Policies and Procedures
Manual

Communi

Revision Sept 2021

ty Living St. Marys and Area
300 Elgin St. E, PO Box 1618
St. Marys, Ontario N4X 1B9
519-284-1400






Community Living St. Marys and Area

Policy and Procedures

Introduction

The Policy and Procedures Manual is intended to be a complete book of the current
policy decisions of the Board of Directors.

Policies are the Board’s statements of the decisions it has made regarding certain
guestions that have been raised. Generally, policies follow good practice. The spirit of
the policies should reflect the mission and principles of the Association. Policies should
be looked at as direction and parameters in which decisions are made. It would be
impossible to create a policy for every action that will be taken within the Association.
Attempts to do so, lead to lack of creativity, compassion and initiative. However, there
are questions that are asked again and again. In these instances, policies are created.
Policies are motions that are moved and seconded and noted in the Board of Directors
minutes.

Procedures are the how to’s. They describe how a particular policy is to be carried out.

Since both policies and procedures are decisions made from time to time by the Board
of Directors, they can be changed by the board. It is a good rule of thumb, that if a
policy is getting in the way of providing the level of support outlined in the mission and
principles, then it is time for review.

Please note:
e ‘Association’ refers to Community Living St. Marys and Area.
e On our website, additional information is located under Resources.
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Community Living St. Marys and Area

Policies
SECTION 1 VISION

V1 Vision, Mission Statement and Principles

Community Living St. Marys and Area is committed to working from a solid
vision, mission and principles; as well, adhering to the United Nations Universal
Declaration of Human Rights.

Our Vision: A community where everyone belongs.

Our Mission: To nurture the ability and willingness in our community to welcome
and support all people as valued and contributing citizens.

V2 Service Values

The Association provides services which are responsive to the person using or
requesting these services and to their family and friends. Supports and/or planning are
based on the person’s talents, needs, hopes and desires, choices and preferences as
expressed by the person themselves or through those closest to them and the principles
of service.

SECTION 2 BOARD OF DIRECTORS

BD 1 Board Member Orientation

When new members join the Board of Directors, it is often confusing and
overwhelming. In order to alleviate some of the initial uneasiness, an orientation to the
Association and all its activities is undertaken. On-going orientation is provided to all
board members through retreats and participation in conferences and training events.

BD 2 Involvement in Decision Making

The Association actively encourages and promotes the meaningful involvement
and participation of all those people using the services of the Association in the
decision-making bodies such as the Board of Directors and its Standing Committees.

The Association engages in organizational planning retreats to study and make
recommendations to the Board. The Board encourages the participation of people using
the services, family members, employees, Association members and community
members.

BD 3 Conflict of Interest

The Association wishes to conduct its business in a fair and open way that is not
seen to be unduly prejudiced by Board and committee members who may derive a
personal benefit from the decision being made.

BD 4 Attendance at Board Meetings
The Board of Directors meets regularly throughout the year. It is expected that
all directors will attend these meetings to ensure the proper functioning of the Board.



Absence of a director at three consecutive meetings without good regrets will result in
the termination of the directorship.

BD 5 Public Awareness

Any public awareness campaigns for the purpose of fundraising and public
education must adhere to the vision, mission and principles of the Association.

Any public/media communications about the Association are to be made by the
President, Executive Director or a person delegated by either. Refer to HR 1.

BD 6 Terms of Reference of Committees

The Board of Directors recognizes that it is important to define the scope of the
committees undertaking board business. As such, each committee either standing or ad
hoc will have terms of reference approved by the Board.

BD 7 Review of Bylaws and Letters Patent

The Bylaws of the Association are the rules for running the organization. The
Letters Patent are the legal guidelines of the corporation known as the Association.
Both of these documents are to be reviewed regularly to ensure that they reflect the
current operations of the Association.

BD 8 Review of Policies and Procedures

The policies of the Association are the board’s decisions of what needs to be
done to achieve the mission. The procedures are how the policies are to be carried out.
Both policies and procedures need to be reviewed regularly. The review should include
looking at changes to existing policies and procedures, additions and deletions.

BD 9 Delegation to the Executive Director

The Board of Directors has delegated the authority of the day-to-day operations
to the Executive Director of the Association. The Executive Director is expected to carry
out these duties in accordance with the Mission and Principles of the Association and to
comply with the policies and relevant government laws.

BD 10 Job Description of the Executive Director
The job description for the Executive Director is developed and updated by the
board when appropriate.

BD 11 Monitoring the Performance of the Executive Director

The Executive Director position carries with it a lot of responsibility. To support,
encourage, and recognize these efforts, the board will undertake to formally review the
performance of the Executive Director on a yearly basis. Such a review will look at the
achievement of goals set previously and identify future performance expectations, the
leadership shown, any training or professional development needed or requested and
continuation of employment.

BD 12 Fundraising

The Board of Directors and Executive Director are responsible for ensuring that
the financial needs of Community Living St. Marys and Area are met. They are also
responsible for ensuring that all fundraising activities fall within the ethical guidelines



established by the Association and adhere to and where possible promote the values,
vision, mission and principles of the Association.

BD 13 Investments

The Board of Directors is responsible for the security and preservation of
Community Living St. Marys and Area’s assets, capital, and reserves and will only
accept investment risks common to its peers.

BD 14 Succession and Continuity of Senior Leadership Team

To promote continuity and minimize risk from the loss of Executive Director
services and senior leadership, the Board of Directors has a succession and continuity
plan which will be implemented in the event of absence, resignation or termination of
the position.

BD 15Knowledge and Discovery Research

The Association understands and values the potential of research in furthering
our vision and mission. Refer to V1 — Principle 10.

The decision to engage in research shall be made by the Executive Director and
senior staff and the board will be kept informed.

The Association reserves the right to require adjustments in the research
activities and protocols proposed by the research project in order to ensure the research
activity does not compromise the vision, mission and principles of the Association and
does not interfere with the rights and preferences of any participant. We will ensure an
ethical standard academic review from a credible research body is completed prior to
engaging in a research partnership.

SECTION 3 ADMINISTRATION

A1l Accounting

As a corporation and a charity, the Association is required by law to have an
accounting system for its money and assets. It needs to follow generally accepted rules
for accounting and have the books audited each fiscal year.

A 2 Budgeting

Each year the Association is required to submit budgets to funding bodies for
continued monies. The Association has chosen to budget government funds on an
individual basis and then produce an overall budget to be sent to the respective
government agencies.

A 3 Purchasing
All purchases by or on behalf of the Association must be authorized by the
appropriate person and documented by invoice, receipt or voucher.

A 4 Payroll and Attendance

As a legal employer, the Association provides a mechanism to ensure the
accurate documentation and administration of payroll and attendance information for all
employees.



A5 Information and Records - Organization
Records of all business operations and activities of the Association will be
maintained in an organized, efficient manner.

A6 Information and Records - Services

The Association recognizes its responsibility to maintain personal files for each
person using services for twenty (20) years after the last entry, or seven (7) years after
the individual is no longer receiving supports and services.

These files must be stored in a safe, secure environment and comply with
applicable privacy legislation.

A 7 Privacy of Information
The Association is committed to keeping personal and personal health
information private and safe and is governed by several Acts:
e Health Protection and Promotion Act, R.S.0. 1990, c. H.7 (HPPA)
e Municipal Freedom of Information and Protection of Privacy Act, R.S.0. 1990, c.
M56 (MFIPPA)
e Personal Health Information Protection Act, S.0. 2004, c. 3, Sch. A (PHIPA)
e Other applicable provincial and municipal legislation

A 8 Credit Card Purchases

All credit card purchases by or on behalf of the Association must be authorized
by the appropriate person and documented by attaching the invoice, receipt or voucher
to the “Credit Card Purchase” form.

A 9 Technology and Office Equipment
The Association has a responsibility to ensure its technology and office
equipment are appropriate to meet current and future needs.

A 10 Inventory Control
The Executive Director will ensure that an annual inventory of the physical assets
of the Association is undertaken.

A 11 Disposal of Confidential Information

The Association will ensure that all confidential documentation is disposed of in a
manner compliant with the Privacy Act. The objective of the policy is to comply with law
regarding information security and privacy; help reduce the threat of a security incident
and protect the confidential information for all parties.

SECTION 4 HUMAN RESOURCES

HR 1 Code of Ethics

The Association has professional, legal and moral obligations to the people using
its services and their families. All volunteers and employees will conduct themselves in
accordance with a common Code of Ethics.



HR 2 Standards of Conduct

The Association has established “Standards of Conduct” related to our Code
of Ethics (HR1) that are intended to ensure that all employees and volunteers are aware
of and comply with the expectations of the Standards of Conduct and the possible
results of failing to meet these expectations.

HR 3 Job Descriptions

To assist each employee to understand the expectations of their job, the
Association has developed job descriptions for each position within the Association
structure.

For job descriptions of the volunteer sector, please consult the bylaws.

HR 4 Definitions of Employment Categories

The Association has developed various categories of employment to meet the
needs of those people who are using the services and to provide for the on-going
functioning of the Association.

HR 5 Hours of Work

Hours of work for each employee will be set out in the letter of employment. It is
expected that each employee will be available for work and will fulfil their obligations
unless reassigned or authorized. The Association also recognizes that the actual day to
day work time may vary depending upon the particular needs of the person receiving
support services. Employees will need to be flexible in planning each work day.

HR 6 Hiring
The Association endeavours to hire and maintain highly competent employees.
The process includes both documentation and interviews.

HR 7 Criminal Reference

The Association wants and needs to provide a safe and secure environment for
all people who use the services of the Association. It is important that the Association
can demonstrate to the people using the service that the Association has taken as many
precautions as it can. As a result, the Association requires that all successful candidates
for employment must provide a Police Vulnerable Sector Check.

HR 8 Criminal Reference for Volunteers

The Association wants and needs to provide a safe and secure environment for
all people who use the services of the Association. It is important that the Association
can demonstrate to the people using the service that the Association has taken as many
precautions as it can. As a result, the Association requires that volunteers, including
board members, who work directly for a person using the services must have a Police
Vulnerable Sector Check.

HR 9 Job Sharing

The Association recognizes that there may be occasions when two or more
employees may wish to job share one position. This arrangement will be considered if it
is in the best interests of the person using the services and the Association.



HR 10 Personnel Files and Records

The Association will maintain personnel files in a secure manner to ensure
confidentially. The files will contain information required by law and by the policy of the
Association.

HR 11 Probationary Period

All successful candidates will begin their employment with the Association with a
probationary period. This period gives the employee time to understand the job
expectations, receive any training, have a performance appraisal and determine
whether or not the job is suitable. The Association uses this period to provide an
orientation and training, conduct a performance appraisal and determine the employee’s
suitability.

HR 12 Seniority
The Association supports the concept of seniority for recognizing the contribution
of an employee and for determining specified rights and benefits.

HR 13 Orientation and Training

The Association recognizes that every employee has a personal responsibility for
professional growth and development. The Association would like to enhance all
employees and volunteers’ opportunities to gain information, skills and knowledge about
the duties required for their position.

HR 14 Performance Appraisal

To support, encourage and recognize the efforts of each employee, a regular,
formal performance appraisal is to be conducted at least annually. The appraisal will
assess job performance, identify future performance and training goals, accessibility
needs, determine eligibility for continuation of employment after the probationary period
and eligibility for a new position.

HR 15 Termination

The Association understands that circumstances for an employee may change or
that an employee may wish to seek employment elsewhere. There are some situations
that arise where continued employment is not feasible.

HR 16 Disciplinary Action

The Association expects that all employees and volunteers will maintain the
highest standard of performance possible and that supervisors will address all issues of
performance as they arise. Performance that fails to meet the standard will be
addressed in a progressive, positive manner which encourages and guides the
employee to better their performance through a process of mutual discussion and goal
setting.

HR 17 Problem Resolution

The Association encourages and promotes open communication between all
levels of the organization. Occasionally, there may be unresolved issues,
disagreements or disputes that need to be discussed and resolved quickly and
effectively for those involved.



HR 18 Reallocation of Hours

The Association expects that there will be changes in people’s life circumstances
and choices while the person is receiving support services. These changes may be
caused by funding availability, resources required and other personal factors. When
such changes occur, the Association will endeavour to implement any reductions or
increases in service, layoffs or displacements fairly and equitably.

HR 19 Salary and Wages

The Association recognizes the value of all employees. It endeavours to provide
a level of remuneration that is in keeping with the responsibilities and duties of each
position, reflects community standards in the Human Services field and is financially
sound.

HR 20 Vacation

Vacation is paid time off from work. The Association recognizes that all
employees need to have an opportunity to balance work and leisure to promote well-
being and health.

HR 21 Time Sheets
The Association will reimburse an employee for hours worked based on the
approved time sheet.

HR 22 Employee Benefits
The Association feels it is important to enhance the compensation package for
employees by including an employee benefit package.

HR 23 Statutory and Legislated Benefits
The Association will ensure that statutory benefits and payroll deductions will be
made in accordance with the relevant legislation and procedures.

