Human Resources Committee
Monday, March 5, 2018
Room 340‐D
Hamilton‐Wentworth District School Board
20 Education Court, P.O. Box 2558
Hamilton, ON L8N 3L1

AGENDA: 5:30 pm
1. Call to Order
2. Approval of the Agenda
3. Policy Review:
1.
2.
3.
4.
5.

Accommodation of Staff
Recruitment and Selection
Occupational Health and Safety
Staff Progressive Discipline
Workplace Violence and Harassment Prevention

4. Employee Incident Reporting
5. Resolution into Private Session – as per the Education Act, Section 207.2
(b) the disclosure of intimate, personal or financial information in respect of a
member of the board or committee and;
(d) decisions in respect of negotiations with employees of the board
6. Meeting resumes in public
7. Adjournment
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EXECUTIVE REPORT TO HUMAN
RESOURCES COMMITTEE

TO:

HUMAN RESOURCES COMMITTEE

FROM:

Manny Figueiredo, Director of Education

DATE:

March 5, 2018

PREPARED BY:

Stacey Zucker, Executive Superintendent of Board Operations
Jamie Nunn, Superintendent of Human Resources
Gytis Grabauskas, Senior Manager Human Resource Services

RE:

Policy Review

Action

Monitoring X

Rationale/Benefits:
Five Human Resource policies are scheduled for review. Revisions to the policies are outlined in this report.
Background:
Policy 4.1 Accommodation of Staff
Review – Minor
Policy highlighting the legal obligations under various legislation to provide safe working and learning environments
that support employees with disabilities in the performance of their job duties
Annual – Review
Policy 4.3 Occupational Health and Safety
Policy outlining the obligations to providing and maintaining a safe and healthy work environment
Policy 4.6 Recruitment and Selection
Review – Minor
Policy confirming commitment to creating and sustaining an inclusive and safe work environment through recruitment
and selection practices that are consistent, transparent and equitable.
Policy 4.8 Staff Progressive Discipline
Review – Minor
Policy committing to progressive discipline as a corrective measure to ensure that employees maintain appropriate
behavior and carry out their duties responsibly, effectively, and diligently.
Policy 4.9 Workplace Violence and Harassment Prevention
Annual – Review
Policy outlining the obligation to the prevention of workplace violence and harassment under legislation.
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Summary of changes:
Policy 4.1 Accommodation of Staff – Approved 2013
Page 3
 Title changed to include “in Employment” to clarify the policy refers to staff accommodation in employment rather
than services as provided for under legislation
 Purpose updated to reflect applicable legislation governing accommodation
 Guiding Principles and Intended Outcomes changed to reflect legislative requirements for accommodations;
“reasonable accommodations” are required
 Responsibility section: Human Resources added to support operation of policy
 Reference to terminology removed as this is referenced in respective legislation governing accommodations. The
Board will apply the definitions in each respective piece of legislations as the situations requires
 Progress indicators have been changed to reflect legislative requirements and current practices
 References have been updated to include relevant legislation
Policy 4.3 Occupational Health and Safety – Approved 2017
Page 5
 Terminology and Action Required sections have been updated to reflect structure and purpose of Joint Health and
Safety Committee as references in the Terms of Reference
 Definitions of Supervisor and Worker has been updated to be consistent with the OH&SA
Policy 4.6 Recruitment and Selection – Approved 2014
Page 8
 Human Resources added under Responsibility
 References and HWDSB Policies have been updated to reflect current legislation and applicable policies
Policy 4.8 Staff Progressive Discipline – Approved 2013
Page 11
 Purpose has been changed to clarify that progressive discipline will be applied where dismissal is not appropriate
 Under Responsibility, Human Resources has been added
 Steps in progressive discipline updated to reflect written warning, suspension and dismissal
 Human Resources has been added to support supervisors prior to invoking discipline
 Progress indicators have been updated to reflect current practices
 References have been updated to include Occupational Health and Safety Act
Page 13
Policy 4.9 Workplace Violence and Harassment Prevention – Approved 2017
 Purpose and Outcomes have been expanded to confirm the Board obligations under the OH&SA and Human Rights
Code
 Human Resources has been added under the Responsibility section
 Terminology has been updated to reflect definitions under guiding legislation
 Action Required modified to reflect legislative requirements
 References have been updated to include Employment Standards Act
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EXECUTIVE REPORT TO
HUMAN RESOURCES
COMMITTEE

TO:

HUMAN RESOURCES COMMITTEE

FROM:

Manny Figueiredo, Director of Education

DATE:

