Memorandum to the Council of

Corporation of the Municipality of Temagami

Subject: Approval of Updated Human Resource Policy and Manual

Memo No: 2025-M-018

Date: January 9, 2025

Attachment: Human Resource Policy and Manual with Tracked Changes (Legal Review)

Prepared By: Sabrina Pandolfo - Clerk

Recommendation

BE IT RESOLVED THAT Council receives Memo 2025-M-018, including Appendix A, hereby being

part of the memo, as presented;
AND FURTHER BE IT RESOLVED THAT Council approve the updated Human Resource Policy and

Manual (Appendix A) which incorporates the tracked changes recommended by legal counsel,;

AND FURTHER THAT Council Direct staff to prepare a by-law for adoption at the next regular

Council meeting to formally entrench the policy.
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Executive Summary

As per Resolution #24-473, passed on October 10, 2024, Council directed staff to finalize the
Human Resource Policy, including approved amendments, and submit the draft for legal review.
The updated version with legal counsel’s recommendations is now presented for Council’s
approval. This policy ensures compliance with employment legislation and reflects operational

priorities, fostering a fair and consistent approach to HR management.

Background

Council previously approved specific amendments to the draft Human Resource Policy,

including:

Increasing on-call pay to $50.00 per day.

¢ Including the National Day for Truth and Reconciliation as a recognized day, treated

like Remembrance Day.
¢ Increasing sick days from 6 to 7 days annually.
e Expanding bereavement leave:
= 5 days for immediate family.
= 3 days for extended family.
= 1 day for other relatives.
e Raising the safety footwear allowance from $150.00 to $200.00 annually.

Adding a job handover and role transition policy.

These changes were incorporated into the draft document, which was then reviewed by the

Municipality’s legal counsel for compliance and clarity.
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Rationale

The updated policy aligns with Council’s commitment to fair and equitable treatment of
employees while ensuring legal compliance and operational efficiency. The legal review has
strengthened the policy by refining its language and ensuring consistency with the Employment

Standards Act, Ontario Human Rights Code, and other relevant legislation.

Legal Compliance and Relevant Acts

The updated Human Resource Policy complies with:

e Employment Standards Act, 2000: Ensures minimum standards for sick leave, on-call

pay, and other employment practices.

e Ontario Human Rights Code: Guarantees non-discriminatory policies and equitable

treatment for all employees.

e Occupational Health and Safety Act: Addresses safety provisions, such as footwear

allowances, to protect employees.

Implementation Plan

e Upon Council’s approval, staff will finalize the policy and prepare a by-law for its

adoption.

e The by-law will be brought forward at the next regular Council meeting for formal

adoption.

¢ Following adoption, the policy will be disseminated to all employees, with training

provided as needed to ensure compliance.
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Conclusion

The updated Human Resource Policy and Manual represents a significant step toward
modernizing the Municipality’s HR practices, ensuring fairness, and maintaining compliance
with legal standards. Approval of the updated policy and the preparation of a by-law will

provide a solid foundation for its implementation.
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DEFINITIONS — Section 0

Formatted: Heading 1

0.1 - PURPOSE
The Definitions Section,is designed to provide clear and consistent explanations of key terms and

Formatted: Indent: Left: -0.82 cm, Hanging: 0.07 cm,
No bullets or numbering

roles referenced throughout this policy manual. By defining these terms, the Municipality ensures Formatted: Font: (Default) Arial

that all employees, Council members, and other stakeholders have a shared understanding of

Formatted: Font: (Default) Arial, Not Bold

important concepts, reducing ambiguity and promoting uniform application of the policies.

Formatted: Font: (Default) Arial

This section is not all-encompassing and may require amendments or additions over time. Update Formatted: Font: (Default) Arial

will be made as necessary to ensure the Definitions Section remains relevant and comprehensive. Formatted: Indent: Left: -0.79 cm, Right: -0.16 cm,
Space Before: 0 pt, After: 0 pt, No widow/orphan
control, Don't adjust space between Latin and Asian

text, Don't adjust space between Asian text and

0.2 — DEFINITIONS

Municipality:

Refers to The Corporation of the Municipality of Temagami. 2.57 cm, Right: 0 cm

Formatted: Heading 2, Indent: Left: -2.57 cm, Hanging

Formatted: Font: (Default) Arial, Not Bold

Mayor: Formatted: Font: (Default) Arial

The elected head of Council, responsible for providing leadership, presiding over meetings, and

Formatted: Font: (Default) Arial

|
|
|
|
]
]
|
|
|

representing the Municipality in official capacities.

Formatted: Indent: Left: -0.79 cm, Right: -0.16 cm,
Space Before: 0 pt, After: 0 pt, No bullets or
numbering, No widow/orphan control, Don't adjust
space between Latin and Asian text, Don't adjust space
between Asian text and numbers

Council:
The governing body of the Municipality, comprised of elected officials, including the Mayor and
Councillors, responsible for establishing municipal policies, budgets, and strategic priorities.

. Formatted: Font: (Default) Arial, Not Bold
Council Member: ( )

An elected official who serves on the Municipality’s governing body and participates in decision- Formatted: Font: (Default) Arial

making on municipal policies, budgets, and priorities. Formatted: Font: (Default) Arial

Formatted: Font: (Default) Arial

Chief Administrative Officer (CAQ):

Formatted

The senior administrative officer of the Municipality responsible for overseeing operations,
implementing Council decisions, and providing leadership.

Formatted: Font: (Default) Arial, Not Bold

Formatted: Font: (Default) Arial

Manager:;,

Formatted: Font: (Default) Arial

A department head (e.g., Clerk, Treasurer, Public Works Superintendent) responsible for strategic
oversight, operational decision-making, and supervising their team.

Formatted: Font: (Default) Arial

Formatted

Supervisor;, Formatted: Font: (Default) Arial, Not Bold

S/ A A1l

An individual tasked with direct oversight of employees, ensuring tasks are completed effectively

Formatted: Font: (Default) Arial

and providing day-to-day guidance.

Formatted: Font: (Default) Arial

Person Responsible for Human Resources (HR): Formatted: Font: (Default) Arial

The designated staff member responsible for administering HR-related functions, including Formatted: Font: (Default) Arial

recruitment activities, training, compliance, performance management, and ensuring adherence to
municipal HR policies and employment laws.

Formatted

Formatted: Font: (Default) Arial, Not Bold

NN

Employee:, Formatted: Font: (Default) Arial

Any individual employed by the Municipality, including full-time, part-time, temporary, contract and /{Formatted; Font: (Default) Arial

casual workers, whether hourly or salaried.

Formatted: Font: (Default) Arial
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Formatted

Volunteer Firefighter:, Formatted

An individual providing fire and emergency services on a voluntary basis, compensated with an Formatted

honorarium but not classified as an employee.

Formatted

Salaried Employee; Formatted

An employee who receives a fixed annual salary and is typically exempt from overtime, unless Formatted

stated in their contract.

Formatted

Hourly Employee:, Formatted

An employee compensated based on hours worked and eligible for overtime pay as per their Formatted

employment contract and the Ontario Employment Standards Act. Formatted

Formatted

Temporary Employee;
An individual employed for a specific project or fixed period, typically without eligibility for long-term

Formatted

benefits, unless explicitly stated in their employment contract. Formatted

Formatted

Casual Employee;
An employee engaged on an as-needed basis without a reqular schedule or guarantee of hours.

Formatted

Casual employees are typically not eligible for benefits. Formatted

Formatted

Full-Time Employee;, Formatted

An employee who works 37.5 hours or more per week on a continuous basis and is eligible for full
benefits as outlined in their employment contract.

Formatted

Formatted

Part-Time Employee;, Formatted

An employee who works fewer than 37.5 hours per week on a reqgular basis and may be eligible for Formatted

prorated benefits, as specified in their contract.

Formatted

Probationary Employee: Formatted

A new employee undergoing a trial period, typically six months, during which their suitability for the Formatted

role is assessed. Formatted

Honorarium;, Formatted

A nominal payment made to individuals, such as volunteer firefighters, for their time and services, Formatted

not constituting wages or reqgular employment compensation. Formatted

Formatted

Confidential Information;,
Any non-public information obtained during employment with the Municipality, including personnel

Formatted

records, financial data, and information protected under privacy laws. Formatted

Formatted

Workplace Harassment;, Formatted

Engaging in vexatious comments or conduct against a worker that is known, or ought reasonably to
be known, to be unwelcome, as defined under the Ontario Human Rights Code and Occupational

Formatted

Formatted

Health and Safety Act (OHSA).

Formatted

Workplace Violence;
Any act of physical violence, threat, or intimidation occurring in or associated with the workplace,

Formatted

Formatted

as defined under the OHSA.
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supervisor or manager.

Formatted

Progressive Discipline; Formatted:

Font:

12 pt

A structured process for addressing employee performance or conduct issues, escalating through
stages (e.g., verbal warnings, written warnings, suspension) if problems persist.

Formatted:

Font:

12 pt, Not Bold

Formatted

Formatted:

Accessibility for Ontarians with Disabilities Act (AODA): Formatted: Font: (Default) Arial, Not Bold J
A provincial law aimed at ensuring organizations provide accessible services and workplaces for Formatted: Font: (Default) Arial J
individuals with disabilities.
Formatted [_j
Employment Standards Act (ESA); Formatted: Font: (Default) Arial, Not Bold J
Ontario legislation that sets out minimum employment standards, including hours of work, Formatted [—j
overtime, leaves, and termination rules. -
Formatted: Font: (Default) Arial ]
Operational Procedures: Formatted: Font: (Default) Arial, Not Bold ]
The standardized processes and practices employees are required to follow to ensure consistency, Formatted [—j
efficiency, and compliance in their roles.
Formatted: Font: (Default) Arial J
Job Description;, Formatted: Font: 12 pt, Not Bold }
A formal document outlining the duties, responsibilities, qualifications, and expectations associated Formatted [—j
with a specific position.
Formatted: Font: 12 pt J
Grievance; Formatted: Font: 12 pt, Not Bold }
A formal complaint made by an employee regarding workplace issues, including disputes over Formatted [—j
policies, harassment, or perceived unfair treatment.
Formatted: Font: 12 pt J
Conflict of Interest, Formatted: Font: 12 pt, Not Bold )
A situation where an employee’s personal or financial interests could interfere with their Formatted [—j
professional responsibilities or decision-making within the Municipality.
Formatted: Font: 12 pt }
Training and Development:, Formatted: Font: 12 pt, Not Bold }
Initiatives and resources provided to employees to enhance their skills, knowledge, and abilities for Formatted B
personal growth and organizational benefit.
Formatted: Font: 12 pt ]
Health and Safetv Commlttee Formatted: Font: 12 pt, Not Bold }
A group of employer and employee representatives established to address workplace health and Formatted [_j
safety concerns in compliance with the Occupational Health and Safety Act, Formatted: Font: 12 pt ]
Employment Agreement:, N Formatted: Font: 12 pt, Not Bold ]
A written contract outlining the terms and conditions of employment between the Municipality and Formatted: Font: 12 pt J
an emgloyee. Formatted: Font: 12 pt, Not Bold J
. . Formatted [_j
Confidentiality Agreement;, . o 12 ]
A document signed by employees agreeing not to disclose sensitive or proprietary information ormatted: Font: 12 pt
obtained through their role with the Municipality. Formatted: Font: 12 pt, Not Bold ]
Formatted: Font: 12 pt ]
Performance Evaluation:, Formatted ﬁ
The formal process by which an employee's job performance is reviewed and assessed by their
Formatted: Font: 12 pt, Not Bold ]

Font:

112 pt
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Workplace Policies;,

Formatted: Font: 12 pt, Not Bold

The rules, guidelines, and expectations established by the Municipality to govern employee

Formatted: Font: 12 pt

behavior and workplace operations.

Severance Pay;

Compensation provided to eligible employees upon termination of employment, in accordance with

Formatted: Indent: Left: -0.79 cm, Right: -0.16 cm,
Space Before: 0 pt, After: 0 pt, No widow/orphan
control, Don't adjust space between Latin and Asian
text, Don't adjust space between Asian text and

the Employment Standards Act or their employment agreement.

Formatted: Font: 12 pt, Not Bold

Vacation Leave;
Paid time off accrued and taken by employees, as outlined in their employment agreement or

municipal policy.

| 4
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Formatted: Font: 12 pt

Lieu Time:, «
Time off provided to salaried employees in place of overtime pay for hours worked beyond their

Formatted: Font: 12 pt, Not Bold

regular schedule.

Formatted: Font: 12 pt

Formatted: Font: 12 pt, Not Bold
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On-Call Policy:, “
Guidelines governing employees who may be required to remain available outside reqular working
hours to respond to emergencies or operational needs.
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GENERAL INFORMATION — Section 1

1.1 - PURPOSE

It is the purpose of this Employment Policy and Procedure Manual to recognize the mutual value of
the terms and conditions of employment; to encourage an efficient and effective approach to the
delivery of all municipal services; to promote the morale, well-being and security of all Employees
of the Employer; and to provide direction and consistency in the Management of personnel
matters.

1.2 - ACKNOWLEDGMENT

Employees recognize the exclusive right of the Employer to operate and manage its business in all
respects in accordance with its commitments and responsibilities and that the determination of
methods, processes and means are solely the responsibility of The Corporation of the Municipality
of Temagami.

It is understood that the Municipality of Temagami is responsible for the safety, health, comfort and
general welfare of the citizens of our community; therefore, the Employees recognize that they
must be prepared to assist in carrying out the services of the Employer whenever the services are
required. The Employer agrees to follow the provisions of this Employment Policy and Procedure
Manual; the Employment Standards Act as amended; and all other relevant and applicable
Provincial and Federal legislation.

1.3 - SCOPE
The policies and procedures in thIS manual apply to all Mun|C|paI Employees%sﬁ%mpleymen%

@mﬁemspe%;&ag;eemem& unless other\lee SpeCIerd

Policies and procedures in this manual have an organization-wide application to provide a basis for
consistent and appropriate decision-making, and provide guidance for Staff on many issues.

All Employees have the responsibility to familiarize themselves with the content of the policies and
procedures and to conduct themselves accordingly. All Supervisors and managers have the
responsibility to communicate with those Staff under their direction about the application of policies
and procedures, to ensure compliance and to take corrective action when necessary.

The Municipality reserves the right to revise or add to the policies from time to time as deemed
necessary. Employees will receive periodic updates to these policies and are expected to
familiarize themselves with these changes.

The provisions of this policy manual are subject to any federal or provincial laws that may prohibit
or restrict their applicability.

1.4 - APPLICATION/ENFORCEMENT
It shall be the responsibility of Management and Supervisors to ensure the consistent and
equitable application of these policies.

1.5 - IMPORTANCE AND CONTRACTUAL FORCE

The following statements shall establish the importance and contractual force of the Municipality’s
policies including those contained within this policy manual:

The Corporation of the Municipality of Temagami 2025-M-018

Page 22 of 123



e All Municipal Employees are required to review and abide by all the terms contained in this
policy manual. Every possible effort has been made to make this manual comprehensive
however it cannot address every possible situation. As such, the Municipality reserves the
right to exercise discretion in the interpretation and enforcement of our policies and to
revise or add to our policies from time to time as deemed necessary.

e If you have any questions about any of our policies or how to interpret them, please speak
to your Supervisor or HR.

1.6 - REVIEW & AMENDMENT

This manual shall be reviewed once per term of Council by the Management Team. Any policy that
requires minor amendments prior to the review date, will be processed and forwarded on to Staff,
to sign a new acknowledgement sheet with the understanding that they have read and understand
the changes. Signed acknowledgement sheets are retained in the Employee’s personnel file.
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VISION AND VALUE — Section 2

2.1 - EMPLOYMENT - VISION OF THE MUNICIPALITY OF TEMAGAMI
1) Create a safe and considerate working environment for all Employees.
2) Encourage originality, innovation and promote enthusiasm in all Employees.
3) Create a distinctive and progressive corporate culture.
4) Make positive contributions to the community in which we operate and strive to
become a model corporate citizen.

2.2 - EMPLOYMENT - VALUES OF THE MUNICIPALITY OF TEMAGAMI

1) Communication - The most effective communication begins with listening. Leadership
will set the example with active listening, especially when the information may be
negative. An open environment encouraging discussion enhances involvement;
feedback encourages improvement.

2) Teamwork - Teamwork is a necessity. Do not be limited by your job description but
rather, act according to the situation. Draw on the skills and expertise of the team to
achieve results.

3) Responsibility - Each Employee must understand their responsibilities clearly and
execute them accordingly. Each Manager is responsible to assign and communicate
those responsibilities.

4) Hands on Approach - Be available to contribute where required, visualize the
situation, and take the necessary action.

2.3 - MISSION STATEMENT

The Corporation of the Municipality of Temagami exists to serve its residents and those who come
to experience the area. We are dedicated to creating and maintaining a balance between the
global attraction of Temagami’s wilderness and a successful business community. We are also
dedicated to achieving the sustainable development of the Temagami area’s natural resources,
while conserving and ensuring the area’s natural heritage and ecological diversity. (1998)

2.4 - COMMUNITY VISION
We, the community of Temagami aspire to be the community of choice for ourselves and future
generations.

We will achieve our vision through a healthy economy that respects the natural environment and
builds on our tourism and natural resource heritage and sustainable secondary business sectors
and vital neighbourhoods.

We will preserve and cherish our rich cultural roots, work collaboratively with our indigenous
neighbours and celebrate the diversity of our people.”
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STANDARDS OF CONDUCT & EMPLOYMENT PRACTICES —
Section 3

3.1 - GENERAL GUIDELINES

All employees are urged to become familiar with The Corporation of the Municipality of Temagami
rules and standards of conduct and are expected to follow these rules and standards faithfully in
doing their own jobs and conducting the Municipality’s business.

3.2 - REPORTING RELATIONSHIPS

The Municipality’s CAO/Treasurer shall be-respensible-direstlyreport to Council. The Department
managers shall be-responsible-report to the CAO/Treasurer and all other employees shall be-
responsible-report to the Managers concerned.

Every Municipal Representative is expected to think-and-act, at all times, in the best interest of the
Municipality of Temagami and its residents.

3.3 - ADDRESS OR TELEPHONE CHANGE

It shall be the responsibility of each employee to notify the Staff Member responsible for Human
Resources of any change in the employee’s address or telephone number in writing within five (5)
calendar days of the change.

3.4 - RIGHT TO REVIEW PERSONNEL FILE

An employee shall have the right to request an appointment for the purpose of reviewing the
Municipality’s personnel file maintained on their behalf. Any review shall be in the presence of an
Employer representative.

The task of handling personnel records and related administration functions at The Corporation of
the Municipality of Temagami has been assigned to the Staff Member responsible for Human
Resources. Personnel files will be kept confidential at all times.

3.5 - ATTENDANCE AND PUNCTUALITY
The Corporation of the Municipality of Temagami expects employees to be ready to work at the
beginning of the assigned work day.

3.6 - ABSENCE AND LATENESS

From time to time, it may be necessary for an employee to be late or absent from work. The
Corporation of the Municipality of Temagami is aware that emergencies, ilinesses, or pressing
personal business that cannot be scheduled outside work hours may arise.

It is the responsibility of all employees to contact their immediate supervisor as soon as possible if
they will be absent or late. The supervisor will inform all other affected parties.

3.7 - UNSCHEDULED ABSENCE

Absence from work for three (3) consecutive days without notifying management or the Staff
Member responsible for Human Resources will be considered grounds for terminationdisciplinary
action, except in extenuating circumstances, where the employee is unable to notify as stated.

3.8 - CONFIDENTIAL INFORMATION AND NONDISCLOSURE
By continuing employment with The Corporation of the Municipality of Temagami, employees
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agree that they will not disclose or use any of The Corporation of the Municipality of Temagami’s
confidential information, either during or after their employment and will sign a confidentiality
agreement to this effect.

3.9 - ETHICAL STANDARDS
Employees are expected to make professional decisions consistent with The Corporation of the
Municipality of Temagami’s principles and standards as set forth in Municipal Policies and Bylaws.

3.10 - CONFLICT OF INTEREST
No employee of the Municipality shall recommend or give preference to a business that is owned
by their parent, child or spouse.

Where an employee of the Municipality of Temagami will have any interest, directly or indirectly, in
any contract for goods or services, they shall disclose the interest and the general nature thereof in
writing to the approval authority, prior to the contract being considered or awarded. They shall not
attempt in any way to influence the decision of the awarding of the contract. Where the employee
is the one responsible for the decision making, and/or the supervisory role after the contract is
awarded, they shall notify their supervisor in writing prior to the awarding of the contract, in order
that someone else may be delegated the decision making and/or the supervisory authority before,
during and after the contract is awarded.

3.11 - DRESS CODE

Employees of The Corporation of the Municipality of Temagami are expected to present a clean
and professional appearance while conducting business. Dressing in a fashion that is clearly
unprofessional, that is deemed unsafe, or that negatively affects The Corporation of the
Municipality of Temagami’s reputation or image is not acceptable.

These guidelines apply to all non-uniformed employees in the Municipal Office, facilities and
worksites. Exceptions to these guidelines will be permitted where particular forms of dress are
required to perform particular job functions. For example, some Parks and Recreation Staff and
Public Works Staff are required to dress in a manner appropriate to their job responsibilities and
work environment.

Casual does not imply poorly fitting clothing. Clothing should be without holes or frayed areas. As a
rule of thumb, anything the employee would wear to the gym, beach, or to clean the garage would
not be considered business casual wear.

Employees should, however, take their day's schedule into account. If an employee is attending a
Council meeting, or meeting with external customers, more traditional business attire may be
appropriate.

3.12 - USE OF EQUIPMENT AND VEHICLES

The Corporation of the Municipality of Temagami will attempt-te provide employees with the
equipment needed to do their job. None of this equipment shall be used for personal use, nor
removed from the physical confines of The Corporation of the Municipality of Temagami, unless it
is approved for a job that specifically requires use of municipal equipment outside the physical
facility. In some instances, employee equipment may be needed to carry out job and compensation
rates will be negotiated as required.
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3.13 - USE OF COMPUTER, PHONE AND MAIL

The Corporation of the Municipality of Temagami property, including computers, phones, electronic
mail, and voice mail, should be used only for conducting Municipality business. Incidental and
occasional personal use of Municipality computers, phones, or electronic mail and voice mail
systems may be permitted, but information and messages stored in these systems will be treated
no differently from other business-related information and messages.