HR 24 Out of Pocket Expenses
Employees or volunteers may incur personal expenses while performing
assigned duties on behalf of the Association. Recognizing the Association’s
responsibilities within the Ministry’s Transfer Payment Governance & Accountability
Framework, the Association will reimburse these expenses when proper documentation
and authorization are presented.

HR 25 Leaves of Absence

The Association recognizes that an employee may need to take leaves of
absence from time to time for various reasons. All leaves of absence, with or without
pay, must be approved by the employee’s supervisor, Executive Director or the Board of
Directors. The Association will adhere to the Employment Standards Act and other
relevant legislation.

HR 26 Communicable Diseases and Employment

Given that, in most cases, we are unaware of who is a carrier of an infectious
organism or disease, it is imperative that universal precautions are followed. The
Association recognizes and respects the rights of employees with regard to



communicable diseases that have been developed and defined under Federal and
Provincial legislation, and recognizes its obligation to provide a safe working
environment for its employees and people who receive services.

HR 27 Workplace Violence and Harassment

Every employee has the right to freedom from violence and harassment in the
work place by management employees, another employee, an employee of a
contracted service, a volunteer, a person using services or their family. Community
Living St. Marys and Area will not tolerate harassment, bullying or violence in the
workplace.

HR 28 Consultation Services

The Association is happy to share the skills, knowledge and expertise that its
staff have gained through their employment with the Association with other people,
organizations or groups. The Association encourages and supports such requests.

HR 29 Conflict of Interest

The Association wishes to conduct its business in a fair and open way that is not
seen to be unduly prejudiced by employees who may derive a personal benefit from the
decision being made.

HR 30 Personal Business on Work Time

Doing personal business on paid work time is not permitted. There is a cost to
the person using services and/or the Association when time is spent on personal
business rather than work related activities.

HR 31 Information Technology (Email, Social Media)

The Association requires that all staff and volunteers take the proper steps to
ensure all technological devices, electronic communications and accessed information
are used in a professional, ethical and lawful manner.

HR 32 Driver Abstract

When the Association provides transportation in employee or Association-owned
vehicles, safety is a major consideration. As a result, the Association requires that all
successful candidates for employment must provide a Driver Abstract.

HR 33 Alternative Dispute Resolution

The Association is committed to creating a culture where conflict can be
addressed in formal but binding ways through open and respectful dialogue for all
people who use our service and their personal networks, employees and volunteers.

To begin with, anyone with a dispute is encouraged to resolve the matter as
directly as possible with the parties involved and where appropriate, in accordance with
S 10 Service Compliments and Complaints.

The Association may provide access to confidential independent qualified
mediation services for the purpose of dispute resolution at the discretion of the
Executive Director or Board President.



HR 34 Drugs and Alcohol

The employees of Community Living St. Marys and Area are our most valuable
resource, and for that reason, their health and safety is of paramount concern.

Employees under the influence of drugs or alcohol on the job can pose serious
health and safety risks both to themselves, their fellow employees and the people we
support. To help ensure a safe and healthy workplace, the Association reserves the
right to prohibit certain items and substances from being brought on to, or present while
working.

Employees who fail to adhere to the these expectations or who engage in illegal
activities such as selling drugs and/or alcohol while on Association property or while
working will be subject to disciplinary action up to and including termination of
employment and referral to legal authorities.

HR 35 Telecommuting/Working from Home

There are times when remote work is a useful and necessary solution. It might be
on a short-term basis such as working from home during a snowstorm or for a longer
period such as during the COVID-19 pandemic. The Association encourages flexibility
in employee work arrangements where it is possible and practical to do so without
compromising the efficiency and effectiveness of operations.

Telecommuting is an employee privilege and not a guarantee or an entitlement.
All telecommuting arrangements require the approval of the employee’s supervisor and
may require a work plan and tracking of time. Due to the nature of work, telecommuting
cannot be implemented for all positions. Some areas will have greater flexibility to
facilitate telecommuting and as such, there will be variation across the Association in
ability to adopt this policy.

This policy will help determine what positions are eligible for telecommuting and
ensure consistent work practices are followed such that telecommuting employees
continue to provide a level of service equal to or better than that provided on-site.

SECTION 5 SERVICES

S1 Rights and Diversity of People Using Services
The Association and all employees and volunteers will honour and respect the
diversity and rights people have when using services of the Association.

S2 Types of Services
The Association provides planning services, support services and administration
services to people who have a developmental disability.

S 3 Assisting with Medical, Health and Well-Being
People using services of the Association may request support with their medical
health and well-being.

S 4 Person Directed Planning

The Association believes that person directed planning provides the foundation
for future action. Therefore, each person involved with the Association will be supported
to develop a personal plan, Life Plan and/or Support Plan.



S5 Delivery of Support Services
Support Services provided will be based on what is identified in the support plan.

S 6 Requesting Services
Community Living St. Marys and Area is committed to all people with a
developmental disability from within the agency catchment area.

S 7 Distribution of Existing Resources

Existing resources of the Association include human resources, donations and
fundraised monies, and government grants and subsidies. Decisions about the
distribution of existing resources will be made based on the best information at the time
and the availability of resources, and with the involvement of Developmental Services
Ontario.

S8 Monitoring of Services

People using planning, administrative and support services of the Association will
be supported to monitor these services. As well, the Association has an obligation to
regularly evaluate the services provided.

S 9 Discontinuing Services

If an adult or family/parent with a child under 18 years of age chooses to no
longer use our service, the Association will document information about their decision
through planning documents and or a voluntary exit interview. The Association may
offer assistance as needed if the person is transitioning to another situation. If a person
supported dies, the Association will assist with final arrangements as needed.

S 10 Service Compliments and Complaints

People using services, their families, volunteers, and the general public have a
mechanism to express their views of the services provided by the Association.

Positive comments about services are always welcomed by any employee or
board member. Complaints about Association services are also welcomed without fear
of reprisal. Positive comments and complaints will contribute to the agency’s continued
growth and development.

People who use services, their families, volunteers and the general public will be
told the process for making a complaint.

S 11 Preventing, Identifying and Reporting Abuse/Suspected Abuse

The people using the services trust that the Association will not wilfully harm
them physically, mentally, emotionally, or financially. The Association has a zero
tolerance to all forms of abuse.

The people using services, staff, volunteers and board members will receive
training/education on the prevention, identifying and reporting of abuse/suspected
abuse.

This policy will be reviewed annually by Board or designate and updated as
needed. All changes made during reviews will be implemented immediately and staff
and volunteers will be trained in any changes.



S 12 Reporting Incidents/Accidents/Injury

When a person using the support services of the Association is involved in an
incident, accident, is injured or dies, the Association will ensure that the appropriate
people are notified and that the proper documentation is completed.

S 13 Serious Occurrences

The Ministry of Community and Social Services has a policy and procedure for
the reporting of all “Serious Occurrences” that happen to a person using the services of
the Association. The Association follows the most recent procedure from the Ministry.
The procedure will also comply with regulation for maintaining the privacy and
confidentiality of personal information.

S 14 Assisting with Personal Finances

The Association nor their employees will assume legal or financial authority for
people using services.

People using services may request assistance with the management of their day
to day finances.

S 15 Use of Self-Employed Workers
The Association may approve and support people and families to use self-
employed workers to provide ongoing direct service.

S 16 Guidelines for the Use of Alternative Support

The Association recognizes the benefit of people using services to have the
choice to use alternative models of support such as Share Your Home, supportive
neighbours and supportive roommates. The Association will operate alternative
supports in accordance with all legislative requirements to provide a safe environment
that encourages natural relationships and broadens community connections and
participation. It is the role of the Association to monitor and evaluate the quality of
service provided in each situation.

Alternative support models can apply to full-time or part-time living situations or
even as a respite option for adults or children living in their family home. It may also
apply to providing permanent or temporary foster care to children and youth funded by
the Ministry of Children, Community and Social Services through the local Children’s
Aid Society.

S 17 Buildings and Vehicles

The Association has the responsibility to ensure that its physical assets, buildings
and vehicles, meet all the community and legal standards. The Association requires
that all vehicles that it provides are operated in a manner which promotes the safety and
well-being of all.

S 18 Use and Booking of Association Vehicles

The Association has vehicles to provide a cheaper transportation alternative for
people receiving support services and those employees or volunteers on Association
business. There is an established booking system to ensure vehicles are made
available in an orderly and fair manner.



S 19 Use of Personal Vehicle
When alternative means of transportation are not available, it may be necessary
for an employee or volunteer to use their own vehicle.

S 20 Providing Support with Controlled Acts
The Association will promote the safety and well-being of people using service
and employees around the administration of a controlled act.

S 21 Medication Orientation

An orientation to all medications and medication Policies and Procedures is
provided for new staff members or for staff members providing support in new and
different situations. The orientation must be successfully completed prior to the staff
person independently administering medication.

S 22 Medications; Administration and Self-Administration
Best practices will be employed by Community Living St. Marys and Area staff to
effectively support people with medication administration. Self-administration of
medications by people supported will be facilitated by ongoing assessment,
documentation and training of the person supported and of the employees assisting.
The Association must support employees in meeting their obligations through
orientation, monitoring and ongoing training.

S 23 Medical Incidents, Errors and Refusals

Medication incidents including errors, omissions, refusals and other situations
that don’t follow best practice will be documented and reviewed to ensure consistent
well-being of persons supported. Medication incidents may result in serious occurrence.

S 24 Medication Access, Storage and Transfer & Disposal

Prescribed medications are the personal property of people supported by the
Association. Where a support plan and agreement has established that the Association
bears responsibility for the management and administration of medications, then
practices regarding access, storage, transfer and disposal of medications are in place
and adhered to.

S 25 Emergency Medical Services
Community Living St. Marys and Area will assist the person supported by the
agency to acquire Emergency Medical Services in the event of a medical emergency.

S 26 Pets and Service Animals

Community Living St. Marys and Area supports the rights and responsibilities of
all persons receiving support regarding pets and service animals in and around their
home.

S 27 Supporting the Well-Being of the Person: Personal Property
Respect for all persons supported by the Association is demonstrated by respect
for the care, maintenance, and keeping an inventory of their personal property.



S 28 Supporting the Well-Being of the Person: Nutrition
The well-being of people supported includes assistance to practice healthy and
nutritious dietary habits according to the Canada Food Guide.

S 29 Right Approach and Behaviour Support Plans

People who use our services sometimes communicate in unique ways and it is
imperative for us to understand and respond in a respectful and effective manner. The
Association wants to maintain the safety of all people and promote the use of positive
intervention strategies that lead to more community participation and independence.
Least intrusive interventions will be used first. This includes the use of the Right
Approach and/or Behaviour Support Plans as required in Ontario Regulation 299/10
Quality Assurance Measures (QAM).

S 30 Report Writing
Employees of Community Living St. Marys and Area will ensure thorough report
writing while maintaining dignity and respect for all persons.

S 31 On Call Emergency Response

Community Living St. Marys and Area will have an on-call system in place to
ensure that staff and others can access assistance in case of an emergency outside of
regular working hours

SECTION 6 HEALTH AND SAFETY

HS 1 Health and Safety Committee

The health, safety and well-being of all people who use our service, employees,
and volunteers are of primary concern to the Association. Promoting a safe working
environment and the optimal health and well-being of all individuals is the responsibility
of all people who use our service, employees and volunteers.

HS 2 Providing Personal Supports

The Association will promote and maintain safety practices while providing
personal supports to ensure the health, safety, and well-being of people using our
service and employees.

HS 3 Transferring, Lifting and Equipment
The Association will promote the safe use of transferring and lifting techniques
and all relevant equipment.

HS 4 Accidents, Injuries and Emergencies

It is the intent of the Association to reduce accidents and injuries to the greatest
extent possible by the use of every reasonable precaution and by safety practices that
promote the optimal health and well-being of people using our services, employees and
volunteers.



HS 5 Fire Safety

Fire safety is considered to be everyone’s duty. All employees, volunteers and
people who use our service must be aware of potential fire hazards and do all they can
to eliminate or minimize these situations.

HS 6 Dangerous Weapons and Firearms

The Association will not permit any individual to have in their possession any
dangerous weapon and/or firearm while conducting any Association related business.
Possession includes having the weapon or firearm on person, on Association property,
or any vehicle being used for Association business.

HS 7 Emergency Preparedness Plan

The Association will have an emergency preparedness plan that will outline
actions required in the event of a fire, major accident, catastrophe or any other
occurrence of a serious nature, including a person using services becoming lost. The
disaster plan will include a Continuity of Operation plan in the event of service
disruption. The Association has a separate Pandemic Plan to deal with preparing for
and managing a pandemic crisis.

HS 8 Pandemic Plan

In the event of a pandemic, the Association will take the necessary measures to
establish safeguards for people supported and employees based on information and
direction provided by appropriate Health and other officials.

HS 9 Severe Weather

All employees, volunteers and people who use our services must be aware that
severe weather conditions sometimes happen in our geographical area. In such
conditions, traveling to and from work can become hazardous for employees who do not
reside near the workplace. The Association recognizes the threat to health and safety
posed by severe weather conditions and will reasonably consider any requests for
adjustment to the work schedule so long as the support services can be maintained.
Accordingly, some work shifts may have to be lengthened or shortened during such
severe weather conditions to compensate for employee shortages.

