/Worksite Analyst 

 Compares demands of proposed work with the worker’s restrictions to determine job suitability 

 Performs an assessment of the workplace i.e. equipment, layout, tools and recommends modification 

to eliminate or minimize the effect of the activities 

 

Nurse Specialist 

 Ensures the injured worker’s medical treatment is appropriate 

 Supervises the medical strategy for the injured worker 
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Modified Work Acknowledgement Form 

 

 

 

 

 

TOTAL COMMUNICATION ENVIRONMENT 

  
 

 

 

 

 

 

 

I have read and understand TCE’s Modified Work Policy. 

  

 

 

 

 

                                                                      _________________ 

Signature of Employee       Date 

  

 

 

_____________________________________ 

Employee Name (Please Print) 
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TOTAL COMMUNICATION ENVIRONMENT 

MODIFIED WORK OFFER 

 

 

Date:                                      

 

To:  Claim Adjudicator:                                          V.R. Counsellor:                                      

From: Director - Operations                                                                                              

 

Total Communication Environment has a formalized Return to Work Program approved by Board of 

Directors. 

 

Worker:                                                   Claim :                                        

Modified Work Position:                                                                                              

Job Description:                                                                                                            

                                                                                                                                         

                                                                                                                                         

 

Expected Recovery Date:                                                                            

 

I recommend / don’t recommend this modified position for this worker. 

(If the above position is unsuitable, please indicate the duties which require modifications). 

 

                                                                                                                                                         

Claims Adjudication / V.R. Caseworker:                                                              
 

 

 

PHYSICAL JOB ANALYSIS 

Activity     Rating  Activity  Rating     

Bending at Waist           1    2    3    4      Sitting On Chair    1    2    3    4          

Sitting On Chair        1    2    3    4     Sitting On Bench    1    2    3    4 

Sitting On Bench           1    2    3    4     Sitting On Vehicle Seat   1    2    3    4 

Sitting On Vehicle Seat      1    2    3    4     Lifting From Ground      1    2    3    4 

Walking Level Surface       1    2    3    4     Lifting From Bench         1    2    3    4 

Rough Ground                    1    2    3    4     Lifting Over Shoulder     1    2    3    4 

Stairs                           1    2    3    4     Lifting Over Head           1    2    3    4 

Ladders            1    2    3    4     Carrying    1    2    3    4 

Driving        1    2    3    4        Pushing     1    2    3    4 

          Pulling     1    2    3    4 

 
DEFINITION OF RATINGS 
1.  Minimum/not required/ up to 6 kgs.3.   Moderate/med/avg/up to1/2 day/ up to 20 kgs. 

2.   Occasional/light/up to1/4 day/up to 10 kgs.4.   Repetitive/heavy more than1/2 day/up to 40 kgs. 
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MODIFIED WORK PROGRAM AGREEMENT 

between 

TOTAL COMMUNICATION ENVIRONMENT 

and 
 

 
 

Total Communication Environment has a Modified Work Program approved by the Board of Directors. 

 

TCE offers the following modified work assignment based on the physical restrictions confirmed by your 

physician or the Workplace Safety Insurance Board. 

 

Job Title:   

 

Wages              Hours:                                                         
 
Duration:                                                                                   (maximum of six weeks) 

 

  

Start date:                                                                        

 

Duties: 
_______________________________________________________________________________________

_______________________________________________________________________________________

____________________________________________________________ 

 

Employee’s Agreement: 
 

I agree to participate in the Modified Work Program and I accept the position described above and the 

terms and conditions therein.  I also agree to promptly report for work into the Modified Work Assignment 

and maintain regular contact with the WSIB Claims Manager. 
 

 

 

                                                                                                                                  

Employee’s  Signature        Date 

 

                                                                                                                               

Executive Director’s Signature       Date 

 

                                                                                                                                  

Claims Signature         Date 

 

 

 

c.c. CUPE Representative
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E.13 b) Accommodation Policy  

INTENT 

Total Communication Environment (TCE) is committed to providing equal treatment with respect to 

employment without discrimination because of a prohibited ground as described by Ontario's Human Rights 

Code (the Code).  

