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POLICY STATEMENT

Whereas,

Whereas,

Whereas,

Whereas,

Providing safe working conditions and preventing personal injury for
all staff members is of the utmost importance.

The need to maintain equipment and facilities in a safe condition is
acknowledged.

All individuals at all levels and functions in the Board® workplaces
must accept the responsibility of providing safe working conditions for
all staff and ensuring that safety procedures are followed and proper
training is provided.

District School Board Ontario North East accepts the responsibilities
as an employer as outlined in the Occupational Health and Safety Act
of Ontario and as possibly contained in respective collective
agreements.

Be it therefore resolved:

That District School Board Ontario North East is committed to providing

and maintaining a safe and healthy working environment for all staff
members.

1* READING: March 1, 2005 Motion # 2230-05

2" READING: May 17, 2005 Motion # 2317-05

3" READING & APPROVAL: June 7, 2005 Motion # 2377-05

EFFECTIVE DATE: June 7, 2005 Revision Date: September 6, 2005
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SAFETY POLICY

ADMINISTRATIVE REGULATIONS

1. The responsibility for the implementation and continuation of the Occupational
Health and Safety Policy and Procedures rests with the Director of Education
in collaboration with the respective unions and federations as prescribed by
the Health and Safety Act of Ontario.

2. All health and safety initiatives will be subject to the District School Board
Ontario North East Occupational Health and Safety Procedure Manual.

EFFECTIVE DATE: June 7, 2005 Revision Date: September 6, 2005
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OPERATIONAL PROCEDURES

The Occupational Health and Safety Procedure Manual clearly outlines District
School Board Ontario North East procedures for the following areas.

Joint Health and Safety Committee Terms of Reference
Workplace Violence

Energy Hazards (pending)

Machine Guarding (pending)

Slips, Trips and Falls (pending)

Driving Hazards (pending)

Environmental Hazards (pending)

© N o g s~ w Db PE

Ergonomic Hazards (pending)

EFFECTIVE DATE: June 7, 2005 Revision Date: September 6, 2005
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District School Board Ontario North East

Occupational Health and Safety
Procedure Manual
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DISTRICT SCHOOL BOARD ONTARIO NORTH EAST

JOINT OCCUPATIONAL
HEALTH AND SAFETY COMMITTEE
TERMS OF REFERENCE

2005 - 2006

BETWEEN:
EMPLOYER: District School Board Ontario North East
AND

WORKERS: Canadian Office and Professional Employees (COPE)
Canadian Union of Public Employees (CUPE)
Elementary TeachersGFederation of Ontario (ETFO)
ETFO Occasional Teachers
Non Union
Ontario Secondary School TeachersCFederation (OSSTF)
OSSTF Educational Assistants
OSSTF Occasional Teachers
OSSTF Professional Support Services Personnel (PSSP)
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DEFINITIONS FOR THE PURPOSE OF THESE TERMS OF REFERENCE
@ctOmeans the Joint Occupational Health and Safety Act. An example of a reference is [9. (3.1)]
which refers to Section 9, Subsection 3.1.

@oardOmeans District School Board Ontario North East.

@ertified workerOmeans a worker who is certified by the Workplace Safety and Insurance Board
under the Workplace Safety and Insurance Act, 1997.

@ommitteeOmeans a Joint Occupational Health and Safety Committee.

@ritical InjuryOmeans an injury of a serious nature that is classified by Regulation 834.
@CCOmeans the District Coordinating Committee.

@&mployerCrefers to District School Board Ontario North East.

(lazardous materialOmeans a biological or chemical agent names or described in the regulations
as a hazardous material.

(ealth and safety representativeOmeans a health and safety representative selected under the
Occupational Health and Safety Act.

Onspection BinderOmeans a three ring binder that houses all Inspection Reports and JOH&S
Minutes.

QOH&SCOmeans the Joint Occupational Health and Safety Committee

MOLOmeans the Ministry of Labour

SDSOmeans Material Safety Data Sheets.

GupervisorOmeans a person who has charge of a workplace or authority over a worker.

Orained designated workerOmeans a worker who because of knowledge, experience or training is
selected by a union that represents the worker.