HS 10 Work Refusal Protocol
The Association will adhere to the work refusal process outlined below, in
accordance with the provisions of the Ontario Occupational Health and Safety Act.

A worker may refuse to work or do particular work where they have reason to believe
that:
a. Any machine, equipment or tool that the worker is using or is told to use is likely to
endanger themselves or another worker [section 43(3)(a)].
b. The physical condition of the workplace or workstation is likely to endanger the
worker [section 43(3)(b)].
c. Any machine, equipment or tool that the worker is using, or the physical condition
of the workplace, contravenes the Act or regulations and is likely to endanger
themselves or another worker [section 43(3)(c)].



Certain workers who have a responsibility to protect public safety cannot refuse unsafe
work if the danger in question is a normal part of the job or is the refusal would
endanger the life, health or safety of another person [section 43(2)]. In every situation,
Association employees are working with vulnerable people and therefore the
employee must ensure their own physical safety and that of the person they are
supporting until the situation has resolved or additional assistance has arrived.

HS 11 Building and Equipment Maintenance

The safety and well-being of persons supported will be ensured by inspection
and routine maintenance of all buildings and equipment on premises owned or operated
by Community Living St. Marys and Area.

HS 12 Water Safety
All people supported by Community Living St. Marys and Area who experience
water safety issues including seizure activity will be reviewed annually to determine the
amount and type of support required during bathing/swimming, while respecting their
right to privacy.

HS 13 Water Temperature
Community Living St. Marys and Area will ensure safe and healthy environments

for the people we support with respect to safe and healthy water temperature. This will
be done by:

a. Systematic instruction.

b. Mechanical tempering valve regulators.

C. Routine testing and documentation.

d. Providing close personal support.

HS 14 COVID-19 Vaccination Policy for Employees and Alternative Supports

The Association is dedicated to ensuring the health and safety of all people
supported and their families as well as employees, providers of alternative supports,
volunteers and students. To assist in providing a safe work environment for not only its
employees, volunteers and students but also the vulnerable population served and
providers of alternative supports, CLSMA has created this policy.

HS 15 COVID-19 Rapid Antigen Testing

Community Living St. Marys and Area is dedicated to preventing and reducing
the spread of infection related to COVID-19 among people supported, employees,
alternative supports, students, volunteers and visitors. Surveillance swabbing rapid
antigen testing, as a part of an enhanced COVID-19 screening process, is an important
infection prevention and control measure and aids in protecting the health and safety of
employees and persons supported from exposure to and transmission of COVID-19.






Community Living St. Marys and Area

Section: Vision Policy # V 1

Policy: Vision, Mission Statement and Principles

Approved by the Board of Directors: Nov 24, 2014 - :
Ministry requirement

Community Living St. Marys and Area is committed to working from a solid vision,
mission and principles; as well, adhering to the United Nations Universal Declaration of
Human Rights.

Our Vision: A community where everyone belongs.

Our Mission: To nurture the ability and willingness in our community to welcome and
support all people as valued and contributing citizens.

Procedures
We recognize that it takes action to achieve our mission. Our principles are:

Principle # 1

We believe everything starts with the person.

We will help people plan for their good life

All supports are tailor made together with the person and their family

All budgets are individualized

We will advocate for the Ontario government to individualize funding for disability
supports

Principle # 2
We believe we are accountable to the person first while honouring relationships in the
person’s life.
e We will support the individual’s right to call on family and friends for support and
advocacy throughout his or her life
e We will support families to be active decision-makers in the lives of their children
and youth

Principle # 3
We believe that a range of relationships are valuable and important to everyone.
e We will support people to explore and develop those relationships through
intentional and natural opportunities



Principle # 4

We believe everybody has the right to self-determination.
e We will support people to be full citizens of their community
e We will support people to direct and monitor their services and budget
e We will support People First

Principle #5
We believe that inclusive communities are created and strengthened by recognizing and
acting on the belief that each person has unique gifts that are necessary contributions.

e We will help people discover their gifts, abilities, and skills

e We will help people use/share/contribute their gifts

Principle # 6
We believe in our commitment to people with developmental disabilities from St. Marys
and area.
e We will walk with people through their journey
e We will find ways to support people currently not supported
e We will have a clear, transparent, equitable process for how decisions are made
regarding who receives what service (including the allocation of funds, existing
and new, human resources and assignments)

Principle # 7

We believe that being involved in your community leads to full citizenship.
e We will create inclusive supports
e We will not create or operate segregated and congregated supports

Principle # 8
We believe we have a role in grassroots community development.
e We will support people who use our service, families, Board members and staff
at every level to lead and take part in community initiatives
e We will support self-advocacy
e We will support family advocacy

Principle # 9
We believe it's important to plan for future needs of people living in our community.
e We see our role as an agent of change in the areas of education, seniors,
transportation, housing, recreation, and employment
e We will advocate for individual and system change to help people get supports
they need

Principle # 10
We believe in an organizational culture that encourages learning, risking, evolving and
innovating.
e We will learn together by continuing to question ourselves and each other
e We will stay connected to movements within human services including
citizenship, human rights, advocacy and best practices



e We will share information and stories — team-to-team, general staff, newsletter
and newspaper

Principle # 11
We believe in the honourable role that staff play in people’s lives.
e We will recognize and appreciate staff, encourage leadership and mentoring
opportunities, invest in training, and advocate for good wages, benefits and
employment opportunities

Principle # 12
We believe in planning that is separate and local and also, we believe there is a role for
independent, unencumbered planning in Ontario’s developmental service system.

e We will explore issues of further separating planning from services

e We will continue to act as a provincial resource while balancing local needs

Principle # 13
We believe that our organization is healthier when there is an active quality assurance
process in place in every area of the organization.
e We will regularly ask people who use our service and their families about the
quality of services they receive



Community Living St. Marys and Area

Section: Vision Policy # V 2
Policy: Services Values

Approved by the Board of Directors: May 28, 2012

The Association provides services which are responsive to the person using or
requesting these services and to their family and friends. Supports and/or planning are
based on the person’s talents, needs, hopes and desires, choices and preferences as
expressed by the person themselves or through those closest to them and the principles
of service.

Provision of Service is based on:

1. Individualization
All support and planning and facilitation services provided by the Association are
individual and reflect what the person, their family and friends have said are needed.

2. Choice and Empowerment

Each person receiving support and their family and friends provide the major input to
planning and decision making regarding the support required from the Association. In
making these choices, the person and their group accept the obligations and
responsibilities inherent in the decisions made.

3. Flexible, Portable Resources

The Association has limited resources in terms of human resources and funding.
These resources are allocated based on individual needs and circumstances in a fair
and equitable manner.

The Association has a system of individual budgets. Disbursement of these funds is
directed by the person and their family and friends and/or the Association. All or part of
the funds identified for a person’s support may also be moved to another service
provider with the assistance of the Association and in consultation with the Ministry.

Procedure

1. Any services provided will be based on the plan developed by the person; and be
consistent with the Association’s vision, mission, and principles and meet any relevant
regulations.

2. If the resources allocated to a person are insufficient, it is the responsibility of the
person and their family and friends to actively seek and/or provide the additional
resources. The Association will provide support to do this as requested.

3. If a person chooses services which fall outside the vision, mission and principles of



service, the Association will assist the person to acquire these services from another
service provider.






Board of Directors

The Board of Directors of the Association is an elected body that acts on behalf of the
membership to carry out the activities of the organization. It is mandated by the
Corporations Act of Ontario through the Letters Patent. The board is responsible for the
management of the whole Association. It is accountable to the membership for all of its
decisions.

The board is the body within the organization that is liable for all actions taken on its
behalf by employees and volunteers. Given this level of responsibility, the board creates
policies to be followed when making decisions.

The membership gives the board a mission and principles to act as guidelines when
making decisions. It is the board’s responsibility to ensure that the policies adhere to
these parameters.

In order to accomplish this undertaking the board has developed ways of organizing its
activities. These include committees which recommend policy to the board and
employees to carry out the policies of the board through procedures.

The Board’s functioning is outlined in the Bylaws of the organization. These need to be
consulted for the election procedures, terms of office, officers, job description of officers,
committees, fiscal year and removal of officers or board members.

BD 1 Board Member Orientation

BD 2 Involvement in Decision Making

BD 3 Conflict of Interest

BD 4 Attendance at Board Meetings

BD 5 Public Awareness

BD 6 Terms of Reference of Committees

BD 7 Review of Bylaws and Letters Patent

BD 8 Review of Policies and Procedures

BD 9 Delegation to the Executive Director

BD 10 Job Description of the Executive Director

BD 11 Monitoring the Performance of the Executive Director
BD 12 Fundraising

BD 13 Investments

BD 14 Succession and Continuity of Senior Leadership Team
BD 15 Knowledge and Discovery Research



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 1
Policy: Board Member Orientation
Approved by the Board of Directors: May 28, 2012 Ministry requirement

Jan 22, 2018
Revised: January 2018

When new members join the Board of Directors, it is often confusing and over-
whelming. In order to alleviate some of the initial uneasiness, an orientation to the
Association and all its activities is undertaken. On-going orientation is provided to all
board members through retreats and participation in conferences and training events.

Procedure

1. When first elected to the board, each new member will receive an orientation to:
a. Vision, Mission statement and Principles.
b. Rights of people using our services.
c. Abuse prevention, identification and reporting.
d. Privacy and confidentiality.
e. Role and responsibility as a board member.
f. Policy and procedure regarding ethical governance practices.

2. Each new member will be given the opportunity to discuss the information with the
President or their representative.

3. New members will be invited to participate in the regular new employee orientations.

4. All Board members are encouraged to participate in board retreats, Association
retreats, conferences and training events that are relevant to their position within the
organization.

5. A record of the date of orientation for each Board member will be signed off and kept
in their file.

6. The Board will do a yearly review of the Association’s policies on abuse prevention,
identification and reporting.

7. The Board will assess its performance as a group and individually on a bi-annual
basis to ensure it is functioning effectively and carrying out responsibilities and duties
and making improvements when identified as being needed.



8. When a board member voluntarily leaves their position, the nomination committee will
present names at the next Annual General meeting and will also call for nominations
from the floor. The Board will seek diversity and balance in welcoming new members.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 2
Policy: Involvement in Decision Making

Approved by the Board of Directors: July 6, 2006
Revised: August 2013

The Association actively encourages and promotes the meaningful involvement and
participation of all those people using the services of the Association in the decision-
making bodies such as the Board of Directors and its Standing Committees.

The Association engages in organizational planning retreats to study and make
recommendations to the Board. The Board encourages the participation of people using
the services, family members, employees, Association members and community
members.

Procedure

1. The Board of Directors will ensure that the people using the services and their
families receive information on the benefits of becoming a member of the Association.

2. The Board will make sure that people using the services are invited to sit as members
of Standing or Ad Hoc Committees and Task Forces.

3. People who are using the services of the Association will be invited to stand for
nomination to the Board of Directors.

4. New Board or Committee members will be provided the necessary supports to
meaningfully participate in the meetings and processes.

5. Support to participate effectively may be provided by technology, a relative, friend or
advocate. Employees of the Association may not provide support at the Board level.

6. The Board of Directors will ensure an organizational planning retreat with external
facilitation that will be held at minimum every five years.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 3
Policy: Conflict of Interest

Approved by the Board of Directors: July 6, 2006 Ministry requirement
Revised: June 2015, August 2016

The Association wishes to conduct its business in a fair and open way that is not seen
to be unduly prejudiced by Board and committee members who may derive a personal
benefit from the decision being made.

Procedure
1. Definition of Conflict of Interest

A conflict of interest occurs when:

a. A board member has a private or personal interest sufficient to appear to
influence a decision made in their official capacity.

b. A board member has a direct or indirect financial interest in a contract or a
proposed contract with the Association.

c. A spouse, child, blood relative or family member of the board member has
control of the contracting firm or has influence over the firm.

d. A board member has control or influence over the contracting firm.

2. Declaration of the Conflict of Interest

The board member upon realizing that a conflict of interest exists must:

a. Inform the Executive Director as soon as possible.

b. If attending a meeting (staff, board, committee or any Association meeting)
when the conflict becomes apparent, the board member must disclose the
conflict at the beginning of the meeting.

c. Once conflict is disclosed, the board member will not take part in any discussion
or consideration of the situation.

3. If the board member is absent from the meeting or becomes aware of the conflict of
interest following the meeting, they will inform the Executive Director and/or comply with
the declaration of the conflict at the next meeting attended.

4. If the board member fails to declare their conflict of interest, appropriate action will
occur in accordance with CLSMA bylaws.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 4
Policy: Attendance at Board Meetings

Approved by the Board of Directors: July 6, 2006

The Board of Directors meets regularly throughout the year. It is expected that all
directors will attend these meetings to ensure the proper functioning of the board.
Absence of a director at three consecutive meetings without good regrets will result in
the termination of the directorship.

Procedure

1. If a board member fails to attend three consecutive board meetings, the President will
contact the board member to obtain an explanation for the absence.