Total Communication Environment (TCE) has adopted this policy to ensure that our staff are provided with 

meaningful employment that is ethical and fair, and is in compliance with all applicable employment and 

human rights legislation. All employment services provided by Total Communication Environment 

(TCE) shall follow the principles of dignity, independence, integration, and equal opportunity. 

GUIDELINES 

The approach taken by Total Communication Environment (TCE) in the provision of reasonable 

accommodation shall include:  

 Personalized plans designed to meet the specific needs of individuals; 

 Collaborative practices in the creation and implementation of accommodation plans through 

consultation of the person to be accommodated, medical professionals, and all applicable others;  

 Compliance with all applicable legislation and collective agreement provisions; and 

 An approach that ensures confidentiality and dignity. 

PURPOSE 

Total Communication Environment (TCE) will support the accommodation of employees and job applicants 

who require workplace accommodation under any of the grounds described in the Code. 

Total Communication Environment (TCE) will work to achieve a workplace free from barriers by providing 

accommodation for the needs of those individuals covered by the Code, up to the point where it causes undue 

hardship for Total Communication Environment (TCE). Every effort will be made such that the impact of 

accommodation will not discriminate against another group protected by the Code.  

PRINCIPLES  

The fundamental principles underlying this policy include: 

 Shared accountability and responsibility including a partnership between the individual requiring 

accommodation, supervisors, senior management, and Local 2605; 

 Confidentiality of information concerning the accommodation of an employee will be managed in a 

manner consistent with the Freedom of Information Act, the Privacy Act, the Personal Information 

Protection and Electronic Documents Act (PIPEDA), and all other relevant legislation where 

appropriate; 
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 Respect for dignity of the individual by ensuring where possible that accommodation is provided that 

meets the specific circumstances, while at the same time working to ensure the general accessibility 

of all employees; and 

 In seeking and providing information, good faith must be exercised by all parties. 

DUTY TO ACCOMMODATE 

Total Communication Environment (TCE) will work to ensure that individuals protected under the Code are 

able to work effectively by making adjustments or modifications to the work, or the work environment, up to 

the point of undue hardship.  

Total Communication Environment (TCE) will work with the individual that requests accommodation in an 

effort to ensure that the measures taken are both effective and mutually agreeable. Total Communication 

Environment (TCE) encourages individuals to make any needs for accommodation known to their immediate 

supervisor, and to work with them in addressing the issue(s). 

ACCOMMODATION 

Accommodation shall be provided for individuals where the work must be modified or adjusted to address 

the needs of the individual based on protected grounds of discrimination under human rights legislation. 

Total Communication Environment (TCE) shall provide accommodation as appropriate using a consultative 

approach that involves the agency, the individual, and as appropriate, any applicable union representatives, 

healthcare professionals, and other third parties that are required to assist in the accommodation process. 

Accommodation may be temporary or permanent, based on the requirements of the individual.  

ACCOMMODATION PROCESS   

The employee must inform their Supervisor of their need for accommodation by completing the 

Accommodation Request Form. The Accommodation Request Form must include the reason the 

accommodation is required, suggestions for necessary accommodations and supporting evidence or 

document(s). 

The Supervisor must then, in a timely manner, inform the Human Resources Advisor of the request. 

The employee may request the representation from the union, a healthcare professional, or other 

representative. 

TCE does not require details on the nature of the employee’s disability to provide an accommodation; only 

the functional abilities of the employee are required. 

The employee requesting the accommodation, the Supervisor, the Human Resources Advisor, and all other 

relevant individuals will work together to develop an Individual Accommodation Plan.  

The employee shall cooperate by accepting reasonable and appropriate suggestions made by TCE whether or 

not they are similar to those suggested by the employee on the Accommodation Request Form. 

Once the Individual Accommodation Plan has been agreed upon it will be put in writing and signed by the 

employee requesting the accommodation and the Human Resources Advisor. 
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If an accommodation request is denied, the Human Resources Advisor will provide the employee with the 

reason for denial.  

The employee, the Human Resources Advisor, and any other third party required must monitor the 

accommodation to ensure that it has effectively solved the employee’s barriers. 

The employee, the Human Resources Advisor, and any other third party required shall have formal reviews 

of the Individual Accommodation Plan at a predetermined frequency at a minimum of once per year as well 

as if there are any changes to the nature of the employee’s disability or any changes to the employee’s 

position. 