3.14 - USE OF INTERNET
Employees are responsible for using the Internet in a manner that is ethical and lawful. Use of the
Internet must solely be for business purposes and must not interfere with employee productivity.

3.15 - USE OF COMPUTER SOFTWARE

The Corporation of the Municipality of Temagami does not condone the illegal duplication of
software. The copyright law is clear. The copyright holder is given certain exclusive rights, including
the right to make and distribute copies.

Downloading of other software must be authorized by the CAO/Treasurer in consultation with the
IT Department.

3.16 - NON-SMOKING POLICY

No smoking of any kind is permitted inside any The Corporation of the Municipality of Temagami
offices, vehicles or equipment. Smoking may take place only outside The Corporation of the
Municipality of Temagami facilities and not within 25’ of the entrance. Smoking remnants must be
safely disposed of in municipally issued receptacles. Littering will not be tolerated.

3.17 - GIFTS

Advance approval from management is required before an employee may accept a gift of any kind
from a citizen. Employees are not permitted to give unauthorized gifts to citizens.
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HEALTH AND SAFETY STANDARDS - Section 4

4.1 - POLICY STATEMENT

The safety and health of employees is a priority. The Corporation of the Municipality of Temagami
makes every effort to comply with all provincial and federal workplace safety requirements. Each
employee is expected to obey all safety rules and exercise caution and common sense in all work
activities.

4.2 - RESPONSIBILITIES

Under compliance with the Occupational Health & Safety Act, it is the responsibility of the employer
to:

Ensure required health and safety training is provided to each employee

Ensure employees are provided with proper equipment and trained to use it safely
Ensure supervisors and employees are aware of any known hazards in the workplace
Take every precaution reasonable in the circumstances to protect you

Post Health and Safety notices and identify where employees can read them

Post the names of workplace Representatives where employees can see them

Post the Occupational Health and Safety Act and the WSIB “In Case of Injury at Work”
poster where employees can read them

Post Ministry of Labour orders where employees can see them

Rectify health and safety problems brought to their attention by the Health & Safety
Representatives within a reasonable timeframe

NoohkwN =

© ®

Each workplace (Office, Public Works, Community Centre, etc.) will have an employee who has
been identified as the Health and Safety Representative, who will:

Identify workplace hazards

Obtain information from the employer

be consulted about workplace testing

Make recommendations to the employer

Investigate work refusals

Investigate serious injures

Request information from the Workplace Safety and Insurance Board (WSIB)

NookrwN =

Employees must report any hazard or contravention of the Occupational Health & Safety Act to
their Supervisor and the department Health & Safety Representative.

4.3 - HEALTH-RELATED ISSUES
Employees who become aware of any health-related issue that may affect their ability to perform
their job duties, shall notify their supervisor of health status as soon as possible.

4.4 - EMPLOYEE REQUIRING MEDICAL ATTENTION

All accidents sustained by employees while on the job will be investigated to determine their cause
and the action required to prevent further occurrence of such accidents and injuries. Employees
shall report all work-related injuries and accidents immediately.

It is the responsibility of the employee's Supervisor to initiate an Employee Injury Report (WSIB

Form) and to document the incident and accident investigation using the prescribed form. It is also
the responsibility of the Supervisor to ensure that recommended corrective action is taken. The
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employee's Manager is responsible for ensuring that all persons carry out their duties and
responsibilities in accordance with the provision of the Occupational Health and Safety Act.

4.5 - WORKPLACE AND BUILDING SECURITY
Employees are not allowed to use Municipal workplaces after hours for personal use without prior
authorization from the CAO/Treasurer, or designate if the CAO/Treasurer is not available.

4.6 - WEATHER-RELATED AND EMERGENCY-RELATED CLOSINGS

At times, emergencies such as severe weather, fires, or power failures can disrupt Municipality
operations. In such instances, the CAO/Treasurer will decide on the closure and will provide the
official notification to the employees.
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HIRING POLICY — Section 5

5.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) is an equal opportunity employer, whose goal is to
evaluate and consider the skills, qualifications, and overall ability of any individual applying for a
position within the municipality, without discrimination.

5.2 - PURPOSE & SCOPE

The purpose of this policy is to provide a concise, systematic and equitable method of identifying
and placing individuals for employment within the Municipality while remaining compliant with
current legislation.

5.3 - GENERAL PROVISIONS

a) The hiring policy applies to all Departments, boards and committees within the Municipality,
for which the Municipality has jurisdiction. This includes the hiring of full-time, part-time, and
temporary/casual Employees.

b) Itis the intention of the Municipality that the most suitable candidate for each position be
hired.

c) The Municipality supports the merits of promoting from within the organization and
succession planning when there are internal candidates with the necessary knowledge,
skills, abilities and qualifications.

d) The Municipality will not discriminate against any person in the course of hiring under the
Protected Grounds of the Human Rights Code of Canada.

e) If a selected applicant requests an accommodation for a disability, the Municipality shall
consult with the applicant and provide or arrange for provisions of suitable accommodation
that considers the applicant’s disability.

f)  When a position where driving is an essential duty of the job, the Municipality will require
that the successful candidate provide a three (3) year driver’'s abstract as well as a recent
Commercial Vehicle Operator’'s Registration paid for at their own expense if applicable.

g) An applicant supplying vast or misleading information may be subject to immediate
termination from the hiring process and or their position.

h) The Municipality requires a Vulnerable Sector Check completed prior to start date for those
who work directly or indirectly with children or the vulnerable.

i) Grade 12 is required

5.4 - HIRING PROCESS
The following guidelines will be followed for the hiring of both full-time and part-time Employees for
the Municipality.

At the Municipality’s discretion, when deemed appropriate by way of qualified internal candidates,
the Municipality may choose to post jobs internally for a period of one week, by means of emails,
bulletin boards etc., before posting externally. Qualified applicants under the employ of the
Municipality shall remain subject to the normal hiring processes, including interviews.

External job postings will be advertised by the Staff Member responsible for Human Resources

(HR) on the Municipality’s website and in the media deemed most appropriate (e.g. local paper,
professional associations, web sites), for a minimum of two (2) consecutive weeks.
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All candidates are to submit a resume and cover letter for review by the Staff Member Responsible
for Human Resources and the respective Department Supervisor. Applicants shall, upon request,
submit a minimum of three (3) professional references. All submissions will be reviewed, however
only the most qualified candidates will be contacted for interviews.

5.5 - SELECTION AND INTERVIEW PROCESS

CAO/Treasurer:

The hiring committee should consist of the Mayor, Deputy Mayor, and appointed Councillor(s) and
outside qualified person(s), as appropriate. The team shall prepare a written recommendation to
Council for final approval.

Department Managers/Supervisors:
The hiring committee should consist of the CAO/Treasurer, Councillors and the Staff Member
Responsible for Human Resources.

Department Lead Hand/Foreman:
The hiring committee should consist of the CAO/Treasurer, Department Manager and the Staff
Member Responsible for Human Resources.

Department Employees:
The hiring committee should consist of the Department Manager, Department Supervisor and the
Staff Member Responsible for Human Resources.

In some cases, external experts in their field or Council members may be asked to join the hiring
committee if appropriate.

The Staff Member Responsible for Human Resources will set up and facilitate the interviews. More
than one interview and/or an employment skills test may be required to determine candidate
suitability, depending on the position.

Exceptions to the interview and selection process may be made for hiring temporary or seasonal
Employees when these positions are being filled by a person previously employed by the
Municipality in the same or similar position, in an emergency situation, or when deemed
appropriate by the CAO/Treasurer and the Staff Member Responsible for Human Resources.

5.6 - POTENTIAL HIRING CONFLICTS

The Corporation of the Municipality of Temagami WILL NOT favour nor inhibit the hiring of relatives
over others. All candidates will be given equal opportunity for employment, based upon
qualifications and merit, regardless of relationship to either an employee or an elected official.

For the purposes of this policy statement:
“Relative” is, for the purposes of this policy and in conformity with the Ontario Human Rights Code,
deemed to include the spouse, child or parent of an employee.

Employment will not be allowed where the potential employee would be subject, either directly or
indirectly, to the supervisory control of a relative. In cases of promotion or transfers from within
The Corporation of the Municipality of Temagami or in situations where related employees may, for
any reason come into a supervisory relationship, The Corporation may consider alternatives to
avoid that relationship.
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Former Employees: A former Employee who left the Municipality on amicable terms may be eligible
for reemployment. However, former Employees who left the Municipality without proper notice, or
when employment was terminated for disciplinary reasons, shall not be eligible for reemployment.

5.7 - OFFER OF EMPLOYMENT

References may be checked by the Staff Member Responsible for Human Resources, and with the
receipt of a minimum of two (2) positive professional references, a conditional offer of employment
will be made first verbally, then in writing to the successful candidate, and unsuccessful candidates
will be closed off.

Should the applicant accept the offer of employment, they will be considered an Employee, and
provided with a start date and required location to report for duty.

Confirmation of position may be required by Council resolution or by-law. Employee orientation will
take place on the start date or within the first week of employment to assist the Employee in their
duties. Not all aspects of the duties/position will be taught during the first week.

5.8 - PROBATIONARY PERIOD

New Employees are required to complete a minimum three (3) month probationary period, with the
option to extend for an additional three (3) months_or more if required. Every effort will be made to
help new Employees adapt successfully to their new work environment. The probationary period
also provides Employees with the necessary time to become familiar with the Municipality and to
evaluate whether or not they will be able to achieve their personal objectives or otherwise realize
their full potential while employed here.

5.9 - EMPLOYEE TYPES

Full-Time Permanent Employee
An individual employed on a continuous basis to work a standard schedule of 37.5 hours or more
per week, as determined by their position. Eligible for full employee benefits and vacation accrual.

Part-Time Permanent Employee

An individual employed on a continuous basis but scheduled to work fewer than 37.5 hours per
week. May be eligible for benefits, depending on hours worked and regular schedule. At the
discretion of the CAO

Temporary Full-Time Employee

An individual hired for a specified period or project, working 37.5 hours or more per week.
Duration of employment is predefined (e.g., summer term, six months, one year).
Benefits may be offered depending on the length of the contract.

Temporary Part-Time Employee
An individual hired for a specified period or project, working fewer than 37.5 hours per week.

Seasonal Employee

An individual hired for a recurring, specific season or time of year (e.g., summer, winter) to meet
seasonal demands, with set start and end dates.
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Casual Employee
An individual employed on an as-needed basis, with no guarantee of regular hours.

Contract Employee

An individual hired under a fixed-term employment contract for a specific task, project, or duration.

Probationary Employee

A new hire undergoing a trial period, typically six months, to determine suitability for a permanent
position. During probation, employment can typically be terminated without the full procedural
requirements applicable to permanent employees. Once probation is successfully completed, the
employee transitions to permanent status.

Volunteer Firefighter:

An individual providing fire and emergency services on a voluntary basis, compensated with an
honorarium but not classified as an employee, but may still be covered under certain workplace
policies (e.g., health and safety).

Volunteer

An individual offering their time and services without compensation to support municipal activities.

Not classified as an employee under employment law but may still be covered under certain
workplace policies (e.g., health and safety).
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PERFORMANCE REVIEW - Section 6

6.1 - PURPOSE
The purpose of the performance review is to improve Employee effectiveness, to recognize job
performance, and to identify opportunities for succession planning.

6.2 - RATIONALE

Employees are accountable for their performance and are entitled to know what is expected of
them, how they are performing and what resources are available to improve their performance. The
performance review process provides the means to establish and maintain open dialogue between
the Supervisor and Employee for the purpose of providing feedback to improve personal and
professional performance.

6.3 - BASIC PRINCIPLES OF PERFORMANCE MANAGEMENT:
e The Supervisor and the Employee work together to plan, monitor and review an Employee’s
work objectives.
e Performance Management is a continuous process of setting goals and assessing progress,
not something limited to an annual performance review meeting.
e Throughout the performance Management process, Employees are encouraged to actively
participate in the planning, evaluating, and improving their performance.

e Honesty and openness, with effective two-way communication are essential elements of the
Supervisor/Employee relationship.

6.4 - OBJECTIVES
e Provide feedback
¢ Identify performance gaps
e Provide tools for improvement
e Provide positive reinforcement
e To assist with directing salary progression
e Human Resources and succession planning

6.5 - TIMELINES
Upon successful completion of the probationary period and thereafter, yearly:
e The Department Supervisor is to conduct a performance review annually with each
Employee.
o The CAO/Treasurer shall conduct performance evaluations for Department Supervisors;
e The Human Resource Committee Members of Council shall review the performance of the
CAO/Treasurer annually, with input from the remainder of Council.

6.6 - GRID MOVEMENTS

During the probationary period for a new hire, an Employee will be placed at the starting level and
move to Step one once the probationary period has been successfully completed. Thereafter, step
increases will be based on a combination of time in the position, performance and supplementary
education. Eligibility for a step increase would occur after two years or after one year with
supplementary education designed to advance the knowledge of the Employee. During the annual
review the skill level will also be reviewed so that an increase in Step will be with an increase in
skills.
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For Management positions there will also be different factors which should include the overall
performance of their Department, the increase in Departmental Staff members’ skills as well as the
manager’s personal skill level and the advancement of longer-term Departmental goals. In
essence, simply occupying a chair for a period of time will not equate to receiving a Step increase
but rather, increased Management skills and job specific knowledge in addition to experience will
culminate in a Step increase when warranted.

Employees and or managers with performance issues may not receive a pay increase for multiple
years and may have a performance improvement plan (PIP) implemented. PIPs are usually
implemented for a short period of time (3-6 moths) and reviewed again to see if performance has
been improved.
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BENEFITS POLICY — Section 7

7.1 - POLICY STATEMENT
The Municipality of Temagami (Municipality) believes that having a comprehensive and competitive
benefit package is a key component in supporting Employee and family health and well-being.

7.2 - PURPOSE & SCOPE
The purpose of this policy is to outline the criteria under which Employees are eligible for benefit
coverage. This policy shall apply to all full-time Employees of the Municipality.

7.3 - COMMITMENT
The Municipality is committed to:
o Offering a balanced benefit program to help support Employees and their families during
times of unexpected iliness or accident;
e Providing the best value for the dollars spent;
e Supporting workplace health;
e Remaining competitive relative to market position, and
e Attracting and retaining Employees.

7.4 - ELIGIBILITY
Full-time Municipal Employees are eligible for benefits, unless otherwise stated in an Employee
contract, after the qualifying period of three (3) months.

Employees should be aware that certain premiums can be a taxable benefit. The Municipality is not
an insurer as to the following benefits and the exact terms of the coverage must be ascertained
from the provisions of the particular policies of the insurer.

7.5 - BENEFIT BOOKLET

Employees will be provided with access to an electronic Benefits Booklet provided by the insurance
carrier and are encouraged to visit the carrier’'s website. Copies of these documents can be printed
as needed.

7.6 - CLAIMS

Employees are required to submit their own claims to the applicable insurance carrier utilizing
designated forms. Claims related to workplace injuries or illnesses are generally not eligible for
payment through the Municipality’s benefit plans. Please refer to the information available through
the Workplace Safety and Insurance Board (WSIB) and contact your Staff Member responsible for
Human Resources (HR).

7.7 - EMPLOYEE RESPONSIBILITIES
Employees are responsible for:
a) Completing detailed forms as applicable.
b) Contact the Staff Member Responsible for Human Resources with any changes to
dependent status within 31 calendar days of the effective date of the change.
c) Submit claims within allowable periods or per the benefit provider’'s requirements.
d) Contact the benefit provider customer service centre if they have questions with regard to
their claim(s).
e) Use available on-line benefit services when possible.
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7.8 - MUNICIPALITY RESPONSIBILITIES
The CAO/Treasurer is responsible for:
a) Informing Council of potential issues concerning benefit plans.
b) Submitting any necessary reports to Council to ensure changes to benefit plans are in line
with demographic and market shifts.
c) Exercise discretion relative to changes in benefit plans as a result of unusual circumstances

Human Resources is responsible for:

a) Maintain Employee and benefit information in a confidential manner and to ensure
compliance with privacy information legislation.

b) Coordinate with insurance carriers to disseminate information and benefit updates to eligible
Employees. Consult with the CAO/Treasurer on matters affecting benefit plans and market
competitors.

c) Work with Employees to resolve benefit related issues.

d) Coordinate benefit initiatives with Third-Party Benefits Administrator.

e) Retain benefit related documentation.

f) Ensure consultation as appropriate with relevant parties.

7.9 - AMENDMENTS

The Municipality may amend any of its benefit plans at any time and will endeavor to provide
notification to Employees, as appropriate.
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ONTARIO MUNICIPAL EMPLOYEE RETIREMENT SYSTEM
(OMERS) — Section 8

8.1 - ENROLLMENT
Enrollment in the OMERS pension plan is mandatory for full-time Municipality of Temagami
(Municipality) Employees on the date of hire.

All other employees are eligible to enroll in OMERS on a voluntary basis.

OMERS enroliment paperwork will be completed with the Staff Member responsible for Human
Resources during orientation.

8.3 - CONTRIBUTIONS

The Municipality will match regular Employee contributions. If an Employee is on leave, the
Municipality will only match the contributions if they are on a statutory leave and the Employee has
chosen to buy back their service.

8.4 - PARTICIPATION
Participation in the pension plan shall continue until termination of employment, retirement, or
death of the Employee, as the Employee shall not be able to opt out of the program once enrolled.

8.5 - MYOMERS.CA

Once enrolled, OMERS will send each new Employee a welcome package in the mail. The
Municipality encourages Employees to establish their myomers.ca account, to set up things like;
beneficiaries, additional voluntary contributions, or change personal information.
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EMPLOYEE RECOGNITION POLICY — Section 9

9.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes and values the efforts and
accomplishments of our Staff members, and the contributions they make towards the success of
the Municipality.

9.2 - PURPOSE & SCOPE
The purpose of this policy is to ensure that Staff are recognized for their achievements in an
appropriate fashion.

9.3 - RECOGNITION
The Municipality may provide recognition in the following manners:
e Verbal or written congratulations and/or thanks;
e Ceremonies for the celebration and communication of excellence and/or achievement.

9.4 - ANNUAL RECOGNITION
The Staff Member responsible for Human Resources will be responsible for reporting to Council on
the annual Employee recognition list for years of Service and Service Appreciation.

9.5 - LENGTH OF SERVICE
The Municipality recognizes and rewards Employees that have stayed with the organization at the
following stages of their employment:

e 10 Years of Service — Gift or cash of $50

e 15 Years of Service — Gift or cash of $75

e 20 Years of Service — Gift or cash of $100

e 25 Years of Service — Gift or cash of $125

e 30 Years of Service — Gift or cash of $150

e 35 Years of Service — Gift or cash of $175

e 40 Years of Service — Gift or cash of $200

9.6 - SERVICE APPRECIATION
The Municipality shall provide departing gifts for Employees who leave through retirement or at the
recommendation of the CAO/Treasurer and approved by Council, based on the following criteria:

e Employees with 10 to 15 years of service - $200
¢ Employees with 15 to 20 years of service - $250
e Employees with 20 to 30 years of service - $300
e Employees with more than 30 years of service - $350

The award or gift is normally presented at a meeting of Council by the Mayor. The employee's
Department shall be responsible for the purchasing of an appropriate gift at the appropriate above.

In recognition of employees who leave the Municipality {er-goed-terms)-to move on to employment

elsewhere, department staff may decide to hold “going-away” events during lunch or break periods
at no expense to the Municipality.
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HOURS OF WORK AND OVERTIME — Section 10

10.1 - POLICY STATEMENT

Hours of work are designed to enable the Municipality of Temagami to deliver services in the most
efficient and effective manner. As such, the standard of work week for divisions may vary in
accordance with the nature of the work that is performed.

10.2 - HOURS OF WORK
The normal work week for all full-time Employees is either 37.5 hours per week or 40 hours per
week.

Specific hours of work will be established departmentally because of the variations in the nature of
work and the identified business requirements, and may occasionally be adjusted to allow for
changing circumstances.

It is recognized that Management Staff may periodically be required to work extended hours to
meet operational and planning commitments including emergency response, on behalf of the
Municipality. Staff members called in to work under a “Declared State of Emergency” are expected
to respond in view of the circumstances.

10.3 - BREAKS
Work breaks are provided from work to relax and refresh Staff. Employees may take up to the
equivalent of two (2) paid work breaks of 15 minutes each.

Employees are required to take an unpaid 30-minute meal break within the first five (5) hours of
their work schedule. If an Employee is called upon to work during their meal break then they shall
be given a meal break as soon as possible thereafter.

10.4 - OVERTIME

Department Supervisors/Managers are expected to work the necessary overtime to fulfill their
responsibilities. Attendance is often required at Council, Special Council, or other Committee/Board
meetings outside of normal working hours. All Employees are encouraged to take time off during
the same bi-weekly pay period to balance off hours to equal a regular biweekly period, however,
the Municipality understands that this is not always possible. In times where this is not possible
than overtime will be paid or banked at a rate of 1.5 times the normal rate.

All Other Employees - Overtime must be pre-approved by their Department Supervisors prior to
being worked. Employees will be paid at or banked one and a half (1.5) times their regular hourly
rate for hours worked in excess of their normal bi-weekly hours for that position or as laid out in
their respective contracts.

10.5 - BANKED HOURS

Approved overtime hours can either be paid out at the Employee’s overtime rate or banked at time
and one half and taken in lieu. An Employee shall not take time off in lieu when they do not have
sufficient time in their bank to cover it, unless specifically granted by the CAO/Treasurer.
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An Employee’s overtime bank, shall not exceed their regular biweekly hours, Employee banks may
be replenished up to that amount. Unused banked time is not eligible to be carried forwarded into a
new year, unless approved in writing by the CAO/Treasurer. It must be paid out.

All overtime must be documented and approved by the Employee’s Supervisor.

10.6 - TIME SHEETS

Employees are responsible for reporting all hours worked in a timely fashion. All approved overtime
must be included. All time sheets are to be completed online and submitted to their Supervisor for
approval by the end of each bi-weekly pay period.