2. The President will bring the findings to the next board meeting for consideration.

3. If it is deemed by the board that there is not just cause for the absence, the board will
terminate the director’s term of office.

4. The President will send a written notice of the termination to the director.

5. The board may appoint from eligible members a person to complete the term.



Community Living St. Marys and Area

Section: Board Policy # BD 5
Policy: Public Awareness

Approved by the Board of Directors: July 6, 2006
Revised: August 2016

Any public awareness campaigns for the purpose of fundraising and public education
must adhere to the vision, mission and principles of the Association.

Any public/media communications about the Association are to be made by the
President, Executive Director or a person delegated by either. Refer to Policy HR 1.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 6
Policy: Terms of Reference of Committees

Approved by the Board of Directors: July 6, 2006

The Board of Directors recognizes that it is important to define the scope of the
committees undertaking board business. As such, each committee either standing or ad
hoc will have terms of reference approved by the board.

Procedure

1. At the beginning of each year, the standing committees will review and submit their
terms of reference to the board for approval.

2. When striking an ad hoc committee, the board will determine the terms of reference
for the committee.

3. The terms of reference will include the following:
e Name of committee
e Composition of the Committee
e Mandate
e Quorum required
¢ Objectives
¢ Responsibilities
¢ Resources of the Committee
e Time frame of Operation/ yearly action plan

4. All terms of reference are to reflect the Mission and Principles of the Association.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 7
Policy: Review of Bylaws and Letters Patent
Approved by the Board of Directors: July 6, 2006

Jan 22, 2018
Revised: January 2018

The Bylaws of the Association are the rules for running the organization. The Letters
Patent are the legal guidelines of the corporation known as the Association. Both of

these documents are to be reviewed regularly to ensure that they reflect the current

operations of the Association.

Procedure

1. The Board of Directors will establish an ad hoc committee to review the Bylaws and
Letters Patent of the Association at least every five years.

2. This committee will invite suggestions from members for changes, deletions and
additions to both the Bylaws and Letters Patent.

3. The committee will make recommendations to the board.
4. Any changes to the Letters Patent or the Bylaws need to be approved by the

membership at either the Annual General Meeting or at a meeting called to discuss the
Bylaws and Letters Patent.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 8
Policy: Review of Policies and Procedures

Approved by the Board of Directors: May 28, 2012 Ministry requirement

The policies of the Association are the board’s decisions of what needs to be done to
achieve the mission. The procedures are how the policies are to be carried out. Both
policies and procedures need to be reviewed regularly. The review should include
looking at changes to existing policies and procedures, additions and deletions.

Procedure

1. The Board of Directors will do an annual review and update as needed the policies on
vision, mission statement, principles and Rights of Persons Using Services.

2. The Board of Directors will establish an ad hoc committee to review all other policies
and procedures at least every two years. This may be the same committee charged with
looking at the Bylaws and Letters Patent.

3. This committee will invite suggestions from members, employees, people using the
services and their families for changes, deletions and additions.

4. The committee will make recommendations to the board.

5. Any changes to the policies need to be approved by the board. These changes are to
be circulated to all employees, filed in the master Policy and Procedure Manual and
added to the appropriate handbooks.

6. Any changes to the procedures are approved by the Executive Director who will
inform the board. These changes are circulated to all employees, filed in the master
Policy and Procedure Manual and added to the appropriate Handbooks.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 9
Policy: Delegation to the Executive Director

Approved by the Board: July 6, 2006

The Board of Directors has delegated the authority of the day-to-day operations to the
Executive Director of the Association. The Executive Director is expected to carry out
these duties in accordance with the Mission and Principles of the Association and to
comply with the policies and relevant government laws.

Procedure

1. The Executive Director takes direction from the Board of Directors and reports back
on the activities undertaken.

2. The Executive Director acts as an advisor to the board and ensures that the board is
informed of all relevant information needed to make decisions.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 10
Policy: Job Description of the Executive Director
Approved by the Board of Directors: July 6, 2006

Jan 22, 2018
Revised: January 2018

The job description for the Executive Director is developed and updated by the board
when appropriate.

Procedure

1. The board will review the job description at least every five years to ensure it reflects
the activities required.

2. The board will review the compensation package for the Executive Director as
deemed necessary.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 11
Policy: Monitoring the Performance of the Executive Director
Approved by the Board of Directors: July 6, 2006

Jan 22, 2018
Revised: January 2018

The Executive Director position carries with it a lot of responsibility. To support,
encourage, and recognize these efforts, the board will undertake to formally review the
performance of the Executive Director on a yearly basis. Such a review will look at the
achievement of goals set previously and identify future performance expectations, the
leadership shown, any training or professional development needed or requested and
continuation of employment.

Procedure

1. When first hired there will be an informal review at three months. This will be
conducted by the representative(s) appointed by the board. A formal review will be
conducted at six months and at least every 2 years thereafter.

2. The format of the review is determined by the Board of Directors. They will seek input
about the performance of the Executive Director from the Executive Director, board
members, employees, people using the service including their family and friends and
appropriate community organizations.

3. The results of the review will be in written form and will be attached to the Executive
Director’s personnel file with a copy in the board’s private file.

4. Both the board president’s and the Executive Director’s signature on the form will
indicate agreement with the written review.

5. The Executive Director is free to request a review at any time.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 12
Policy: Fundraising

Approved by the Board of Directors: Sept 28, 2015

The Board of Directors and Executive Director are responsible for ensuring that the
financial needs of Community Living St. Marys and Area are met. They are also
responsible for ensuring that all fundraising activities fall within the ethical guidelines
established by the Association and adhere to and where possible promote the values,
vision, mission and principles of the Association.

Procedure

1. The fundraising needs and goals of the Association shall be determined each year by
the Board of Directors.

2. All fundraising activities suggested for the Association require the approval of the
Board of Directors.

3. Fundraising support services must be approved by the Executive Director.

4. Employees may volunteer as a member of a fundraising committee and follow all
guidelines set in place by the committee.

5. The Executive Director or their delegate shall secure and complete all the required
licenses and permits for each fundraising event.

6. The Executive Director, the Finance Manager or their delegate will determine what
new accounts will be required to satisfy the security and fiduciary needs of each new
fundraising activity and will also be responsible for reconciling and closing the accounts
once the fundraising event is ended.

7. Central Administration will issue tax receipts to all donors within twenty working days
following the reconciliation of an event's revenue and expense accounts.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 13
Policy: Investments

Approved by the Board of Directors: Sept 28, 2015

The Board of Directors is responsible for the security and preservation of Community
Living St. Marys and Area’s assets, capital, and reserves and will only accept
investment risks common to its peers.

Procedure

1. The Executive Director and Finance Manager will invest all excess cash. Investments
will be limited to low to medium risk instruments. Investments in excess of fifty thousand
dollars will require the pre-approval of the Board of Directors.

2. All purchases and sales (excluding maturities) must be approved by an officer of the
Board signing authority and the Executive Director.

3. At least once a year, Board Treasurer and/or designate and the Executive Director
will meet with the Association’s Investment Consultant who shall provide a detailed
investment summary. At the minimum the report should include the type of investment
held, the cost and the market value of the investment, the stated rate of return if
applicable, the maturity date and any activity since the previous report. The summary
will be presented to the Board of Directors at the next meeting.

4. This policy is intended to provide limits within which the investment portfolio will
operate. If a specific situation arises, where it appears advantageous to go beyond
these set limits, then the written approval of the Board of Directors must be obtained
prior to the investment taking place.

5. It will be the Executive Director’s responsibility to ensure that the investments in the
portfolio adhere to all governing bodies overseeing non-profit charitable organizations.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 14
Policy: Succession and Continuity of Senior Leadership Team

Approved by the Board of Directors: August 3, 2016
Revised: August 21, 2017

To promote continuity and minimize risk from the loss of Executive Director services
and senior leadership, the Board of Directors has a succession and continuity plan
which will be implemented in the event of absence, resignation or termination of the
position.

Procedure
For Executive Director:

1. The Executive Director will maintain a task analysis of critical duties and ensure
senior staff are cross trained in these functions.

2. In a planned absence, the Executive Director will appoint one or more Directors to
assume duties and notify the Board.

3. In a resignation or termination, the Board President will call a special meeting of the
executive for the purpose of establishing a transition team that can appoint an Acting
Executive Director and begin a recruitment process.

4. The transition team will work closely with the outgoing Executive Director (if
appropriate) to ensure a smooth transfer, addressing concerns and priorities for the new
Executive Director and conducting an exit interview.

5. The outgoing Executive Director and/or Acting Executive Director will develop a
report on the agency priorities that require the attention of the new Executive Director.
This report will be given to the Board President and transition team.

6. The transition team will develop an orientation plan for the new Executive Director,
including, but no limited to; a letter of welcome, introductory meeting between the Board
and the new Executive Director, staff meetings, letter to the stakeholders of the
organization, media announcement, review of agency policies and procedures and
review of performance priorities.

For Senior Leadership Team:

1. The Senior Leadership team will maintain task analysis for critical duties and ensure
there is cross training for priority areas.



2. In a planned absence, the Executive Director will arrange for someone to fill in
temporarily or reassign duties as appropriate.

3. In a resignation or termination, the Executive Director will begin the recruitment
process and reassign duties for the interim as appropriate.



Community Living St. Marys and Area

Section: Board of Directors Policy # BD 15
Policy: Knowledge and Discovery Research
Approved by the Board of Directors: Aug 3, 2016

Jan 22, 2018
Revised: Jan 2018

The Association understands and values the potential of research in furthering our
vision and mission. Refer to V1 — Principle 10.

The decision to engage in research shall be made by the Executive Director and senior
staff and the board will be kept informed.

The Association reserves the right to require adjustments in the research activities and
protocols proposed by the research project in order to ensure the research activity does
not compromise the vision, mission and principles of the Association and does not
interfere with the rights and preferences of any participant. We will ensure that a
standard academic ethical review from a credible research body is completed prior to
engaging in a research partnership.

Procedure

1. A lead person will be identified who will provide the communication link between the
researchers and the Association. The lead will also monitor progress, troubleshoot any
challenges that may arise and share information on results internally:

a. The lead will keep close attention that the research or knowledge discovery follows
privacy and confidentiality policy and will monitor ongoing progress and ethical
conduct of researchers.

b. All research or knowledge discovery will be voluntary, with signed consent and the
person supported or other stakeholder will be provided with information on their
right to withdraw.

c. Participants will be fully informed of the purpose and intent of research or
knowledge discovery.

2. The Executive Director will ensure the board will be kept informed.



Administration

The administration of the Association is delegated by the Board of Directors to the
Executive Director. The Executive Director is responsible for the day-to-day running of
the organization. This includes overseeing both the human and financial resources of
the Association.

The administration needs to act in a way that is consistent with the vision, mission and
principles of the organization. The administration is the public face by which the
organization is judged, whether it be the person who answers the phone, Executive
Director speaking to the media or a director attending a meeting.

The Administration oversees the accounting for all money matters of the Association. It
makes sure that the Association has an accounting system in place that meets the
needs of the Association, fulfills any requirements of reporting to funding bodies and
complies with the Association’s responsibilities as a corporation.

The Board of Directors is responsible for the financial management of the Association,
so the board must ensure that monies are used in accordance with the vision, mission
and principles of the organization.

The financial practices are audited yearly and the annual audited statements are open
for public view. So it must, as well, reflect the vision, mission and principles of the
organization.

A 1 Accounting

A 2 Budgeting

A 3 Purchasing

A 4 Payroll and Attendance

A 5 Information and Records - Organization
A 6 Information and Records - Services
A 7 Privacy of Information

A 8 Credit Card Purchases

A 9 Technology and Office Equipment
A 10 Inventory Control

A 11 Disposal of Confidential Information



Community Living St. Marys and Area

Section: Administration Policy # A 1
Policy: Accounting

Approved by the Board of Directors: July 6, 2006 Ministry requirement
Revised: July 2016

As a corporation and a charity, the Association is required by law to have an accounting
system for its money and assets. It needs to follow generally accepted rules for
accounting and have the books audited each fiscal year.

Procedure

1. In the chart of accounts, each number includes the account, department and
identification designations.

2. Assets are listed yearly taking into account actual cost, depreciation, insurance
coverage and petty cash system.

3. Incoming monies from sales or services, rents, operating grants, donations are
tracked by invoices, receipts and notification slips.

4. Deposits are to be made if the total receipts on hand exceed $500.00.
5. Invoices and bills to be paid are authorized for payment. Cheques are signed by two
of the four signing officers. Cheque and EFT registers are provided at time of signing.

EFTs are authorized before posting.

6. A general ledger and bank reconciliation is done weekly with all corresponding
reports.

7. An external audit is done annually by a company approved by the membership at the
previous Annual General Meeting.



Community Living St. Marys and Area

Section: Administration Policy # A 2
Policy: Budgeting

Approved by the Board of Directors: May 28, 2012 Ministry requirement

Each year the Association is required to submit budgets to funding bodies for continued
monies. The Association has chosen to budget government funds on an individual basis
and then produce an overall budget to be sent to the respective government agencies.