@VorkerOmeans an employee of the Board who does not exercise managerial functions.

@VorkplaceOmeans a building where employees of the Board work.
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PREAMBLE

1. District School Board Ontario North East recognizes and accepts its legal and moral
responsibilities to provide for the health and safety of all its employees by maintaining a safe
and healthy environment in which to work.

2. The matter of health and safety is of fundamental importance and every measure will be taken
to protect all employees from injury due to accident or health hazard while on the Board's

premises.

3. The objectives for health and safety are consistent with the overall objectives of the Board and
are to minimize the risk of personal injury and occupational disease by:

a)
b)
c)

Providing safe facilities, equipment and materials;

Establishing safe working practices and procedures which are strictly observed;
Designing safety programs for the circumstances unique to each department or
each workplace in consultation with the Joint Occupational Health and Safety
Committees.

4. The Board agrees that these objectives can best be achieved when:

a)

b)

C)
d)
e)

5. The Board,

All existing federal, provincial and municipal health and safety legislations are
complied with and recognized health and safety standards are accepted as
minimal standards;

All administrators and supervisors recognize and accept their responsibility for
health and safety and encourage their staff to promote and observe safety
practices at work;

All Board employees accept their responsibility for following safe work practices;
Immediate and positive corrective action is taken when occupational accidents or
illnesses occur or when potentially dangerous conditions are identified;
Appropriate and ongoing training is provided for workers.

as the Employer, is ultimately responsible for health and safety in its schools,

Board offices and other workplaces under its control and is responsible for ensuring that these
guidelines are implemented.
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TERMS OF REFERENCE

The purpose of the Terms of Reference is to establish and maintain an effective
Occupational Health and Safety system to reduce injuries, occupational illnesses, and other
accidental losses.

District School Board Ontario North East is continuing to implement a structured safety
management system so that a consistently high standard of safety performance can be
achieved. The Terms of Reference will serve to ensure that the Employer meets the
obligations of its internal Occupational Health and Safety Policy and complies with the
Ontario Occupational Health and Safety Act and its Regulations.

This document was mutually developed and agreed to by the worker representatives.

District School Board Ontario North East and its employees shdl establish Joint Occupaiond Health
and Safety Committees at each workplace in accordance with the Occupaiond Health and Safety
Act [9.(2) (a) and 9. (6) (a) and (b)]. These Committees will opeate unde the Terms of Reference
for thecompostion, practices and procedures thereof.

District School Board Ontario North East and its employees shdl establish a District Coordinating
Committee tha will review the Terms of Reference annudly or as required in resporse to
organizationd and legidative changes.

The Terms of Reference shall be released as a controlled doaument. Any amendments to this
doaument shdl be madethroughthe District Coordinating Committee.

All involved workplace parties acknowledgetha a hedlth and safety program can only be successful
where everyone in the workplace is committed to these respongbilities. Therefore, all workplace
parties undetake to co-opaate in enduring tha these Terms of Reference and the full intent of the
Occupaiond Health and Safety Act will becarried out by thar respective organizations

PURPOSE OF THE DISTRICT COORDINATING COMMITTEE (DCC)
The District Coordinating Committee shall be formed to oversee the effective and
appropriate operations of the Terms of Reference and its application to the Occupational

Health and Safety Act.

The DCC shall review the Terms of Reference annually.
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MEMBERSHIP IN THE DISTRICT COORDINATING COMMITTEE

There shall be a maximum of fifteen (15) members on the District Coordinating Committee.
Each worker group shall select one member to sit on the Committee. Management shall
select a maximum of six (6) members to the Committee.

At least half of the members of the DCC shall be workers employed at the workplace who
do not exercise managerial functions [9. (7)].

The members on the DCC shall be selected by October 31. Names shall be forwarded to
the appropriate Superintendent of Schools. The DCC member list shall be posted on
Docushare. The supervisor will be responsible for downloading the list and ensuring it is
posted on the Health and Safety Bulletin Board.

The DCC shall meet no later than the third Thursday in April. There must be a quorum in
order to conduct the meeting. A quorum shall be at least four (4) worker members and two
(2) management members. Any numbers fewer than this minimum will result in the meeting
being postponed. All meetings must have the number of workers equal to or greater than
management.