In the event that a time sheet includes information that is erroneous or omitted, Management shall
work to correct the time sheet to accurately reflect the contributions of the Employee and will
engage the Employee in a conversation to determine the hours worked.

Falsification of a time sheet is an act of fraud, and will not be tolerated. In the event that it is
determined that a time sheet has been falsified and additional time has been added for work that
was not performed, or hours are included for time where the Employee was not present, the
Municipality will determine the appropriate disciplinary action to be taken.

10.7 - CALL-OUT PAY

Employees who are required to work on a call out basis (unscheduled, unexpected, or emergency)
will be paid the minimum of four(4) hours pay at 1.5 times their regular rate, for any hours above
their normal bi-weekly hours.
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ON-CALL POLICY — Section 11

11.1 - POLICY STATEMENT

The Municipality of Temagami requires public works employees to be on-call for pressing matters
and emergencies related to the Municipality’s water systems, wastewater systems, solid waste,
roads, winter maintenance, and all other aspects of the position that may require immediate
attention.

This policy sets a process for those employees to receive appropriate compensation when placed
on-call.

11.2 - PROCEDURES

The Municipality requires one, non-management, public works employee to be on on-call duty
during weekends and holidays. Public works employees are scheduled to be on-call on a
rotational basis. Municipality of Temagami public works employees shall receive compensation of
$50 per day for on-call shifts. This compensation will remain the same regardless of the day of the
week or if on a holiday.

During the winter maintenance season, the public works employee who is on-call, will be
responsible for making the determination whether or not roads need to be cleared of snow. If the
employee that is on-call is unsure, they will call the Public Works foreman or Superintendent to
seek direction.

In accordance with the On-Call Policy:
1. All Public Works staff with the exception of the Public Works Superintendent will be
scheduled for on-call duties
2. On-call will be paid at a rate of $50.00 per Day
3. On-call rates will be paid for employees for Friday night, Saturday, Sunday and Holidays
4. Should there be a callout, a minimum of four (4) hours will be charged over and above the
callout daily rate.
5. If there are subsequent callouts within the initial four-hour period, it would be considered as
only one callout.
The Public Works Superintendent will schedule the on-calls
One staff will be on-call each weekend
8. The staff on-call will have a pager or provide an alternate number to the call centre where
they can be reached.
9. A municipal truck will be provided to the lead staff on the on-call weekend
10. On-call staff must be in within a half (.5) hour range of the Public Works office.

No
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DISCONNECTING FROM WORK - Section 12

12.1 - PURPOSE

The Municipality of Temagami is committed to fostering a safe and healthy work environment for all
employees. Recent technological advancements along with an increase in remote work
arrangements have led to the risk of “hyper-connectivity”. Accordingly, this Policy sets out the
Municipality’s expectations around work-related communications in an effort to assist employees in
disconnecting from work during appropriate times.

12.2 - APPLICATION
This Policy applies to all employees of the Municipality of Temagami.

12.3 - DISCONNECTING FROM WORK

“Disconnecting from work” means not engaging in work-related communications, including emails,
telephone calls, video calls or the sending or reviewing of other messages, so as to be free from
the performance of work.

12.4 - WORKING HOURS

This Policy does not amend an employee’s hours of work or rest periods. Employees’ hours of
work and rest periods are defined pursuant to their employment contracts and/or by agreement
with the employees’ managers in accordance with applicable employment standards legislation.

12.5 - EXPECTATIONS REGARDING WORK-RELATED COMMUNICATIONS
In general, the Municipality does not expect employees to read or respond to work-related
communications outside of their normal working hours, subject to the following exceptions:
a) where operational or business needs require such communications and the employee has
been given notice in advance;
b) where such communications are required due to the nature of the employee’s duties;
c) where the employee’s role is managerial or supervisory in nature, in which case operational
or business needs may require communications outside of normal working hours;
d) where the employee has been authorized to work flexible hours;
e) in instances involving unforeseen operational or business needs;
f) in cases of emergency;
g) where such communication is required pursuant to another Municipal policy;
h) where on-call coverage requires employees to answer or respond to work-related
communications
i) in other situations that may arise, at the discretion of the Municipality.

12.6 - TOOLS TO ENABLE DISCONNECTING FROM WORK

Practices and customs for disconnecting from work may differ across the Municipality depending
upon the nature of the work and the circumstances of the employees on a particular team.
Employees should address ideas or concerns relating to disconnecting from work with their
managers.

The following tools may assist employees in disconnecting from work, where appropriate:
a) Automatic Replies — employees may consider enabling automatic replies indicating the
dates that they are out of the office, the date they will return to the office, and an alternate
point of contact during the employee’s absence.
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b) E-mail Signatures — employees may consider including reference to the timing of their e-mail
communications in their signature block, such as “My working hours may not be your
working hours. Please do not feel obligated to respond to this e-mail outside of your normal
working hours.”

c) Delay Delivery — employees may consider using the “delay delivery” function when sending
e-mails if the timing of their communication may not align with that of the recipient (e.g.
where the sender and recipient are in different time zones, or have different work
schedules).

d) Vacation Alerts — employees may consider including a vacation alert in their signature block
indicating the dates of an upcoming vacation.

12.7 - QUESTIONS OR CONCERNS

Employees with questions or concerns about this policy should contact their manager or the Staff
Member responsible for Human Resources.

This policy is subject to change at the sole discretion of the Municipality. Employees will be notified
of any such changes in accordance with applicable employment standards legislation.
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STATUTORY HOLIDAYS — Section 13

13.1 - POLICY STATEMENT
Permanent-full-ime-Employees of the Municipality of Temagami (Municipality) are entitled to a
designated number of paid holidays each calendar year.-

13.2 - PAID HOLIDAYS
Each Employee who qualifies shall be paid at the regular daily rate for each of the following
holidays:
e New Year's Day - Statutory
e Family Day - Statutory
e Good Friday - Statutory
e Easter Monday-
¢ Victoria Day - Statutory
e Canada Day - Statutory
¢ Civic Holiday
e Labour Day — Statutory
e Thanksgiving Day - Statutory
e Christmas Day - Statutory
e Boxing Day — Statutory
e Floater Day
e .5day on the last working day before Christmas Day
e .5day on the last working day before New Year’s Day

If the holiday falls on a Saturday or a Sunday, it will be observed on the preceding Friday or
following Monday. The CAO/Treasurer may make recommendations to Council to observe the
holiday on another day of the week.

Each Employee who qualifies shall receive the day off with pay for each of the following Holidays, if
the Holiday lands on a regular week day. This allows staff the opportunity to participate in any
celebration or event. When the Holiday falls on Saturday or Sunday, no paid day off will be
granted.

o National Day for Truth and Reconciliation

e Remembrance Day

13.3 - QUALIFICATIONS
All of the above listed Ontario statutory holidays of this policy shall be compensated in accordance
with the Employment Standards Act.

13.4 - ALTERNATE HOLIDAY

In the event that a full-time Employee is required to work on a statutory holiday, they will receive an
alternate day off with pay at the Employee’s regular rate at a time mutually agreed upon with the
Department Supervisor or they will be paid at the premium rate for hours worked in accordance
with their respective agreement.
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VACATION LEAVE - Section 14

14.1 — POLICY STATEMENT

The Municipality of Temagami (Municipality) understands the importance of personal time off for its
Employees. Employees are encouraged to use their vacation time for rest, relaxation, and personal
pursuits. The Municipality recognizes that other paid time off may be required from time to time. As
such, the purpose of this policy is to explain the standards, guidelines, and procedures for paid
time for all permanent full time Employees.

14.2 - VACATION PERIOD
For vacation purposes, a vacation entitlement year spans the calendar year, running from January
1st to December 31st.

14.3 - VACATION SCHEDULE
All permanent full-time Employees shall be entitled to take annual vacation with pay based on the
following schedule:

Vacation Entitlement Continuous Years of Service
Pro-rated amount of ten (10) days In first full calendar year after hire.
Ten (10) days After one full calendar year.

Fifteen (15) days After three (3) full calendar years
Twenty (20) days After ten (10) full calendar years
Twenty-five (25) days After fifteen (15) full calendar years
Thirty (30) days After twenty (20) full calendar years

An Employee’s_negotiated contract of employment or documented approved negotiations may
provide a greater right or benefit with respect to vacation time, within the maximum limit of vacation

entitlement, as per this policy=

During the hiring process, the CAO/Treasurer may, at their sole discretion, recognize and adjust
the starting vacation entitlement for Management positions (Supervisors, managers,
directors/Department Supervisors) based on previous relevant experience, employment
conditions/contract or other extenuating circumstances. Within the maximum limit of vacation
entitlement, as per this policy.

14.4 - EARNED VACATION

Vacation time will be earned in one calendar year and available to be taken in the following
calendar year. Should employment end, for any reason, the employee will be paid out the
remainder of their vacation bank, including a pro-rated amount for the current year. Unless
otherwise granted vacation entitlement in the first year of employment.

14.5 - CONTINUOUS SERVICE

Vacation entitlement is based on active continuous service. Because there is no break in the
employment relationship during a statutory leave, the time on leave counts toward the completion
of a vacation entitlement year.

Vacation credits will not accrue while an Employee is on Long-Term Disability or while on a Leave
of Absence (other than a statutory leave) for more than two (2) months in one (1) year.
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Employees are not entitled to accrue vacation during periods of sabbatical, or suspension from the
Municipality.

In the event of broken service, i.e., an employee leaves the employ of the corporation and returns
at a later date; the anniversary date shall be computed by using the first day of re-employment.
Years of service in prior periods of employment will not be considered.

14.6 - STATUTORY HOLIDAYS DURING VACATION

In the event that an Employee is called into work on a statutory holiday or during their scheduled
vacation time, the premium rate will be paid and their vacation time for that day will remain in their
time bank. If a statutory holiday falls within an Employee’s scheduled vacation time, the employees
vacation time will not be used for that day.

14.7 - VACATION PAY
Part-time, contract, casual and seasonal Employees shall receive a percentage of wages in lieu of
vacation time as per the vacation entitlement scale set out in the Employment Standards Act.

Employees shall receive vacation pay at the rate of four (4) percent of their earnings during their
first four (4) vacation entitlement years. For every vacation entitlement year in which an Employee
has five (5) years or more of service, they shall receive six (6) percent of their earnings.

14.8 - SCHEDULING

All vacation schedules are subject to the approval of the Department Supervisor to ensure that they
do not interfere with the proper and efficient services or operations of the Department. Department
Supervisor vacation time shall be approved by the CAO/Treasurer.

Vacation Time must be requested through the Municipality’s online time tracking portal and pre-
approved by the Department Supervisor. All approved time off will be posted on the Municipality’s
time off calendar in the Municipal Office.

The summer vacation schedule shall be completed by April 1st of each year. In scheduling the
vacation of Employees, preference in the choice of date(s) will be given to Employees taking
seniority into consideration, provided that, in the opinion of the Department Supervisor, the date(s)
do not interfere with proper and efficient services or operations of the Department.

Vacation may only be taken once approval is received from their Supervisor/manager.

14.9 - UNUSED VACATION

All vacation time shall be used within the calendar year or paid out, unless prior approval has been
granted by the CAO/Treasurer to roll it over into the following calendar year, up to a maximum of
one year’s entitlement for the employee.

14.10 - ILLNESS OR ACCIDENT DURING VACATION LEAVE

If an Employee’s vacation is interrupted due to illness or accident requiring hospitalization, the
period of hospitalization may be considered sick leave upon submission of a satisfactory medical
certificate.

14.11 - VACATION PAY ON TERMINATION
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If an Employee's services are terminated, vacation pay earned up to the date of termination will be
paid to the Employee in accordance with the Employment Standards Act, 2000.

14.12 — ON CALL SHIFTS DURING VACATION TIME

When an Employee has scheduled on-call shifts during the same time as their vacation request,
the Employee is responsible for ensuring that their on-call shift is covered during that time. The
Department Supervisor will grant their request, with the clause that if they are not successful in
finding a replacement for their on-call shift, they will make sure that they are available to cover it.
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SAFETY FOOTWEAR AND CLOTHING ALLOWANCE — Section 15

15.1 — POLICY STATEMENT

The Municipality recognizes that employees will require certain PPE, Safety footwear, clothing
and/or uniforms during the course of their employment. Some allowances will be made to
reimburse permanent full-time employees for these costs.

15.2 - SAFETY FOOTWEAR ALLOWANCE

The Employer will provide a Safety Footwear Allowance up to a maximum of $200.00 for
employees who require safety footwear in the course of their duties. To be eligible for
reimbursement the footwear must meet the department specifications. Safety Footwear Allowance
will not be paid to employees during their probationary period and will only be paid once during any
twelve (12) month calendar year. Employees must submit a completed claim form and eligible
receipts for authorization by their Supervisor.

15.3 - SAFETY CLOTHING AND SUPPLIES
The following items of safety clothing are provided by the Municipality:

e Coveralls

e Summer T-shirts: orange with reflective markings

o Work gloves

e Hard hats

e Earplugs

o Safety glasses — non-prescription, may be worn over prescription glasses
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SICK DAYS AND MEDICAL APPOINTMENTS — Section 16

16.1 - PURPOSE
To establish a formalized process for the Municipality of Temagami (Municipality) Employees to
take when they will be absence due to illness or for medical appointments.

16.2 - SCOPE
This procedure applies to all permanent full-time Employees of the Municipality.

16.3 - GENERAL PROVISIONS

a) All permanent full-time Employees will receive a total of Seven (7) days of paid sick time
during each calendar year. These days are to only be used for iliness or scheduled medical
appointments for themselves or their dependents. These days are not permitted to be
carried over into the following year.

b) Employees are to report their inability to attend work as early as possible, but no later than
one (1) hour prior to the Employee starting their regular work day. The Employee should
speak directly with their Supervisor, or in cases where this is not possible, should leave a
voicemail with the next available Supervisor.

c) Employees may be requested to provide a dectersdoctor note if absent using sick time for
more than three (3) consecutive days.

d) For periods of ten (10) days or more consecutively of illness, an Employee may wish to
submit a claim for Employment Insurance Sick Leave Benefits.

16.4 - MEDICAL APPOINTMENTS

Employees are encouraged to book routine medical appointments on days off. Where this is not
possible, an Employee may utilize banked time, vacation or sick leave, to accommodate medical
and/or dental appointments/treatments.

Medical leave, whether for iliness or medical appointments, shall be deducted from an Employee's
sick leave bank based on the hours absent from work.
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BEREAVEMENT LEAVE - Section 17

17.1 - POLICY STATEMENT

| The Municipality of Temagami (Temagami) understands that Employees may needsheuld-have
time off work to attend funeral services, grieve in private, and deal with family issues in the event of
a death of an immediate family member. It is the Municipality’s intention to ensure that our
Employees are provided the time they need to properly take care of their family obligations, while
maintaining their employment with the Municipality.

17.2 - PURPOSE AND SCOPE
The purpose of this policy is to outline the roles and responsibilities of Employees and Supervisors.
This policy applies to all permanent full-time Municipal Employees.

17.3 - NOTIFICATION
Employees are expected to notify their immediate supervisor and request bereavement leave time
off as soon as possible when a death occurs in their family.

Leave time is granted such that an Employee may have time to attend a funeral, grieve, and deal
with family issues in the event of a death in the immediate family as defined above.

Bereavement leave is intended solely for the purposes outlined above. Any use of bereavement

leave for other reasons is not permltted and WI|| not be eligible for compensatlon Us&ef—

The Municipality reserves the rlght to inquire as to the name; and nature of the relationship with the
deceased .

17.4 - TIME AWAY
Employees will be granted leave and receive their regular daily wage up to:

5 working days Spouse (shall mean either common law or legally married)
Child of either the Employee or spouse

A parent of either the Employee or spouse

Brother of either the Employee or spouse

Sister of either the Employee or spouse

3 working days Nephew or Niece of either the Employee or spouse
Grandparent of either the Employee or spouse
Grandchild of either the Employee or spouse
Uncle or Aunt of either the Employee or spouse
Son-in-law or daughter-in-law

1 working day To attend the funeral of other extended family

Should extensive travel or extenuating circumstances be involved, additional leave, either with or
without pay, may be granted at the discretion of the CAO/Treasurer.

17.5 - ARRANGEMENTS
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The Staff Member responsible for Human Resources will arrange for flowers or other suitable
sympathy gift/donation for the following related to current Council or Staff, with the following
notation “The Council and Staff of the Municipality of Temagami”.

$50 Spouse (shall mean either common law or legally married)
Child of either the Employee or spouse

A parent of either the Employee or spouse

Brother of either the Employee or spouse

Sister of either the Employee or spouse

Nephew or Niece of either the Employee or spouse
Grandparent of either the Employee or spouse

Grandchild of either the Employee or spouse

Uncle or Aunt of either the Employee or spouse
Son-in-law or daughter-in-law

17.6 - DEATH OF AN EMPLOYEE OR COUNCIL MEMBER
In the event of a death of a current Employee or council member, the CAO/Treasurer will make the

decision as to whether the Municipality office will be closed for the day of the funeral, for Staff to
attend.
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PREGNANCY and PARENTAL LEAVE - Section 18

18.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that life events such as pregnancy,
childbirth and when a child joins a family are significant periods of time for all persons involved.
The Municipality supports Employees through these events with the provision of pregnancy and
parental leaves in accordance to Ontario’'s Employment Standards Act (ESA).

18.2 - PURPOSE & SCOPE
The purpose of this policy is to outline the roles and responsibilities of Employees and Supervisors
in:

a) the accommodation of pregnancy related needs, and

b) implement pregnancy and parental leaves of absence

This policy applies to Employees who are eligible to take pregnancy and parental leave as
permitted under the applicable employment standards legislation.

18.3 - NOTICE PERIOD

a) Employees are encouraged to provide as much notice as possible before taking pregnancy
or parental leave so the Municipality can plan accordingly. Employees must give the
Municipality written notice at least two (2) weeks to the start of the leave.

b) Where an Employee must begin their leave immediately due to unforeseen circumstances
such as illness or complications caused by pregnancy, and cannot provide two weeks’
notice, the Employee will inform their supervisor as soon as possible.

c) Employees must give the Municipality written notice of when they plan to end the leave or if
they wish to change the return date to an earlier or later time.

d) Employees who decide not to return to work at the end of the leave are requested to give
the Municipality at least four (4) weeks written notice of their intention to terminate
employment.

18.4 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exits, or to a comparable position if it does not.

18.5 - EMPLOYMENT INSURANCE

The Federal Employment Insurance Act provides eligible Employees with pregnancy leave and/or
parental leave benefits that are payable over the period that the Employee is off on such leaves.
Employment insurance is paid to one parent or the other, or can be split between both parents.

18.6 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

18.7 - PAY AND MERIT INCREASES
a) An Employee who is away from the workplace due to a pregnancy or parental leave is
entitled to any pay increase they normally would receive during that time.
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b) An Employee who was due for a merit increase during their leave, and did not have a PA
completed prior to commencing their leave, may be required to work for an assessment
period before the merit increase will be initiated.

c) Pay or merit increases will take effect upon the Employee’s effective date of return, but will
be retroactive to the date that the Employee was eligible.

18.8 - SENIORITY, LENGTH OF SERVICE AND VACATION

Seniority, length of service and vacation entitlement will continue to accrue for Employees while on
leave.

18.9 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

18.10 - RETURN MUNICIPALITY PROPERTY FOR DURATION OF LEAVE
a) Employees who will be away from the workplace on a pregnancy or parental leave must

leave all Municipality property (such as laptops, cell phones, etc.) with their supervisor at the
end of their last scheduled work day before the leave.

b) In the event that an Employee has to start their leave earlier than was anticipated, the
Employee must make arrangements with their supervisor to return the property as soon as it
is possible to do so.
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FAMILY RESPONSIBILITY LEAVE - Section 19

19.1 — POLICY STATEMENT

The Municipality of Temagami recognizes that there will be occasions when Employees are
required to be away from work to care for or support a family member with an urgent situation. The
Municipality supports Employees through this time with an unpaid leave of absence for a maximum
of three (3) days in accordance to Ontario’s Employment Standards Act (ESA).

19.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
* provide Employees with an overview of the family responsibility leave available under the
ESA
e outline the roles and responsibilities of Employees and Supervisors
This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

19.3 - PROVISIONS

Most Employees have the right to take up to three days of unpaid job-protected leave each
calendar year because of an iliness, injury, medical emergency or urgent matter relating to certain
relatives. This is known as family responsibility leave. Special rules apply to some occupations.

Employees are entitled to up to three family responsibility leave days per year after they have
worked for an employer for at least two consecutive weeks. An Employee who missed part of a day
to take the leave would be entitled to any wages they earned while working.

19.4 - ELIGIBILITY
An Employee can take family responsibility leave for illnesses, injuries and medical emergencies
for a specified family member as outlined in the ESA.

Generally, Employees are entitled to take the leave if a relative has a pre-planned (elective)
surgery if it is for an illness or injury, even though it is scheduled ahead of time and not a medical
“emergency.”

Employees cannot take the leave for a relative who is having cosmetic surgery that isn’t medically
necessary or is unrelated to an illness or injury.

An Employee can also take family responsibility leave because of an “urgent matter”. An urgent
matter is an event that is unplanned or out of the Employee’s control, and can cause serious
negative consequences, including emotional harm, if not responded to.

Some examples of an “urgent matter” include:
e The Employee’s babysitter calls in sick.
e The house of the Employee’s elderly parent is broken into, and the parent is very upset and
needs the Employee’s help to deal with the situation.
e The Employee has an appointment to meet with their child’s counsellor to discuss
behavioural problems at school. The appointment could not be scheduled outside the
Employee’s working hours.

Some examples of events that do not qualify as an urgent matter:
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¢ An Employee wants to leave work early to watch his daughter’'s soccer game.
¢ An Employee wants the day off to attend her sister’'s wedding as a bridesmaid.