The employee has the duty to inform the Human Resources Advisor if any circumstances change and/or if 

the need for accommodation ceases to exist. 

Accommodation requests will be dealt with promptly. When necessary, interim accommodation will be 

provided while long term solutions are developed. 

Confidentiality will be respected at all times as appropriate. All records and documentation will be stored 

securely for the duration of the accommodation and/or to the extent required by TCE and any applicable 

legislation.  

RESPONSIBILITY 

The process of accommodating individuals is a shared obligation of Total Communication Environment 

(TCE), the employee, CUPE Local 2605, and any other relevant individuals.  

CREATING THE INDIVIDUAL ACCOMMODATION PLAN 

Total Communication Environment (TCE) shall create an individual accommodation plan in consultation 

with the employee and all applicable others and attempt to determine methods of achieving the requirements 

for success in the position in alternative manners.  

In the creation of an individual accommodation plan, the following criteria shall be included: 

1. Identify the need for accommodation.  

2. Determine objectives for performance in the role, and potential barriers.  

3. Create a plan for achieving the objectives in an alternative manner.  

 This may include: 

 Alternate shifts and/or schedules 

 Transfer  

 Time off for medical appointments 

 Acceptance of some degree of absenteeism 

 Technical aids 

 Human support 

 Alternative formats of work materials 

 Modified duties 

This list is not exhaustive. 
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4. Examine the options for accommodation, and select the most appropriate avenue for accommodation.  

5. Implement the accommodation process.  

6. Provide training as appropriate.  

7. Review and revise based on feedback. 

IF AN EMPLOYEE CANNOT BE ACCOMMODATED IN THEIR CURRENT POSITION 

In some cases, it will be reasonable to accommodate an individual in another position. The Human Resources 

department, working with appropriate Total Communication Environment (TCE) management, the 

employee, and the union, will attempt to place the employee in another available position. This may require 

the assistance of third parties with specialized expertise.  

Where an employee is placed in an alternate position, Total Communication Environment (TCE) shall ensure 

that the employee has the requisite qualifications and skillset necessary for success in the position, is capable 

of performing the tasks associated with the position, and that the employee agrees that the alternate work is 

acceptable. 

ACCOMMODATING JOB APPLICANTS 

Any applicant to Total Communication Environment (TCE) that communicates the need for accommodation 

shall be considered in a manner that is non-discriminatory, and respectful of our human rights 

obligations. Total Communication Environment (TCE) will notify employees and the public about the 

availability of accommodation for job applicants who have disabilities in compliance with the Accessibility 

for Ontarians with Disabilities Act, 2005.  

Applicants will be informed that accommodations are available, upon request, for the interview process, and 

for other candidate selection methods. Where an accommodation is requested, Total Communication 

Environment (TCE) will consult with the applicant and provide or arrange for suitable accommodation. 

UNDUE HARDSHIP 

Total Communication Environment (TCE) shall work to provide workplace accommodation up to the point 

of undue hardship. Undue hardship may occur where it is established that no forms of appropriate 

accommodation exist, or where the creation of accommodation would cause excessive costs for the 

organization, or where the accommodation would create a health and safety hazard. 

 

 

 

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_05a11_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_05a11_e.htm
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REQUEST FOR ACCOMMODATION 
 

Name:  

Position:  

Program:  

Date:  

 

 
 
 
 
 
 
 
 

Please check all Ontario Human Rights Code ground(s) that are related to your request: 

 
 Disability 

 Sex/Gender 

 Family Status 

 Genetic Characteristic(s) 

 Social Condition   

 
 Creed or Religion 

 Immigration Status 

 Vulnerable sector check 

 Other: _________________ 

 

Describe the accommodation(s) you are requesting. 

 

Attach additional page(s)/information as needed. 
 

Why do you require accommodations? 
 
 
 
 



DRAFT 
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Attach additional page(s)/information as needed. 

What is the likely duration of this accommodation? 

 
 

Attach additional page(s)/information as needed. 
 

Please provide any additional information that may assist us in reviewing your request. 

 

Attach additional page(s)/information/ documents as needed. 
 
Note: All information is kept confidential except where necessary to arrange the accommodation or to process 
expense claims. 
 