PURPOSE OF THE JOINT OCCUPATIONAL HEALTH AND SAFETY COMMITTEE
(JOH&SC)

The Joint Occupational Health and Safety Committees shall assist in ensuring a safe and
healthy working environment by actively contributing to the improvement and maintenance
of health and safety within the workplace.

The aim of each JOH&SC shall be to reduce the number of accidents and injuries in the
workplace by ensuring that items raised as occupational health and safety issues are acted
upon.

STRUCTURE OF THE JOH&SC

Each workplace with twenty (20) to forty-nine (49) workers shall form a JOH&SC [9. (6) (a)].
The Committee shall consist of two (2) members: one worker member and one
management member. Refer to Appendix B.

Each workplace with fifty (50) or more workers shall form a JOH&SC [9. (6) (b)]. The
Committee shall consist of four (4) members: two worker members and two management
members. Refer to Appendix B.

At least half of the members of the Committee shall be workers employed at the workplace
who do not exercise managerial functions [9. (7)].
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Where the number of workers at a workplace regularly exceeds five (5), but is less than
twenty (20), the employer shall cause the workers to select one health and safety
representative from among the workers at the workplace who do not exercise managerial
functions [8. (1)]. A Committee is not required [9. (2)]

Notwithstanding 5.4, a Committee is required for a workplace with fewer than twenty (20)
workers if a regulation concerning a designated substance applies [9. (2) (c)].

The worker members of the Committee shall be selected by the workers they represent [9.
(8)]. If more workers apply to the Committee than are required, a selection process will
need to be determined [9. (15)]. The term of office is a minimum of 2 years. Resignation
from the Committee must be tendered in writing.

The employer shall select the managerial members of the Committee [9. (9)].

Two of the Committee members shall be Co-Chairs. One member must be a worker
member and one must be a manager [9. (11)]. The Employer shall ensure that both
members are certified [9. (12)].

The Health and Safety Coordinator shall assist the Committees in an advisory capacity.

The list of members on the JOH&SC shall be forwarded to the appropriate Superintendent
of Schools by the end of September. This list shall identify the Co-Chairs and will be
posted on Docushare.

WORKPLACE INSPECTIONS

Members of the Committee who represent workers shall designate a worker member to
inspect the physical condition of the workplace [9. (23)]. If a workplace does not have a
JOH&SC, then the health and safety representative shall conduct the inspections. The
member shall be certified if possible [9. (24)]. As a minimum, inspectors shall receive
inspection and hazard identification training.

Workplace inspections will be done monthly [9. (26)]. It is expected that the whole
workplace will be covered during each inspection.

Notwithstanding 6.2, if the workplace is a large secondary school and it is not practical to
inspect the whole workplace at once, then a third of the workplace will be inspected monthly
[9 (27)]. Monthly inspections will include high risk areas such as Science Labs and Tech
areas.

Dates for regular monthly inspections during the next school year will be determined by the
JOH&SC [9. (28)]. This information will be forwarded to the appropriate Superintendent of
Schools by the end of September for placement on Docushare.

It is recommended that during the inspection of any workplace, the worker member
conducting the inspection be accompanied by the workplace supervisor or designate and
the head custodian or designate. However, if these people are not available, the worker
inspector will continue with the planned inspection.
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All concerns identified during an inspection shall be recorded on the electronic Inspection
Report. The workplace inspector is responsible for e-mailing or faxing this report to the
Health and Safety Coordinator within two working days after the completion of the
inspection. A copy is given to the workplace supervisor and placed in the Inspection Binder
stored in the supervisor@ office or another location easily accessible when needed.
Another copy is posted on the Health and Safety Bulletin Board.

The supervisor is responsible for ensuring issues addressed on the Inspection Report are
forwarded to those who can rectify the problems:
a) Workplace custodians or staff members shall be required to address Health
and Safety concerns in their respective areas.
b) Work orders to the Maintenance Department shall be completed using on-line
work orders.