Procedure

1. Support Services prepares support requirement information for each person using the
services based on the request outlined in their plan.

2. The individual support requirements information is forwarded to Central
Administration for input into budget format.

3. Individual budgets are reviewed throughout the year by Support Services along with
the person using the service and, if they choose, their family and friends.

4. Central Administration will prepare the central administration budget taking into
account the previous year’s expenses and projected costs.

5. Central Administration will consolidate the individual budgets and the Central
Administration budget for submission to the Ministry of Community and Social Services
using the forms provided.

6. The Executive Director will review all budgets prior to presentation to the Board of
Directors. Once approved, the budgets will be submitted to the appropriate funders.



Community Living St. Marys and Area

Section: Administration Policy # A 3
Policy: Purchasing

Approved by the Board of Directors: July 6, 2006
Revised: July 2016

All purchases by or on behalf of the Association must be authorized by the appropriate
person and documented by invoice, receipt or voucher.

Procedure

1. Purchases under $1,000.00 will be authorized by the appropriate director or team
leader.

2. Purchases of more than $1,000.00 and less than $10,000.00 will be authorized by the
director and endorsed by the Executive Director.

3. For purchases of more than $10,000.00, a proposal for the expenditure will be
presented to the Board for approval prior to purchase. Each proposal will include three
quotes.

4. A petty cash system is maintained by each department for purchases under $100.00.
The director or delegate responsible for the petty cash will ensure that each expenditure
is receipted and a voucher is completed. To replenish petty cash, a summary of all
vouchers with receipts attached is to be forwarded to Central Administration for
processing.



Community Living St. Marys and Area

Section: Administration Policy # A 4
Policy: Payroll and Attendance

Approved by the Board of Directors: July 6, 2006
Revised: July 2016, Aug 2019

As a legal employer, the Association provides a mechanism to ensure the accurate
documentation and administration of payroll and attendance information for all
employees.

Procedure

Payroll

1. All employees are paid bi-weekly by direct deposit.

2. The pay period begins on Saturday and ends the second Friday following.

3. Each employee will submit a time sheet stating the payable hours worked, vacation,
sick, bereavement, employee’s name, person using the services. Times sheets will be
signed by the employee and their supervisor(s), and may also be signed by the person

using the service and/or their family member.

4. Any changes to rate of pay, personal information or special requests are to be
forwarded to Central Administration by the employee’s supervisor.

5. Those employees who receive a salary will complete times sheets when taking
vacation time, sick days or any leave of absence unless otherwise directed by their
supervisor.

6. Information from time sheets will be entered into the transmit payroll software by
Central Administration.

7. Records of the direct deposit are emailed to employees on payday.
Attendance

1. Attendance records are kept to conform to Revenue Canada requirements, to
establish eligibility for benefits and seniority.



Community Living St. Marys and Area

Section: Administration Policy # A5

Policy: Information and Records - Organization

Approved by the Board of Directors: July 6, 2006 Ministry requirement
Revised: August 2013, Aug 2019

Records of all business operations and activities of the Association will be maintained in
an organized, efficient manner.

Procedure

1. Personnel

a.

f.

Personnel files for each employee will be maintained in the Central Administration
office and the Association’s secure web-based database; and will contain
information required for Human Resources and payroll purposes such as:

e Personal data

e Initial employment information

e Employment history

e Termination of employment information

. Employee medical/health information will be maintained by the Privacy Officer in

the Central Administration office in a separate and secure cabinet.

. Files of former employees will be retained intact for five years. All records will be

maintained according to government requirements.

. Personnel files are considered to be the property of the Association and will be

maintained with due regard to confidentiality. Direct access for administrative
purposes will be limited to:

e Executive Director

e Central Administration personnel

¢ President of the Association

¢ Designated Privacy Officer

e Directors

. Employees have the right to view their personnel file following the outlined

process. Information in a personnel file may be accessed only in the presence of
one of the four people listed in d) above by:

¢ The specific employee, with prior written authorization from an immediate

supervisor.

e The relevant director.

e The Executive Director.

Any record or document concerning performance or discipline will be included in
the employee’s personnel file, only after the employee has been given the
opportunity to read it and sign it.



g. Information may not be added or deleted to a file without the knowledge of one of
the four people listed in d), above.
h. A personnel file may not be taken from the Administration Office, except in an

emergency endangering the files.
2. Applications for employment will be retained in a file for a period of six months.

3. Employee information will only be released with the employee’s written and signed
permission.

4. Following the required retention period of five years, all personnel documents will be
shredded.

5. Following the required retention period of seven years, all financial documents will be
shredded.



Community Living St. Marys and Area

Section: Administration Policy # A 6
Policy: Information and Records - Services
Approved by the Board of Directors: May 28, 2012 Ministry requirement

Mar 22, 2021
Revised: February 2016, June 2020, Mar 2021

The Association recognizes its responsibility to maintain personal files for each person
using services for twenty (20) years after the last entry, or seven (7) years after the
individual is no longer receiving supports and services.

These files must be stored in a safe, secure environment and comply with applicable
privacy legislation.

Procedure
1. Files for people using services

a. The Association requires an active file be maintained in Central Administration and
the Association’s secure web-based database for each person using service. The
following information is generally included in the file:

I. Name, date of birth, gender.
II. Address prior to involvement with the Association.
[ll. Names, addresses, and telephone number of parents or next of kin.
IV. Personal, social and family history.
V. Beginning date of involvement with Association.
VI. All relevant medical and health information.
VII. A contact list of people important to the person.
VIII. Copies of relevant legal and financial documents.
IX. Current and past life and/or personal and/or support plans.
X. Application package for Developmental Services and Supports (if there is one).
XI. Supports Intensity Scale needs assessment (if there is one).
XIl. Children’s assessments, agency agreements, etc. (if applicable)
XIlI.Quality Assurance Measures documentation (including annual abuse
prevention training, consents, annual rights training and third party review etc.)

b. Files are named using a standard format: 3 letters of the month, 4 numbers of the
year, full first and last name, item. For example; Nov 2020 Jane Doe
Correspondence (family).

c. The file maintenance chart and file naming protocol chart are included in this

policy.



2. File Audits

Regular audits are done by the HR person on files of people using services to ensure
they are complete. HR Admin will notify the team leader or person responsible of any
missing or outdated documents with a deadline attached and then follow-up as
necessary with the manager until the file is complete.

3. Files for people using services who have died

The file must contain the following:

a. Details of circumstances surrounding the death of a person using services
including date, time, place and name and address of the person who attended to
the details of internment.

b. If the Association is involved in any of the person’s financial affairs, evidence that
the balance of any accounts and remaining monies have become part of the
person’s estate.

4. Files for people who have discontinued services

The file must contain the following:

a. Date and circumstances of discontinuing services.

b. Forwarding address and telephone number (if available).

c. If the Association has been involved in any of the person’s financial affairs,
documents clearly showing that all monies and trust accounts have been
transferred at the person’s direction.

5. A Personal Information Form for each person using services must be located at the
front of their file in Central Admin and similar basic information is available on the web-
based database. A team leader or facilitator is responsible for ensuring the information
is current.

6. Written consent must be given by the person using services, or legal parent or
guardian if under 18 years of age to release any information to other people or
agencies.

7. Following the required retention period, all documents will be shredded.



File Maintenance Chart (updated Nov 2020)
Note: We will use the fiscal year as our file ‘year’ as well (April 1-March 31)

Personal-

Support Plan-BLACK

Compliance-[3Y (for archived annual trainings/consents)

Medical-

Financial-BLUE

Team-

Planning-PURPLE

Alternative Supports-RED (not audited)

Employment information-TEAL (not audited)
Miscellaneous- IR (hard copy files only-not audited)

External Communication- (AIMS electronic files only-not audited)
Archived Documents-GREY (AIMS electronic files only-not audited, transferred scans from
previous database)

**Hard copy files and AIMS electronic file colours will correspond

Checked | Document Store hard Shred | Archive | Other
File in copy for:
Location | Internal
Audit
yes Personal & Life of File no no Update hard copy
Historical every 3 years
Information Make updates to

AIMS overview page
as they occur

yes Support Plan Life of File no no Due date listed in
(CURRENT) (most recent in AIMS

Orange, move Uploaded signed
older copies to copy in AIMS
purple) (annually)

Uploaded working
copy in AIMS (once)

no Sheltered Life of File no no
Workshop

CREAM yes Annual Trainings Life of File no no Due date listed in
AIMS

Uploaded signed
copy in AIMS

Form AIMS
Uploaded signed
copy in AIMS

CREAM yes Annual Consent Life of File no no Due date listed in

yes Medical Clinical Life of File no no PreAIMS: Paper
Visits/Consultations copy exists
PostAIMS: Clinical
visits entered directly
into system and will
be kept indefinitely

m yes MAR Sheets & 2 years yes no Shred only after
PRN Records information has been
summarized on Dr
order form

and uploaded to
AIMS DMS. Paper
MARS can be kept




in people’s home
until they are
uploaded

yes

Annual Standing
Orders
(medications)

Life of File

no

no

paper copy kept in
person’s MED
binder, electronic
version uploaded ot
AIMS

no

Medication Errors

1 year

yes

no

PreAIMS: Remove
paper copy from file
and also remove
copy from personnel
file

PostAIMS:
medication errors
will be entered
directly into the
system and will be
kept in the database
indefinitely.

no

Seizure Chart

2 years

yes

no

PreAIMS: Remove
paper copy from file
only after information
has been
summarized on Dr
order form.
PostAIMS: seizure
activity will be
entered directly into
the system and will
be kept in the
database
indefinitely.

no

Accident/Incident
Report

1 year

yes

no

PreAIMS: At end of
the year, information
gets summarized
and uploaded to
Sharevision-to both
person we support
and involved staff.
PostAIMS:
Accident/Injury
reports for people
we support will be
entered directly into
the system and will
be kept in the
database
indefinitely.

Post Inclusion
System:
Accident/Injury
reports for
employees will be
filed out and
uploaded to
Inclusion System HR




and be kept
indefinitely.

BYELLOW no Medical Test Life of File no no
Results/Reports
IYELLOW no Health Trackers as per Team no no
(blood pressure, Leader/Manager
BM charts)
BLUE yes Third Party Life of File no yes PreAIMS: Uploaded
Financial Check to Sharevision
PostAIMS: Uploaded
to AIMS DMS
BLUE no Personal Banking Not Required N/A N/A Information to be
Information kept with individual-
exceptional case
only
BLUE no Monthly 2 years yes no File hard copies
Association only, do not need to
Budgetary be uploaded to a
Information database (electronic
copies can be
obtained from
Finance Manager if
required)
GREEN yes Team Meeting Life of File no no
Minutes
GREEN no Team Schedules 5 years for no no Pre Inclusion
paper copies System: stored in
hard copy
Post Inclusion
System: Stored in
database indefinitely
PURPLE yes Support Plan (past | Life of File no no
years)
PURPLE no Life Plan Life of File no no
RED no Alternative Life of File no no SYH
Supports Coordinatormanages
this file
TEAL no Employment Life of File no no Employment
Facilitator manages
this file
OTHER no Rental 1 year yes no Shred copies of
(does not Assistance/night applications for
fit into file monitoring/support funds




colours
above)
OTHER no Equipment no need to no yes As of Nov 2020,
(does not Checklists keep-can shred checklists go directly
fit into file all to JHSC (Linda P)
colours for storage-DO NOT
above) FILE
OTHER no Legal Information Life of file no no
(does not
fit into file
colours
above)
OTHER no Communication 1 year yes no in hard copy only
(does not Books
fit into file
colours
above)
OTHER no Log Books Life of File no yes PreAIMS: paper log
(does not books should be
fit into file archived
colours Post AIMS: log notes
above) appear as ‘daily
notes’ in database
indefinitely
OTHER no Nutrition/Meal Plan | Not Required yes no PreAIMS: paper
(does not copies can be
fit into file destroyed at any
colours time
above) Post AIMS: can be
uploaded to DMS
OTHER no Menth-End-Reports | Discontinued as
(does not of 2006,
fit into file DISCONTINUED restarted as of
colours 2015, and
above) discontinued
again as of
2018(ish)

Central Filing Reminders

At year end:

a. Summarize monthly budget reports and retain on file for future reference. Original
reports are to be shredded. If there is a need to see the original report, they are
available at Central Admin.

b. MAR reports are to be kept for a period of 2 years. Summarize current year MAR
sheet and archive. Shred MAR from 3 years ago, keeping 2 most recent years.

c. Medication Error Reports are kept in the person’s file, as well as in the file of the
staff making the error for the period of 1 year. Team Leaders are expected to
keep record one year from when an error is reported and remove and shred from




both the person’s files and the staff’s file.

. Seizure charts are to be kept for a period of 2 years. Summarize current year
Seizure chart and archive. Shred Seizure chart from 3 years ago, keeping 2 most
recent years.

. Rental Assistance/Night Monitoring records (applications for funds) are to be kept
for one year. Copies of Applications for Funds can be shredded. If there is a need
to see the original report, they are available at Central Admin.

