
 

 

Agenda 

 

POLICY DEVELOPMENT COMMITTEE MEETING 

TUESDAY, JANUARY 30, 2018 

6:30 – 8:30 P.M. 

CATHOLIC EDUCATION CENTRE – BOARDROOM 

Chairperson: Linda Ainsworth 

 
Trustees who are unable to attend the meeting are asked to please notify Pam Smith. 

A. Call to Order: 

1. Opening Prayer, Mr. Dave Bernier.  

2. Approval of Agenda. 

3. Declarations of Conflicts of Interest. 

4. Approval of the Minutes of the Policy Committee Meeting held on November 21, 2017. 

5. Business Arising from the Minutes. 

B. Presentations/Recommended Actions: 

1. RA.:  Draft Directional Policy # 1300 Student Transportation (Feedback from Website). 
Mrs. Isabel Grace, Superintendent of Business and Finance/Facility Services. 

 
2. R.A.: New Draft Administrative Procedure #905 Bomb Threat Procedures. 

Mr. Tim Moloney, Superintendent of Learning/Student Success. 
 
3. R.A.:  New Draft Administrative Procedure # 507 Disability Management.  

Ms. Joan Carragher, Superintendent of Learning, Leadership and Human Resource Services. 
 
4. R.A:  Draft Administrative Procedure #319 (New) Anaphylaxis – Reducing the Risks.                

(This will combine Policy/Administrative Procedure #404). 
Mrs. Anne Marie Duncan, Superintendent of Learning, Special Education Services. 
 

5. R.A.: Draft Administrative Procedure # 206 (New) Admission to Catholic Schools. 
  Mrs. Laurie Corrigan, Superintendent of Learning/Information Technologies. 
  Mrs. Dawn Michie, Superintendent of Learning/Program K-12. 
 

C. Information Items:   

D. Next Meeting:   
1. Date: Tuesday, April 3, 2018    6:30 p.m. – 8:30 p.m. 
2. Selection of Member for Opening Prayer. 
3. Selection of Member for Closing Prayer. 

 

E. Conclusion:   

1. Closing Prayer, Mrs. Ruth Ciraulo. 

2. Adjournment. 
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ALIGNMENT WITH MULTI-YEAR STRATEGIC PLAN: 

 
The Student Transportation Directional Policy supports our Vision for Achieving 

Excellence in Catholic Education. 

This Vision calls the Board to these Strategic Priorities: 

 
 

 

RESPONSIBILITIES:   

 
The Board of Trustees is responsible for: 

● defining, articulating and directing the PVNC Catholic District School Board 

mandate to support student achievement and well-being in a Catholic community 

supported by the Multi-Year Strategic Plan 

● setting direction and policy that governs the PVNC Catholic District School Board 

● assigning responsibility to the Director of Education for operationalizing and 

managing the Student Transportation Directional Policy and associated 

administrative procedures. 

● monitoring and holding the Director of Education accountable respecting the 

adherence, implementation and operational details of the Student Transportation 

Directional Policy. 

http://pvnccdsb.on.ca/en/ourboard/resources/DIR-StrategicPriorities.jpg
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PARAMETERS 
 
Eligibility Distances for Transportation 
 
Students will be eligible for transportation services if their primary residence is more 
than the eligibility distance noted below by the shortest direct walking route as 
measured by the Transportation Authority (by publicly maintained road and/or walkway) 
from the school that the primary residence is within the catchment area for: 
 
Grades JK-3  1.0 km 
Grades 4-8  1.6 km 
Grades 9-12  3.2 km 
 
Effective September 1, 2018 
 
Grades JK-SK 1.0 km 
Grades 1-8  1.6 km 
Grades 9-12  3.2 km 
 
Board administration may develop an administrative procedure that provides for the 
guidelines to support this parameter, including method of measurement, and provide for 
specific circumstances outlining exceptions/exemptions to this parameter 
 
Students eligible for transportation according to the eligibility distances noted above will 
be assigned to a bus stop location according to the following bus stop location distance 
guidelines, as measured by the Transportation Authority: 
 
Grades JK-3  1.0 km 
Grades 4-8  1.0 km 
Grades 9-12  1.6 km 
 
 
Students eligible for transportation services may be assigned to an existing stop 
regardless of the distance if a safe bus stop location cannot be established within the 
distances applicable to bus stop locations as noted above. 
 