As health and safety issues are addressed, the Inspection Report located in the Inspection
Binder is to be signed and dated by the person who fixed the problem. This will serve as an
accurate record of issues that have been resolved. Outstanding issues can quickly be
addressed during the JOH&SC meeting.

MEETINGS OF THE JOH&SC

The JOH&SC shall meet every two months beginning in September [9. (33)]. Planned
meeting dates for the next school year will be forwarded to the appropriate Superintendent
of Schools by the end of September.

Each Committee shall have two Co-Chairs. The worker Co-Chair shall be selected by the
worker members and the management Co-Chair shall be selected by the Employer [9. 11)].

The Co-Chairs shall set the agenda and distribute them to the JOH&SC at least two
working days prior to the meeting.

Minutes shall be taken at the meeting [9. (22)]. Formal meeting procedures shall be
followed for every meeting. The minutes shall be typed and signed by the Co-Chairs within
two weeks of the meeting. They shall be placed in the Inspection Binder as well as posted
on the JOH&S Bulletin Board. Copies shall be given to each member of the JOH&SC and
the Health and Safety Coordinator.

The JOH&SC must have a quorum in order to conduct a meeting. A quorum shall be at
least one worker member and one management member. Any numbers fewer than this
minimum will result in the meeting being postponed. All meetings must have the number of
workers equal to or greater than management.

Any member of the Committee may call an emergency meeting of the Committee after prior
consultation with and approval from the Co-Chairs.

Any member of the Committee may raise occupational health and safety concerns at the
meeting under General BusinessQOif it has not already been placed on the agenda.
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Outstanding issues from Inspection Reports shall be addressed. Reasons should be
provided by the Management Co-Chair as to why some work has not been completed.

All items raised from the agenda will be dealt with on the basis of consensus rather than by
voting. When consensus is not possible, the matter will be referred to the Health and
Safety Coordinator for review.

The worker member is entitled to:
a) One (1) hour or such longer period of time as the Committee determines is
necessary to prepare for each Committee meeting [9. (34) (a)];
b) Time as is necessary to attend meetings [9. (34) (b)];
c) Be deemed at work while fulfilling duties required by the JOH&SC [9. (35)].

RESPONSIBILITIES OF THE JOH&SC

A Health and Safety Bulletin Board must be available in an area that is clearly visible to all
workers in the workplace. It shall include:

a) Members of the JOH&SC

b) Members of the DCC

c) A copy of the Occupational Health and Safety Act [25. (2) (i)]

d) A copy of the Employer® Health and Safety Policy [25. (2) (k)]

e) A copy of the Terms of Reference

f) Inspection Reports

g) Minutes of the JOH&SC Meetings

h) First Aid and CPR qualifications held by workers in the workplace

i) The WSIB poster.
The Employer shall keep a floor plan showing the names of all hazardous materials and
their locations in the Inspection Binder [36. (7)].

The Employer shall ensure that an unexpired MSDS is available for all hazardous materials
present in the workplace [37 (1) (b)]. An MSDS expires in three (3) years [37. (5)].

The JOH&SC shall ensure that first aid kits are properly maintained and available in
designated areas. Anyone using something from the kit shall sign and date a log book.

The JOH&SC shall ensure that workers receive necessary training from the Employer such
as Certification 1 and 2, WHMIS, or First Aid.

The responsibilities of the JOH&SC shall be as prescribed by the Occupational Health and
Safety Act [9. (18)], and shall include, but not be limited to:
a) ldentifying workplace hazards;
b) Obtaining information from the Employer;
c) Making recommendations to the Employer for the improvement of the health
and safety of workers;
d) Investigating work refusals;
e) Ensuring that education and training programs are sufficient to protect all
employees;
f) Reviewing all accidents, incidents and near misses and ensuring
investigations have been conducted and acted upon thoroughly and as
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deemed necessary by the findings;

g) Ensuring that safe work practices exist in the workplace and that all
employees have been made aware of them;

h) Participating in and reviewing hazard identification, assessment and control
reports;

i) Participating in visits to the workplace by members of any statutory authority
for occupational health and safety;

J) Fulfiling any other activity or role as deemed necessary by relevant
legislation.