 
I have read and understood the Accommodation Policy and Procedure of Total Communication 
Environment (TCE). I understand that the accommodation above may not be granted; however, TCE will 
attempt to provide a reasonable accommodation along with an individual accommodation plan designed 
to meet specific needs. 
 

 
Employee Signature: 
 
 

 
Date: 

 
Human Resources Advisor Signature: 
 
 

 
Date: 

 
October 16, 2018 & updated June 3, 2019 
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E.14  OVERTIME 
 

POLICY 

 

TCE is committed to maintaining a balanced budget and promoting employees’ mental health and well-

being.  Therefore, TCE’s goal is to maintain a zero overtime policy. 

 

All overtime must be pre-approved by the Program Supervisor or On-Call Program Supervisor. Any overtime 

which was not expressly approved by the Program Supervisor or On-Call Program Supervisor, will not be 

paid.  Refer to the Collective Agreement regarding overtime definition and compensation. 

 

It is the employee’s responsibility to indicate when they are accepting a shift whether or not this will place 

them in overtime and receive approval prior to confirming the shift. 

 

TCE will endeavour to hire new staff for the Call-In list following two consecutive payrolls with overtime 

charges. 
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E.15  PERFORMANCE REVIEW AND ASSESSMENT 
 

POLICY 

 

TCE recognizes that the performance review process is beneficial to both the employee and the Program 

Supervisor, in allowing for a review and discussion of overall achievement, along with the establishment of 

future professional and personal objectives. 

 

Performance reviews shall be completed: 

-after three (3) months in TCE’s employ; 

-prior to the conclusion of an employee’s probationary period at six (6) months; and 

-on an annual basis thereafter. 

 

Both Program Supervisor and employee will sign the completed performance review to acknowledge that the 

performance review has occurred. 

 

Employees shall receive the completed performance review, and a copy shall become part of their employee 

file. 

 

GUIDELINES 

 

Why do it? 
The performance review and assessment process ensures that employees receive regular feedback on both their 

actual performance on the job, but also the skills and knowledge which they bring to it.  It is not uncommon for 

employees and their supervisors to have very different views about the employee’s performance or capabilities.  

Formal feedback ensures that differences of perspective are brought out in the open and dealt with 

constructively. The form itself assists supervisors in ensuring that they provide comprehensive feedback on 

both elements and also ensures that standards are being applied consistently to all employees in like positions 

 

Performance vs Skills 
An employee may have knowledge or skill in a particular area, but not apply these effectively in their day-to-

day work.  Similarly, an employee may be trying as hard as they can but be missing skills or knowledge they 

need to perform effectively.  Separating what an employee knows or can do from what an employee actually 

accomplishes enables both employee and supervisor to effectively discuss  

 Areas where performance is below required standards 

 Areas where an employee requires training or development 

 Areas where an employee has a particular strength that can be built upon 

 Areas where contribution over and above the norm are being made and should be recognized 

 Potential within the employee for positions other than the one they currently hold 

 Why an employee might be a superior performer but not be seen as having potential to 

progress through the organization. 

 

How often? 
Performance and skills assessments are a useful tool for feedback and development planning and should be 

used as often as suitable for employee and supervisor.  For example, a new employee or an employee new to a 

position may require more frequent feedback or more development support and planning than a more seasoned 
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employee.  Nevertheless, employees should be receiving individualized feedback at least once a year.  It is for 

this reason that TCE requires a once annual assessment – that is, to ensure that employees and supervisors are 

engaging in necessary individualized discussion at least once each year. 

 

360° Feedback 
Employees, including supervisors and executives, may use the form and concepts incorporated into it to solicit 

feedback from peers, clients, families of clients or others from whom they wish to receive it.  Any employee 

wishing to use the form in this way should be reminded that giving and receiving feedback is a skill itself and 

one which not all colleagues will be comfortable providing.  Your supervisor can assist with this process on 

request. 

 

The Process 

Individual employee feedback should be done privately between the employee and the supervisor.  Best results 

are obtained when an employee takes the form and self-assesses prior to the review session.  That way, 

differences in perception become immediately evident. This is not a TCE requirement however, and would be 

undertaken at the employee’s option. 

 

The employee’s immediate supervisor fills out the form using the “comments” columns to cite specific 

examples of good or bad performance and/or strong or weak skill areas.  Examples help to make the 

supervisor’s assessment more concrete and believable; sometimes the example used leads to fruitful discussion 

as to the roots of a particular incident, outcome or behaviour. 