Notwithstanding the distances outlined above, transportation may be provided for 
students requiring specialized programs.  Transportation shall only be provided while 
the student is enrolled in the specialized program.  Determination of which programs are 
deemed ‘specialized’ and eligible for transportation rests with Board administration. 
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Out-of Boundary Students 
 
Each school shall have a defined attendance boundary.  A student’s primary residence in 
relation to a defined attendance boundary determines the designated school for a student.  
Under certain circumstances, permission may be granted to a student to attend a school 
outside their defined attendance boundary (see Administrative Procedure 808 – Transfer of 
Students Out of Designated Boundaries).  Transportation for out-of-boundary/out-of-board 
students is ultimately the responsibility of the parent(s) or guardian(s).   
 
Notwithstanding the above, Board administration may develop an administrative procedure 
that provides for the guidelines to support this parameter and provide for specific 
circumstances outlining exceptions/exemptions to this parameter. 
 
Transportation To and From School from a Child Care Facility or Babysitter Address 
 
Transportation service may be provided to and from school from a child care facility or a 
babysitter address provided the service can be accommodated using an existing single bus 
route both morning and afternoon within the current route network. 
 
The child care facility or the babysitter address must be within the school catchment boundary 
of the school to which the student attends. 
 
Board administration may develop an administrative procedure that provides for the 
guidelines to support this parameter and provide for specific circumstances outlining 
exceptions/exemptions to this parameter 
 
Transportation for Medical Reasons 
 
Transportation may be provided for students that would not otherwise be eligible for 
transportation services where there is a medical condition or a short-term disability that 
precludes the student from walking and where the parent/guardian is unable to transport the 
student. 
 
Board administration may develop an administrative procedure that provides for the 
guidelines to support this parameter and provide for specific procedures. 
 
Length of Time on Buses 
 
It is expected that the Transportation Authority will design bus routes such that the length of 
time a student would spend riding the bus from their home or pick up point to the school in 
which attendance area they reside, would not be longer than the following: 
 
Junior Kindergarten to Grade six (6):  one hour 
Grade Seven (7) to Grade Twelve (12):  one hour and thirty minutes. 
 
There may, however, be exceptions should the student opt to attend a school outside of their 
regular attendance area, if there is no school in the immediate area and students must travel 
to the nearest school facility, or if the attendance area is a significant geographic area.  



 
 
 
 
 
 
 
 
 
TITLE OF ADMINISTRATIVE PROCEDURE: 
Bomb Threat Procedures 
 
 
DATE APPROVED: 
 
 
 
PROJECTED REVIEW DATE: 
 
 
DIRECTIONAL POLICY ALIGNMENT: 

Safe and Accepting Schools 

 

ALIGNMENT WITH MULTI-YEAR STRATEGIC PLAN:  

ADMINISTRATIVE PROCEDURE 

 Administrative Procedure Section 

Bomb Threat 

Procedures 

Administrative Procedure Number 

AP-905 (NEW) 

Directional Policy 

Safe and Accepting Schools - 900 
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ACTION REQUIRED/GUIDELINES: 
The Peterborough Victoria Northumberland and Clarington Catholic District School 
Board is committed to providing a safe learning and working environment for all 
students and staff. This administrative procedures will support the consistent planning 
and response across all PVNCCDSB schools and board buildings in the event that a 
bomb threat is received, an explosive device is discovered, or an explosive incident 
takes place. 
 
The Ministry of Education mandates that: 

1. all publicly funded school boards in Ontario must establish a bomb threat policy 
to ensure the development and implementation of individual school plans; and 

2. each board must ensure that its staff, students, and other partners are aware of 
their obligations/responsibilities within the individual school plans. 

 
 
RESPONSIBILITIES: 
 

The Board of Trustees is responsible for: 

 Reviewing this Administrative Procedure to ensure its alignment with the Safe 
and Accepting Schools Directional Policy. 

 
The Director of Education is responsible for: 
 Establishing and implementing a multi-year strategic plan which reflect the Safe 

and Accepting Schools Directional Policy, under which this administrative 
procedure falls; 

 Overseeing the implementation of the Bomb Threat Administrative Procedures; 
and 

 Informing Trustees of a bomb threat response that results in a full or partial 
evacuation, either by email or phone, as soon as possible. 

 
The Superintendent Responsible for Emergency Preparedness is responsible 
for: 
 Collecting and reviewing, annually, the Emergency Response plans, which will 

include a Bomb Threat Plan for each Board facility. 
 