MAKING RECOMMENDATIONS TO THE EMPLOYER

If a JOH&SC determines that a health and safety issue has not been suitably handled, the
Committee may make a written recommendation to the appropriate Superintendent of
Schools.

Within twenty-one (21) days of receiving the written recommendation, the Employer will
communicate in writing to the Co-Chairs with regard to the recommendation by giving an
assessment of the problem and outlining who is responsible for resolving the matter, along
with a timeframe in which the matter will be resolved. If the Employer determines that there
is not a health and safety issue, this will be stated in the letter along with the reasons for not
agreeing [9. (20) (21)]. The worker has the right to call the Ministry of Labour if the issue
has not been resolved to the satisfaction of the worker.

BILATERAL WORK STOPPAGE

The Employer shall ensure that all hazardous materials present in the workplace are
identified in the prescribed manner and unexpired MSDS are available [37. (1) (a) and (b)].

The workers on the JOH&SC shall designate one (1) of their qualified worker members to
respond to any complaint of dangerous circumstance [9. (15)].

A worker shall promptly report a dangerous circumstance to the supervisor who shall
forthwith investigate the report in the presence of the certified worker or a trained
designated worker. The certified worker member so designated shall be notified forthwith
of a complaint and shall be made available to attend without delay [43. (4)].

If the certified worker has reason to believe that a dangerous circumstance exists then the
supervisor shall be requested to investigate the matter in the presence of the certified
member or a trained designated worker [43. (4)] [45. (1)].

If both certified members find that the dangerous circumstance exists, the certified
members may direct a work stoppage or stop the use of any equipment [45. (4)]. Note
Appendix C.

If the certified members do not agree whether dangerous circumstances exist, the matter
shall be referred to the Health and Safety Coordinator, or designate, who will investigate
without delay and will respond in writing.
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If, after receiving the written response from the Health and Safety Coordinator, or
designate, the certified members do not agree whether dangerous circumstances exist,
either certified member may request that a Ministry of Labour inspector investigate the
matter and provide a written response [45. (6)].

WORK REFUSALS

The workers on the JOH&SC shall designate one (1) of their qualified worker members to
be responsible for attending and assisting at a work refusal [43. (4)].

A worker may refuse to work or to do particular work when there is reason to believe that
equipment or a device is likely to endanger a worker or the physical condition of the
workplace is a danger to the worker [43. (3)(a)(b) and (c)].

Upon refusing to work or to do particular work, the worker shall promptly report the
circumstances of the refusal to the worker® employer or supervisor who shall forthwith
investigate the report in the presence of the worker who initiated the refusal and a qualified
worker. [43. (4) (a), (b) and (c)].

In each circumstance of a work refusal, the Health and Safety Coordinator shall be notified
immediately.

Until the investigation is complete, the worker shall remain in a safe place near the work
station [43 (5)].

Pending the completion of the investigation, no worker shall be assigned to use or operate
the equipment or to work in the area of the workplace being investigated unless that worker
has been advised of the other worker@ refusal and the reasons for the refusal [43. (11)].

CRITICAL INJURIES, FATALITIES AND OCCUPATIONAL ILLNESSES

A critical injury is an injury of a serious nature that is classified by Regulation 834. The
definition includes:

a) Placing life in jeopardy,

b) Producing unconsciousness,

c) Resulting in substantial loss of blood,

d) Involving the fracture of a leg or arm but not a finger or toe,

e) Involving the amputation of a leg, arm, hand or foot but not a finger or toe,

f) Consisting of burns to a major portion of the body,

g) Causing the loss of sight in an eye.

If a person is killed or critically injured at the workplace, the supervisor shall immediately
contact an MOL inspector, Senior Administration of the Board, the Health and Safety
Coordinator, members of the JOH&SC for that workplace, and the appropriate union
President. Within forty-eight (48) hours, a written report of the circumstances of the
occurrence shall be sent to the Ministry of Labour [51. (1)].
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The workers on the JOH&SC shall designate one (1) of their qualified worker members to
carry out investigations of critical injuries, fatalities, and occupational ilinesses [43. (4)].

No person shall interfere with, disturb, destroy, alter, or carry away any evidence from the
scene of the accident [51. (2)].