19.5 - INFORMING SUPERVISOR OF NEED TO TAKE PERSONAL EMERGENCY LEAVE
When an Employee requires a family responsibility leave day(s), the Employee will:
e Advise their supervisor before the start of their workday that they will be off for personal
emergency leave

e If they are unable to notify their direct supervisor before they are required at work, they must
do so as soon as possible

o When an Employee cannot reach their direct supervisor, the Employee must inform another
member of Management of their absence

e Employees should give their supervisor an expected date of return
 Employees are not required to submit a medical note

In some circumstances another form of unpaid Leave of Absence may be available to Employees
who require additional time off.

19.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

19.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while taking family
responsibility leave.

19.8 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

19.9 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

19.10 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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FAMILY CAREGIVER LEAVE - Section 20

20.1 - POLICY STATEMENT

The Municipality of Temagami recognizes that there will be occasions when Employees are
required to be away from work to care for or support a family member with a serious medical
condition. The Municipality supports Employees through this time with an unpaid leave of absence
for a maximum of eight (8) weeks in accordance to Ontario’s Employment Standards Act (ESA).

20.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
* provide Employees with an overview of the family caregiver leave available under the ESA
o outline the roles and responsibilities of Employees and Supervisors
This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

20.3 - PROVISIONS

Under the ESA, an Employee is entitled to a leave of absence, without pay for up to eight (8)
weeks to provide care or support to each specified family member who have a serious medical
condition. The weeks do not have to be taken consecutively.

The Employee can take the leave in periods of less than a full week (e.g., one (1) day or a couple
of days in a week), but if you take any time off for family caregiver leave in a week (Sunday to
Saturday), you will be considered to have used up a full week of your total entitiement.

20.4 - ELIGIBILITY

An Employee is eligible to take Family Caregiver leave if a qualified health practitioner issues a
medical certificate stating that the family member has a serious medical condition, which may
include chronic or episodic.

The medical certificate must name the individual and state that they have a serious medical
condition. The certificate does not have to state what the medical condition is, it must state that it is
serious. If the certificate states the period the individual has a medical condition, the certificate
supports the Employees request for the leave during that period. If the certificate does not state a
period, the date of issue until the end of the calendar year will be used as the time frame of the
leave.

Employees must provide a copy of the certificate if requested by the Municipality. Employees can
take

the Medical Certificate to Support Entitlement to Family Caregiver Leave, Family Medical Leave,

and/or Critical lliness Leave to the medical practitioner to fill out, or any certificate that states that
the patient has a serious medical condition can be used. All costs for medical certificates are the

Employee’s responsibility.

If two (2) or more Municipality Employees take Family Caregiver leave to care for or support the
same family member, the total of the leaves taken by all Employees shall not exceed eight (8)
weeks.

20.5 - NOTIFICATION
Beginning the Leave
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Employees must inform the Municipality in writing that they will be taking Family Caregiver leave
prior to the leave commencing, or as soon as you can after the leave begins.

Returning to Work
An Employee shall provide 48 hours’ notice to their supervisor if they wish to return from the Family

Caregiver Leave earlier thatn the expected return date.

Employees must return to work_in accordance with the ESA guidelines for Family Caregiver Leave.-

+ | Formatted: Normal, Indent: Left: -0.79 cm, No bullets
or numbering

In some circumstances another form of unpaid Leave of Absence may be available to Employees
who require additional time off.

20.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

20.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while taking family
caregiver leave.

20.8 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

20.9 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

20.10 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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FAMILY MEDICAL LEAVE - Section 21

21.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that there will be occasions when
Employees are required to be away from work to provide care or support for a family member with
a serious medical condition with a significant risk of death within the next 26 weeks. The
Municipality supports Employees through this time with an unpaid leave of absence for a maximum
of 28 weeks during a 52-week period in accordance to Ontario’s Employment Standards Act (ESA).

21.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
e provide Employees with an overview of the family medical leave available under the ESA
o outline the roles and responsibilities of Employees and Supervisors
This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

21.3 - PROVISIONS

Under the ESA, an Employee is entitled to the family medical leave of absence, without pay for up
to 28 weeks to provide care or support to each specified family member. The 28 weeks do not
have to be taken consecutively within a 52-week period.

If you are on a family medical leave and stop providing care or support before the end of the week,
you are entitled to stay on leave for the remainder of the week. If you take any time off for family
medical leave in a week (Sunday to Saturday), you will be considered to have used up one (1) full
week of your 28-week entitlement.

21.4 - ELIGIBILITY

An Employee is eligible to take Family Medical leave if a qualified health practitioner issues a
medical certificate stating that the family member has a serious medical condition with a significant
risk of death within 26 weeks.

Employees must provide a copy of the certificate if requested by the Municipality. Employees can
take the Medical Certificate to Support Entitlement to Family Caregiver Leave, Family Medical
Leave, and/or Critical lliness Leave to the medical practitioner to fill out, or any certificate that
states that the patient has a serious medical condition with a significant risk of death within 26
weeks can be used. All costs for medical certificates are the Employee’s responsibility.

If two (2) or more Municipality Employees take Family Medical leave to care and support the same
family member, the 28 weeks must be shared.

21.5 - NOTIFICATION

Beginning the Leave

Employees must inform the Municipality in writing that they will be taking Family medical leave
before it begins, or as soon as you can after it begins.

Returning to Work
An Employee shall provide 48 hours’ notice to their supervisor if they wish to return from the Family

medical Leave earlier that the expected return date.
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Employees must return to work in accordance with the ESA guidelines for Family Medical

Leave after the following dates:
o The lastday-of the-weekin-which-the-family-memberdies | Formatted: Normal, Indent: Left: -0.79 cm, No bullets
—=creovementeseeuld e e sloes or numbering

o Endofthe 28-week-entitlement

In some circumstances another form of unpaid Leave of Absence may be available to Employees
who require additional time off.

21.6 - JOB PROTECTION

h ha lnoth a h-the Muni

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

21.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while taking family
medical leave.

21.8 - EMPLOYMENT INSURANCE
The Federal Employment Insurance Act provides eligible Employees with 26 weeks of benefits that
are payable over the period that the Employee is off on such leaves to care for family member.

21.9 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

21.10 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

21.11 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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CRITICAL ILLNESS LEAVE — Section 22

22.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that there will be occasions when
Employees are required to be away from work to provide care or support to a critically ill minor
child or adult who is a family member.

The Municipality supports Employees through this time with an unpaid leave of absence for a
maximum of 37 weeks during a 52-week period for a minor child and 17 weeks for an adult in
accordance to Ontario’s Employment Standards Act (ESA).

22.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
* provide Employees with an overview of the critical illness leave available under the ESA
¢ outline the roles and responsibilities of Employees and Supervisors
This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

22.3 - PROVISIONS

Under the ESA, an Employee is entitled to the critical iliness leave of absence, without pay for up
to 37 weeks to provide care or support for a minor child and 17 weeks for an adult. The weeks do
not have to be taken consecutively within a 52-week period.

The Employee can take the leave in periods of less than a full week (e.g., one (1) day or a couple
of days in a week), but if you take any time off for critical illness leave in a week (Sunday to
Saturday), you will be considered to have used up one (1) full week of your entitlement.

If the minor child or adult remains critically ill after the end of the 52-week period, the Employee
may be eligible for additional leaves of up to 17 or 37 weeks in subsequent 52-week periods.

22.4 - ELIGIBILITY
All Employees who have been employed with the Municipality for at least six (6) consecutive
months and covered by the ESA are entitled to the critical iliness leave.

An Employee is eligible to take critical illness leave if a qualified health practitioner
e issues a medical certificate stating that a minor child or adult is critically ill and requires the
care or support of one or more family members, and
e sets out the period during which the minor child or adult requires the care or support.

Employees must provide a copy of the certificate if requested by the Municipality. Employees can
take the Medical Certificate to Support Entitlement to Family Caregiver Leave, Family Medical
Leave, and/or Critical lliness Leave to the medical practitioner to fill out, or any certificate that
states that the patient is critically ill, requires the care or support of one or more family members,
and sets out the duration the patient requires car or support can be used. All costs for medical
certificates are the Employee’s responsibility.

22.5 - NOTIFICATION
Begqinning the Leave
Employees must inform the Municipality in writing that they will be taking critical illness leave
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before it begins, or as soon as you can after it begins. Employees must also provide a plan
indicating the weeks they will be taking the leave. The Employee may change the dates of the
leave with written notice to their supervisor.

Returning to Work
An Employee shall provide 48 hours’ notice to their supervisor if they wish to return from the critical

illness Leave earlier that the expected return date.

Employees must return to work in accordance with the guidelines set out by the ESA for Critical
liness Leave.afterthe-following-dates:
T ‘ . . i .
o Bereavementleave would-now-be-in-place-

o Endofthe 37-weekori7-week-entitlement **77“ Formatted: Normal, Indent: Left: -0.79 cm, No bullets

or numbering

In some circumstances another form of unpaid Leave of Absence may be available to Employees
who require additional time off.

22.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

22.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while taking critical
illness leave.

22.8 - EMPLOYMENT INSURANCE
The Federal Employment Insurance Act provides eligible Employees with up to 35 weeks of
benefits for caregivers of critically ill minor children or 15 weeks for critically ill adults.

22.9 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

22.10 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

22.11 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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ORGAN DONOR LEAVE - Section 23

23.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that Employees may choose to donate an
organ and will be away from work to undergo surgery and recovery. The Municipality supports
Employees through this time with an unpaid leave of absence for a maximum of 13 weeks in
accordance to Ontario’s Employment Standards Act (ESA).

23.2 - PURPOSE AND SCOPE

The purpose of this policy is to:
o provide Employees with an overview of the organ donor leave available under the ESA
o outline the roles and responsibilities of Employees and Supervisors

This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

23.3 - PROVISIONS

Under the ESA, an Employee is entitled to the organ donor leave of absence, without pay for up to
13 weeks. This leave may be extended up to an additional 13 weeks, if the Employee is not yet
able to perform the duties of their job. The maximum amount of time for organ donor leave is 26
weeks.

23.4 - ELIGIBILITY
An Employee wishing to take organ donor leave must be employed with the Municipality for at least
13 weeks prior to starting the leave.

Organ donor leave begins on the day of the surgery, unless a medical certificate is provided from a
qualified medical practitioner, stating a different date.

If the Employee chooses to extend the leave after the 13 weeks, a medical certificate must be
provided starting the Employee is still unable to perform their duties because of organ donation and
will be unable to do so for a period of time. All costs for medical certificates are the Employee’s
responsibility.

23.5 - NOTIFICATION

Employees must give the Municipality written notice at least two (2) weeks prior to the start of the
leave or if they are extending the leave. If that is not possible, notification in writing as soon as
possible is required.

23.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

23.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while taking organ
donor leave.

23.8 - EMPLOYMENT INSURANCE
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The Federal Employment Insurance Act provides eligible Employees with up to 15 weeks of
benefits that are payable over the period that the Employee is off on leave for organ donation.

Employees are also encouraged to apply for benefits from the Program for Reimbursing Expenses
of Living Organ Donors (PRELOD). For more information on this program visit
https://www.giftoflife.on.ca/en/.

23.9 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

23.10 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

23.11 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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RESERVIST LEAVE — Section 24

24.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that Employees who are military reservists
may be deployed to international or operations within Canada. The Municipality supports
Employees through this time with an unpaid leave of absence in accordance to Ontario’s
Employment Standards Act (ESA).

24.2 - PURPOSE AND SCOPE

The purpose of this policy is to:
e provide Employees with an overview of the reservist leave available under the ESA
e outline the roles and responsibilities of Employees and Supervisors

This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

24.3 - PROVISIONS

Under the ESA, an Employee is entitled to the reservist leave of absence, without pay for the time
necessary to engage in the operation. If the operation is out of Canada, the leave includes pre-
deployment and post- deployment activities required by the Canadian Forces.

24.4 - ELIGIBILITY
An Employee going on reservist leave must be employed with the Municipality for at least six (6)
consecutive months prior to starting the leave.

24.5 - NOTIFICATION
Employees must give the Municipality written notice at least two (2) weeks prior to the start of the
leave. In addition, the Employee must advise the Municipality of the duration of the leave.

The Municipality may request proof that the reservist is entitled to the leave, the reservist must
provide the Municipality with a document from the reservist's commanding officer. Such proof must
be provided within three (3) weeks after the leave starts, if the circumstances allow.

The Municipality may postpone the Employee’s return to work date by two (2) weeks in order to
make return to work arrangements.

24.6 - JOB PROTECTION

rted, if it still

Employees are entitled to be reinstated to their same position before the leave sta
exists, or to a comparable position if it does not.

24.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while on leave.

24.8 - BENEFITS
The Employee will not receive Municipality benefits while on reservist leave. Benefits will start
again when the two (2) week notice period prior to the Employee returning to work starts.

24.9 - OMERS PENSION
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If an Employee wishes to maintain pension service credits they must pay the Employee’s and
employer’s contributions for the duration of the leave. Payment to the Municipality must be made in
a lump sum of the total.

24.10 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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DOMESTIC or SEXUAL VIOLENCE LEAVE - Section 25

25.1 - POLICY STATEMENT

While employed at The Municipality of Temagami (Municipality), in accordance to Ontario’s
Employment Standards Act (ESA), the Municipality will provide the necessary support to an
Employee or an Employee’s child who has experienced or been threatened with domestic or
sexual violence.

25.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
* provide Employees with an overview of the domestic or sexual violence leave available
under the ESA
¢ outline the roles and responsibilities of Employees and Supervisors

This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

25.3 - PROVISIONS

Under the ESA, an Employee may take up to 10 days and/or 15 weeks of leave within a calendar
year. The first five (5) days of the leave taken within the year will be paid, and the rest are unpaid.
There is no pro-rating of the 10-day entitlement. Employees cannot carry over unused domestic or
sexual violence leaves into the next calendar year.

Employees can take the leave in part days, full days or in periods of more than one day. If an
Employee only takes a part day, this will be considered as taking a full day.

The 15 weeks of the leave can be taken consecutively or separately.

25.4 - ELIGIBILITY

Employees must be employed with the Municipality for at least 13 weeks before starting the leave.
The leave may only be taken for a reason relating to the violence or threat of violence against the
Employee or the Employee’s child including:

e Seeking medical attention for a physical or mental injury or disability caused by the violence
¢ Obtaining services from a victim services organization

e Receiving psychological or other professional counselling

¢ Relocating, either temporarily or permanently

e Seeking legal or law enforcement assistance, including participation in a criminal or civil trial

An Employee is not entitled to this leave if the act(s) of domestic or sexual violence were
committed by the Employee.

25.5 - NOTIFICATION

If an Employee plans to take one (1) or more days from the 10-day period, the Employee must tell
their supervisor that they will be doing so before starting the leave. If prior notice can’t be given, the
Employee e

must provide notice as soon as possible after starting the leave. Notice does not have to be in %f*{ Formatted: Indent: Left: 0 cm

writing for the 10 days period.
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Written notice must be given, if an Employee plans to take one (1) or more weeks or part weeks
from the 15- week entitlement, before taking the leave. If the Employee can'’t give notice, notice
must be given to the Municipality in writing as soon as possible after starting the leave.
For both types of leave, the Employee has to give notice every time the leave is taken.

25.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not

25.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while on leave.

25.8 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

25.9 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

25.10 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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CHILD DEATH LEAVE & CRIME-RELATED CHILD
DISAPPEARANCE LEAVE - Section 26

26.1 - POLICY STATEMENT

While employed with The Municipality of Temagami (Municipality), in accordance to Ontario’s
Employment Standards Act (ESA), the Municipality will provide the necessary support to
Employees whose child dies or is involved in a crime related child disappearance.

26.2 - PURPOSE AND SCOPE
The purpose of this policy is to:
e provide Employees with an overview of the child death leave and crime-related child
disappearance leave available under the ESA
e outline the roles and responsibilities of Employees and Supervisors

This policy applies to all Municipality Employees including but not limited to regular, temporary and
contract Employees.

26.3 - PROVISIONS

Under the ESA, an Employee is entitled to child death or crime-related child disappearance leave
of absence, without pay for up to 104 weeks. This leave begins the week the child died or
disappeared and must be taken in a single period.

The total amount of child death leave or crime related child disappearance leave taken by one (1)
or more Employees for the same death is 104 weeks. The Employees can take the leave at the
same time or at different time. The sharing requirement applies whether or not the Employees work
for the same employer.

26.4 - ELIGIBILITY
Employees must be employed with the Municipality for at least six (6) consecutive months.

An Employee is not entitled to this leave if the child died or disappeared as a result of a crime that
the Employee is charged with, or if it is probable, considering the circumstances, that the child was
a party to the crime.

26.5 - NOTIFICATION
Employees must provide written notice that they will be taking this leave and provide a plan
indicating the weeks in which the leave will be taken.

26.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave started, if it still
exists, or to a comparable position if it does not.

26.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while on leave.

26.8 - FEDERAL INCOME SUPPORT
An Employee who takes time away from work because of the crime-related death or crime related
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child disappearance of their child may be eligible for the Federal Income Support for Parents of
Murdered or Missing Children grant. For information about this grant, visit Service Canada’s
website.

26.9 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

26.10 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

26.11 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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JURY DUTY AND WHITNESS DUTY LEAVE - Section 27

27.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) recognizes that Employees may be called upon for
Jury or Witness Duty. Employees subpoenaed to act as Jurors or Witnesses in criminal or civil
court or at a Coroner’s Inquest shall be granted a leave of absence with pay for such purpose.

27.2 - PURPOSE STATEMENT
To define the procedure for leave of absence for employees who are called to serve on jury duty or
who are subpoenaed to appear in a court as a witness.

27.3 - PROCEDURE

1. When an employee is required to attend court in connection with official duties (i.e. court
duty), no leave is required. Fees received as a witness while serving in an official capacity
shall be turned over to the Finance department. If the court is on a day that would normally
be an off-day, the time is to be considered in the same manner as if employee were off
work.

2. Employees who are required to serve as jurors (i.e. jury duty) or are subpoenaed to appear
in court (i.e. witness duty) will be granted leave of absence for that purpose and will have
their normal pay continued for the time served. The Municipality will continue to contribute
the employer’s portion of benefit for the duration of jury duty leave.

3. At the conclusion of an employee’s jury or witness duty, the employee shall obtain a
certificate of attendance showing the period of duty, and the compensation received shall be
turned over to the Finance department.

4. An employee who is a party (plaintiff or defendant) in a personal court proceeding is not
considered as a “witness”, therefore vacation leave must be used or leave without pay for
purpose of attending court.

5. Any travel allowance and expenses paid to the employee other than compensation may be
retained by the employee.

6. Employees should report back to work as soon as jury duty is completed.

27.4 - RESPONSIBILITIES

Employees are responsible for:
e informing supervisor upon receipt of notification of jury or witness duty;
e keeping supervisor informed of jury or witness duty status;
e requesting proof of service of jury or witness duty from court.

Supervisors are responsible for:
e monitoring time employee is on jury or witness duty leave;
¢ sending the court notices or summons for jury duty and the proof of jury or witness duty
service to the Staff Member responsible for Human Resources.

27.5 - PURPOSE AND SCOPE

The purpose of this policy is to:
e provide Employees with an overview of Jury or Witness Duty leave
o outline the roles and responsibilities of Employees and Supervisors

This policy applies to all Municipality Employees including but not limited to regular, temporary and

The Corporation of the Municipality of Temagami 2025-M-018

Page 71 of 123



contract Employees.

27.6 - JOB PROTECTION

Employees are entitled to be reinstated to their same position before the leave sta
exists, or to a comparable position if it does not.

rted, if it stil

27.7 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while on leave.

27.8 - BENEFITS

The Municipality will continue to pay Employee contributions into certain benefits plans, unless the
plan requires both employer and Employee contributions and/or you advise the Municipality in
writing that you will not be paying your contributions.

27.9 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s
contributions for the duration of the leave. The Municipality will match these contributions. Payment
to the Municipality must be made in a lump sum of the total.

27.10 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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PERSONAL LEAVE OF ABSENCE AND OTHER LEAVES —
Section 28

28.1 - POLICY STATEMENT
The Municipality of Temagami (Municipality) recognizes that Employees may have other reasons
to be away from the workplace aside from what is legislated in the Employment Standards act.

28.2 - PERSONAL LEAVE OF ABSENCE

Council may, at its sole discretion, grant employees leave of absences without pay for a maximum
period of three (3) months. Longer periods may be considered for training and development
purposes.

Prior to taking such leave of absence, an employee shall obtain permission to do so in writing
from Council. The request for leave shall include a general reason, absence start date and return
to work date.

Should an employee on such a leave of absence fail to report for duty on or before the first
working day following the expiration date of the leave of absence, they may be subject to
termination of their employment.

Leaves of absence under this section shall not be granted for the purpose of engaging in
employment outside the services of the Employer.

28.3 - VOTING LEAVE
The Employer will comply with applicable legislation related to afford employees the required clear
time off with pay prior to the poll closing in Federal, Provincial and Municipal elections.

28.4 - VOLUNTEER SERVICE LEAVE

The Municipality recognizes the benefits of performing volunteer service within the community.
Time off will be granted, subject to the needs of the Municipality, for employees to participate in
volunteer activities. The employees may take this as unpaid leave or, if they have time banked,
they may use banked time to cover the leave. The exception being that any Municipal employees
who are volunteer fire fighters for this municipality will be excused to respond to emergency calls
and be paid their regular municipal wage instead of the fire department honorarium. This
exception does not, however, apply to any training related activities. Attendance at training
meetings or conferences will be subject to the same conditions as other volunteer services.

Employees are entitled to be reinstated to

their same position before the leave started, if it still
exists, or to a comparable position if it does not.

28.6 - SENIORITY, SERVICE AND VACATION
Seniority, service and vacation entitlement continue to accrue for Employees while on leave.

28.7 - BENEFITS

The Employee will not receive Municipality benefits while on such leave. Benefits will start again
when the two (2) week notice period prior to the Employee returning to work starts.
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28.8 - OMERS PENSION

If an Employee wishes to maintain pension service credits they must pay the Employee’s and
employer’s contributions for the duration of the leave. Payment to the Municipality must be made in
a lump sum of the total.

28.9 - COMPLIANCE

Failure to comply with this procedure will result in appropriate disciplinary action, up to and
including dismissal.
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GRIEVANCE RESOLUTION - Section 29

29.1 - POLICY STATEMENT
The Municipality of Temagami recognizes the importance of providing a safe avenue for
employees to bring forward concerns of any nature related to their employment.