The Superintendent of Business/Finance and Plant is responsible for: 
 Ensuring updated floor plans exist for every board facility, using consistent colour 

coding, and are provided to the administrator at each site; 
 Ensuring the clear identification of each building/portable, on all sides of the 

building, with a building identifier, such as a number. All exterior doors shall be 
clearly identified, such as doors A, B, C, etc.; 

 Ensuring all rooms within the building are clearly marked with room numbers; 
and 

 Ensuring all facilities have adequate operational PA systems capable of being 
activated outside.  
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The Superintendent of Safe Schools is responsible for: 
 Ensuring implementation and training takes place for all employees at all Board 

sites; 
 Ensuring any communication/policies or administrative procedures relating to 

bomb threats, including bomb threat plans, include the consistent use of 
terminology (see definitions); and 

 Ensuring the Director of Education is notified of any and all incidents involving a 
bomb threat or explosive/incendiary device. 

 

The Principal/Manager is responsible for: 
 Developing a site specific Bomb Threat Plan (Appendix A); 
 Ensuring all bomb threat information is complete and that the plan is attached 

and submitted with the Emergency Response Manual Renewal/Update Report 
(E.R.1); 

 Ensuring staff and students receive training; 
 The safety and well-being of staff and students during a bomb threat; 
 Working closely, and co-operatively, with Police Services, and 
 Contacting the Family of Schools Superintendent and reporting any bomb threat 

or explosive/incendiary device incident, as soon as it is safe to do so. 
 

Facility Assessment and Physical Security 

 Ensuring all emergency exits are kept clear from obstructions; 

 Providing for the regular inspection of all first aid and firefighting equipment; 

 Ensuring all interior/exterior and auxiliary lighting is adequate and in good 
working order; and 

 Providing for controlled access to critical areas in the facility (ie. the main office, 
electrical/mechanical rooms). 

 
Medically Fragile and/or Students with Special Needs 

 Sharing detailed emergency plans with emergency personnel that prioritize the 
evacuation of students who are medically fragile, have special needs and/or other 
considerations. 

 

Floor Plans 

 Co-operating with Plant Department to ensure floor plans exist for the facility, 
using consistent colour coding; 

 Providing hard copies of floor plans, and electronic copies, if possible, to Police 
Services; 

 Identifying command post locations (normally main office), including alternate 
command post, and a third off-site command post (in the event that neither the 
main or alternate post locations are available); 

 Identifying off-site evacuation locations, and include with copies of the floor plans; 
and 

 Posting floor plans throughout the facility, at least in every classroom and at 
every entry point to the facility. In multi-level buildings, it is suggested that only 
the floor plans relevant to a specific level be posted on that level.  
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Identification of Rooms, Building and Facility Access 

 Planning with Police Services, in advance, how Police Services will gain access 
to the facility in the event of a bomb threat; and 

 Providing up to date floor plans and facility master keys for emergency services 
responders who may be involved in any type of search of the premises. 

 
Bomb Threat Intake Procedures 

“According to the RCMP, most bomb threats are made over the telephone by 
anonymous callers.  Some are received in the mail or by other means, but these 
methods are rare. In each case, the communication should be taken seriously. 
School staff in positions that make them most likely to receive bomb threats should 
be identified in school plans and should receive training in proper procedures.” 

Police/School Board Protocol (2016), Page 45 
 

 Identifying school staff most likely to receive a bomb threat; 

 Ensuring those staff members identified as most likely to receive a bomb threat, 
receive training to properly record precise information during a bomb threat call. 
Information to record should include as much of the following detail as possible: 
o Date 
o Time 
o Duration of call 
o Phone line called 
o Exact wording of threat 
o What time will “bomb” explode? 
o Where is it? 
o What does it look like? 
o Why did you place a bomb? 
o What is your name? 
o Identifying characteristics – gender, voice, speech, diction, manners 
o Background noises heard during the call 
o Estimated age of caller 
o Was the voice familiar? 
o Did the caller seem to be familiar with the area? 

 Providing a checklist of information to assist with recording the information 
(Bomb Threat Intake Checklist - Appendix B). 

 

Initial and Ongoing Assessment Procedures 

“One of the most challenging aspects of a bomb threat incident is the initial 
assessment of the threat and the accompanying decisions about whether to 
authorize a visual scan and/or an evacuation. Many bomb threats are hoaxes 
intended to disrupt school exams or daily classes. Hasty decisions to evacuate or to 
initiate a high-profile emergency response may encourage further incidents. 
However, the safety of students and staff is paramount during a bomb threat and 
therefore every threat must be assessed individually, based on known information.” 