Where an accident, explosion or fire causes injury to a person at a workplace, the
supervisor shall give notice in writing within four days of the occurrence to the Ministry of
Labour, to the JOH&SC, to the Health and Safety Coordinator, and to the appropriate union
President [52. (1)].

WORKPLACE TESTING

The workers on the JOH&SC shall designate one (1) of their qualified worker members to
be present at the beginning of any workplace testing [9. (35)].

MINISTRY OF LABOUR INSPECTIONS

The workers on the JOH&SC shall designate one (1) of their qualified worker members to
accompany any Ministry of Labour inspector during a workplace visit. [9. (35)].

PAYMENT

A member of the JOH&SC is deemed to be at work while fulfilling health and safety
responsibilities and will be compensated according to the appropriate Collective

Agreement.

All additional legitimate expenses associated with fulfilling Committee duties shall be borne
by the Employer.
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Appendix A
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Appendix B
BOARD WORKPLACES

Workplace Employees Town JOH&SC
Carpentry Shop 2 Kirkland Lake
Maintenance Shop 5 New Liskeard
PACE 6 Timmins
Larder Lake Public School 8 Larder Lake
Swastika Public School 8 Swastika
Elk Lake Public School 11 Elk Lake
Coronation Public School 13 Timmins
Charlton Savard Public School 14 Charlton
Cobalt Public School 14 Cobalt
Temagami Public School 14 Temagami
Hearst High School 15 Hearst
Bertha Shaw Public School 15 South Porcupine
Kerns Public School 16 Kerns
Flora MacDonald Public School 17 Timmins
Clayton Brown Public School 18 Hearst
Pinecrest Public School 19 Timmins
Queen Elizabeth Public School 19 Timmins
Smooth Rock Falls Sec/Elem. School 20 Smooth Rock Falls | 2 Members
F.P.K. Whitney Public School 21 Porcupine 2 Members
Joseph H. Kennedy Public School 22 Matheson 2 Members
Central Public School 22 Kirkland Lake 2 Members
Federal Public School 24 Kirkland Lake 2 Members
King George Public School 24 Kirkland Lake 2 Members
Englehart Elementary School 25 Englehart 2 Members
Englehart High School 25 Englehart 2 Members
Haileybury Public School 27 Haileybury 2 Members
Golden Avenue Public School 29 South Porcupine 2 Members
New Liskeard Board Office 29 New Liskeard 2 Members
Iroquois Falls Public School 32 Iroquois Falls 2 Members
R. Ross Beattie Senior Public School 32 Timmins 2 Members
Schumacher Public School 33 Schumacher 2 Members
Schumacher Board Office 36 Schumacher 2 Members
W.E. Miller Public School 36 Timmins 2 Members
New Liskeard Public School 43 New Liskeard 2 Members
Iroquois Falls Secondary School 45 Iroquois Falls 2 Members
Roland Michener Secondary School 48 South Porcupine 2 Members
Kapuskasing D.H.S./Diamond Jubilee 50 Kapuskasing 4 Members
P.S.
Kirkland Lake College & Vocational 69 Kirkland Lake 4 Members
Institute
E.S. Cochrane H.S/Cochrane P.S. 70 Cochrane 4 Members
Timmins High and Vocational School 82 Timmins 4 Members
Timiskaming District S.S./Gateway 89 New Liskeard 4 Members
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Appendix C
WORK REFUSAL PROCESS
WHEN HEALTH OR SAFETY IS IN DANGER D OHSA SECTION 43

Worker/s Initiate a Refusal to Work Worker/s must have @QReason to BelieveO

Notify Supervisor Section 43 (3)
|

I
Supervisor, with a JOHSC worker member
or H&S worker Rep., investigates forthwith.
Section 43 (4)
Worker/s who initiated the Work Refusal shall remain
in a safe place near his/her/their workstation/s until the
investigation is completed.

No Consensus on )
Consensus MReasonable GroundsO
Action No action required Call MOL Inspector
required Worker/s return to
work
MOL Inspector investigates in the
Worker/s return to presence of the supervisor and JOHSC
work worker member or H&S worker Rep.