. Hard copies of Team Schedules are to be kept for a period of 1 year. Schedules/
summary of hours worked will be kept on the server by Team Leaders. No paper
archives needed.



Community Living St. Marys and Area

Section: Administration Policy # A 7
Policy: Privacy of Information

Approved by the Board of Directors: May 28, 2012 Ministry requirement
Revised: Aug 2019

The Association is committed to keeping personal and personal health information
private and safe and is governed by one or more of the following Acts:

¢ Health Protection and Promotion Act, R.S.0. 1990, c. H.7 (HPPA)

e Municipal Freedom of Information and Protection of Privacy Act, R.S.0. 1990, c.
M56 (MFIPPA)

¢ Personal Health Information Protection Act, S.0. 2004, c. 3, Sch. A (PHIPA)

e Other applicable provincial and municipal legislation

Procedure

1. The Association only collects as much personal and personal health information as
needed to support the delivery of services.

2. This information may include, but is not limited to:
a. Name, address, date of birth, Ontario health card number.
b. Information related to eligibility for services.
c. Health-related assessments about individual or family health history.

3. Information will only be collected directly from the person using the Association
services and their family and friends when consent is given.

4. Anyone using Association services can change or withdraw their consent at any time
by notifying the Association in writing.

5. The personal health information collected will only be used for the purposes for which
it was collected. This information will not be shared with others without consent unless
required or permitted by law.

6. The Association will keep personal information private and safe from theft, loss or
unauthorized use by others. Information will only be kept for as long as the law allows
and will be stored and/or disposed of according to the law and Association policies.

7. The Association has a designated Privacy Officer who can answer questions about
how personal health information is collected, maintained, used or disclosed.



8. The Association will ensure people know if they have a complaint or concern about
how the Association handles personal health information they can contact:
Information and Privacy Commissioner/Ontario

2 Bloor Street East, Suite 1400

Toronto, ON M4W 1A8

Phone: 416-326-3333 or 1-800-387-0073

Fax: 416-325-9195

www.ipc.on.ca

9. All Police Vulnerable Sector Checks will be kept in a sealed envelope in employee’s
personnel file.



Community Living St. Marys and Area

Section: Administration Policy # A 8
Policy: Credit Card Purchases

Approved by the Board of Directors: February 24, 2014

All credit card purchases by or on behalf of the Association must be authorized by the
appropriate person and documented by attaching the invoice, receipt or voucher to the
“Credit Card Purchase” form.

Procedure

1. Any purchases requiring payment in this manner must be approved by the
appropriate director or the Executive Director prior to receiving the credit card.

2. The Credit Card Purchases form must be totally completed and properly authorized.
This includes amount, date of transaction, how the purchase was done, who the funds
are payable to and an adequate explanation to support the request. All pertinent and
available documentation must accompany the form.

3. Credit Card Purchases by phone or online should only be used when absolutely
necessary.

4. When completing the “Credit Card Purchases” form, attach all appropriate paperwork
(record of contact, phone number, company, or printout of confirmation if online, etc.)

5. The “Credit Card Purchases” form must be sent to Central Administration when the
purchase is authorized. Do not wait until the service is complete or the item is received.

6. Any additional paperwork received subsequently (packing slips, invoices, etc.) must
be submitted to Central Administration as soon as possible.



Community Living St. Marys and Area

Section: Administration Policy # A9
Policy: Technology and Office Equipment

Approved by the Board of Directors: August 3, 2016

The Association has a responsibility to ensure its technology and office equipment are
appropriate to meet current and future needs.

Procedure

1. The Association has a technology plan that is implemented and reviewed regularly to
assess the current IT (Information Technology) environment and to guide future
changes.

2. The Association carries out regular maintenance and service on office equipment.
Training is provided to employees using this equipment. Non-compliance with health
and safety, proper operating procedures and standards is subject to disciplinary and
performance review.

Refer to HR 31 Information Technology



Community Living St. Marys and Area

Section: Administration Policy # A 10
Policy: Inventory Control

Approved by the Board of Directors: Aug 19, 2019

The Executive Director will ensure that an annual inventory of the physical assets of the
Association is undertaken.

Procedure

1. Assets consist of all items of property such as office supplies and furniture (including
items at homes of people supported) of a minimum of $500.00 value, all housing and
commercial real estate and all vehicles.

2. Assets are to be identified and a list maintained.

3. Serial numbers, original purchase prices, invoices and warranties on all property of
considerable value are to be filed at the Central Administration office.

4. Assets are not to be transferred without the approval of the Executive Director or
designated representative.

5. Assets are to be entered into inventory at purchase, verified at the time of annual
count, and removed from inventory when no longer in use or discarded.

6. Damage to or loss of agency assets are to be reported immediately to the appropriate
supervisor.

Refer to the Technology Plan and Computer Inventory.



Community Living St. Marys and Area

Section: Administration Policy # A 11
Policy: Disposal of Confidential Information

Approved by the Board of Directors: Aug 19, 2019

The Association will ensure that all confidential documentation is disposed of in a
manner compliant with the Privacy Act. The objective of the policy is to comply with law
regarding information security and privacy; help reduce the threat of a security incident
and protect the confidential information for all parties.

Procedure
Paper Documentation Procedure

1. Any discarded paper documentation that contains information about the Association,
employees, volunteers, people supported or associated partners will be placed into
locked cabinets located within the James Purdue Centre that will be collected and
disposed of on a regular basis by a reputable disposal company chosen by the
Association.

Digital Information Procedure

1. CLSMA regularly stores sensitive information on computer hard drives and other
forms of electronic media. As new equipment is obtained and older equipment and
media reach end of life, sensitive information on surplus equipment and media must be
properly destroyed or otherwise made unreadable to protect confidential information or
personally identifiable information.

2. All computer desktops, laptops, hard drives, and portable media shall be processed
through our IT contractor for proper disposal. The IT contractor shall ensure procedures
exist and are followed that destroy or otherwise renders unreadable all of the
information contained, either by:
a. In case of re-use: overwriting the information using the established [US] DOD
5220.22-M Procedure (3 pass overwrite).
b. Physical destruction of the data carriers (disks, flash memory media) to
conclusively render access to the information impossible.

3. Hardware and storage that has been used to process, store, or transmit confidential
information shall not be released into general surplus until it has been sanitized and all
stored information has been cleared using the appropriate method. Non-adherence to
this procedure is considered a serious policy violation and can lead to disciplinary
measures up to and including termination.



Human Resources

The most important and most visible resource of the Association is its people, both paid
and unpaid.

The Association strives to hire and attract the most competent people. It strives to
provide a work environment that uses peoples’ strengths, provides opportunities for
growth and development, encourages people to take risks and supports people to do
so. It strives to provide a compensation package that recognizes peoples’ value in both
time and money.

HR 1 Code of Ethics

HR 2 Standards of Conduct

HR 3 Job Descriptions

HR 4 Definitions of Employment Categories
HR 5 Hours of Work

HR 6 Hiring

HR 7 Criminal Reference

HR 8 Criminal Reference for Volunteers
HR 9 Job Sharing

HR 10 Personnel Files and Records

HR 11 Probationary Period

HR 12 Seniority

HR 13 Orientation and Training

HR 14 Performance Appraisal

HR 15 Termination

HR 16 Disciplinary Action

HR 17 Problem Resolution

HR 18 Reallocation of Hours

HR 19 Salary and Wages

HR 20 Vacation

HR 21 Time Sheets

HR 22 Employee Benefits

HR 23 Statutory and Legislated Benefits

HR 24 Out of Pocket Expenses

HR 25 Leaves of Absence

HR 26 Communicable Diseases and Employment
HR 27 Workplace Violence and Harassment
HR 28 Consultation Services

HR 29 Conflict of Interest

HR 30 Personal Business on Work Time

HR 31 Information Technology ((Email, Social Media)



HR 32 Driver Abstract

HR 33 Alternative Dispute Resolution

HR 34 Drugs and Alcohol

HR 35 Telecommuting/Working from Home



Community Living St. Marys and Area

Section: Human Resources Policy #HR 1
Policy: Code of Ethics

Approved by the Board of Directors: July 6, 2006 Ministry requirement

The Association has professional, legal and moral obligations to the people using its
services and their families. All volunteers and employees will conduct themselves in
accordance with a common Code of Ethics. The Code has the following responsibilities.

1. Philosophy
Each volunteer and employee will support and adhere to the Association’s vision,
mission, and principles.

2. Professional Conduct

Each employee is expected to conduct themselves, whether alone or with others, in a
conscientious and respectful way which enhances the quality of life of each person
using the services. This level of professionalism needs to be expressed at all times.

3. Confidentiality

Volunteers and employees have access to confidential information about the people
using the services and their families. This information may come from files, reports and
by people telling their stories. All of this information is confidential and cannot be shared
with others unless the volunteer or employee is authorized to do so in writing, subpoena
or verbal consent with the person present.

If the health and safety of the person using the services is in question, the employee is
to discuss the situation with their immediate supervisor before proceeding with any
disclosure. Board or committee members will discuss the situation with the board
president.

4. Representation of the Association

Volunteers and employees are seen by the community as representatives of the
Association. Volunteers and employees will need to make sure that statements made of
a personal nature are not confused as statements on behalf of the Association.

Any public/ media communications about the Association are to be made by the
President, the Executive Director or a person delegated by either.



Community Living St. Marys and Area

Section: Human Resources Policy #HR 2
Policy: Standards of Conduct
Approved by the Board of Directors: April 23, 2007

Aug 19, 2019
Revised: May 2015, June 2015, July 2019

The Association has established “Standards of Conduct” related to our Code of
Ethics (HR1) that are intended to ensure that all employees and volunteers are aware of
and comply with the expectations of the Standards of Conduct and the possible results
of failing to meet these expectations.

Procedure

The Association standards of conduct are intended to inspire positive, exceptional
performance and to provide opportunity for correction and growth. They are not merely
intended to address negative behaviours. The Acceptable and Unacceptable
behaviours in the Guidelines are examples and do not include all of the types of
conduct which may be deemed to be unacceptable.

When unacceptable behaviour is noted or brought to the attention of the supervisor,
progressive discipline may be implemented as outlined in policy HR 16 Disciplinary
Action. In certain situations, unacceptable conduct may result in immediate termination.

ACCEPTABLE STANDARDS EXAMPLES OF
OF CONDUCT UNACCEPTABLE CONDUCT

Appropriate behaviour toward the
people Community Living St. Marys and
Area supports:

Treating all people with dignity and Derogatory tone or demeanor in interactions
respect. Fostering positive, respectful with or about people supported. Use of force,
interactions with and about people. assault, degrading treatment, yelling at or
Holding in confidence information related toward a person, sexual activity, neglect of
to people accessing support. people accessing support, failure to provide

proper service or care, any form of abuse,
including physical, sexual, emotional, verbal
and psychological abuse or contemptuous
speech or actions. Failure to maintain
confidentiality.

Reporting of inappropriate behaviour
toward people accessing support or




contravention of work rules or specific
support methods:

Immediately reporting to the supervisor
inappropriate behaviour toward a person
accessing support and any contravention
of work rules.

Failure to report any contravention of work
rules, specific support methods or any
witnessed acts of suspicion of assault, sexual
activity, degrading treatment, neglect and any
other form of abuse or harassment.

Positive interaction with all agency
members, including but not limited to,
persons accessing support, families,
and co-workers:

Bringing concerns or grievances to the
person involved or to a supervisor in an
appropriate manner. Positive interactions
with or about co-workers and all agency
members.

Gossip, destructive or derogatory talk about
another person. Intentionally destructive
criticisms, direct or indirect, leading to a
misuse of agency, team or support resources.

Daily punctuality:
Reporting to and leaving the work place
according to specified work hours.

Failing to report to work punctually; leaving
the workplace early and without permission,
doing personal errands or activities while
working.

Attendance at work:
Regular attendance.

Absence from work without authorization or
justifiable reason.

Competence and productivity:
Performing work according to the
requirements of the position specification,

legislation and administrative requirements
and in a competent, careful and productive

manner. Cooperating with co-workers in

work related activities in a positive manner.

Substandard, incompetent and/or careless
work performance which is within the control
of the employee. Spending time on non-work
related matters; sleeping on the job.

Compliance with supervision:
Complying with the directions of the
employer. Support and adhere to the

principles of service and the mission of the

organization. Adherence to the personal

plans, wishes and direction from supported

persons.

Refusal, direct and indirect, to perform work
assignments, refusal to comply with policies,
statutes, procedures and regulatory/safety
requirements of which the employee is aware
or should reasonably be aware; refusal to
accept work. Non-adherence to personal
support plans.

Lawful and honest conduct:

Behaving in an honest and trustworthy
manner, complying with the law while
engaged in the employer’s business, and
acting at all times in such a manner that
the employment relationship is not
undermined.

Involvement in activities that result in a conflict
of interest: dishonesty, deception, theft,
falsification of records, fraudulent conduct and
any other illegal conduct. Encouraging gifts
from people accessing support from the
Association.




Care, use and maintenance of
Association property:
Appropriate maintenance and use of Failure to take reasonable care with property,
property. including regular maintenance and immediate
reporting of problems, deliberate damage
and/or unauthorized use of Association

property.