 

Program Supervisor’s meet together to present to each other their assessments of individual employees’ 

performance and capability.  This allows for feedback from other sources as well as providing a check and 

balance on the supervisor’s assessment.  At the same time as the Program Supervisors meet to discuss their 

assessments, other related issues may be discussed, such as development plans, succession planning and 

staffing plans.  In order to allow for this cross-checking of assessments, the assessment period will remain 

constant, with annual reviews being completed and cross-checked in October of each year and individual 

employee interviews following thereafter not to slip beyond February of the following year. 

 

The review is then discussed with the employee and signed by both the employee and the supervisor.  Whereas 

the supervisor signs to certify the copy as the official copy of the review, the employee signs or initials to 

indicate that they have seen the review.  The employee need not agree with the assessment and may, at their 

own request, add comments at the end of the review. 

 

One copy of the completed and signed review is maintained in the employee’s file for a three year period 

unless otherwise specified in the collective agreement. 

 

The Form 
There are different forms for different positions: 

   TCE Executive – includes Director Operations and Executive Director 

   TCE Administration – includes Director of Finance, Finance Assistant and Executive Assistant 

   Residential Counsellor 

   Call-in Counsellor  

   Overnight Awake Counsellor 

   Overnight Asleep Counsellor 

   Program Supervisor 

 



DRAFT 

TCE 

 

Section E: Human Resources 
 

 

TCE Policies and Procedures - Last Updated: April 2013 Section  E.15  
 

Each form is designed to generate assessments of the individual contributions and skills pertinent to the job 

held by the individual.  (The exception to this is the TCE Administration form which is designed to be 

somewhat generic.) 

 

Page 1 of each form provides simple check boxes to assess performance and contribution.  This is the section 

that assesses what an individual has actually done for TCE.  The ratings range from 1 – Performance not 

acceptable to 5 – Performance Outstanding, with the 3 rating as the norm – Fully Satisfactory.  Where an 

employee has not had an opportunity to demonstrate a particular area of responsibility or a supervisor has not 

had an opportunity to observe the employee’s performance in a particular area, then the designation “n/a” 

should be put into the Comments column and the assessment codes left blank. 

 

The “Comments” column allows for a supervisor to cite specific examples by way of explanation and/or to 

indicate an area of concern or a “missing quality” that may or may not be reflected in the rating.   

At the bottom of the table on this page are one or more rows indicating “Other –“.  This allows a supervisor 

to add an accomplishment or achievement particular to the individual employee that may be unique to that 

person (such as a project completed) or deserving of special mention (such as a unique opportunity the 

employee came across in the course of their work, or an area where the employee made a particularly 

impressive contribution). 

 

Underneath this is an area for an Overall Assessment of the employee’s performance.  Bear in mind that this 

is not an arithmetic reflection of the number of tick marks in each column, but reflects an overall picture of 

the total package of contribution.  Both employees and supervisors are reminded that the various rows in this 

table do not and should not carry identical weight in the overall assessment.  Also bear in mind that the 

preponderance of employees will needs must fall into the “3” category since this reflects the norm. 

 

Finally, there is a space for the supervisor to sum up the employee’s performance and accomplishments for 

the period in a couple of sentences,  These sentences should be summative in nature but with an opportunity 

to single out one or two exceptional (either positive or negative) performance areas.  In the case where an 

employee has been given a “1 – Not Acceptable”, these comments should clearly indicate an expectation for 

improved performance in that area. 

 

Page 2 of the form provides simple checkboxes to assess skills and knowledge.  Whereas the performance 

assessment on Page 1 provides the best indicator of contribution to the organization, the skills assessment 

provides the best indicator of development needs as well as potential within the organization. 

 

The rating scheme is the same as that for performance with “1” indicating an unacceptable skill level, a “3” 

indicating fully satisfactory skill level, and “5” indicating outstanding skills/knowledge in that area.  

Employees and supervisors should note that a “2 – Needs work” rating is not necessarily a negative rating.  

These are the most useful ratings because they indicate where an individual has development needs.  

However, persistent and extensive 2 ratings do indicate an individual who isn’t quite meeting the mark for 

this position.  