MOL Inspector® Decision

Likely to Endanger Not Likely to Endanger
I I I
Issue Order to Employer Worker/s Returns to Work Worker/s Appeals
I I
Employer Employer
Complies Appeals
Appeal Appeal
Hearing Hearing
Worker/s Decision Eﬁgf'on
Returns to Final
Work
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Workplace Violence Procedures
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Mission Statement

District School Board Ontario North East strongly supports a high level of protection from
workplace violence for teachers, support staff and volunteers.

Rationale
All staff members (the term volunteer is assumed to be included in the term staff member in the
remainder of these procedures) must be protected in the workplace from the effects of violent
incidents where:
* the staff member is threatened verbally or in writing.
* the staff member is abused, harassed, or assaulted physically, psychologically, sexually,
racially or ethnoculturally by a student, parent or guardian, visitor to the school or another
staff member, resulting in the impairment of health and safety of the teacher.

Expectations

¢ Definitions:

1. Violence is a threat or an act of aggression resulting in physical or psychological damage,
pain or injury.

2. Workplace violence is a threat or act of aggression arising out of or during the course of
work resulting in physical or psychological damage, pain or injury to a worker.

3. Verbal abuse is the use of vexatious comments known, or that ought to be known, to be
unwelcome, embarrassing, offensive, threatening or degrading to another person.

4. Harassment constitutes a course of bothersome comment or conduct that is known or
ought to be known to be unwelcome. It is what happens when someone consistently
threatens, bothers or insults another person.

5. A threat is a communicated intent to inflict physical or other harm to any person or to
property by some unlawful act.

6. Psychological abuse is an act which provokes fear or diminishes an individual® dignity or
self worth by intentionally inflicting psychological trauma.

7. Assault is any willful intent or threat to inflict injury on another, when coupled with an
apparent ability to do so. It is an intentional display of force such as would give the victim
reason to fear immediate bodily harm.

8. Sexual Abuse is any unwelcome verbal or physical advance or sexually explicit statement
such as jokes, displays of pornographic material, pinching, brushing against, touching,
patting and leering that interferes with the ability to do the job by making one feel
humiliated, intimidated or uncomfortable.



Policy Code 1.2.17
Page 23 of 26

. Sexual assault is the use of threat or violence to force one individual to touch, kiss or fondle
or to have sexual intercourse with another.

Acts of harassment, abusive behavior, assaults, threats or acts of violence will not be
tolerated.

In the event of assault on, abuse of or threat to a staff member, the principal or
designate/immediate supervisor or designate or other appropriate supervisor as appropriate
to the situation shall be informed as soon as possible by the staff member involved and/or
any staff member who witnesses such an incident. Written reports of the incident are to be
provided as soon as practically possible after an incident. (Appendix A) In the case of a
board workplace outside of a school, staff members will report to the immediate supervisor
of the staff members involved.

The principal or designate/immediate supervisor or designate will inform the respective
superintendent of schools as soon as possible after the initial crisis has passed.
Arrangements for the staff member(s) to have adequate and reasonable time, not to exceed
five (5) days, which is not to be deducted from the sick leave register or any other form of
leave provided contractually by the Board, to recuperate from the trauma of the incident as
necessary.

The principal or designate/immediate supervisor or designate will ensure that all persons
involved are safely and securely situated and will determine if any person is in need of
emergency first aid, medical attention or emotional or other assistance and ensure that
appropriate measures are taken immediately.

In most situations, the police will need to be involved. A list of reportable incidents that
must be reported to the police using a Violent Incidents Report Form is on page 18 of the
District School board Ontario North East Violence Prevention Policy. In circumstances
where the principal or designate/immediate supervisor or designate has chosen to not
involve the police, the affected staff member will be informed by the principal or
designate/immediate supervisor or designate of their right to involve the police.

A parent or guardian of any student under the age of 18 years must be notified of the
incident and the resulting investigation.

An emergency contact or family member of the staff members(s) involved may have to be
contacted depending on the severity of the situation.

The appropriate union / federation or association president or designate and the chair of the
respective Joint Health and Safety Committee are to be informed of the incident by the
principal or designate/immediate supervisor or designate as soon as possible.