29.2 - GENERAL

Employees may bring any complaints or recommendations dealing with safety, health standards,
proper working conditions, performance appraisals, discipline and fair management practices to the
attention of their immediate supervisor. If the issue cannot be resolved at this level, The
Corporation of the Municipality of Temagami encourages employees to contact the Staff Member
responsible for Human Resources for proper procedure within the Human Resource Policy.

Where minor infractions or minor complaints can be resolved amicably between the individuals,
this is typically the most desirable solution.

29.3 - PROCESS
Complaints will be dealt with in accordance with the following procedures:

Step One
Any disputes, controversies or suggestions should first be discussed by the employee and the

immediate Supervisor. Such discussions are to take place in private. This shall be documented by
the supervisor immediately upon complaint.

Documentation of verbal and written complaints will be placed in the employee’s personnel file. At
any time, the Supervisor may call upon the CAO/Treasurer to help resolve the complaint.

Step Two
The Supervisor investigates and provides a solution or an explanation to the employee(s) within a
reasonable timeframe.

If in the event the supervisor fails to respond to the complaint, the employee may refer the
complaint, in writing, to the CAO/Treasurer.

Step Three
If a satisfactory solution has not been agreed upon, the employee or Supervisor may request that
the complaint be reviewed by the CAO/Treasurer.

Step Four
If the CAO/Treasurer cannot fulfill the employee's expectations and the conflict persists, the

employee may decide to refer the matter, in writing, to the attention of Council. Council's decision
is final.

29.4 - ANONYMOUS REPORTING
Employees who observe, learn of, or, in good faith, suspect a violation of the Standards of Conduct
of The Corporation of the Municipality of Temagami should immediately report the violation.

The Municipality recognizes the potential need for anonymity of an employee who reports issues
such as harassment or fraud. Where such a need exists, an employee may make the report
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directly to the Municipality’s lawyer, who will protect the employee’s anonymity in accordance with
lawyer-client privilege. The lawyer will inform the appropriate Municipal officer who will investigate
the matter. If the matter is substantiated then discipline will proceed in accordance with Municipal
policies.

29.5 - SPECIAL CIRCUMSTANCES

There may be special circumstances where the employee would prefer not to discuss the nature of
the dispute with the Supervisor. In this event, the employee may elect to contact the
CAO/Treasurer who may review the matter, help the employee define the problem and convene
any proceedings necessary to develop a satisfactory solution.

If the employee’s direct supervisor is the CAO/Treasurer and the issue is of a personal or sensitive
nature, the employee may elect to refer the matter, in writing, to the confidential attention of Head
of Council. The Mayor will determine steps for dealing with the matter with Council as deemed
appropriate. Council's decision is final.
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PROGRESSIVE DISCIPLINE POLICY — Section 30

30.1 — POLICY STATEMENT

The Municipality of Temagami (Municipality) has adopted a policy of progressive discipline to
ensure that Employees have the opportunity to correct any performance or behavioural problems
that may arise. The Municipality has established a set of reasonable rules and guidelines for
Employees to follow. Progressive discipline is not intended to limit employee freedoms but rather to
address misconduct constructively, offering employees the opportunity to correct their actions

before formal d|SC|pI|narv measures are applled Ihese—kwﬁ—beea—paﬂa—piaee—te—restnet—th&

30.2 - PURPOSE & SCOPE
The Municipality will work with Employees in order to assist them in correcting behaviours,
attitudes, or actions that are affecting eould-have-harmfulresuliste their employment.

This policy applies to all full-time, part-time, and contract Employees.

30.3 - PROCESS
In the event that an Employee of the Municipality violates Municipality policy or exhibits problematic
behaviour, a system of progressive discipline shall be utilized.

Progressive Discipline can be used to address all of the following issues:
e Performance: not meeting standards, missing deadlines, or not participating in group
projects;
e Attendance: arriving late, leaving early, or missing days;
e Conduct: rude jokes or unprofessional attire or comments; and
¢ Health and Safety: not complying with the standards, unsafe practices, or not using
appropriate personal safety equipment.

Employees will be given three (3) opportunities to correct the unwanted behaviour, unless the
behaviour or concern is one of a severe nature, in which case, progressive discipline can be
accelerated to match the violation.

Typically, progressive discipline will progress through the following steps:
e Verbal Warning — formal
e Written Warning — formal
e Final Written Warning with Possible Suspension — formal
e Possible Termination

With each violation or apparent problem, the Employee will be provided with a written document to:

o Alert them to the problem, provide a reiteration of the correct Municipality policy regarding
the violation,

e Advise them of the consequences associated with further infractions, and
e Provide a suggestion towards a method of improvement.

All formal warnings will be kept on file for a period of 24 months. If no further discipline happens
within the
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time period, the warning will become inactive. If further offences relating to the issue have taken
place, the warning will be attached to the next set of progressive disciplinary actions.

Degrees of discipline shall be used in relation to the problem at hand. As the situation dictates,
based on the past performances of the Employee, and the seriousness of the violation, the
Municipality reserves the right to skip the disciplinary process and move straight to termination
where necessary.

30.4 - INVESTIGATION AND DOCUMENTATION

All violations or alleged violations will be properly investigated and documented by a manager, and
the Staff Member responsible for Human Resources. All formal measures that have been taken
within the progressive discipline process will be documented and kept in the Employee's personnel
file.

30.5 - SUSPENSION AND REVIEW PERIOD
During the final written warning, an Employee may be suspended and/or put on review.

Suspension: Employees put on suspension will be excluded without pay from the workplace for a
period of one to three (1-3) days depending on the violation. Typically, suspension will be for three
(3) days unless the Employee is required at work to complete projects or perform required duties.

Review: Employees may be put on a review period following the final written warning. The review
period will last three (3) months. During the review period the Employee will be excluded from
wage increases and advancement and is discouraged from taking vacation.

30.6 - TERMINATION OF EMPLOYMENT

Termination of employment with the Municipality may occur following an Employee committing
multiple violations of Municipality policy, after the logical steps for progressive disciplinary action
have been taken or immediately following a severe violation.

30.7 - APPEALS
In the event that an Employee feels that they have been wrongfully accused, or disciplined, they
may file a written appeal with the Staff Member responsible for Human Resources. Written appeals
must contain:

o Details of the discipline;

e Events surrounding the discipline;

o Why the Employee feels the discipline is not warranted or appropriate.
The Staff Member responsible for Human Resources shall review with the CAO/Treasurer and
respond to all written appeals within ten (10) business days.

30.8 - SUSPENSION WITH PAY — PENDING INVESTIGATION

In the event that a Municipality Employee is placed on suspension pending the results of an
investigation, the Employee will be notified of the decision, a stated timeline for the investigation
and the actions that predicated the decision.

This form of suspension is not disciplinary but is intended to allow the Municipality the time to

examine the
issues thoroughly and to determine appropriate action. Should the investigation not be completed
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during the stated timeline, the Municipality reserves the right to extend the suspension, as
necessary.

During the course of the investigation, the suspended Employee will be provided with the details of
the allegations and given an opportunity to respond to them. The suspended Employee must
ensure that they are available for interviews during this period. If the suspended Employee fails to
make themselves available, the Municipality will proceed with the investigation and make a
determination based on the information available.

The suspended Employee will have the right to legal representation (at their own expense) or a
Municipality representative present at any such interview, and will be given 24 hours’ notice prior to
any interviews taking place.

Any Municipality Employee who is placed on suspension with pay will be required to temporarily
turn over their office keys, key fobs and Municipality id badge and credit cards. Any and all
Municipality property, business information, and confidential information are to remain at the
worksite. In the event that any Employee placed on suspension with pay maintains any files or
equipment at their residence which are the property of Municipality, they will be required to turn
these items over to a Municipality representative, until such time as the investigation is completed.

Employees placed on suspension with pay should not have contact with anyone from the office
other than their designated point of contact.

30.9 - CONFIDENTIALITY

Progressive discipline is a private issue between the organization, manager and Employee. The
manager and the Staff Member responsible for Human Resources should never discuss
progressive discipline warnings with other Employees. If questions are asked about an Employee’s
absences, conduct or quality of work, the manager and the Staff Member responsible for Human
Resources will respond to those questions in a professional manner that respects the privacy of the
Employee.

30.10 - ACKNOWLEDGMENT AND AGREEMENT

All Employees are required to sign an Acknowledgement and Agreement form for this policy. The
signed form will be kept in the Employee’s personnel file.
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ANTI-THEFT POLICY — Section 31

31.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) will not tolerate the theft of its property, either physical
or intellectual, or the property of any Employee or visitor on our premises. Theft is a criminal
offence and a serious violation of the Municipality’s standards of conduct and will result in either
the immediate suspension or termination of employment and potential criminal prosecution.

Any Municipal property issued to employees, such as vehicles, tools, computer equipment, keys,
parking passes, telephone or credit cards, must be returned to The Corporation of the Municipality
of Temagami at the time of termination. Employees will be responsible for any lost or damaged
items.

31.2 - PURPOSE & SCOPE

The Municipality expects all Employees to act honestly and with integrity, and will not tolerate any
acts of theft in the workplace. This policy applies to all full-time, part-time, casual and contract
Employees.

31.3 - PROVISIONS

Theft of Municipality property affects everyone. Theft decreases morale and the overall safety of
Employees, their identities and their belongings. Also, additional expenses related to unnecessary
theft recovery, replacement of products, investigations, surveillance materials, and audits, such
unnecessary expense also reduces funds that could otherwise be available for enhancements to
benefits, salaries and improvements to the property, for attracting and hiring new Employees, as
well as for charities and worthwhile programs.

31.4 - ACTIONS AND ALLEGATIONS
When dealing with allegations of theft, the action taken will depend upon the nature of the concern,
and may be subject to:

¢ Investigation internally by Municipality Staff, or Internal Audit; and/or
¢ Police involvement.

31.5 - INVESTIGATION
The Municipality will aggressively pursue any theft on our premises, and will prosecute violations to
the fullest extent of the law.

31.6 - REPORTING
Any Employee who witnesses a theft or has a reasonable suspicion of theft taking place is required
to report the incident(s) immediately to their supervisor.

All reports will be treated as strictly confidential, and reporters will be protected from reprisal.
Reports may also be made anonymously.

Failure to report any theft on Municipality property will be viewed as both gross-negligence of
duties and as an accessory to the crime, and will be subject to legal or corrective action.

31.7 - DISCIPLINE

As theft is a serious criminal offence, and an egregious violation of Municipality policy. The
Municipality employs a Zero Tolerance policy towards theft. Any Employee, visitor, contractor or
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guest that is found to have violated the anti-theft policy will be prosecuted to the full extent of the
law, and they will be subject to an immediate suspension, or their employment will be terminated
with cause, without compensation.
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TERMINATION of EMPLOYMENT POLICY — Section 32

32.1 - POLICY STATEMENT

The Municipality of Temagami (Municipality) is committed to ensuring a clear, consistent, and
equitable approach to the termination of employment. This policy establishes procedures and
guidelines to be followed when ending an employment relationship, whether initiated by the

employee or the Municipality. The goal is to handle terminations professionally, fairly, and in

32.2 - PURPOSE AND SCOPE

The Municipality employs this policy to ensure that the termination of Employees is handled with
due diligence, and with a minimum disruption to Municipality business. This policy is designed to
define the types of Employee termination, the responsibilities of terminated Employees, the
subsequent Human Resource actions required, and information regarding Employee benefits. This
policy applies to all full-time, part-time and contract Employees.

32.3 - TERMINATION CLASSIFICATIONS

The Municipality of Temagami recognizes three primary types of employment termination:
resignation, with cause, and without cause. This section outlines the Municipality’s approach to
each type, ensuring clarity and compliance with applicable laws.

Resignation:
Termination initiated by the employee, referred to as resignation, occurs when an employee
voluntarily chooses to end their employment relationship with the Municipality.

Employees are required to provide a minimum of two (2) weeks’ written notice, as outlined in their
employment contract, to allow sufficient time for the Municipality to make necessary arrangements.
Resignations must be confirmed in writing and are binding on both the employee and the
Municipality unless otherwise agreed upon.

Failure to provide adequate notice may result in a "not eligible for rehire" designation.

Managers should engage with the resigning employee to understand their reasons for leaving and,
where appropriate, explore options for retention in the Municipality’s best interests.

With Cause:
Termination with cause occurs when an employee's actions or behavior justify immediate dismissal
without notice or severance pay, as permitted by law. Examples of cause may include, but are not

limited to:
e Serious misconduct, such as theft, harassment, or fraud. Formatted: Font: 12 pt
o _Violation of workplace policies or procedures. Formatted: List Paragraph, Bulleted + Level: 1 +
e Unsatisfactory performance despite prior warnings or corrective measures. Aligned at: -0.16 cm + Indent at: 0.48 cm

e Job abandonment, defined as failure to report to work for three consecutive business days
without notifying a supervisor.
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Without Cause:

Termination without cause occurs when the Municipality ends an employment relationship for
reasons unrelated to misconduct or performance, such as organizational restructuring or workforce
reduction.

In such cases, employees will receive notice or pay in lieu of notice and, if applicable, severance,
in accordance with Ontario employment laws or the Canada Labour Code.

The Municipality will consider the employee’s service record when determining termination
provisions and may explore alternative options, such as transfer or demotion, for employees who

have demonstrated value to the organization.Fhe-Municipality-classifies-termination-of-employment

as:

In all categories of termination, the Employee will be paid all accrued, unused vacation pay through
the last date of employment. The Employee will receive their final paycheque in accordance with
applicable federal and provincial laws.

32.4 - RESPONSIBILITIES
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Any termination whether voluntary or involuntary will be dealt with by the CAO/Treasurer,
Department Head and the Staff Member responsible for Human Resources.

Terminated Employees:
o Employees are expected to return all Municipality property, including (but not limited to)
desk keys, key fobs and Municipality identification.

e All Employee’s privy to Municipality confidential information must be debriefed no later than
their last full day of employment.

Supervisor Responsibility:

Whenever possible, Municipality Supervisors will give warnings pertaining to unwanted behaviour.
In the event that the Employee fails to correct the behaviour, or violates Municipality policy in other
respects, they may incur disciplinary action up to and including termination. Depending on the
severity of the offence, an Employee may be terminated without warning.

Managers will inform the Employee of the rationale for their termination of employment.

Human Resources Responsibility

All Staff members leaving the Municipality on a voluntary basis normally will be interviewed by the
Staff Member responsible for Human Resources. It is the responsibility of the Staff Member
responsible for Human Resources to arrange the exit interview.

The Staff Member responsible for Human Resources will arrange with Payroll to disburse all final
monies owing to the Employee and discuss arrangements with respect to benefits on the last
working day. Upon notice of an Employee's resignation/termination, managers must immediately
alert the Staff Member responsible for Human Resources to the change in personnel, along with all
pertinent information (e.g. reason for leaving, last day of work, etc.).

Payroll will prepare a Record of Employment for the departing Employee. The Staff Member
responsible for Human Resources shall supervise the terminated Employee's exit-procedure.

e The return of Municipality property;

o When appropriate, conduct an exit interview. The exit interview allows the terminated
Employee to openly disseminate information pertaining to their work experiences at the
Municipality. These interviews will be held in confidence. The Municipality shall compile
pertinent information from exit interviews to create feedback which may be used for future
considerations towards Municipality policy, and Management directives.

32.5 - EMPLOYEE BENEFITS

All health, dental coverage, short- and long-term disability and life insurance will be stopped on the
last day of employment, or if applicable, up to the end of the notice period unless otherwise agreed
upon in a written separation agreement. The Municipality will ensure compliance with the ESA.

32.6 - GRATUITOUS PAYMENTS
Gratuitous payments may be granted at the discretion of Municipality. In the event that a gratuitous
payment is granted, it shall be based on the length of service given to the Municipality, level of

responsibility, and the rationale for separation, etc. The Municipality will ensure compliance with
the ESA.

32.7 - ACKNOWLEDGMENT AND AGREEMENT
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All Employees are required to sign an Acknowledgement and Agreement form for this policy. The
signed form will be kept in the Employee’s personnel file.

The Corporation of the Municipality of Temagami 2025-M-018 Page 85 of 123



EXIT INTERVIEW POLICY — Section 33

33.1 - PURPOSE

The purpose of this policy is to identify workplace, organizational or Human Resources factors that
have contributed to an Employee’s decision to leave the Municipality of Temagami (Municipality).
This will assist the Municipality in identifying any trends requiring attention or any opportunities for
improvement on the municipality’s behalf.

33.2-SCOPE
This policy applies to all full-time Employees. Those exempt are temporary Employees, and
Employees discharged with cause.

33.3 - PRIOR TO EXIT INTERVIEW

a) Once the Employee confirms their departure from the Municipality, the Staff Member
Responsible for Human Resources will contact the Employee and schedule an exit
interview.

b) The Staff Member Responsible for Human Resources will forward a copy of the Exit
Interview Questionnaire to the Employee. The Employee will complete the questionnaire
and return to the Staff Member Responsible for Human Resources prior to their Exit
Interview.

33.4 - EXIT INTERVIEW

a) The CAO/Treasurer, or the Staff Member Responsible for Human Resources, or the
employees direct supervisor will conduct an exit interview with the Employee, at the
discretion of the CAO/Treasurer.

b) The Employee will be given an opportunity to discuss any concerns and/or information they
feel that would be beneficial for the Municipality to know about their employment experience
with the Municipality.

c) The Interview will be conducted on the Exit Interview Form.

d) A copy of the completed Exit Interview Questionnaire and Exit Interview Form will be kept in
the Employee’s personnel file.
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JOB HANDOVER AND ROLE TRANSITION - Section 34

34.1 - PURPOSE

The purpose of this policy is to ensure a smooth and efficient transition of responsibilities when an
employee leaves their position or transitions to a new role within the Corporation of the Municipality
of Temagami. This policy aims to maintain operational continuity and minimize disruptions by
defining procedures for transferring duties, handling legal documentation, and managing financial
transactions during the handover process.

34.2 - SCOPE

This policy applies to all employees of the Corporation of the Municipality of Temagami who are
leaving their position or transitioning to a new role due to resignation, retirement, reassignment, or
other role changes.

34.3 - RESPONSIBILITIES
Departing Employee
a) Prepare comprehensive documentation of all ongoing projects, tasks, and responsibilities.
b) Identify and inform the successor of any critical deadlines, meetings, or pending actions.
c) Provide access to necessary files, systems, and resources.
d) Ensure all necessary legal documents related to ongoing projects or contractual obligations
are prepared and handed over.

Successor
a) Review all handover documentation and meet with the departing employee to discuss
ongoing tasks and responsibilities.
b) Ensure understanding of all operational procedures, key contacts, and critical issues.
c) Take over duties and responsibilities promptly.
d) Verify that all access credentials and system information are received and functioning.

Higher Position in the Organizational Chart
a) Facilitate and oversee the handover process to ensure all responsibilities are appropriately
transferred.
b) Review and approve the handover documentation.
c) Provide necessary training or support for the successor.
d) Verify legal and financial documentation for completeness and compliance.

Assigned Support Staff
a) Assist with role transition and job handover requests as required.
b) Ensure compliance with policies and procedures during the transition process.
c) Update records and documentation related to the role change or job handover.
d) Prepare and process all relevant legal documents, including employment agreements or
contract amendments.

Council
a) Approve role transition requests that impact budgetary constraints or require formal Council
endorsement under the Municipal Act, 2001.
b) Ensure alignment of role changes and handovers with strategic objectives and governance
frameworks.
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c)

344 -

Provide oversight and address compliance issues related to municipal governance and
standards.

PROCEDURE

Notification

a)

b)

c)

The departing employee must notify their higher position in the organizational chart and
relevant administrative staff of their intent to leave or transition at least [notice period, e.g.,
four weeks] in advance.

The notification must include the effective date of departure or transition and any immediate
concerns.

The higher position in the organizational chart must confirm receipt and begin planning the
handover process.

Preparation of Handover Documentation

a)
b)

c)

The departing employee shall prepare a comprehensive handover document that includes:
Current status of projects and tasks.

Key contacts and relationships.

Instructions for ongoing responsibilities.

Access credentials and system information.

Ensure all documentation complies with applicable regulations and organizational
standards.

Update ongoing project files to reflect current status and deadlines.

Review the documentation with the successor to ensure completeness.

Handover Meeting

a)

b)
c)
d)
e)
f)
9)

Schedule a meeting between the departing employee, their successor, and their higher
position to review:

Handover documentation.

Immediate concerns or issues.

Status of ongoing projects and tasks.

Access and resources required by the successor.

Document meeting outcomes and agreed actions.

Address any gaps or discrepancies identified.

Access and Resources

The departing employee must provide their successor with access to all necessary files,
systems, and resources.

Update physical and electronic access permissions.

Ensure sensitive information is handled in accordance with privacy and data protection
regulations.

Confirm that the successor has all tools and resources needed for their role.

Final Review

a)

b)
c)
d)

The higher position in the organizational chart will review the handover documentation and
process for completeness.

Address any gaps or issues and ensure responsibilities are fully transferred.

Confirm all legal and financial documentation is in order.

Provide feedback on the handover process and suggest improvements.
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Follow-Up
a) A follow-up meeting may be scheduled [e.g., one month] after the handover to address
ongoing issues.
b) Document follow-up actions and outcomes to ensure compliance and effectiveness.
c) Resolve outstanding issues and evaluate the transition process.

34.5 - COMPLIANCE
This policy aligns with the following legislation:
a) Municipal Act, 2001: Governs municipal operations and governance.
b) Employment Standards Act, 2000: Regulates employee rights and employment practices.
c) Personal Information Protection and Electronic Documents Act (PIPEDA): Protects personal
information during transitions.
d) Municipal Freedom of Information and Protection of Privacy Act (MFIPPA): Ensures
compliance with privacy standards in municipal governance.