Police/School Board Protocol (2016), Page 47  
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 Conducting initial assessment. To assist with the assessment, consider: 
o the information recorded on the bomb threat checklist (see "Bomb Threat 

Intake Checklist", Appendix B); 
o any other notes made by the call taker; 
o activities taking place in the school at the time of the threat (ie. examinations);  
o whether a specific location for a bomb was stated or the entire school was 

threatened; 
o whether the threat was specific to the current time or a future time/date; 
o any recent negative incidents involving a student, staff member, or anyone 

else connected with the school; 
o whether there have been any other recent bomb threats or hoaxes;  
o the likelihood of anyone having the opportunity to place a bomb in the stated 

location; and  
o whether a suspicious device/package has been located.  

 Determining the need for a visual scan; 

 Determining the need for an evacuation (partial or full); 

 Notifying Police Services, and providing the information (checklist) collected; and 

 Conducting ongoing assessment. 
 
Procedures Following the Location of a Suspicious Device/Package 
*The object is not to be touched or moved and should be contained immediately. 
 Isolation/containment of the device/package, ensuring that it is not touched; 
 Immediately communicating the discovery to Police Services and Fire Services; 
 Immediate re-evaluation of any evacuation decisions in light of the discovery; and 
 Taking direction from Police Services and Fire Services. 

 
Procedures Following an Explosives Incident 
 Immediately evacuate the area around the explosion scene (a minimum of 360 

degree clearance) and direct evacuees to designated evacuation location; 
 Contacting Police Services, Fire Services, and Emergency Medical Services; 
 Providing, or directing, emergency first aid to any persons injured in the incident; 

and 
 Ensuring there is no re-entry, until deemed it is safe to do so by Police Services. 
 
Evacuation Procedures 
 Plan for the evacuation of Medically Fragile and/or Students with Special Needs; 
 Determining the need for a partial or full evacuation; 
 Announcing the evacuation, using clear, concise language; 
 Ensuring the evacuation is quiet, conducted in a systematic way; and 
 Ensuring that evacuees are to bring all personal belongings that are in the 

immediate area. 
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Child Care and Other Facility Occupants 

 Ensuring the appropriate staff from organizations sharing facilities are included in 
the development and implementation of bomb threat procedures; and 

 Including these organizations in relevant aspects of planning, training, and drills, 
whenever possible. 

 

Re-entry Procedures 

 Ending an evacuation in consultation with the on-scene Police Services incident 
commander. 

 Communicating, or delegating the responsibility to communicate, the end of the 
partial or full evacuation. This may be a general announcement or room by 
room/group by group communication.  

 
Training and Drills 

“Fire drills have long been accepted as an important and effective tool in preparing 
staff and students for procedures to be followed in the event a fire breaks out in a 
school. As with fire drills, drills and education related to evacuation following a bomb 
threat or explosives incident can help maintain order in the event of an incident. 
Such drills can be held as part of a school’s emergency evacuation drills.” 

Police/School Board Protocol (2016), Page 57 
 

 Training all staff, including part-time, and itinerant; 

 Ensuring students receive adequate training – ie. training could be provided to 
secondary students via an assembly – elementary students may be trained by 
classroom teacher; 

 Setting the date(s) for training and drills during each school year; 

 Determining the type of drill and whether to involve Police Services; 

 Making Police, Fire, and Emergency Medical Services (EMS) aware of drills and 
training dates and inviting them to participate, when appropriate; 

 Overseeing the drill with Police Services support/assistance; 

 Notifying the Family of Schools Superintendent and the Manager of 
Communications of the impending drill, when appropriate; and 

 Providing staff, students, and parents with some warning of an impending bomb 
threat response related drill. 

 
Communication with Parents/Guardians/Community 

 Ensuring written communication is sent to all parents/guardians, the same day or 
the following day, in all instances of a bomb threat related response that resulted 
in a partial or full evacuation; and 

 In consultation with the FOS Superintendent, Superintendent of Safe Schools, 
and Manager of Communication, initiating a Synrevoice message to all parents 
and guardians. 
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School Recovery Following a Bomb Threat 
 Organizing a debriefing session with Police Services and staff; 
 Requesting/providing for board support staff to be present to support staff and 

students; and 
 Updating the bomb threat plan, if necessary. 