The principal or designate/immediate supervisor or designate will forward an Ontario
School Boards Insurance Exchange Form and/or a Workers Safety Insurance Form and/or
a Violent Incident Report to the appropriate District School board Ontario North East
designates as necessitated by the severity of the incident.

Appropriate counseling will be found and offered to the staff member(s) involved.
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The principal or designate/immediate supervisor or designate will conduct an investigation
taking into consideration the requirements of the additional following policies or legislation
as appropriate to the incident and the need to not interfere with an ongoing police
investigation if that is the case.

District School Board Ontario North East Student Code of Conduct
District School Board Ontario North East Suspension Policy

District School Board Ontario North East Expulsion Policy

District School Board Ontario North East Harassment Policy

District School Board Ontario North East Physical Restraint Policy
District School Board Ontario North East Tragic Events Response Policy
District School Board Ontario North East Violence Prevention Policy
Occupational Health and Safety Act of Ontario.

Based on the findings of the investigation, which will be preserved and filed in a written or
electronic form along with required and submitted forms and reports and made available to
the appropriate superintendent of schools, union president or Chair of the Joint Health and
Safety Committee upon request, the principal or designate/immediate supervisor or
designate will determine the degree of intervention required and will determine appropriate
actions directed towards preventing a recurrence.

When the chair of the Joint Health and Safety Committee reports an incident to the Joint
Health and Safety Committee the actual names of those individuals involved are not to be
used.

Actions taken by the principal or designate/immediate supervisor or designate are to be
reported clearly in writing to the staff member involved, the appropriate union/federation or
association designate and to the appropriate superintendent of schools. Actions may
include but are not limited to the following.

1. Modification of Behavior Management Plan

N
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10
11

12.
13.
14.
15.
16.
17.
18.
19.
20.

Modification of Individual Safety Plan as required by the Physical Restraint Policy
Procedures.

Re-entry plan

Environmental modifications

Issuance of a no trespass order

Staff training

Modification of staffing allocation or assignment
Counseling for staff and/or student

Suspension
.Expulsion
.Modification of school attendance

Modification of Individual Education Plan
Initiate student contract

Alternate classroom or setting

Police or CAS involvement

Parent or guardian involvement

Verbal reprimand
Written reprimand

Employee suspension or termination
Restraining order
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21. Other interventions as deemed appropriate

Individuals should be encouraged to report concerns about unusual, mildly threatening or
unsafe behavior even though such behavior is not considered to be a direct threat or
immediately dangerous.

* Retaliation in any form from any party for the filing of good faith reports will not be tolerated.

* All involved in the process of reporting or investigating incidents should understand the
sensitivity of the information provided and/or alleged in reports provided as it pertains to the
individual@® reputation, rights to privacy and confidentiality.

* District School Board Ontario North East strongly supports the prosecution of assailants
and the provision of legal assistance to staff members who are victims of workplace
violence.

* District School Board Ontario North East will balance the safety and security of students
and staff against the need for confidentiality of information. Specific risks from possible
violent behavior, if known, will be shared directly with staff members involved.

* A workplace violence risk assessment will be conducted by the principal or
designate/immediate supervisor in each workplace within one year of the implementation of
these procedures and as required at least every five years thereafter. The risk assessment
will include:

previous workplace violence situations or experiences in that workplace

previous workplace violence situations or experiences in similar workplaces

workplace violence risks within the workplace environment

special event workplace violence risks

a survey of staff members at the workplace seeking workplace violence risks
comprehensive procedures to address workplace violence risks as identified

directives, suggestions and recommendations as developed by the Joint Health and Safety
Committee

NoabkrwhE

* Provision of adequate training for staff in workplace violence risks and prevention will be
provided as required.
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Appendix A Workplace Violence Report Form Template

The following guide is to be used as a template only. The information required is outlined for the
use of the report writer. The submission of a computer generated report in electronic form is
encouraged but not required.

Name of Staff Member

School/Workplace

Date(s) of Incident

Complete narrative description of the incident,, concern or situation.

Name(s) of all parties involved

Witnesses if applicable

Additional comments, concerns or expectations