Compliance with this policy is mandatory to ensure effective and consistent job transitions within
the Municipality of Temagami.
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WORKPLACE DISCRIMINATION, HARASSMENT & VIOLENCE_
POLICY - Section 35

35.1 - POLICY STATEMENT

In compliance with the Human Rights Code and the Occupational Health and Safety Act, The
Corporation of the Municipality of Temagami (the Municipality), has an obligation and responsibility
to provide a work environment that is free of discrimination, workplace harassment, workplace
sexual harassment and workplace violence as defined under the Human Rights Code (the Code)
and the Occupational Health and Safety Act (the OHSA).

Discrimination, harassment, sexual harassment, and workplace violence are considered to be
unacceptable and a form of employment misconduct. The Municipality of Temagami will make
every reasonable effort to ensure that no one is subject to it. The Municipality takes very seriously
its responsibility to foster and maintain a positive working environment with mutual respect for all
and wishes to make it clear that it will neither tolerate nor condone behaviour that is likely to
undermine the dignity or self-esteem of any individual or create an intimidating, hostile or offensive
workplace. Therefore, individuals who violate this Policy are subject to disciplinary and/or
corrective action up to and including termination of employment.

35.2 - PURPOSE

The intent of this policy is to ensure that the Municipality of Temagami maintains its adherence to
the spirit and provisions of the Human Rights Code and the Occupational Health and Safety Act, to
encourage appropriate behaviour in the workplace and provide a mechanism for persons to bring
forward concerns and issues related to harassment, sexual harassment, workplace violence and
discrimination, should they arise in the workplace.

35.3 - SCOPE OF THIS POLICY

This policy applies to all employees of the Corporation of the Municipality of Temagami, volunteers,
members of Council and anyone involved with the business of the Municipality, to provide
assurance that they can undertake their duties in the workplace, free from discrimination,
workplace violence, harassment and sexual harassment, as defined under the Human Rights Code
and the OHSA.

35.4 - THE WORKPLACE

The workplace is not only confined to the various offices and work locations of the Municipality. It
also includes washrooms, lunchrooms, outside work sites, on-road vehicles and any other location
where the business of the Municipality is being conducted.

Harassment and discrimination which occur outside the workplace (e.g.: office-related social
functions, luncheon meetings, work-related travel) but are an extension of work or duties performed
and which can have repercussions in the work environment, are also covered by this policy.

35.5 - RESPONSIBILITIES UNDER THIS POLICY
The Municipality is responsible for ensuring that corporate policy, practices and conduct comply
with the provisions of the Human Rights Code and the OHSA.
e Making sure that all those protected by the policy are fully aware of the policy, their rights
and protections under this policy, the Code and the OHSA.
e Creating an environment that encourages prospective complainants to report all incidents
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of discrimination and harassment.

e Ensuring that all discrimination and harassment complaints can be and are resolved
quickly, fairly and in a sensitive manner.

¢ Investigating that is appropriate in the circumstances.

Management personnel have the responsibility to:
e Protect all employees from discrimination and harassment and prohibit such activity from
occurring in the workplace.
e Immediately initiate action upon receipt of, or even prior to, any actual complaint, where
discrimination or harassment is known to have taken place.
e Take corrective or disciplinary action where a violation of this policy has been found to
have occurred.

Employees/Council Members/Volunteers/Others:

All Municipality employees and those persons involved with or undertaking Municipality business
have the responsibility of maintaining a positive and business-like workplace and ensuring that the
work environment is free from discrimination and harassment. Every employee is discouraged from
and directed to not engage in any activity that may be perceived as constituting discrimination or
harassment.

35.6 - DEFINITIONS

Discrimination - The Human Rights Code ("the Code") states that it is public policy in Ontario to
recognize the dignity and worth of every person and to provide for equal rights and opportunities
without discrimination.

Section 5(1) of the Code states:

“Every person has a right to equal treatment with respect to employment without discrimination
because of race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex (including
pregnancy, gender identity), sexual orientation, age, and record of offences, marital status, family
status or handicap.”

The Municipality of Temagami is obligated to ensure that no discrimination or unequal treatment,
based on the prohibited grounds or types of discrimination as outlined above, occurs in the
workplace.

Discrimination can be intolerant behaviours towards individuals or groups. The behaviour can be
direct (e.g. denying jobs based on colour, race, sex or disability) or systemic (e.g. utilizing job
testing that is culturally-biased, height or weight restrictions for particular positions). Discrimination
may come from an individual or through systems and attitudes held by an organization. Actions do
not have to be intentionally committed to be considered discriminatory or a possible Code violation.

Harassment - Harassment is one form of discrimination and it is illegal under the Human Rights
Code.

Section 5(2) of the Code states:

“Every person who is an employee has a right to freedom from harassment in the workplace by the
employer or agent of the employer or by another employee because of race, ancestry, place of
origin, colour, ethnic origin, citizenship, creed, sexual orientation, gender identity, gender
expression, age, record of offences, marital status, family status or disability.”
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Section 10(1) of the Code defines harassment as meaning:
"...engaging in a course of vexatious comment or conduct that is known or ought reasonably to be
known to be unwelcome."

Harassment can also be defined as any objectionable, unwanted or unwelcome attention to a
person based on any of the discriminatory grounds.

Harassment can include, but is not limited to, the following:
e Verbal - comments, jokes, propositions and the like.
e Physical - touching, leering, patting, pinching, cornering, actions up to and including
assault of a criminal nature.
e Visual - suggestive gestures, displays of racial/hate or pornographic materials, E- mails
and other computer-generated materials that are intended to intimidate or embarrass.

Workplace Harassment under the Occupational Health and Safety Act is defined as:
“Engaging in a course of vexatious comment or conduct against a worker in a workplace that is
known or ought reasonably to be known to be unwelcome.”

Some examples of workplace harassment are:
e verbally abusive behaviour such as yelling, insults, ridicule and name-calling, including
remarks, jokes or innuendos that demean, ridicule, intimidate or offend
e workplace pranks, vandalism, bullying and hazing
e gossiping or spreading rumours, regardless of whether they are malicious

e excluding or ignoring someone, such as persistent exclusion of a particular person from
workplace-related social gatherings

e workplace supervision done in a demeaning or abusive manner

e humiliating someone

e sabotaging someone else’s work

o displaying or circulating offensive pictures or materials

o offensive or intimidating phone calls, emails, texts or social media communications

e asupervisor/manager impeding an individual’'s efforts at promotions or transfers for
reasons that are not legitimate

e making false allegations about someone in memos or other work-related documents

e menacing behaviours including staring, glaring, inappropriate gestures or unwelcome
physical closeness

e taunting and intimidation

The test of harassment - It does not matter whether the complainant intended to offend someone.
The test of harassment is whether the complainant knew or should have known that the comments
or conduct were unwelcome to the other person. For example, someone may make it clear through
their conduct or body language that the behaviour is unwelcome, in which case the complainant
must immediately stop that behaviour.

Although it is commonly the case, the defendant does not necessarily have to have power or

authority over the recipient. Harassment can occur from co-worker to co- worker, supervisor to
employee and employee to supervisor.
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Respect in the workplace is everyone’s responsibility. Any acts that demean, harm or exclude are
counter to our culture and should be addressed promptly in accordance with the procedures set out
below.

Poisoned work environment - Even if no one is being directly targeted, harassing comments or
conduct can poison the work environment, making it a hostile or uncomfortable place in which to
work. This is also a form of harassment. Some examples of actions that can create a poisoned
work environment include:

o displaying offensive or sexual materials such as posters, pictures, calendars, web sites or

screen savers

e distributing offensive e-mail messages, or attachments such as pictures or video files

e practical jokes that embarrass or insult someone; or

e jokes or insults that is offensive, racist or discriminatory in nature.

What is not harassment - The Occupational Health and Safety Act states:
A reasonable action taken by an employer or supervisor relating to the management and direction
of workers or the workplace is not workplace harassment.

Therefore, workplace harassment should not be confused with legitimate, reasonable management
actions that are part of the normal work functions, including but not limited to:
e measures to correct performance deficiencies, such as placing someone on a
performance improvement plan
e imposing discipline for workplace infractions
e requesting medical documents in support of an absence from work
o enforcement of workplace rules and policies

It also does not include normal workplace conflict that may occur between individuals or
differences of opinion between co-workers.

Workplace and domestic violence that may occur in the workplace are health and safety issues,
which are covered under the Occupational Health and Safety Act.

Sexual harassment - under the code and the OHSA:

Sections 7(2) and 7(3) of the Code, state that sexual harassment is a very specific form of illegal
discrimination and that employees have the right to be free from harassment in the workplace
because of sex.

The Code clearly defines the following activities and behaviours as sexual harassment:

a) Sexual Solicitations, Advances and Unwanted Attention - made by a person in a position to
confer, grant or deny a benefit or advancement, of a persistent or abusive nature, where the
person knows or ought reasonably to know that such attention is unwanted or unwelcome.

b) Implied or Expressed Promise of Reward - for complying with a sexual request or favour.

c) Threat of or Actual Reprisal for Refusal - implied or actual reprisal or denial of opportunity
for refusal to comply with a sexually oriented request.

d) Poison or Hostile Work Environment - remarks, behaviour and activities of a sexual nature,
not necessarily directed to any one person, which may be perceived to create a negative,
intimidating, uncomfortable or offensive workplace or environment. May include a one-time
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incident as opposed to a "course of" or ongoing harassment, but is of such a severity or
weight it taints or poisons the environment.

e) Examples can include: jokes, pin-ups, T-shirts with inappropriate comments, circulation of
offensive materials, E-mails etc. or a one-time comment from a person in authority to the
effect "we will never hire woman here for that type of work."

The Occupational Health and Safety Act is defines Workplace Sexual Harassment as:

a) Engaging in a course of vexatious comment or conduct against a worker in a workplace
because of sex, sexual orientation, gender identity or gender expression, where the course
of comment or conduct is known or ought reasonably to be known to be unwelcome, or

b) Making a sexual solicitation or advance where the person making the solicitation or advance
is in a position to confer, grant or deny a benefit or advancement to the worker and the
person knows or ought reasonably to know that the solicitation or advance is unwelcome.

Both men and women can be victims of sexual or gender-based harassment, and someone of the
same or opposite sex can harass someone else. Some examples of sexual or gender-based
harassment are:

e sexual advances or demands that the recipient does not welcome or want
e threats, punishment or denial of a benefit for refusing a sexual advance

o offering a benefit in exchange for a sexual favour

e leering (persistent inappropriate staring)

o displaying sexually offensive material such as posters, pictures, calendars, cartoons,
screen savers, pornographic or erotic websites or other electronic material

o distributing sexually explicit e-mail messages or attachments such as pictures or video
files

e sexually suggestive or obscene comments or gestures

e unwelcome remarks, jokes, innuendoes, propositions or taunting about a person’s body,
clothing or sex

e persistent, unwanted attention after a consensual relationship ends
e physical contact of a sexual nature, such as touching or caressing

e gossip or rumours regarding a person’s sexual activities or relationships, regardless of
whether they are malicious; and
e sexual assault

Workplace Violence - under the Occupational Health and Safety Act is defined as:
e the exercise of physical force by a person against a worker, in a workplace, that causes or
could cause physical injury to the worker

e an attempt to exercise physical force against a worker, in a workplace, that could cause
physical injury to the worker

e a statement or behavior that is reasonable for a worker to interpret as a threat to exercise
physical force against the worker, in a workplace, that could cause physical injury to the
worker.

o ltis defined broadly enough to include acts that may be considered criminal.

Workplace violence includes:

e physically threatening behaviour such as shaking a fist at someone, finger pointing,
destroying property, throwing objects
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e verbal or written threats to physically attack a worker

e leaving threatening notes or sending threatening emails

e wielding a weapon at work

o stalking someone; and

e physically aggressive behaviours including hitting, shoving, standing excessively close to
someone in an aggressive manner, pushing, kicking, throwing an object at someone,
physically restraining someone or any other form of physical or sexual assault.

All of the above activities are considered inappropriate. Therefore, a violation of this policy, the
Code and the OHSA and will not be condoned by the Municipality.

Further, it is also a violation of the Policy for anyone to knowingly make a false complaint of
harassment or violence, such as when a complaint is found to be frivolous, vexatious or made in
bad faith with fraudulent or malicious intent, or to provide false information about a complaint.

Violence that occurs outside the normal workplace but which has an impact on the working
environment, including working relationships, may also be considered violence in the workplace.

Workplace violence may come from many different sources:
e strangers or people with no ties to the workplace
e clients, customers or patients
e other employees
e intimate relationships outside of work (such as intimate partners, family, friends)

35.7 - MAKING A COMPLAINT OF DISCRIMINATION OR HARASSMENT
Employees or persons covered under this policyirvelved-in-Municipality- business are encouraged

to bring forward any incidents of discrimination, workplace violence, harassment or sexual
harassment that they may encounter in the workplace and should do so in a timely fashion.

Complaints of discrimination, workplace violence, harassment or sexual harassment may be
reported to any of the following people:

e The Staff Member responsible for Human Resources

e CAO/Treasurer

e Department Manager

All complaints will be dealt with in a most serious manner and as promptly and discreetly as
possible, with due regard for the rights of all parties.

A person always retains the right to file a complaint with the Ontario Human Rights Commission,
should they choose to do so.

35.8 - CONFIDENTIALITY

The Municipality of Temagami shall not disclose any information about a complaint except as
necessary to investigate the complaint or to take disciplinary action, or as required by law. All
persons, whether a party to the harassment complaint or a witness to it, are to treat the matter as
strictly confidential and shall not discuss it with anyone outside the proper investigation procedure
as set forth in this policy.
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35.9 - COMPLAINT PROCEDURES

Speak up - If possible, tell the person that the complainant is not comfortable with their behaviour
and want it to stop. Usually, that will be all the complainant need to do. The complainant can speak
to them directly, or write them a letter (date it and keep a copy). In addition, tell someone the
complainant trust what is going on.

Keep notes - Record all unwelcome behaviour. Write down what has happened, when, where, how
often, who else was present, and how the complainant felt about it. If this behaviour involves a
member of the public, the General Complaint Form should be filled out and submitted to the Staff
Member responsible for Human Resources.

Report it - if the behaviour occurs again, if the complainant is unable to deal directly with the
person, report it to the Staff Member responsible for Human Resources. If that person is involved in
the complaint, please report it to the CAO/Treasurer. If the CAO/Treasurer is not able to resolve
the complaint, at that point it shall be brought to the Mayor, who may decide to bring it to Council in
a CLOSED session meeting. In cases of sexual or physical assault, the employee may also choose
to go directly to the police.

How a Complaint Will be Dealt With - Once a person reports the unwelcome behaviour, the Human
Resource Representative shall ask questions such as what happened, when, where, how often
and who else was present and shall keep notes of this conversation.

Informal procedures - The complainant may want to proceed informally at first. This means the
complainant can ask the Human Resource Representative to help the complainant communicate
with the other person, or to speak to them on the complainant’s behalf, without going through
actual mediation or a formal complaint. The informal approach may not always be possible or
successful, but when it is, the complainant may be able to resolve the situation quickly.

Mediation - It may be appropriate to attempt to resolve the complaint through mediation before
going to a formal investigation. If a qualified person from outside the organization is available to act
as a mediator, and the complainant and defendant agree, that person shall attempt to help the
parties settle the complaint. If no one is available, a designated person may help settle the
complaint, if the parties agree. The mediator should not be involved in investigating the complaint,
and should not be asked to represent the company at any stage of any proceedings related to the
complaint.

However, either party has the right to refuse mediation. The complainant is the only one who can
decide if mediation is appropriate for the complainant. Do not agree to it if the complainant feel
pressured into it, or feel that the complainant is at a disadvantage or vulnerable because of the
complainants age, sex, race, colour, religion, sexual orientation, economic position, or for any other
reason. If someone suggests mediation but the complainant is uncomfortable with it, the
complainant can say so, and it shall not be part of the complaint process. If mediation does
become part of the process, each person has the right to be accompanied and assisted during
mediation sessions by someone they choose.

Investigation - If the complainant wants to go ahead with a formal complaint, it shall be investigated
either by a specially trained person from within the organization, or a consultant. This person shall
investigate the complaint thoroughly. They shall interview the complainant, the defendant, and any
witnesses. All employees have a responsibility to cooperate in the investigation. Both the
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complainant and the defendant have the right to be accompanied by someone with whom the
complainant feel comfortable during any interviews or meetings.

An investigation shall involve:

getting all pertinent information from the complainant;

informing the defendant of the general details of the complaint, and getting her or his
response

interviewing any witnesses;

deciding whether, on a balance of probabilities, the unwelcomed behaviour did take place;
and

recommending appropriate remedies, penalties, or other action

35.10 - SUBSTANTIATED COMPLAINTS

If the investigator decides the complaint is valid, they shall report in writing to the CAO/Treasurer,
ideally within a week of completing the investigation. The investigator shall recommend appropriate
remedies and disciplinary action, and any other necessary action. The CAO/Treasurer shall decide
what action to take, and shall inform both parties of the decision, in writing, ideally within a week of
the report being submitted.

35.11 - REMEDIES FOR THE VICTIM
Remedies for a person who has been the recipient of unwelcomed behaviour may include any of
the following, depending on the nature and severity of the harassment:

an oral or written apology from the defendant and The Municipality of Temagami;
lost wages;

a job or promotion that was denied;

compensation for any lost employment benefits, such as sick leave; and/or

a commitment that they shall not be transferred, or shall have a transfer reversed, unless
they choose to move.

35.12 - CORRECTIVE ACTION FOR THE RESPONDENTDEFENDANT

Employees
Corrective action for the defendant may include any of the following, depending on the nature and

severity of the behaviour:

letter of apology or performance agreement,

referral for counselling,

education and training,

verbal or written reprimand,

suspension with or without pay,

dismissal,

transfer or removal,

appropriate security measures,

other corrective action deemed appropriate
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Council
Corrective action for members of Council may include any of the following, depending on the
nature and severity of the harassment:

e a public censure recorded in the minutes of a Council meeting

e atransfer of portfolios

e other recourse as prescribed by the Municipal Act for improper behaviour or misconduct.

Public
If the defendant is a member of the public, the CAO/Treasurer shall send them a letter to advise
them of our harassment policy and to advise that if the behaviour continues that further action

appropriate-legal-action-shall may be taken_to protect municipal personnel-

Contractors/suppliers

if the defendant is a contractor or supplier for the Municipality of Temagami, the CAO/Treasurer
shall advise the owner or manager of the company of our harassment policy and that if the
behaviour continues, they may be suspended as a supplier to the municipality and further action
may be taken to protect municipal personnel-

35.13 - UNSUBSTANTIATED COMPLAINTS
If there is not enough evidence to support an allegation of unwelcome behaviour (harassment,
violence or discrimination) the investigator shall not recommend any penalties or remedies.

35.14 - COMPLAINTS MADE IN BAD FAITH

In the rare event that the complaint was made in bad faith, that is deliberately and maliciously filed
knowing it had absolutely no basis, the complainant shall be subject to the same penalties as the
defendant. The person unjustly accused of harassment shall have her or his reputation restored,
and shall be given the benefit of any necessary remedies that would be given in a case of
harassment.

35.15 - RETALIATION
Anyone who retaliates in any way against a person who has been involved in a harassment
complaint shall be subject to the same penalties as the defendant.

35.16 - TIME LIMITS

Managers have a responsibility to make sure harassment ends as soon as they become aware of
it. Complaints shall be resolved as quickly as possible, ideally within one month of being made.
Complainants should be aware that there is a one-year time limit for filing a complaint with either
the Ontario or the Canadian Human Rights Commission.

35.17 - ADDITIONAL OPTIONS
if the harassment involves physical or sexual assault, which are criminal offences, the police are
the appropriate avenue.

35.18 - POLICY CHANGES
If the complainant has questions or comments about the policy or its application, please speak to
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the Human Resource Representative or to the CAO/Treasurer of the Municipality of Temagami.

35.19 - LIABILITY UNDER THE HUMAN RIGHTS CODE

Whether committed by a co-worker or a supervisor, acts of harassment and discrimination are not
only considered a form of employee misconduct, but are also illegal under the Code. Persons
engaging in discriminatory actions or harassment of others may be personally liable under the
Code. In addition, those in a position of authority who know about such behaviour or ought to know
and by omission or failure to take appropriate action, tolerate it, are also guilty of misconduct and
could be named and liable in a complaint filed with the Ontario Human Rights Commission.

35.20 - NO REPRISAL UNDER THE CODE AND THE OHSA

Section 8 of the Human Rights Code states:

Every person has a right to claim and enforce his or her rights under this Act, to institute and
participate in proceedings under this Act and to refuse to infringe the rights of another person
under this Act, without reprisal or threat of reprisal for so doing.

Section 50 (1) of the OHSA states:
“No employer or person acting on behalf of an employer shall,
a) dismiss or threaten to dismiss a worker;
b) discipline or suspend or threaten to discipline or suspend a worker;
c) impose any penalty upon a worker; or
d) intimidate or coerce a worker,
because the worker has acted in compliance with this Act or the regulations or an order made
thereunder, has sought the enforcement of this Act or the regulations”

All levels of Management will insure that no reprisals or retaliation stem from the filing of
complaints with respect to the person making the complaint, the accused or any witness. Any form
of retaliation or reprisal is considered a serious violation of this policy. Such actions will be subject
to disciplinary action.

Persons who make legitimate or "good faith" complaints will not have their employment affected in
any way as a result of their complaint.

It is also recognized that false, fabricated or malicious accusations of harassment or discrimination

can have serious affects on innocent people. Such accusations or false reporting will not be
tolerated and will be regarded as a violation of this policy.
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WORKING ALONE POLICY — Section 36

36.1 — POLICY STATEMENT
The Municipality of Temagami will provide a safe workplace for Employees who are required to
work alone.

36.2 - PURPOSE & SCOPE

The purpose of this policy is to promote safe work procedures and to ensure the health and safety
of all Municipality of Temagami Employees who work alone.

This policy applies to all Employees of the Municipality of Temagami.

36.3 - DEFINITIONS

Working Alone | Regardless of the time of day or location, a worker is considered to be
working alone when he or she:
e Cannot be seen by another worker;
e Cannot be heard by another worker; or,
e |s working in circumstances where assistance is not readily available when
needed during the normal course of duties or in case of emergency, illness

ariniiirns

High Risk Where serious or significant hazards exist; immediate attention is required to
address and eliminate work alone hazards (e.g., working at heights, confined
spaces, working with electricity, hazardous substances or equipment, potential

far vinlanca)

Medium Risk Where moderate hazards exist; attention is required to address the work alone
hazards as soon as possible.