 
Plan Review 

 Reviewing annually; and 
 Tracking the review of the plan. 

 
Staff are responsible for: 
 The safety and well-being of the students during a bomb threat situation; 
 Supporting student training; 
 Posting the colour coded floor plan in their classrooms; 
 Conducting a visual scan of their immediate surroundings upon request from the 

principal; 
 Providing information to students about procedures to follow during an 

evacuation; 
 In the event of a bomb threat evacuation: 

- checking the washroom(s) for students, if it is safe to do so; 
- accessing all emergency medications, for those students requiring it; 
- following the direction of the principal (or designate) and Police Services. 

 Reporting, to the Principal, any knowledge of: 
- suspicious devices/packages*; 
- an explosives incident; or 
- a bomb threat. 

*note – suspicious devices/packages must not be moved. 
 
Manager of Communications is responsible for: 
 Working with Police Services to develop a plan which includes how to 

communicate with media, parents and the community during a crisis; 
 Co-operating with Police Services; 
 Communicating with media; and 
 Preparing communication for parents/guardians. 

 

Students are responsible for: 
 Being familiar with the plan; 
 Responding quickly to direction during a crisis situation; 
 Refraining from using any electronic devices during a crisis situation; and 
 Sharing, with school staff, information of anyone or anything that may be 

associated with or result in a bomb threat situation. 
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Parents are responsible for: 
 Ensuring contact information is kept up to date so they can easily be reached by 

staff in the event of an emergency; 
 Following direction as outlined by the school Principal and Police Services 

Service; and 
 Reinforcing with their children their responsibility to follow directions during a 

crisis and the importance of sharing, with school staff, information of anyone or 
anything that may be associated with or result in a bomb threat situation. 

 
DEFINITIONS: 
 
Bomb Threat – a threat, usually verbal or written, to detonate an explosive or incendiary 
device to cause property damage, death or injuries, whether or not such a device 
actually exists. 
 
Incendiary Device – any firebomb or device designed or specifically adapted to cause 
physical harm to persons or property by means of fire, and consisting of an incendiary 
substance or agency and a means to ignite it. 
 
PROGRESS INDICATORS: 

 All Board sites have bomb threat plans included in their Emergency Response 
Plans, which reflect this Administrative Procedure, as per Ministry mandate; 

 Staff and emergency services personnel work together to manage bomb threat 
situations effectively; 

 There is a consistent approach across the Board with respect to bomb threat 
planning; and 

 Consistent bomb threat response practices and procedures will be in place in all 
PVNCCDSB schools and Board buildings. 

 
REFERENCES: 

 Police Services/School Board Protocol (2016) 

 Provincial Model for a Local Police Services/School Board Protocol, 2015 
 
 

http://www.pvnccdsb.on.ca/en/ourschools/resources/PoliceSchoolBoardProtocolDocumentFINAL-September2016.pdf
http://www.edu.gov.on.ca/eng/document/brochure/protocol/locprote.pdf


 
 

 

 

 

 

 

 
 
TITLE OF ADMINISTRATIVE PROCEDURE: 
 
Disability Management 
                                     
DATE APPROVED: January 30, 2018 
 
 
PROJECTED REVIEW DATE:  2023 
 
 
DIRECTIONAL POLICY ALIGNMENT: Employee Relations  
 
  
ALIGNMENT WITH MULTI-YEAR STRATEGIC PLAN: 

 

BOARD ADMINISTRATIVE PROCEDURE 

 ADMINISTRATIVE PROCEDURE 
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ADMINISTRATIVE PROCEDURE 

NUMBER 

507 

 

Directional Policy 
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ACTION REQUIRED: 

 

1.0 Background 

 

All employees will be treated with fairness, consistency, respect and compassion.  
The Board’s Disability Management Procedure is an integrated partnership among 
employees, supervisors/administrators, union representatives, and health care 
providers that support employees who cannot remain at work or return to work. The 
Procedure provides direction for the management of long-term absences from 
work. 

 
Employees are expected to take an active and responsible role in their 
own medical care so that well-being can be maintained and absences from work 
minimized.   

 
The Board will make every reasonable effort to keep employees in the workplace 

and to return employees to work safely and quickly.  This will be accomplished 

through communicating before, during, and after an employee’s absence and 

offering suitable modified work (see AP - 530 Accommodation). 

 

Participation in the Disability Management Procedure is a requirement for all 

employees of the Board.     