Orderly conduct:
Behaving in an orderly fashion; behaving in | Swearing, abusive threatening or profane

a manner which is appropriate to the language, fighting, horseplay, harassment of
workplace when dealing with persons others, threatening to harm others, abuse of
accessing support, visitors and other others, endangering the wellbeing of one’s
employees. self and/or others, assault, and any behaviour

which prejudices the employer’s ability to
continue to provide support and maintain a

reputation.
Non-impairment in the workplace:
Employees are strictly prohibited to be Being under the influence of drugs, alcohol,
under the influence, or in possession of marijuana or any substance and/or improper
alcohol, recreational marijuana or illicit use of prescribed substances* during working
drugs while: hours.

e On Association property;
e Operating a motor vehicle on behalf *If an employee is prescribed a potentially
of the Association; impairing substance (i.e. cannabis, narcotics,
e Representing the Association either in | €tC.) and requires accommodation, they must
the homes of persons accessing inform their manager or immediate supervisor.
support or in the community A_specmc medical diagnosis need not be
disclosed, however a note from their doctor
and a copy of appropriate documentation
must be provided.

Boundaries:

Trust is the foundation upon which best practice support occurs. Diligence in the management
of boundaries, self-management and organizational management, is essential to foster, nurture
and maintain trusting relationships between people supported and employees and volunteers.
Employees and volunteers can be seen to be in a position of power and must always act in the
best interests of people supported.

When employees and volunteers may be the only individuals who interact with or advocate on
behalf of people, there is a high propensity to fall into the 'we are family' mode of thinking.
Recognizing the power differential and not misusing this power is imperative.



Relationship
Characteristics

Professional

Personal

Money

Money is paid to the staff for care only
as long as the staff are employed by
the agency

Volunteers choose to work with service
recipients and may change their minds
at any time

Shared power

Money not exchanged
for time spent
together.

Length Limited to the duration of employment | May last a lifetime
or volunteering commitment

Location Confined to work hours/assignment No boundaries
/support goals

Purpose To support people to achieve their To enjoy oneself
goals

Structure Defined by hours of work/ service site | Spontaneous and

assignment

unstructured

Power balance

Staff/volunteers are privy to private
personal information, may change the
service without consultation

Shared power

Responsibility

The staff/volunteer are responsible for
establishing the professional
boundaries and type of relationship

Shared responsibility
for setting boundaries




Community Living St. Marys and Area

Section: Human Resources Policy # HR 3
Policy: Job Descriptions

Approved by the Board of Directors: July 6, 2006
Revised: Aug 2013, Aug 2019

To assist each employee to understand the expectations of their job, the Association
has developed job descriptions for each position within the Association structure.

For job descriptions of the volunteer sector, please consult the bylaws.
Procedure

1. A job description for each position within the Association will be kept in the Policy and
Procedure Manual in the Central Administration office.

2. Each job description will be reviewed at minimum every 5 years by the department.
Any changes will be forwarded to the Executive Director for consultations and
presentation at the Board.

3. Each job description will include:
e Title of position
¢ Place in organizational structure
e Immediate supervisor
¢ Reporting relationship
e Purpose of Position
¢ Responsibilities
¢ Requirements
¢ Qualifications
e cCre competencies

4. For the job description of the Executive Director, consult the Board policy.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 4
Policy: Definitions of Employment Categories
Approved by the Board of Directors: July 6, 2006,

Mar 22, 2021
Revised: Aug 2013, Aug 2019, Mar 2021

The Association has developed various categories of employment to meet the needs of
those people who are using the services and to provide for the on-going functioning of
the Association.

Definitions

1. Full-time Employees hired for an indefinite period of time who have successfully
completed a six (6) month probationary period. Full-time employees shall be deemed to
mean employees who are regularly scheduled to work no less than twenty-eight (28)
and no more than forty (40) hours per week.

2. Part-time Employees hired for an indefinite period of time, who have successfully
completed a six (6) month probationary period. Part-time employees shall be deemed
to mean employees who are regularly scheduled a minimum of five (5) hours per week
and less than twenty-eight (28) hours per week.

3. Contract Employees hired for a finite period of time to complete a specific
assignment/project/task. Hours of work are dependent on the terms of the contract and
may be up to a maximum of forty (40) hours per week.

4. Relief Employees whose hours of work are determined on an as needed basis with
no guarantee of hours. Relief employees are on a Relief Roster and may be scheduled
up to five (5) hours per week, and may be asked to work additional relief hours as
available. Part-time and full-time employees who are regularly scheduled less than 40
hours per week are also eligible to join a Relief Roster.

5. Salaried Employees are those employees holding a supervisory or managerial
position where the expectation is that the requirements of the position will take a known
number of hours each week. Salaried employees may be full-time, part-time or contract
employees.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 5
Policy: Hours of Work
Approved by the Board of Directors: April 23, 2007

Mar 22, 2021
Revised: Aug 2013, Aug 2019, Mar 2021

Hours of work for each employee will be set out in the letter of employment. It is
expected that each employee will be available for work and will fulfill their obligations
unless reassigned or authorized. The Association also recognizes that the actual day to
day work time may vary depending upon the particular needs of the person receiving
support services. Employees will need to be flexible in planning each work day.

Procedure

1. A normal work period of two weeks is up to 80 hours. It is expected that this will only
be exceeded if there is an emergency need for supports.

2. It is understood that the employee will be available for work recognizing that from
time to time sickness or injury may result in innocent absenteeism. If the employee
expects or intends to be absent from work, they must notify their supervisor so that
arrangements can be made.

3. If an employee is not required to work their regularly scheduled hours and is given
less than 12 hours’ notice, then they are entitled to be paid for their regularly scheduled
hours up to a maximum of three. In the event a meeting specific to a person, such as a
team meeting, is cancelled with less than 12 hours’ notice, employees (provided they
were attending) will be compensated up to one hour pay at their regular rate.

4. Overtime is calculated at time and a half. Overtime is considered to be any hours
worked over 88 hours averaged over 2 weeks with a signed Overtime Averaging
Agreement. (Applies to full-time, non-salaried employees only).

5. Authorization for overtime must be obtained prior to the work being done and may be
a condition of payment.

6. In an emergency situation where prior approval was not given, the employee will
notify their supervisor on the hours worked as soon as it is feasible to do so.

7. Salaried employees will be compensated for overtime with the equivalent time off,
with pay, at a mutually agreed upon time.



8. It is understood that Relief employees, and employees on a Relief Roster may be
scheduled up to five (5) hours per week and will check their schedules on a regular
basis.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 6
Policy: Hiring
Approved by the Board of Directors: May 28, 2012 Ministry requirement
Jan 22, 2018

Revised: Jan 2018, Aug 2019

The Association endeavours to hire and maintain highly competent employees. The
process includes both documentation and interviews.

Procedure

1. Posting
All positions will be posted internally.

Internal and external posting will be advertised for a period of 7 days minimum. External
postings may be done at the same time as the internal postings.

All postings will include:
a. Note accommodation is available for applicants identifying disability.
b. Police Vulnerable Sector Check is required by all applicants.
c. Note we thank all applicants for their interest; however only those selected for an
interview will be contacted.

2. Applications
Internal applications are submitted in writing. All applications received will be treated
confidentially and be considered in an equal and fair manner.

3. Screening
Following the closing date for applications, the submitted applications will be reviewed
and those applicants that match the requirements will be offered an initial interview.

All internal applicants will be given an interview provided they meet the minimum
requirements.

4. Interviews

The initial interview is used to determine the candidates’ suitability to the position
offered. Those candidates that match the needed criteria will be asked back for a
second interview. References may be checked after the first or second interview.

For Support Services, the second interview is conducted by a group including the
person using the services and/or their designate and the team leader. Final selection of



a new employee is made by the person using the services or their designate together
with the team leader.

For other positions, the interview group will reflect the various components of the
organization which is affected.

When two or more internal applicants are the choice of the person using the services
and are equal in skills, ability, qualifications and experience, employment seniority will
be the deciding factor. The Executive Director will be told of all final selections.

5. Nepotism
Employees may not be supervised by an immediate family member including siblings,
children, married or common-law partner, or in-laws.

6. Notification

Once a final decision is made, the successful candidate will be notified and asked to
present a current Police Vulnerable Sector check before an offer to hire can be
extended. New employees will also be asked to provide verification of credentials as
noted in the job description under education at the discretion of the Director of Support
Services.

All candidates who were interviewed will be notified of the decision by phone or in
writing in a timely manner.

7. Competition File
A Competition notes file will be created for each job posting and will contain all resumes
and interview notes for a period of 7 years.

8. Offer of Employment
The successful candidate will receive a letter of employment which outlines the terms
and conditions of work including:

Welcome to the Association

Title of Position

Remuneration and Benefits

Hours worked

Probationary period

Mandatory Training/Requirements/Orientation

Policy and Procedure Manual

For Support Services, the letter will contain the expected hours of work averaged over a
one week period and for whom the employee is working. It is known that life and
circumstances can change and therefore schedules and hours may vary. The expected
number of hours and the schedule cannot be taken as guaranteed.

Prior to beginning employment the employee will return:
a. The signed Offer of Employment.
b. The signed Declaration of Commitment/Oath of Confidentiality.
c. Overtime Averaging Agreement (if applicable).



Until reference checks, police record checks and orientation are completed, a new staff
member will be supervised while working with a person using services. The length of
orientation is at the discretion of the employer.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 7
Policy: Criminal Reference

Approved by the Board of Directors: May 28, 2012 Ministry requirement
Revised: Aug 2015, Aug 2019

The Association wants and needs to provide a safe and secure environment for all
people who use the services of the Association. It is important that the Association can
demonstrate to the people using the service that the Association has taken as many
precautions as it can. As a result, the Association requires that all successful candidates
for employment must provide a Police Vulnerable Sector Check.

Procedure

1. The successful candidate is required to provide the Association with a current (within
six months) Police Vulnerable Sector Check. All costs are the responsibility of the
candidate. The Association will require employees to have this updated every 5 years.

2. When there is a criminal record that would cause concern about the suitability of the
candidate, any offer of a position either expressed or implied is withdrawn. Time is then
taken to better understand the record and its implications on the position.

3. Having a criminal record may not exclude the person from employment. Any change
must be reported to immediate supervisor within 48 hours.

4. It is the employee’s responsibility to report a change on their own circumstance that
would be reflective on a Police Vulnerable Sector Check. Employees will be required to
sign off annually on a Police Vulnerable Sector Check and Driver Abstract form,
verifying that there has been no change since their last submitted Police Vulnerable
Sector Check.

5. It is at the discretion of the Association to request a Police Vulnerable Sector Check
at any time. All Police Vulnerable Sector Checks are kept in a sealed envelope in
personnel file.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 8
Policy: Criminal Reference for Volunteers

Approved by the Board of Directors: May 28, 2012 Ministry requirement
Revised: September 2013

The Association wants and needs to provide a safe and secure environment for all
people who use the services of the Association. It is important that the Association can
demonstrate to the people using the service that the Association has taken as many
precautions as it can. As a result, the Association requires that volunteers, including
board members, who work directly for a person using the services must have a Police
Vulnerable Sector Check.

Procedure

1. Volunteers who work directly for a person using services are required to provide the
Association with a current (within six months) Police Vulnerable Sector Check. The
Association will reimburse the volunteer the cost of the record check.

2. When there is a criminal record that would cause concern about the suitability of the
volunteer, any offer of a position either expressed or implied is withdrawn. Time is then
taken to better understand the record and its implications on the position.

3. Having a criminal record may not exclude the person from volunteering.

4. It is the volunteer’s responsibility to report a change on their own circumstance that
would be reflective on a Police Vulnerable Sector Check.

5. It is at the discretion of the Association to request a Police Vulnerable Sector Check
at any time.

6. Personal references will be documented for new volunteers, including board
members.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 9
Policy: Job Sharing

Approved by the Board of Directors: July 6, 2006

The Association recognizes that there may be occasions when two or more employees
may wish to job share one position. This arrangement will be considered if it is in the
best interests of the person using the services and the Association.

Procedure

1. The intention to job share can be expressed by an employee in a position at any time.
Consideration of the request will be made by the immediate supervisor.

2. The intention to job share can be expressed in the application process. Consideration
of the request will be made by the interview team.

3. The interview will consist of all parties to the job share.

4. All employees involved in the job share are accountable to ensure the complete job is
done in a satisfactory manner.

5. If one component of the job share becomes open, others in the job share will have
the opportunity to take over the available hours. If this is not possible, the job share will
revert to the whole position. This position will be posted.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 10
Policy: Personnel Files and Records

Approved by the Board of Directors: July 6, 2006 Ministry requirement
Revised: Feb 2016, Aug 2019

The Association will maintain personnel files in a secure manner to ensure
confidentially. The files will contain information required by law and by the policy of the
Association.