 

The skills indicated in the rows are particular to the specific position.  However, if an employee requests 

additional feedback in a particular skill area or has been identified as prime for development to the next level, 

then other skill areas may be added to begin providing feedback in skill areas beyond the specific job. 

 

Once again, the overall rating row does not necessarily reflect the addition of the tick marks from the  

individual columns but rather reflects the supervisor’s overall assessment of the individual’s skill and 

knowledge. 

 

Also a space is provided for summative description of the employee’s abilities, but development needs are 
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provided on the succeeding page. 

 

Page 3 of the form provides space for the supervisor and employee to make plans based on the skills and 

knowledge assessment as well as the desires and interests of the employee, for the development of the 

employee during the coming period. 

 

Typically, the development needs will reflect a combination of observed weak areas, personal interests of the 

employee, and future staffing needs of the organization.  A newer employee will have greater development 

needs than a more experience employee, but the more experience employee still needs to learn and grow to 

prevent themselves from becoming stale on the job.  

 

The opportunities sought reflect the most specific possible types of opportunities required by the individual.  

In the simplest case, this will be a training course in a weak area.  However, development also includes, time 

on the job, special projects, exposure to certain individuals or situations, coaching, movement to a new 

position for broadening or temporary acting positions.  It is the supervisor’s job to look for opportunities 

suitable to the development needs of the individual and it is the employee’s job to seek out and exploit 

opportunities presented.  If an employee is not able to access the development they require, he/she should 

seek out a further interview with their supervisor to develop a plan to do so. 
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E.16  PROFESSIONAL REFERENCES 
 

POLICY 

 

 

TCE supports the concept of, and will provide, references for employees.   

 

All professional references regarding TCE employees will be provided only by Management.  

 

Generic letters of reference will not be provided upon an employee’s departure.  Generally, references will be 

provided verbally, over the phone. Written references will be provided only in certain circumstances for a 

specific purpose (ie. University application, specific job). 
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E.17  SHIFT CHANGES 
 

POLICY 

 

 

Only two (2) shift change request, of an equitable number of hours, and within the same job classification, is 

permitted within the pay period.  

 

All requests for shift change must be provided in writing, 48 hours prior to the requested change, for 

approval by the Program Supervisor.  Program Supervisor signature of approval or non-approval of shift 

change requests will be returned to the employee, by copy of the original written request.. 

 

All Program Supervisors will document the status of all shift change requests in each respective program log 

book. 
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E.18  STAFF ATTENDANCE AND PUNCTUALITY 
 

POLICY 

 

Attendance and punctuality is a high priority at TCE. TCE expects employee to respect work schedules and 

to report ready to work and prepared to commence duties as per scheduled times. 

 

The Agency does not permit any late arrival and/or early departure from the employee’s work station 

outside of pre-approved leave requests. 

 

An employee with sub-standard attendance or punctuality patterns will be subject to disciplinary action up 

to and including dismissal. 

 

PROCEDURE 

 

When an employee knows he/she will be absent, it is his/her responsibility to notify the On Call Program 

Supervisor, providing a minimum of three hours’ notice.  If an employee has been scheduled for a day shift, 

they must call between 9:00 p.m. and 11:00 p.m. of the prior evening.  This notice period is necessary in 

order to ensure replacement.   

 

If an employee does not comply with the notice period, the Program Supervisor may require him/her  to 

report to work until a replacement arrives at the location.  It is recognized that this may not always be 

possible, depending on the gravity of the illness and/or circumstances. 

 

If an employee does not report ready to work on time, according to their schedule, they will not be 

compensated for that period of time.  

 

The Program Supervisor will regularly review the employee’s attendance record and may follow up with the 

employee as to any long term effects it may be having on TCE.  Frequent reoccurrences of late arrival 

and/or early departure or unjustified absences will result in disciplinary action. 
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E.19  STAFF TRAINING 

 

POLICY 
 

Total Communication Environment recognizes that the employment and retention of qualified and competent staff is 

essential to the success of delivering high quality programs and services to our residents. 

 

PROCEDURE 
 

Upon hiring of each new employee, Human Resources will conduct a thorough orientation at head office on such 

matters as Total Communication Environment Departments and functions, employee roles, job content and scope, 

performance and evaluation standards, job safety, physical restraints etc. 