 

2.0 Purpose of the Program 

 

The Disability Management Administrative Procedure is in place to provide 
employees when they are unable to attend work due to personal illness or injury.   
The Board will endeavour to support and keep employees at work through the 
accommodation process (see AP 530 - Accommodation).  When accommodation is 
not possible, the Procedure provides eligible employees with access to sick leave 
and short term leave disability leave (STLDP) while they recover.  
 
Relevant Collective Agreements and Terms and Conditions of Employment also 
provide information related to sick leave/STLDP, accommodation and return to work. 

 
The process of disability management begins when an employee becomes disabled, 

injured or ill.  At this point the employee may or may not be required to be absent 

from work.  The program will endeavor to minimize an employee’s absence from 

work through providing support to employees where needed, ensuring employees 

are receiving appropriate care and treatment, and providing accommodations. 

 

Situations not eligible for sick leave/STLDP, such as the illness of a family member 

or certain medical procedures may qualify for other types of leave.   
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3.0 Confidential Medical Information  

 

In order to qualify for sick leave payments a nature of illness statement, and relevant 

functional abilities information is within the employer's required documentation.  

 

Inquiry as to function and further assessment, contact with Human Resource 

Services or the Wellness Coordinator or designate is not considered private medical 

information. 

 

It is not appropriate for any employee to ask for confidential medical information, nor 

is it required that the employee reveal or discuss confidential information / details of 

their treatment plan. However, some medical issues (e.g. the effects of medications, 

medical conditions) can impact an employee's fitness to perform various tasks, their 

safety, the safety of students, or others. The employee, Wellness Coordinator and/or 

the Supervisor, and need to be aware of this issue and manage it responsibly to 

avoid placing the employee, or others in the workplace, at risk.  

 

The completed medical documentation will be sent directly to the Board’s Wellness 

Coordinator or designate within the agreed upon time frame.  The medical can be 

provided via e-mail or fax machine. 

 

Failure to provide the required medical within the agreed to time frame may result in 

a suspension or denial of sick leave benefits pursuant to relevant Collective 

Agreements or Term and Conditions of Employment. 

 

4.0 Planned Absences from Work 

Often an employee may know in advance of an absence from work and/or may know 

approximately how long he/she may be absent from work.  In a case such as this, 

the following steps will take place. 

 

When an employee is expected to be absent from work for five (5) days or greater 

and he/she is aware of said absence (i.e. a pre-planned procedure/surgery), he/she 

will immediately call his/her supervisor and call the Board’s Wellness Coordinator or 

designate to advise him/her of the anticipated first date of absence and advise 

his/her supervisor. 

 

The Wellness Coordinator or designate will provide the employee with direction on 

what medical documentation (as per Collective Agreements if applicable) is required 

to support the ongoing absence from work.  The employee and the Wellness 

Coordinator or designate will agree to a reasonable time frame for the employee to 

provide the medical documentation. 
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If a medical procedure is planned the Wellness Coordinator or designate may 

require the requisite medical documentation be provided before the medical 

procedure or after the medical procedure, depending on the nature of the procedure. 

 

The employee shall have the required medical documentation completed by his/her 

doctor/ most appropriate medical practitioner (this may be an alternate designated 

practitioner including Nurse Practitioner, Physiotherapist and/or treating specialist)  

as agreed to by the Wellness Coordinator or designate. The employee will also 

provide his/her doctor with a standard letter which outlines the Board’s ability and 

willingness to accommodate.   
 

5.0 Ongoing Absences from Work 

 

When an employee is if off work on a day-to-day basis, he/she must report his/her 

absence as outlined in Administrative Procedure 506 – Reporting Absences from 

Work.  

 

If an absence extends to five (5) consecutive days or greater, the employee must 

notify the Board’s Wellness Coordinator or designate and supervisor via telephone to 

advise them of his/her ongoing absence from work.  The Wellness Coordinator or 

designate will provide the employee with direction on what medical documentation is 

required to support the ongoing absence from work.  An employee will have ten (10) 

days from the first date of absence to provide the medical documentation.  If this is 

not possible, alternate arrangements may be made. 

 

The employee shall have the required medical documentation completed by his/her 

doctor/ most appropriate medical practitioner ( this may be an alternate designated 

practitioner including Nurse Practitioner, Physiotherapist and/or treating specialist)  

as agreed to by the Wellness Coordinator or designate. The employee will also 

provide his/her doctor with a standard letter which outlines the Board’s ability and 

willingness to accommodate.   