Procedure

1. Each personnel file (paper form and electronic) will contain:

a. Personnel data including but not limited to name, address, telephone number, date
of birth, next of kin, social insurance number.

b. Initial employment information including letters of application, references, resume,
employment status, start date, benefit participation, authorization for payroll,
deductions, driver abstract and separately sealed Police Vulnerable Sector Check.

c. Employment history including time sheets, attendance records, Standard First Aid
and CPR certificates, performance appraisals, requests for and results of leaves of
absence, disciplinary notices (only those cc’'d to personnel file) and reports,
disclosure to car insurance, copies of degrees/ certificates/diplomas, all other
current trainings/requirements and annual signoffs.

d. Upon termination, the file will contain the nature of termination, separation
documents and exit interview notes.

2. All records and files of former employees will be kept according to the requirements
of Revenue Canada and retained intact for five years. Refer to Policy A 11 — Disposal of
Confidential Information for disposal procedures.

3. Employees have access to their own personnel file only with supervision and support.
Refer to Policy A5.

4. Personnel files are to be stored in a safe and secure manner. Employee medical/
health information are to be stored in a separate and secure manner.

5. Only those people authorized to do so may open and read an employee’s file. These
files are not to leave Central Administration. Refer to Policy A5.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 11
Policy: Probationary Period

Approved by the Board of Directors: July 6, 2006 Ministry requirement
Revised: March 2017

All successful candidates will begin their employment with the Association with a
probationary period. This period gives the employee time to understand the job
expectations, receive any training, have a performance appraisal and determine
whether or not the job is suitable. The Association uses this period to provide an
orientation and training, conduct a performance appraisal and determine the employee’s
suitability.

Procedure

1. For all employees the probationary period is six (6) months.

2. Probationary periods may be extended only once.

3. Employees who have accepted a new position within the Association and who have
at least two years of employment seniority, will have a three month trial period. This
period is for orientation, training, performance appraisal and mutual suitability.

4. The length of time prior to eligibility for the Employee Benefits package is determined

by the carrier. It is independent of the probationary period but is not shorter than the
probationary period.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 12
Policy: Seniority

Approved by the Board of Directors: July 6, 2006

The Association supports the concept of seniority for recognizing the contribution of an
employee and for determining specified rights and benefits.

Procedure
1. Seniority is defined as the total of hours worked for the Association.

If the date of hire was prior to January 1, 1990, information from the personnel
records and negotiation with the employee will determine the number of hours before
January 1, 1990. This number of hours will be added to the hours worked following
January 1, 1990.

For all dates of hire following January 1, 1990 to the present, records of hours worked
are maintained.

2. An updated seniority list is available from Central Administration annually.

3. The employee’s anniversary date is the anniversary of the date of hire. The
anniversary date is used to determine vacation time, merit increases, length of service
and seniority with the Association.

4. A second anniversary date is created when an employee accepts a different position
within the Association. This second anniversary date is used to determine times for
performance reviews and merit increases.

5. If an employee is not working for a period of time, seniority is not lost unless the
period exceeds one year.

6. When employment is terminated, seniority ceases and will only accumulate from any
new date of hire.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 13
Policy: Orientation and Training
Approved by the Board of Directors: May 28, 2012 Ministry requirement

Dec 13, 2018
Revised: January 2018, Dec 2018

The Association recognizes that every employee has a personal responsibility for
professional growth and development. The Association would like to enhance all
employees’ and volunteers’ opportunities to gain information, skills and knowledge
about the duties required for their position.

Procedure

1. Each new employee and volunteer will receive and is expected to participate in a
specific orientation for the position for which they were hired and a general orientation to
the Association.

The specific orientation based on the service agreement with the person purchasing the
service will be conducted by the employee’s supervisor or designate and will include at
least:
a. Value base of the work we do, including our vision, mission statement and
principles.
. Rights of persons using services.
. Job description.
. Performance expectations.
. Policies and Procedures Manual.
General health and safety procedures.
. Health and well-being needs of the person using services.
. Emergency and fire procedures.
General Association information.
Medication procedure.
. Abuse prevention, identification and reporting.
|. Privacy and confidentiality.
m.Accessibility training.

XTI oSKQStctoaooo

A general orientation will be conducted at least semi-annually by members and/or staff
of the Association. This orientation is open to all employees and volunteers and must



include all employees hired within the last six months. This is an opportunity to review
and discuss the following:
a. Value base of the work we do.
b. Association philosophy.
c. Association vision, mission and principles.
d. Association goals and objectives.
e. Association policies and procedures.
f. Areas of service and organizational structure.
g. Planning process.
h. Quality Assurance Measures.
i. Board of Directors and Committee.
J. Risks and responsibilities of providing financial support.

An annual review for staff and volunteers will be conducted on our vision, mission
statement and principles, Rights of Persons Using Services and Abuse prevention,
identification and reporting.

A record of the date of all orientation and reviews will be kept for each staff and
volunteer.

2. Individual training needs are identified through the performance appraisals,
professional development days and General Staff meetings.

3. An annual Staff Training and Development plan will incorporate the combined staff
training needs.

4. Every employee and volunteer is eligible and is encouraged to attend relevant
training events, seminars, and conferences. Ability to attend such events is determined
by:

a. Availability of individual budget and/or Association resources.

b. Consistency with employee’s training plan.

c. Consistency with Association training plan.

5. Employees and volunteers who wish to attend Professional Development
opportunities must:

a. Complete a Training Authorization and Request Form.

b. Submit the completed form to their supervisor for authorization.

6. Paid mandatory training for all employees includes:
a. W.H.M.I.S. Certification
b. Worker Health & Safety Awareness
c. Accessibility
d. Quality Assurance Measures
e. CPI — Nonviolent Crisis Intervention (as required — every 2 years)



Community Living St. Marys and Area

Section: Human Resources Policy # HR 14
Policy: Performance Appraisal

Approved by the Board of Directors: July 6, 2006
Revised: December 2014, Nov 2020

To support, encourage and recognize the efforts of each employee, a regular, formal
performance appraisal is to be conducted at least annually. The appraisal will assess
job performance, identify future performance and training goals, accessibility needs,
determine eligibility for continuation of employment after the probationary period and
eligibility for a new position.

Procedure
1. The employee’s immediate supervisor will initiate the performance appraisal.

2. The supervisor will make sure that the employee knows the procedure and format of
the review process.

3. The supervisor will seek input about the performance from the person being
supported and family or their designate and the employee. The supervisor may seek
input from co-workers.

4. The supervisor will meet with the employee to go over the feedback and discuss
future goals.

5. A written report will be signed by the employee, the immediate supervisor, their
supervisor or Executive Director, and when applicable the person using the services or
their designate. The report will be placed in the employee’s personnel file and a copy
given to the employee.

6. The employee may submit additional comments in writing which become a part of the
final report.

7. An interim written appraisal is done at three months and at the end of the
probationary period, at either three or six months after a change in job assignment and
then at least yearly.

8. An employee may request a performance appraisal at any time.



9. Any changes to the performance appraisal format or procedure is the responsibility of
the Executive Director.



Community Living St. Marys and Area

Section: Human Resources
Policy # HR 15
Policy: Termination

Approved by the Board of Directors: April 23, 2007

The Association understands that circumstances for an employee may change or that
an employee may wish to seek employment elsewhere. There are some situations that
arise where continued employment is not feasible.

Procedure

1. An employee who wishes to resign their position will submit a written notice to their
immediate supervisor giving the last expected date of employment. The supervisor will
inform the person and their family. The minimum notice time is two weeks, however a
month is appreciated.

2. If an employee’s performance is unacceptable, procedures as outlined in Disciplinary
Action policy will be adhered to.

3. If an employee’s conduct is unacceptable, as outlined in Standards of Conduct policy,
an employee will be suspended with pay until an investigation can be completed. The
investigation will be carried out by the director and/or the Executive Director and/or by
an external person as quickly as possible. The investigation will take into consideration
the allegation, the employee’s behaviour history and patterns, and the response of the
employee. The results of the investigation will be shared with the employee.

4. If the employee is terminated, the employee will be asked to leave their place of
employment immediately and will be escorted from the property. In the case of criminal
activity, the police will be called.

5. Upon notification of termination, Central Administration will complete the necessary
forms for distribution to appropriate authorities and to the employee.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 16
Policy: Disciplinary Action

Approved by the Board of Directors: July 6, 2006
Revised: April 2015

The Association expects that all employees and volunteers will maintain the highest
standard of performance possible and that supervisors will address all issues of
performance as they arise. Performance that fails to meet the standard will be
addressed in a progressive, positive manner which encourages and guides the
employee to better their performance through a process of mutual discussion and goal
setting.

Procedure

1. Supervisors will ensure that each employee knows and understands the standards of
performance outlined in the Policy Manual, job description, performance appraisals,
individual Support Plans or contracts of employment.

2. The Association will make every effort to enable employees to perform their jobs
competently and effectively through regular supportive supervision.

3. If overall performance or a particular aspect of performance is below the expected
standards, steps will be taken to help the employee bring the performance to a
satisfactory level.

Step 1 The supervisor will call a meeting with the employee to discuss the
performance standard expected. The discussion will reflect:

a. The nature and seriousness of the problem.

b. Preceding circumstances.

c. Employee’s performance record.

d. Any mitigating circumstances.

e. The number of incidents involved.

f. Time interval and employee response to prior disciplinary action(s).

A plan will be developed to change the performance and a date to review the
implementation of the plan will be set. This discussion will be recorded, labelled as a
verbal warning and placed on the employee’s personnel file.

It is expected that in most instances, the performance standards will be met and no
further action will be needed.



Step 2 If the performance does not meet the standard or, if a similar incident of
unsatisfactory performance occurs, the supervisor will arrange a meeting with the
employee to discuss the issue and what action is needed to correct the performance.
Following the discussion, a written report will be given to the employee including the
date for performance review. A copy of this report will be placed on the employee’s
personnel file and will constitute the second warning.

Step 3 If the performance is still below expectations, following the meeting to discuss
the performance, a third written warning will be given the employee outlining the steps
to correct the performance and a date by which the performance is expected to meet
the standard. This warning will contain any actions that will be taken if the performance
does not meet the standard by the time agreed upon. Actions that could be considered
are:

a. Suspension

b. Demotion

c. Termination

4. When making decisions about disciplinary actions, consideration is to be given to all
relevant circumstances, the extent or lack of appropriate training and orientation and the
employee’s explanation.

5. All disciplinary actions are recorded and placed on the employee’s file. The report will
contain:

a. The nature of the issue.

b. Details of the issue including dates.

c. Basis of proof.

d. Summary of previous issues of similar nature, discipline applied and date.

e. Disciplinary actions taken for current issue.

f. Plan for correction.

g. Date of review of performance.

6. All disciplinary records will remain on the employee’s file for the duration of their
employment.

7. In situations of extreme sensitivity of the information collected about an issue, the
records will be sealed and placed in a secure location. A note to this effect will be
placed on the employee’s file.



Community Living St. Marys and Area

Section: Human Resources Policy # HR 17
Policy: Problem Resolution

Approved by the Board of Directors: July 6, 2006
Revised: August 2013

The Association encourages and promotes open communication between all levels of
the organization. Occasionally, there may be unresolved issues, disagreements or
disputes that need to be discussed and resolved quickly and effectively for those
involved.

Procedure

1. The Association expects that when an employee has a problem or concern about
duties, responsibilities, expectations, the performance of any other employee, or any
aspect of services provided by the Association, the employee would first discuss this
problem or concern with the person most directly involved.

2. If the problem cannot be resolved, then the following steps for resolution may be
taken.

Step 1 The issue can be taken to the immediate supervisor for discussion and
resolution.

Step 2 Forward a written report of the employee/supervisor meeting and results to the
next level of management. The issue is then discussed with all concerned and
resolution is sought.

Step 3 Forward written report outlining all efforts to date and agreements made to the
Executive Director. A meeting is then held and the results in written form are
reported to the employee and the director.

Step 4 If the whole matter was unresolved, the matter with all documentation is to be
submitted to the board President for consideration and resolution. A written
report will be forwarded to the employee and the Executive Director. This
resolution is considered final within the Association.

3. The employee may wish to ask another person to support them in this task.
Confidentiality is to be considered when asking a third person for support. The
employee is required to identify the third party and their affiliation a minimum of one
hour prior to the scheduled meeting.
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The Association expects that there will be changes in people’s life circumstances and
choices while the person is receiving support services. These changes may be caused
by funding availability, resources required and other personal factors. When such
changes occur, the Association will endeavour to implement any reductions or
increases in service, layoffs or displacements fairly and equitably.

Procedure

1. In any consideration of reallocation of hours, the person receiving the support
services and/or their designate are key decision makers in this process. Several factors
will be taken into consideration.

2. When a decrease in hours happens within a team, the team leader may negotiate
with all affected team members to realign their duties and share the decrease. Internal
reassignments may also be explored. The best solution will have the least disruption for
the person receiving supports, adheres to Association principles and fulfills employee
obligation.

3. When the reduction of hours or wages regularly earned in a fiscal period is greater
than or equal to 33% or when hours go from full-time to part-time, the employer, along
with the employee, may begin a displacement process in a timely manner.

The process is:

The employee with the least seniority is the first on the displacement list.

An employee may displace ano