Low Risk Where minor hazards exist (e.g., maintenance, security, desk work); if necessary,
low risk hazards can wait to be addressed while higher risk hazards are being
corrected.

36.4 - APPLICATIONS AND PROCEDURES

Many jobs have working alone situations. Employees and their Supervisors must work together to
develop safe work procedures. It is essential that the working conditions or circumstances that
present high foreseeable personal safety risks be assessed so the probability of misfortune can be
minimized.

Working alone situations shall be identified and assessed cooperatively by Supervisors and their
Employees, and a Health and Safety representative if requested. Work alone assignments will be
evaluated on a case-by-case basis, considering the following risk factors:

a) Tasks and associated hazards involved in the work to be performed;

b) Consequences resulting from a “worst case” scenario;

c) Likelihood for other persons to be in the area;

d) Possibility that a critical injury or incident could prevent the Employees from calling for help

or leaving the workplace;

e) Emergency response time;

f) Worker's training and experience;

g) Worker’s physical limitations or medical conditions;
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h) Effects of implementing appropriate safeguards;

i) Frequency of job supervision;

j) Time or shift when the job is to be done; and,

k) Whether the worker is accustomed to working alone.

36.5 - SAFETY PLAN
Each department will be responsible for creating working alone plans specific to their departmental
needs. Safety plans shall include:
a) ldentification of the risks or hazards associated with the work to be performed or the
environment where the work is to be done;
b) Identification of any applicable legislation surrounding the task to be performed (e.g.,
confined space entry, working on live electrical conductors);
c) Procedures to eliminate or minimize the identified risks (e.g., buddy systems, training);
d) Methods of communication by which the workers can secure emergency assistance, and
how emergency assistance will be provided in the event of incidents or accidents;
e) The length of time a worker may be out of contact with a supervisor (i.e., the frequency of
regular communications); and,
f) Confirmation where and when working alone is permitted.

Working alone safety plans shall be reviewed by the Health and Safety Representative. The
committee may wish to make recommendations concerning safe work procedures and the
provision of assistance to Employees at risk due to infrequent supervision, intermittent
communication or physical isolation.

Supervisors must review working alone safety plans with affected Employees and shall provide
ongoing training and instruction to Employees for their specific working alone situation. Department
work alone procedures must be reviewed annually or when changes have occurred to job duties.

36.6 - EMPLOYEE RESPONSIBILITIES
Employees who work alone must:
a) Participate in the hazard evaluation and risk Management decisions with the supervisor
concerning working alone;
b) Follow safe work practices outlined in the safety plan; and,
¢) Maintain regular communication with Supervisors.

36.7 - ADMINISTRATIVE CONTROLS
The following suggestions will promote personal safety for work alone situations:
a) Schedule potentially hazardous work times when Supervisors and appropriate help will be
available;
b) Provide adequate staging (e.g., buddy system) for hazardous tasks performed at off hours
or remote locations;
c) Coordinate work as much as practicable so that no one is left alone and Employees check
in and out together;
d) Consider the advantages of alternative communication systems; motion sensors, panic
alarms, emergency locator transmitters, etc.; and,
e) Promote dialogue about working alone and personal safety issues.
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DRUG and ALCOHOL POLICY — Section 37

37.1 - POLICY STATEMENT

The Employees of the Municipality of Temagami (Municipality) are our most valuable resource, and
for that reason, their health and safety is of paramount concern. Awareness, education, early
detection and treatment for those Employees with alcohol and drug dependency helps to maintain a

safe and healthy workplace.

Impairment through the misuse of alcohol and other drugs affect the ability of a person to properly
perform their employment responsibilities. Impairment can lead to incidents causing serious injury to
Employees and other persons or damage to the environment and property.

37.2 - PURPOSE & SCOPE

The purpose of this policy is to provide a workplace free of the effects of drug and alcohol

impairment.

This policy shows the Municipality’s commitment to health and safety in the workplace and reducing
the risks for all workers, contractors and visitors. This policy shows how the Municipality will deal
with drugs and alcohol use and/or their effects in the workplace.

This policy shall apply to all full-time, part-time and contract Employees of the Municipality.

37.3 — DEFINITIONS

The following terms referenced in this policy are defined as:

Drug

A substance, including alcohol, illicit drugs or medications, the use of which
has the potential to change or adversely affect the way a person thinks, feels
or acts. For the purpose of this policy, drugs of concern are those that inhibit or
impair the ability of a person to safely and productively perform on the job.

The definition of Drug includes:

Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol or
other low molecular weight alcohols including methyl and isopropyl.

Medication refers to a drug legally obtainable as either an over-the-counter
drug or through a prescription by a doctor.

Ilinit Nriin manne anv dAriin Aar crihetannan that ic nat lanallvy ahtainahla and

Impairment

Odor of alcohol or drugs, glassy or red eyes, unsteady gait, slurring, poor co-
ordination.

Incident

An accident or event where an injury to a person(s) and or damage to
equipment has occurred, or is an accident or near miss where the potential
existed for damaae or iniurv to occur

Substance Usg

When someone consumes alcohol or drugs. Substance use does not always
lead to addiction; many people occasionally use alcohol or certain drugs
without being addicted. However, substance use always comes with the risk
that it might lead to addiction.

Substance
Abuse

When a person consumes alcohol or drugs regularly, despite the fact that it
causes issues in their life. The issues caused by abuse may be related to their
job, their personal life, or even their safety. People who abuse drugs and
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Safety sensitiv{ |In which job performance requires the Employee to be alert, to be physically

374 - position coordinated, and to exercise good judgement, where impairment by way of

ingesting alcohol or drugs could adversely affect job performance, the health,
safety or security of the Employee, other persons, property, or the
environment. Any Employee who directly supervises an Employee in a safety

PREVENTION

The Municipality recognizes that prevention is key to creating a safe and healthy work environment
and will take all reasonable and necessary steps to ensure that Employees are following this policy.

a)

Education

The Municipality will educate and inform Employees with respect to the impact of substance
abuse in the workplace and the existence and effect of this policy. The Staff Member
responsible for Human Resources will assist Employees in the process of accessing the
assistance required. The Staff Member Responsible for Human Resources will also assist
with determining if health coverage is available through the benefit carrier.

Early Recognition & Monitoring

The Municipality recognizes that early identification and prompt treatment of alcohol and/or
drug dependency is the best interest of the Municipality and its Employees.

Alcohol and/or drug dependency usually affects work behaviour in the following ways:
tardiness, absenteeism, noticeable difference in morning and afternoon behaviour, inability to
concentrate, carelessness in appearance, inattention to job duties, conflicts with co-workers,
mood swings, sloppy work, failure to meet deadlines, and isolation from co-workers.
Assessment/Rehabilitation

No Employee with alcohol or drug dependency will be disciplined for voluntarily requesting
help in overcoming the dependency. Employees with an alcohol or drug dependency, in
safety sensitive positions are required to participate in pre-treatment,-treatment and-follow-
uplafter-care-activities;-as determined by a medical professional. This does not eliminate the
requirement for maintenance of satisfactory job performance levels. If modified work is
recommended, the Municipality may assign the Employee to alternative duties if available
and appropriate. Employees should contact the Staff Member Responsible for Human
Resources for assistance.

Aftercare

The Municipality will support participation in an aftercare program to all Employees who
complete primary treatment for alcohol or and/or drug addiction when returning to work.
Prior to returning to work, Employees will work with their supervisor and the Staff Member
Responsible for Human Resources to review the recommended aftercare program to ensure
it meets the health and safety concerns of the workplace. In all cases, Employees will be
advised of the conditions governing their return to work and the consequences of their failing
to meet those conditions.

37.5 - ROLES AND RESPONSIBILITIES
There is a shared responsibility for the successful implementation of this Policy. Any Employee with
an alcohol or drug dependency is expected to take responsibility to deal with their dependence.

To help enforce this policy, Management and Employees are expected to adhere to the following:

Management will:

Identify any situations that may cause concern regarding an Employee’s ability to safely
perform their job functions;
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e Ensure that any Employee who asks for help due to a drug or alcohol dependency is
provided with the appropriate support (including accommodation) and is not disciplined for
doing so;

¢ Monitor and evaluate work performance with the goal of early identification of performance
problems including those that may be caused by alcohol or other drug use;

* Engage Employee about performance problems through verbal discussion and progressive
discipline or counselling as appropriate;

e Safely remove any Employee unfit for work from the work place or premises and safely
escort the Employee home or to assessment and/or testing.

Employees must:

e Arrive to work fit for duty, and remain fit for duty throughout their shift;

e Perform work safely in accordance with Municipality-established safe work practices;

¢ Avoid the consumption, possession, sale, or distribution of marijuana, or other drugs, or
alcohol on Municipality property, and during working hours even if off Municipality property;

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

¢ Report limitations and required modifications as a result of medically approved marijuana
use;

e Report unfit co-workers to the supervisor;

» Abide by all governing legislation pertaining to the possession and use of marijuana.

Emloyees are encouraged to; ***{ Formatted: Normal, Indent: Left: -1 cm, No bullets or }
* Seek advice or appropriate treatment, when required; numbering
 Communicate dependency or emerging dependency; Formatted: Font: 12 pt }

Any Employee who fails to meet any of the above roles and responsibilities may be subject to
discipline, including the termination of their employment. The imposition and degree of discipline will
be determined on an individual, case by case basis, taking into account all relevant factors and
circumstances.

37.6 - OBSERVATION
Many aspects of the workplace require alertness, and accurate and quick reflexes. An impairment to
these qualities can cause incidents, and interfere with the accuracy and efficiency of work.

Drug and Alcohol issues in the workplace:

e anyimpact on a person’s judgment, alertness, perception, motor coordination or emotional
state that also impacts working safely or safety sensitive decisions

» after-effects of substance use (hangover, withdrawal) affecting job performance

* absenteeism, illness, and/or reduced productivity

e preoccupation with obtaining and using substances while at work, interfering with attention
and concentration

e illegal activities at work including selling illicit drugs to other Employees,

e psychological or stress-related effects due to substance use by a family member, friend or
co-worker that affects another person's job performance.

Effects of various types of substances:
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Category Examp Examples of General Effects
Alcohol beer, wine, spirits impaired judgement, slowed reflexes, impaired
motor function sleeniness or drowsiness coma_
Cannabis marijuana, hashish distorted sense of time, impaired memory, impaired
Depressants [sleeping medicines, inattention, slowed reflexes, depression, impaired
sedatives some balance drowsiness coma overdose mav be fatal
Inhalants hydrocarbons, solvents, intoxication similar to alcohol, dizziness, headache
Opiates morphine, heroin, loss of interest, "nodding", overdose may be fatal.
codeine, some If used by injection, the sharing of needles may
Nnraccrintinn nain enraad Hanatitie R ar C and HIV//AINS
Stimulants  cocaine, amphetamines elevated mood, over activity, tension/anxiety,
ranid heartbeat caonstriction of blood vessels

The Cost to the Municipality
The impact of drug and alcohol use may be direct and indirect to the Municipality. The following
could happen when substance use affects the workplace:

e Safety (fatalities, incidents, etc.)

e Loss of production, and

* Workplace violence and harassment

37.7 - INVESTIGATION
If a supervisor or co-worker becomes aware of an Employee who is showing signs of impairment
(regardless of the cause), it is very important that action is taken.
a) The supervisor should speak to the Employee in a private area to discuss their behaviour.
b) Ask another supervisor or Employee to be present as a witness.
c) State the concerns about safety of others and themselves to the Employee and request that
they explain what is going on. Do not assume substances are the cause.
d) Ask the Employee to stop working, until they have been assessed to return to work.
e) If necessary, call a taxi or have Employee escorted home; do not allow them to drive if you
suspect impairment.
f) Discipline action may be required.
g) An Employee Incident Report Form must be completed.
h) An investigation into the incident will be completed by HR.

It is not the Municipality’s duty to diagnose an Employee, or to know if they have a disability.
Supervisors can observe changes in the Employee’s attendance, performance or behavior.
Discussions should be held about the issues related to work, and discuss possible solutions. The
discussion between the supervisor and Employee may need to occur more than once.
Documentation is required for all discussions.

37.8 - MANAGING DRUGS AND ALCOHOL
The Municipality will attempt to identify all workplace factors that may influence someone to turn to

drugs or alcohol; and work to rectify them. use-the-hazard-Managementprocess-to-eliminate-drug-or
alechol-use-or-control-the-risks-from-them-

The Municipality will consult with workers, Supervisors, department heads and the health and safety
representative on this issue.

37.9 - MEDICAL MARIJUANA
Where an Employee uses medical marijuana, they shall provide a copy of their medical license to
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use marijuana to the Municipality and abide by the Municipality’s Individual Accommodation Policy.

37.10 - IMPAIRED DRIVING CHARGE OR CONVICTION
Due to the concern for the health and safety of Employees and the safety of others on roads and
highways, all Employees required to drive as part of their job duties must adhere to the following
requirements:

I.  All Employees required to operate a motor vehicle for Municipality business must maintain
a valid driver’s license. Any suspension, loss of license, impaired driving charge or
conviction, or any other restriction must be reported immediately to their supervisor,
regardless of effective date.

Il.  Any Employee charged with an impaired driving offense (including but not limited to testing
over the legal blood alcohol content, driving while impaired, or refusal to submit to a
Breathalyzer test) when operating a motor vehicle on behalf of the Municipality is required
to inform their supervisor immediately. Upon notice of such charge, the Municipality will
investigate or inquire, as appropriate. Depending on the results of the inquiry or
investigation, the Employee may be subject to alternative work, dismissal or any other
appropriate action.

Ill. A conviction for an impaired driving offense when driving on Municipality business or in a
Municipality vehicle may result in disciplinary action, up to and including termination of
employment. Where applicable, the imposition and degree of discipline will be determined
on an individual case by case basis, considering all relevant factors and circumstances.
Each situation will be fully investigated, pursuant to Municipality policies and Human Rights
obligations.

IV.  Operating a motor vehicle on Municipality business with a suspended driver’s license is
also a serious offense, which generally justifies termination of employment. Each situation
will be determined on an individual case by case basis, taking into account all relevant
factors and circumstances.

37.11 - SEARCHES
Supervisors are directed to notify the CAO/Treasurer and the OPP where there are reasonable
grounds to suspect that alcohol or illicit drugs may be present in the workplace or in any Municipality
vehicle. The OPP may conduct a search of the Municipality vehicle and/or Municipality property.
Employees should be aware of a diminished expectation of privacy with respect to use of
Municipality vehicles, buildings, property, desks, cabinets, etc.

37.12 - DISCIPLINARY ACTION
Employees found in violation of this policy may be subject to disciplinary action, up to and including
termination of employment. Where applicable, the Municipality may also take legal action in
accordance with the law.

37.13 - COMPLIANCE
All Employees are responsible for their own compliance of this policy and are expected to place a
priority on workplace safety in their attitude, performance and practices.

The Municipality is responsible for:

a) Educating Employees on the policy, its rationale of promoting a healthy, drug free workplace
out of concern for safety, productively and how the employer views and responds to
substance abuse including a clear description of prohibited behaviours and consequences
related to substance abuse;

The Corporation of the Municipality of Temagami 2025-M-018

Page 106 of 123



Provide training and educational material on alcohol and drug use for managers and
Supervisors. Training will include prevention, early detection, guidance for managers and
boundaries for Employees, confidentiality and privacy, and other available resources;
Provide information sessions for Employees to ensure Employees are aware of and
understand the policy including the dangers, impact, consequences and available programs;
Provide a copy of the policy to all Employees;

Provide and support managers/Supervisors dealing with Employees involved in violation of
this policy;

Provide encouragement and support to Employees working to improve their performance
and/or behaviour;

Provide a list of community resources and EAP contact information;

Monitor and evaluate the policy.

37.14 - CONFIDENTIALITY
An employer who collects, maintains or uses personal health information is required to protect the
confidentiality of that information, unless where limited disclosure is necessary for health and safety
concerns. Documented health information is entrusted to the Staff Member Responsible for Human
Resources for safeguarding and protection of confidentiality.
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INDIVIDUAL ACCOMMODATION POLICY — Section 38

38.1 - POLICY STATEMENT
The Municipality of Temagami (Municipality) is committed to providing equitable treatment to all with
respect to barrier-free employment and accommodation without discrimination. The Municipality is
committed to accommodating Employees and applicants whenever necessary up to the point of
undue hardship.

38.2 - PURPOSE & SCOPE
The purpose of this Policy is to state the Municipality’s commitment to the prevention and removal of
barriers to people with disabilities, to the accommodation and support of persons with disabilities,
and to establish processes by which persons with disabilities may request accommodation.

Accommodation shall be evaluated for Employees who have a temporary or permanent disability, or
who otherwise need accommodation based on the protected grounds highlighted in the Ontario
Human Rights Code. Accommodations may be implemented to enable Employees to fulfill essential
job duties and to enable individuals to equally access recruitment and selection processes.

It is a requirement under the Employment Standard of the Accessibility for Ontarians with Disabilities
Act (AODA) to have in place a documented Individual Accommodation Plan (IAP) process.

This policy shall apply to all full-time, part-time and contract Employees of the Municipality.

38.3 - PRINCIPLES
The following principles apply to this policy:

I.  The Municipality is committed to the fundamental principles of dignity, independence,
integration and equal opportunity from the foundation of the AODA. These principles
underlie and shape all Municipality policies, procedures, practices and interaction with all
persons employed by, seeking employment with, or conducting business with the
Municipality.

Il.  The Municipality values the maintenance of a workplace environment that is inclusive and
free from discrimination for all Employees in accordance with its Workplace Harassment
policy.

Ill.  The right to accommodation is recognized as being an integral component of the right to
equality for all persons.

IV.  The Municipality is committed to ensuring the health and safety of all Employees and it is
paramount that health and safety policies and requirements are followed. Accommodation
may not be approved if it puts at risk the health and safety of any individual.

V. Under the Ontario Human Rights Code, the Municipality has a responsibility to remove
barriers within the workplace and accommodate Employees and applicants whenever
necessary up to the point of Undue Hardship.

VI.  Accommodations will ensure that the dignity and confidentiality of the Employee is
respected.

VIl.  Accommodations made will be individualized, inclusive, and will be developed through the
partnership of all involved. There may be preferences as to the ideal accommodation;
however; the selected accommodation will represent the most appropriate and reasonable
solution.

38.4 - ACCOMMODATION PROCESS
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The Staff Member responsible for Human Resources (HR) works with the Employee and supervisor
through all the steps of the process. When an Employee with a disability requests an
accommodation, the following process will be followed:

Step 1: Recognize the need for Accommodation
¢ The need for accommodation can be: requested by the Employee through their supervisor
or through HR; or
e Identified by the Employee’s manager.

Step 2: Gather Relevant Information and Assess Needs

* The Employee is an active participant in this step;

e The Municipality does not require details on the nature of the Employee’s disability to
provide an accommodation; it needs to know only about the Employee’s functional abilities.

e The supervisor may ask for a functional abilities assessment at the Municipality’s expense.

e The Employee and supervisor evaluate potential options to find the most appropriate
measures.

* An external expert may be involved, at the Municipality’s expense.

e The Employee can request the participation of a representative, if applicable.

Step 3: Write a Formal, Individual Accommodation Plan
¢ Once the most appropriate accommodation has been identified, the accommodation details
are written down in a formal plan, including:
o Accessible formats and communication supports, if requested;
o Workplace emergency response information, if required;
o Any other accommodation that is to be provided.
o The accommodation plan is provided to the Employee in a format that considers the
accessibility needs due to the disability.
o The Employee’s personal information is protected at all time.
¢ If an individual accommodation is denied, the supervisor provides the Employee with the
reason for the denial, in an accessible form (if required).

Step 4: Implement, Monitor, and Review the Accommodation Plan
* The Employee and supervisor monitor the accommodation to ensure that it has effectively
resolved the challenge.
¢ Formal reviews are conducted at a predetermined frequency.
* The accommodation plan is reviewed if the Employee’s work location or position changes.
* The accommodation is reviewed if the nature of the Employee’s disability changes.

If the accommaodation is no longer appropriate, the Employee and the supervisor work together to
gather

relevant information and reassess the Employee’s needs, in order to assist the Municipality in
finding the best accommodation measure (Step 2) up to the point of undue hardship.

38.5 - CONFIDENTIALITY
Individuals must be accommodated in ways that respect their dignity, worth, and right to privacy in
the workplace. All information relating to specific requests for accommodation will be treated as
confidential and will only be used for the purpose of meeting accommodation requirements. The
Municipality will comply with all privacy, confidentiality and security requirements of the Municipal
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Freedom of Information and Protection of Privacy Act.
38.6 - ACKNOWLEDGMENT AND AGREEMENT

All Employees are required to sign an Acknowledgement and Agreement form for this policy. The
signed form will be kept in the Employee’s personnel file.
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RETURN TO WORK POLICY — Section 39

39.1 - POLICY STATEMENT
A Return to Work Policy will minimize the human and financial impact of iliness, disability, injury or
work- related injury by helping the Employee back to safe and productive work as soon as medically
possible.

Most ill, injured, and disabled workers can return to some type of work while they are undergoing
treatment and recovering. Returning to daily work and life activities is important in the rehabilitation
process. The ill, injured, or disabled worker benefits by maintaining their connection to their
employer, staying active, productive and restoring their source of income, all of which are important
to the healing and recovery process.

The Municipality of Temagami (Municipality) benefits by keeping valuable and knowledgeable
workers and strengthening relationships in the workplace.

39.2 - PURPOSE & SCOPE
The purpose of this policy is:

a) To define the responsibilities of the ill, injured, or disabled worker;

b) To define roles and responsibilities for department heads, Supervisors, the Staff Member
responsible for Human Resources (HR), health care professionals and the Workplace Safety
and Insurance Board (WSIB);

c) To outline procedures for communicating with the ill, injured, or disabled Employees as
communication and co-operation of an early and safe return to work is essential;

d) To develop an individualized Return to Work Plan and comply with the relevant legislation of
the Workplace Safety and Insurance Act, Occupational Health and Safety Act, Accessibility
for Ontarians with Disabilities Act, and Human Rights Code, with the primary goal being the
early and safe return to work of an ill, injured, or disabled Employee.