 

This Orientation will include the review of Total Communication Environment’s Policies and Procedures, Mission 

Statement and Medication training.  Program specific items will be covered during program orientations.  In addition, 

the following items will be discussed and relevant documentation will be completed: 

 

EMPLOYEE INFORMATION FORM 

AND EMERGENCY CONTACT FORM 
 To be completed by new employee 

SALARY AND PAYROLL 

INFORMATION 
 Finance Assistant will confirm items such as starting salary, frequency 

of payment, first pay-day and the period it will cover, payment 

delivery method and required banking information 

 New employee must submit a copy of a void cheque for payroll direct 

deposit 

 Finance Assistant will review Government tax forms, as required for 

Income Tax purposes; 

INITIAL STAFF MEDICAL FORM and 

MEDICAL TRAINING 
 New employees are required to complete the Annual Statement of 

Health Form and Hepatitis form  

 A Program Supervisor will attend the in office orientation to review 

the Med Training Policy and Procedure and to demonstrate medication 

pouring; 

VULNERABLE SECTOR CHECK  Human Resources will ensure that the completed vulnerable sector 

check is obtained prior to the employee commencing employment 

within the grouphome; the original is kept in the employee’s file at 

head office at time of hire. 

VACATION BENEFITS  Finance Assistant will review these benefits, if applicable 

SICK LEAVE BENEFITS  Items will be reviewed during orientation.  Accumulation of sick leave 

benefits will be reviewed, if applicable; 

GROUP BENEFITS  Benefit enrollment form must be completed for each employee who 

qualifies.  The Finance Department provides the provider with all 

necessary information; 

 Multi Sector Pension Plan – the pension plan provider contacts the 

employee directly; 

 Human Resources will review the Employee Assistance Plan; 

CONTRACT OF EMPLOYMENT  Human Resources reviews new employee’s Letter of Agreement, 

together with their job description, Total Communication 

Environment’s Mission statement and all other relevant information;  

 Human Resources will review the procedure for Program orientations 
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and provide all relevant contact information regarding same; 

TRAINING  Human Resources will review required employee Certifications (ie: 

First Aid/CPR; CPI; American Sign Language).  New employees will 

be scheduled for in-house re-certification training for First Aid/CPR 

and CPI if they do not possess up-to-date certifications; All employees 

who do not have first aid and CPR prior to employment must do so on 

their own time and expense. 

INSURED DRIVERS  Human Resources reviews the policy on vehicle accidents and 

employee’s personal liability when at fault; 

 Employees must possess at least a valid Ontario “G” drivers licence to 

operate program vehicles.  

CERTIFICATION REQUIREMENTS  It is the employee’s responsibility to ensure their certification does not 

lapse at any time; the following list is an agency requirement: 

Quality Assurance Measures 

 

Policy and Procedures 

 

American Sign Language (ASL) 

 

Crisis Prevention Training ( CPI/APT) 

 

First Aid and CPR 

 

Fire Extinguisher Training 

 

WHIMIS Training 

 

Lifts and Transfer 

 

Fit Testing 

 

Emergency Preparedness 

 

Anti Harassment Training 

 

Home Specific Training 

 

 

Slips, Trips & Falls 

 

 

Workplace Violence – Bill 168 

 Upon Employment/Annual Refresher 

 Upon Employment and as Required or new policies LAST UPDATED 

or developed 

 Initiated within first three months until appropriate level attained 

 Upon Employment and every 2 years 

 Certified at time of hire and then every 3 years 

 Upon Employment and Annually 

 Upon Hire, annually video recertification 

 Upon Hire and Refresher every 2 years video recertification 

 Upon Hire or if any physical changes 

 Upon Hire and Reviewed Annual as well as Emergency Kit 

replenished 

 

 Upon Hire/ annual video recertification   

 Upon employment staff will receive Home Specific training and 

orientation at each home they are employed in 

 Within the first three months and annually thereafter 

 Within the first three months and annually thereafter 

 

First Aid and CPR are mandatory at the time of employment and the cost borne by the employee. Re- 

certification training for employees in  First Aid, CPR, CPI and Mat Restraint will be provided internally by 

TCE instructors on paid time.   