 

When an employee is off work, reasonable follow up requests and reasonable 

periodic updates, may be required.  Regular and ongoing communication with the 

Board’s Wellness Coordinator or designate is required.  The Wellness Coordinator or 

designate determines the frequency of communication with the employee and 

obtains further clarification, as needed. 

 

After receipt of the initial medical documentation, the Board may require reasonable 

follow-up in the form of new medical documentation, pursuant to the relevant 

Collective Agreement or Terms and Conditions of Employment.  The frequency of 

when the Board will require updated medical documentation is based on a number of 

factors which include but are not limited to:  

 

 nature of illness; 

 pre-planned absence (i.e. surgery); 
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 length of absence; 

 current functional abilities, limitations and restrictions. 

 

The Board, when seeking reasonable updates on medical documentation, may 

require the medical documentation be submitted from the medical practitioner most 

relevant to the nature of illness. 

 

The supervisor will help to monitor the progress of any employee returning to regular 

or modified duties following an injury or illness and will routinely follow-up with the 

worker to ensure that the worker is complying with any restrictions and or limitations 

that have been assigned. 

 

As a decision guide, communication will be more frequent when:  
 

 it helps keep the employee connected to the workplace in a positive way; 

 the duration of the absence is unclear; 

 support is required which the Board can provide or arrange.  eg. Employee & 

Family Assistance Program or outside community health services and 

programs; 

 discussion is required concerning the employee's return to work, including 

modified work or workplace accommodation; 

 a significant treatment milestone is approaching.  
 

6.0 Return to Work  

 

When an employee is ready to return to work following a long-term absence, with or 

without accommodation, a return to work meeting may occur.  Relevant 

stakeholders, including but not limited to, the employee, the supervisor, the union 

representative (if applicable), and other Board staff may request a return to meeting 

and may be required to attend. 

 

The purpose of this meeting will be to ensure all parties understand the employee’s 

needs, address all workplace barriers, and share relevant information. 

 

Should accommodation be required during to facilitate a return to work, see 

Administrative Procedure 530 - Accommodation for further details. 

 

7.0 Long-Term Disability 

 

Should an employee not be able to return to work and have access to a long-term 

disability benefit, the Board’s Wellness Coordinator or designate will advise the 

employee of when he/she should apply and provide relevant information. 

 

 

RESPONSIBILITIES: 
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The Board of Trustees is responsible for: 

● Ensuring alignment with the Employee Relations Directional Policy. 
● Reviewing the Disability Management Administrative Procedure as part of its 

regular policy and procedures review cycle. 
 

The Director of Education is responsible for: 

● Designating resources for ensuring the implementation of and compliance with 
this Administrative Procedure. 

 

Superintendents are responsible for: 

● Ensuring principals are consistent with the application of this Administrative 

Procedure 

● Ensuring that any employee for whom they have supervisory responsibility are 
aware of the requirements under this Administrative Procedure and that 
employees follow the requirement for reporting absences from work. 

 

Principals, Vice-Principals, Managers and Supervisors are responsible for: 

● Ensuring staff who they supervise are aware of the requirements under this 

Administrative Procedure and that employees follow the requirement for reporting 

absences from work. 

● Informing the Wellness Coordinator or designate by phone and/or e-mail of 

employees who are absent for 5 days consecutively. 

● Maintaining regular contact and offering support to employees while they are 

absent from work to help ensure safe and timely return to work occurs. 

● Approving leave requests and verifying absences in SmartFind Express in a 

timely fashion. 

● Monitoring the progress of any employee returning to regular or modified duties 

following an injury or illness and routinely following-up with the worker and 

Wellness Coordinator to ensure that the worker is complying with any restrictions 

and or limitations that have been identified and that accommodations are in 

place. 

● Arranging supply coverage if required as per the Accommodation or Return to 

Work Plan and submitting appropriate notification to Human Resource Services. 

 

Staff are responsible for: 

● Co-operating in his or her timely and safe return to work. 

● Call his/her supervisor and the Wellness Coordinator or designate to advise of 

his/her absence from work for absence of five (5) consecutive days or greater. 

● Obtaining medical attention, and ensuring the timely completion and return of the 

medical certificate by their treating physician and/or forwarding the medical 
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certificate to the Wellness Coordinator or designate. To expedite the process, 

employees may access The Loop to obtain a copy of the relevant medical 

certificate and return to the Wellness Coordinator or designate.  