This policy shall apply to all full-time and part-time Employees of the Municipality of Temagami.

39.3 - RESPONSIBILITIES
Worker’'s Responsibilities:
Inform your Medical Practitioner that the Municipality has a Return to Work program in place. Give
your doctor the Return to Work Letter for Medical Professionals. Where the injury or iliness is work-
related, return a copy of the second page of the Doctors Report WSIB FORM 8 to HR.

Stay in contact with the Staff Member Responsible for Human Resources throughout your recovery,
to keep them informed about your pregress-and-statushealth and wellbeing. Help the Municipality
identify suitable work that is available, safe, productive and consistent with your functional abilities,
and that restores pre-injury/illness earnings when possible.

The Employee must:
¢ Inform the Municipality of a disability requiring permanent accommodation and assist in the
creation of an Individual Accommodation Plan (IAP), and
¢ Must give their WSIB/Insurance adjudicator any information requested concerning your
return to work.

It is important for the Employee to co-operate in your early and safe return to work and
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communicate any concerns to the supervisor so that potential problems can be resolved
immediately. The Employee must ensure all requested medical documentation and follow-up is
completed by your Medical Practitioner in a timely manner and report any significant changes in
your medical condition or income that may affect their benefit.

Employer’'s Responsibilities:

The Staff Member Responsible for Human Resources will contact the Employee, as soon as
possible after the illness or injury and stay in contact throughout the Employee’s recovery. Ensure
they were given the Return to Work Letter to Medical Professional to forward to their Doctor on the
day of injury and given the Return to Work Letter to Employee.

Ensure that the Employee receives medical clearance, Functional Abilities Form, prior to their return
to work in some capacity.

Attempt to identify and provide suitable work:
« thatis available, productive and has value;
« that the worker has, or is able to acquire the skills to perform;
+ that does not pose a health or safety risk to the worker or the worker’s co-workers, and
* is consistent with the worker’s functional abilities.

The employer must make modifications to the work or the workplace to enable the worker to return
to either the pre-injuryl/iliness/disability or another suitable and available job.

The Staff Member Responsible for Human Resources will compare provisions of the WSIB Act
and/or Employee agreement or HR policies and apply the provisions that provide the greater
protection for the worker. Information and reports will need to be sent to WSIB as requested, if
applicable which can include the following;
¢ Wage changes, expenses, changes in worker duties, adjustment to the duration of the
Return to Work program (after 12 weeks), failure to cooperate, employment close out, etc.

The Municipality will ensure that all Employees receive adequate training on the Return to Work
programs, accommodation practices, safety practices and WSIB.

A re-employment obligation exists if:
¢ Your worker has been 'unable to work' as a result of their work-related injury or iliness;
¢ Your worker has been continuously employed by you for at least one year before the date
of injury, and
¢ You regularly employ 20 or more workers.

Re-employment of the Employee remains in effect until the earliest of:
¢ The second anniversary of the date of the work-related injury or iliness;
* One year after the worker is declared fit to perform the essential duties of their pre-injury
job or other suitable work, or
* When the worker reaches age 65.

Workplace Safety and Insurance Board (WSIB) Responsibilities:
The WSIB is to provide the employer and worker with:
. What to expect through the return to work process;
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. What the expectations are;
. Rights and responsibilities, and
. Who to ask for help.

The WSIB monitors the activity, progress and co-operation between the employer and worker. They
obtain and clarify information on the workers functional abilities and help resolve difficulties and
disputes through the process. If the employer and worker have been unsuccessful in arranging a
return to suitable and available work, the WSIB will assess the need for return to work services.

The Municipality and the worker will receive assistance in providing return to work and/or work
transition services.

The WSIB makes the decision on all claim-related and compliance issues.

39.4 - COMMUNICATION WITH ILL, INJURED, OR DISABLED WORKERS
The Staff Member Responsible for Human Resources will request the ill, injured, or disabled worker
have a Functional Abilities Form completed by their Medical Practitioner and returned to the office,
at that time the Staff Member Responsible for Human Resources and the ill, injured, or disabled
worker will meet to develop an individualized return to work plan.

In the event of required accommodation due to a permanent disability, an Individual Accommodation
Plan (IAP) will be completed.

39.5 - INDIVIDUALIZED RETURN TO WORK PLAN IS DEVELOPED JOINTLY BY:
a) the Staff Member Responsible for Human Resources who co-ordinates the process,
b) theiill, injured, or disabled worker,
c) theill, injured or disabled worker’s supervisor,
d) theill, injured or disabled worker’s medical practitioner, who provides restrictions via the
Functional Abilities Form,
e) WSIB, if the need arises.

The Staff Member Responsible for Human Resources will discuss a verbal job offer of return to work
with the ill, injured, or disabled worker. The individualized return to work plan includes the goals of
the plan, the actions required to achieve these goals, time frames for achieving the goals, health
care needs and monitoring of the status of worker and progress until the final goal, a return to pre-
injury/illness employment is achieved.

The Staff Member Responsible for Human Resources will present a written job offer of return to
work plan with the ill, injured, or disabled worker, and copy of the plan is sent to WSIB/Insurance
Municipality, if applicable.

39.6 - PROCEDURE

a) Modified work is any job, task, function or combination thereof that the ill, injured or disabled
worker, who suffers from diminished capacity, may perform safely without risk of re-injury.

b) The work must be productive and the result of the work must have value.

c) Each department will try to accommodate the ill, injured, or disabled worker unable to perform
their pre-injury/iliness/disability work duties.

d) Where the ill, injured, or disabled worker’s department is unable to provide an available
suitable work assignment, an attempt will be made to place the Employee in another
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department. This process will be coordinated by HR.

39.7 - ACCOMMODATION PROCESS
All employers have a duty to modify the work or the workplace to accommodate the needs of the
worker to the extent of undue hardship.

39.8 - FOLLOWING AN INJURY OR ILLNESS
Theill, injured or disabled worker will be given on a biweekly basis a WSIB Functional Abilities Form
for return to work (for work-related) or Functional Abilities Form (for non-work-related) to be taken to
a medical practitioner and have it completed. A copy will be given immediately to the Staff Member
Responsible for Human Resources.

Regular contact between the ill, injured or disabled Employee and the supervisor is to be maintained
throughout their recovery period.

39.9 - MODIFIED WORK IMPLEMENTATION
When the medical practitioner indicates that the ill, injured, or disabled worker is available for
modified duties, the supervisor and the worker will meet to discuss what options are available, those
being, in order of priority:
* A modified pre-injury/illness/disability job,
¢ An alternate job, and
¢ Another suitable job.

It may be necessary to modify the pre-injury/illness/disability job on a temporary or permanent basis,
to accommodate the worker’s physical restrictions. This may include, but not limited to:

¢ The regular job/tasks that have been changed redesigned or physically modified.

¢ Areduction in time (e.g. fewer hours per day than normal or fewer days per week).

¢ A reduction in volume or work performed.

¢ Assistance from another co-worker for more difficult tasks.

If the pre-injuryl/iliness/disability job cannot be modified to accommodate the worker’s needs,
alternate jobs may be considered following a job specific physical demands assessment if needed to
determine appropriate modifications. An alternate job is one that involves work that is approximately
the same standing within the organization, looking at their department first and then all outside
departments second.

When looking at alternate jobs, consideration should be given to:
 The Employee’s previous work history, and
¢ Transferable skills.

When neither the pre-ill/injury/disability job nor an alternate job is appropriate, other available
suitable jobs should be considered. Other available suitable jobs are defined as those jobs within
the capacity of the worker and which pose no health and safety risks to him/her, but may be quite
different from their pre- injury/iliness/disability job.

39.10 - PROGRAM MONITORING
The ill, injured, or disabled worker should be monitored closely while on their return to work
program/plan and before returning to regular duties, with any difficulties being reported and
evaluated by one of the workplace Supervisors.
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The WSIB Functional Abilities Form (work-related) or Functional Abilities Form (for non-work-
related) will be filled out and returned to the employer if a modified work program has duration of
more than 2 weeks. The information provided on the WSIB Functional Abilities Form or Functional
Abilities Form will be used to place the worker in a return to work program within the physical
capabilities and limitations identified.

When monitoring a worker’s participation, the following factors should be considered:
e Attendance
¢ Productivity
e Accuracy
¢ Problems with particular tasks
« Ability to increase speed or improve efficiency

Once the worker completes their return to work plan and returns to full duties, a complete review of
the individual’s return to work plan should be performed by the worker and the Staff Member
Responsible for Human Resources to identify recommendations for improvements to the
Municipality’s Return to Work Program

39.11 - NEER
WSIB'’s New Experimental Experience Rating (NEER) program recognizes a Municipality’s accident
performance and reviews them for potential penalties. Returning ill, injured or disabled workers to
available suitable/sustainable work decreases NEER costs and potential associated penalties.

The financial performance of the Municipality’s return to work program will be determined by
monitoring WSIB Monthly Accident Cost Statements, the quarterly NEER Firm Summary
Statements and short-term and long- term insurance claims.

39.12 - ACKNOWLEDGMENT AND AGREEMENT

All Employees are required to sign an Acknowledgement and Agreement form for this policy. The
signed form will be kept in the Employee’s personnel file.
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TRAINING and DEVELOPMENT POLICY — Section 40

40.1 - POLICY STATEMENT
The Municipality of Temagami (Municipality) believes in the development of our workforce, both to
enhance Employee engagement and commitment to the Municipality as an employer and to ensure
the continued excellence of our municipality.

40.2 - PURPOSE AND SCOPE
The Municipality is obligated through statutory requirements and other legislation to provide
necessary training to Employees and retains the right to identify certain training as required. Where
identified as required, training will be considered a job responsibility, as it is integral to the quality of
work performed by the Employee and contributes to the overall effectiveness of organizational
operations.

This ool full-time £ £ the Municipality.

40.3 —- RESPONSIBILITIES
Department Heads/Supervisors
Create and foster an environment that facilitates and enhances the skills training and career
development of Employees by:
¢ Reviewing future needs and examining the need for Employee development initiatives.
¢ Conducting performance appraisals for Staff, identifying succession planning candidates,
and working with Staff to determine potential opportunities for training and development.
¢ Providing Staff with information regarding departmental direction, and the overall training
and development needs of the work group.
+ Create career planning strategies for Staff members, outlining training and development
needs.
¢ Recognize and reward achievements in training and development.
* Providing job-specific training as required.
¢ Review and approve (as appropriate) requests for training and development.

Employees
TFake-the-primary-responsibility-forBe proactive in managing their careers by:

* Assist in Rreviewing their current skill sets, training and development needs for maintaining
current knowledge and meeting the needs for career aspirations, assist in determining
logical and appropriate avenues for training and development, and applying/requesting
training and development as needed.

¢ Suggest possible training and development opportunities as appropriate.

The Staff Member responsible for Human Resources
Provide support to administrators and Employees in carrying out their career development
responsibilities by:
e Conducting training needs assessments and developing programs in consultation with
Department Heads / Supervisors.
e Supporting individual career development through the provision of counselling, workshops
and publication of career information.
+ Posting job vacancies which represent career opportunities for Employees in accordance
with the Municipality Hiring policy.
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¢ Providing information and consultation to managers on implementing Employees' planning
and career development processes within their departments/divisions.
¢ Providing training in Management and supervisory skills.

40.4 - PROCEDURE
For all Staff training and development activities, applicants will be selected on the basis of identified

Municipality and individual needs, assuming candidates meet program standards and requirements.

Employees may either:
a) be requested to participate in training courses / cross training; or
b) request to participate in training courses / cross training.

40.5 - CRITERIA FOR APPROVAL
Approval for participation must be obtained prior to enrolment in the program. Approval and
authorization shall be granted in accordance with the approval from the Employees Department
Head.

Prior to approval for enrolment in any training and development program, course, seminar or
conference, the Department Head shall determine the appropriateness of the candidate for the
program/course, etc., based on a review of their job description, performance reviews, career
planning/succession planning activities and departmental budgetary concerns.

40.6 - CONFERENCES & CONVENTIONS

Supervisory Staff and Department Heads may attend one work related conference or convention per

year with the approval of the CAO/Treasurer. The Staff Member Responsible for Human Resources
will provide an annual conferences and training plan to the CAO/Treasurer outlining annual training
for all Staff.

40.7 - MEMBERSHIPS
Membership fees in municipal and function-related organizations may be paid by the Municipality,
subject to annual budget approval and CAO/Treasurer approval. {an-Employee-leavesthe-

ha Mun

40.8 - GUIDELINES FOR REIMBURSEMENT
If an Employee chooses to take a course that requires a test at the end, the Employee will pay for
the course upfront. If they are successful in passing the course the Municipality will fully reimburse
them, original tuition receipts must be provided. No reimbursement will be granted in cases where
the Employee has failed to attain a passing grade in the course.

If an Employee is sent off to a training course that relates to their specific area of work, the
Municipality will pay for this course upfront. If the Employee does not attend their required course,
depending on the circumstances, they may be obligated to reimburse the Municipality the course
fees.

If an Employee chooses to leave their employment with the Municipality within 24 months of

completing their training, the Employee will have to reimburse the Municipality, pro-rated, the
registration costs.
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TRAVEL EXPENSE, MEALS AND LODGING POLICY — Section 41

41.1 - POLICY STATEMENT
The Municipality recognizes that employees or representatives of the corporation will from time to
time travel to various locations for conferences, training, and/or events.

41.2 - PURPOSE STATEMENT
This policy will set out the procedures and reimbursement criteria for travel expenses that shall
apply to municipal staff, council members and members of local boards and other bodies as
specified.

41.3 - TRAVEL ALLOWANCE
This policy recognizes that the standard means of travel out of the Municipality to meetings,
conferences, etc. will be by personal or municipally owned automobile. Other means of
transportation including air, railway, bus, or rented automobile may be dealt with on a case by case
basis as the need arises and as authorized by the CAO/Treasurer or by resolution of Council.

Reimbursement for use of personal automobile shall be granted for business trips outside of normal
travel to and from work. Whenever practical, travel shall be by the shortest route.

Kilometer Reimbursement: The number of kilometres to be reimbursed for the use of a personal
vehicle shall be either:

(a) The distance to the destination and return based on the exact odometer reading; or

(b) The distance to the destination and return based on an online map printout.

*The starting point and return point used to calculate the kilometers, shall be the lesser of either
their residence or the Municipal Office (7 lakeshore drive).

Reimbursement for use of personal vehicle shall be authorized in advance by the department head,
who shall be responsible for the accuracy and validity of the claim.

Business travel outside of the Municipality may be by means of a municipally owned vehicle when
this is practical taking into consideration the needs of the department and with the authorization of
the department manager.

The Kilometre rate for use of personal automobile shall be the rate that is published by the Canada
Revenue Agency for automobile allowance rates over 5,000 kilometers plus two (2) cents per
kilometre.

Toll Routes shall be treated as a reimbursable expense, if deemed reasonable by the employee’s
supervisor.

41.4 - MEAL ALLOWANCE
Meals will be reimbursed at the daily rate of $15.00 breakfast, $20.00 lunch, and $40.00 supper.
There will also be flexibility in this category, with receipts, should the CAO/Treasurer be of the
opinion that it is a business expense that is justifiable. For planned travel, the daily rate allowance
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may be obtained as an advance; for other meals, employees are to pay for the meals and then
submit the claim afterwards. Alcoholic beverages and gratuities are not a reimbursable expense.

41.5 - LODGING / ACCOMODATION ALLOWANCE
The per diem rate shall be the actual cost of the accommodation with a single room maximum,
preferably at hotels offering government rates. Receipts must be submitted for accommodations, out
of pocket expenses and necessary business expenses.

41.6 - PARKING AND TAXIS
Parking and transit will be recognized as a reimbursable expense, which receipts must be provided
for. Traffic violations and parking infractions shall be the responsibility of the person travelling.

41.7 - ADVANCES
For planned travel, advances may be obtained prior to travel for meals, mileage and
accommodation. When an advance is received, the person travelling is still required to submit an
expense report with the appropriate receipts and reconciliation upon their return.

The Corporation of the Municipality of Temagami 2025-M-018

Page 119 of 123



MUNICIPAL CREDIT CARD POLICY — Section 42

42.1 - PURPOSE
The purpose of this policy is to provide for the use of municipal credit cards.

42.2 - SCOPE
The following policy shall apply to all departments whom have been issued credit cards jointly in the
name of the Corporation of Municipality of Temagami, and individual departments.

42.3 - GUIDELINES
Municipal credit cards are not to be used for anything personal or unrelated to their position with the
Municipality of Temagami.

For municipal business travel, employees are permitted to use their assigned municipal credit card
for their lodging, meals, parking and required transit. If using a personal vehicle, the employee will
receive a per kilometer reimbursement (which is inclusive to cover fuel costs) upon their return.

For planned travel, an advance may be obtained prior to departure, to cover hotel, mileage, and
meal allowance. A reconciliation for all expenses should be completed on the return of the
employee.

Municipal credit cards are permitted to be used for purchases on behalf of the Municipality, where
we do not have an account with the business supplying the goods or service, or where the company
will not issue an invoice to the Municipality.

Municipal credit cards may be used for “Business Lunches”. For a meal to qualify as a “Business
Lunch” it must involve a meeting for business purposes, with people who are not municipal
employees, and the meeting has been approved by a supervisor. Receipts with complete
information (e.g. GL account number for correct posting, the names of people taken for a business
lunch, and the purpose of that meeting, etc.) regarding the purchase are to be submitted to the
accounting department as received, or at minimum monthly by the 15th of each month. Visa
expense report forms are available, and may be used when there are multiple receipts being
submitted.

If an employee uses a Municipal credit card and does not submit the appropriate receipt, the
employee will be liable to the Municipality for the payment of that expense. Credit card accounts will
be reconciled monthly- failure to submit receipts or abuse of the credit card may result in the loss of
the credit card.

All credit card purchases must adhere to the Municipal Procurement Policy.

Exceptions to this policy may be made only upon the authorization of the CAO/Treasurer.
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SOCIAL MEDIA POLICY — Section 43

43.1 - SCOPE
This applies to all social media and online communication by all employees and representatives of
the Municipality of Temagami.

43.2 - POLICY
The purpose of the Social Media Policy is to offer our employees guidelines as to how to use social
media and any online platforms in a safe, professional, and effective manner, all the while protecting
our organization from the dangers of social networks.

43.3 - PROCEDURE
The Use of Social Media at Work
At all times the primary use of the Internet on municipal computers and/or personal computers
connected to the municipal network should be for business-related purposes.

The Corporation of the Municipality of Temagami property, including computers, phones, electronic
mail and voice mail, should only be used for conducting company business. Incidental and
occasional personal use of company computers, phones, or electronic mail and voice mail systems
is permitted, but information and messages stored in these systems will be treated no differently
from other business-related information and message.

Employees are responsible for using the internet in a manner that is ethical and lawful. Use of the
internet must solely be for business purposes and must not interfere with employee productivity. The
Corporation of the Municipality does not condone the illegal duplication of software. The copyright
law is clear. The copyright holder is given certain exclusive rights, including the right to make and
distribute copies. Downloading of other software must be authorized by the CAO/Treasurer in
consultation with the IT Department.

Personal use, adhering to the guidelines outlined in this policy, is accepted during personal time
(e.g. lunch breaks). At work, the use of Social Media websites should be limited to posting, sending
or receiving and replying to messages or information that are business related only.

Employees should be aware that they should have no expectation of privacy where it relates to the
use of Internet on computers owned by The Corporation of The Municipality of Temagami. All
communication and information downloads remain the property of The Corporation of the
Municipality of Temagami.

The Corporation of the Municipality of Temagami reserves the right to monitor usage at any time
and without notice where there is a suspicion of inappropriate use.

The Use of Social Media that Affects the Municipality

As an employee of The Corporation of the Municipality of Temagami, it is important for employees to
understand what is expected when employees choose to engage in Social Media activity. Social
Media includes any online postings or activity on blogs, Instagram, Facebook, MySpace, Twitter,
Linkedin, and any other Social Media website.

We ask our employees to be conscientious with regards to what they choose to share about
themselves or our organization through social networks. Content shared via social networks should
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be consistent with The Corporation of the Municipality of Temagami policies, even if the information

shared is thought to be private.

Rules and Guidelines for Engaging in Online Activity
Employees shall:
¢ Not use our company logo, or trademarks online, unless requested to do so;

e Not speak on behalf of The Corporation of the Municipality of Temagami, unless employees

have been given permission to do so by Management;
e Not spam;
¢ Not make any discriminatory comments and/or expletives of any kind;
¢ Not make disrespectful, defamatory or knowingly dishonest comments;

¢ Not share information about The Corporation of the Municipality of Temagami customers and

clients or colleagues online;

¢ Not create a Social Media account for The Corporation of the Municipality of Temagami,

unless employees have been requested to do so by Management;
¢ Not plagiarize any other person’s language, thoughts, ideas, or expressions.

Employees shall:

o Make sure to have Management’s permission before mentioning The Corporation of the

Municipality of Temagami, our products, our clients, or our customers online;

o Never communicate any personal or confidential information about The Corporation of the

Municipality of Temagami, colleagues, customers or clients;
e Respect all copyright, and disclosure laws that are applicable;
o Always credit any sources employees have used with the appropriate citations or links;
e Please remain polite and respectful at all times;

e Be responsible and only share information you would not mind customers or colleagues

seeing;

o Make sure to fully understand the terms of engagement of each Social Media network before

participating in online activity;
e Be truthful and as accurate as possible when sharing information;

e Make sure to clearly state that your views are your own using a disclosure statement, unless

you are authorized otherwise.

We understand and respect our employees’ rights to engage in online activity. However, we expect

our employees to be respectful while doing so. We encourage our employees to contact their

Manager or the Staff Member Responsible for Human Resources with any questions they may have

regarding the use of Social Media.

It is important to remember that activities affecting The Corporation of the Municipality of Temagami

business interests are covered by company policies and guidelines, except where otherwise

governed by law. Not complying with regulations surrounding Social Media can result in discipline

up to and including dismissal.
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