 

Failure to attend scheduled courses will result in employees being required to re-certify in First Aid and 

CPR externally at their own expense and on their own time within the time frame required by TCE.  Failure 

to attend the course in CPI and Mat Restraint will result in employees not being able to accept shifts until re-
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certified.   A lapse in certification may be grounds for discipline, and employees will be required to certify 

at their own expense and time. 

 

TRAINING EXPENSES 

 

If an employee is required by the employer to participate in any other training or workshop, it shall be on 

paid time and at the employer’s expense.  If an employee is required to attend a training course or workshop 

outside of Ottawa-Carleton, it will be at the Agency’s expense for all travel accommodation and meal 

expenses (as per approved per diem rate). 

 

 

EMPLOYEE INITIATED TRAINING 
 

Personal or professional development may be requested by an employee and sponsored by the Agency.  The 

request must be made through the Program Supervisor to the Executive Director.  For most employee-

initiated training, the employee is not compensated.  If operationally permitted, the Program Supervisor may 

accommodate the employee with the time off from their regularly scheduled time.  This time off must be 

made through a Request for Leave.   

 

However, TCE may, at its discretion, elect to pay for time and costs for employee-initiated training where 

the training is considered advisable and pertinent. 
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E.20  VOLUNTEERS / STUDENT PLACEMENTS 

 

POLICY 

 

 

TCE recognizes the inherent value in maintaining and developing natural support networks for both the 

residents and the Agency.  It is TCE’s objective to involve these natural support networks in an 

augmentative manner, which will allow existing paid staff to be more effectively utilized. 

 

Volunteers / students will be expected to hold to the same high standard of conduct as any employee: 

 

• TCE will involve potential volunteers in an interview process.  This process will be determined by 

Management, based upon the needs of the potential volunteer position. 

 

• TCE will maintain a current, confidential file for each volunteer in a secure location.  Volunteers 

will be required to provide personal references, which will become part of their file. 

 

• Prior to beginning their position, volunteers / students having direct involvement with TCE’s 

residents will be required to: 

o sign TCE’s Declaration of Confidentiality 

o provide a vulnerable sector check 

o provide health information  

o provide certification of QAM Training, First Aid and CPR 

 

• Prior to any volunteer starting their placement with TCE, they will be trained on or be made aware 

of, by a Program Supervisor and or Designate, all behaviour support plans and guidelines. 

 

• Volunteers shall not be expected to carry out behaviour support plans that address challenging 

behaviours. 
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E.21  MEDICATION ERROR DISCIPLINARY PROTOCOL 

 

POLICY 

 

All staff have been trained and have at least 3 monitored medication administrations. Staff will be reminded 

of the importance of the thirteen rights to ensure proper administration and documentation: 

 

1. the right resident, 

2. the right medication, 

3. the right dosage, 

4. the right time, 

5. the right route, 

6. the right documentation, 

7. the right frequency 

8. the right site 

9. the right assessment 

10. the right reason 

11. the right education 

12. the right evaluation 

13. the right to refuse 

 

TCE also recognizes that we are all human and errors will happen. 

 

MEDICATION  DOCUMENTATION  ERRORS 

 

Definition: 

A documentation error is defined as follows: 

- staff administer medication to the residents and neglects to sign off the MAR Sheets. 

 

When a documentation error occurs, the Program Supervisor will bring the error to the attention of the 

individual. The expectation will be that the documentation is completed. When numerous errors are 

concurrent then disciplinary measures will be initiated and put on the individual’s file. 

 

MEDICATION ADMINISTRATION  ERRORS 

 

Definition:  
- when medication was not administered according to the medication rights, i.e. medication given at wrong 

time, wrong person, not given at all. 

 

When a medication error occurs, staff must follow the protocol for dealing with this type of situation. The 

Program Supervisor will meet with the individual after an error. If the error is significant and there are 

further medical issues, a Serious Occurrence may need to be filed.  

 

When an individual has made three medication errors within a year, they will be provided with retraining.  
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Should the errors continue, then progressive disciplinary action will follow, up to and including termination. 

MEDICATION TREATMENT  ERRORS 

 

Definition: 
Defined as when a treatment was not provided or treatment given to wrong individual. 

 

When a treatment error occurs, the Program Supervisor will bring the error to the attention of the individual. 

When numerous errors are concurrent then disciplinary measures will be initiated and put on the 

individual’s file. 
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