● Ensuring they are familiar with the appropriate software programs so leaves can 

be reported and requested (i.e. SmartFind Express, the Hub). 

● Attempting to have regular attendance at work, by taking an active and 

responsible role in their own rehabilitation, in attending scheduled therapy and 

follow-up medical appointments - with consideration to the hours of work and 

ability to schedule outside of work hours when possible per AP 506 - Reporting 

Absences. 

● Working safely within limitations and restrictions. 

● Maintaining reasonable communication with the Wellness Coordinator or 

designate. 

 

The Wellness Coordinator or designate are responsible for: 

● Contacting the worker as soon as possible after the injury occurs/ illness is 

reported and maintaining reasonable communication throughout the period of the 

worker’s recovery. 

● Collecting and assessing information on abilities and limitations & restrictions in 

an effort to engage the employee in the return-to-work process. 

● Evaluating and identifying any workplace barriers and providing strategies to 

resolve workplace barriers.  

● Attempting to provide suitable employment that is available and consistent with 

the worker’s functional abilities.  

● Communicating with the Board, union and supervisor such information as the 

Board may request concerning the worker’s return to work. 

● Coordinating with the appropriate Human Resources Officer so that vacancies 

can be filled where required. 

 

 

PROGRESS INDICATORS: 

Reporting of Absences, Tracking of Sick Leave/Short Term Leave Disability Plan, Long 

Term Disability  

 

 

 

 

DEFINITIONS: 
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Disability - As per the Ontario Human Rights Code, a disability is defined as any of the 

following:   

 Any degree of physical disability, infirmity, malformation or disfigurement that 

is caused by bodily injury, birth defect or illness, including, but not limited to, 

diabetes, mellitus, epilepsy, a brain injury, any degree of paralysis, 

amputation, lack of physical coordination, blindness or visual impediment, 

deafness or hearing impediment, muteness or speech impediment, or 

physical reliance on a guide dog or other animal or on a wheelchair or other 

remedial appliance or device.  

 A condition of mental impairment or a developmental disability. 

 A learning disability or a dysfunction in one or more of the processes involved 

in understanding or using symbols or spoken language.  

 A mental disorder.  

 An injury or disability for which benefits were claimed or received under the  

 Workplace Safety and Insurance Act.  

 

Disability Management File - An individual’s file which contains confidential medical 

documentation related to an employee’s disability. This file is kept separate from their 

personnel file and is secured within the Disability Management office. 

 

LTO- Long term Occasional - Long term supply assignment - in reference to 

assignment of a worker CUPE- 12 days or longer supply Teaching assignments 12 days 

or longer   

 

Long-Term Absence – Any absence which is 5 consecutive days or greater. 

 

Medical Certificate – The designated template for employees to provide medical 

information related to their absence greater than five (5) consecutive days. 

 

 

REFERENCES:  

PVNC Catholic District School Board Vision and Strategic Priorities 2017-2020 
Cover Letter for Accommodated work availability  
Non-Teaching Employees Medical Certificate 
OECTA/ OTBU Medical Certificate  
AP 506 - Reporting Absences 
AP 530 - Accommodated Work 
 

http://www.pvnccdsb.on.ca/en/programsservices/strategicplanning.asp
http://www.pvnccdsb.on.ca/en/programsservices/strategicplanning.asp
https://internal-theloop.pvnccdsb.on.ca/en/departments/resources/CUPEADMIN-MEDICALCERTIFICATENOV20161.pdf
https://internal-theloop.pvnccdsb.on.ca/en/departments/resources/OECTAOTBU-MEDICALCERTIFICATENOVEMBER2016.pdf
http://www.pvnccdsb.on.ca/uploads/237/Doc_636468822984146281.pdf












https://pvnccdsb-on.safeschools.com/courses/details/COURSE-HE_ALLERGY


https://www.epipen.ca/en/school-resources/school-library
https://www.epipen.ca/en/school-resources/school-library
https://www.epipen.ca/en/school-resources/school-library
https://pvnccdsb-on.safeschools.com/courses/details/COURSE-HE_ALLERGY










https://www.ontario.ca/laws/statute/05s07
http://www.edu.gov.on.ca/extra/eng/ppm/ppm161.pdf
http://foodallergycanada.ca/resources/print-materials/
http://www.allergyaware.ca/
http://www.edu.gov.on.ca/eng/healthyschools/medicalconditions.html
































http://acbo.on.ca/download/education-archives/
http://acbo.on.ca/download/education-archives/