March 5, 2018

PREPARED BY: Jamie Nunn, Superintendent Human Resources
Gytis Grabauskas, Senior Manager of Human Resources
Matthew Kwan, Manager of Health & Safety
RE:

Employee Incident Reporting
Action

Monitoring 

Background
The Board’s Workplace Violence and Harassment Policy supports our efforts to prevent workplace violence and
promote a safe workplace. This allows the Board to meet our obligations outlined in the Occupational Health and
Safety Act. Recently, data the board collects to meet our obligations on workplace violence was shared with the
local media. The summary was as follows:

2014/2015
2015/2016
2016/2017

First Aid

Health Care

Lost Time

No Injury

TOTAL

53
32
33

34
33
43

24
28
27

1623
1789
2788

1734
1882
2891

The total number of violent incident reports received in 2017/2018 as of January 31, 2018 are in line with those
from 2016/2017 up to the same time of the year.
Context on Data
A flow chart of our complete incident reporting process is attached for your reference. This process is currently
under review. When it comes to workplace violence, employers are required to have a mechanism for workers to
report incidents they believe meet the definition of workplace violence. In our schools, the principals receive these
reports and record them on Incident Investigation Forms.
This information in turn is shared with our Central Joint Health and Safety Committee on a monthly basis and
gives our worker members of the Committee an opportunity to make informed recommendations to improve the
health and safety of our employees.
As a board, most of our incidents are received and recorded without trying to distinguish if the threshold for
workplace violence has been met. This goes beyond the requirements of the Occupational Health and Safety Act.
Thus, the reported numbers do not reflect whether an incident is actually workplace violence or if it is student
1
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behaviour that we work to correct. The definition of violence is as follows:
The exercise of physical force by a person against a worker, in a workplace, that causes or could cause physical injury to the
worker. It also includes an:



attempt to exercise physical force against a worker in a workplace, that could cause physical injury to the worker;
and a
statement or behaviour that a worker could reasonably interpret as a threat to exercise physical force against the
worker, in a workplace, that could cause physical injury to the worker

Other school boards will often only report “Health Care” and “Lost Time” numbers as this information is
required to be collected and shared with the Joint Health and Safety Committees. HWDSB collects incident
reports for any incident a worker feels is violent and most of which are logged as “No Injury” whether it is actually
violence or not.
Next Steps
While the “No Injury” reports don’t necessarily reflect the danger staff face from violence, they are used as an
indicator of behavior that should be corrected. Starting this year, schools with a high number of incident reports
are looked at during regular meetings between the Manager of Health and Safety, Manager of Intensive Support
Services and the principals of Special Education. From these meetings, strategies and system supports are
coordinated.
We continue to work through our partners on the Central Joint Health and Safety Committee to improve our
practices. The committee is currently in the process of looking at the incident reporting process as well as the
board’s Workplace Violence Program.
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Supervisor Incident Reporting Steps
ALWAYS:

•
•
•
•
•
•

A critical injury means an injury of a serious
nature that:
•
•
•
•
•

Ensure the required paperwork is complete
Notify HR where applicable
Submit the paperwork to all parties with 24hrs
Investigate and take measures to prevent recurrence
Communicate back to the reporting employee on measures taken
Provide the employee with a copy

•
•

places life in jeopardy,
produces unconsciousness,
results in substantial loss of blood,
involves the fracture of an arm or a leg but
not a ﬁnger or toe,
involves the amputation of a leg, arm, hand
or foot but not a ﬁnger or toe,
consists of burns to a major portion of the
body, or;
causes the loss of sight in an eye

Section 310 Education Act
1.

Step 1

When an incident involving a worker is reported to a Board Supervisor (SOSA, Principal, Manager, Supervisor) they must:
Please note: A worker may report an incident verbally or in the form of completing a Safe Schools or Violent Incident Report (Part 1).

Get ﬁrst aid assistance
to the employee if
required.

Arrange for and pay for
transportation to medical
care if required.

For each reported incident always check to
determine if a Violent Incident Report (VIR)
or Safe Schools Form is required.

Complete a Supervisors
Incident Investigation
Report (SIIR)

If critical, notify the Health & Safety Dept. All evidence
and the scene must be preserved. If the H&S Dept.
cannot be reached immediately, call 1-877-202-0008 to
report to the Ministry of Labour.

Step 2

2.
3.
4.
5.
6.
7.
8.

If yes, have the employee complete Part 1 of the Violent Incident Form (VIR). The supervisor completes part 2 including what “Corrective Action” was taken.

Please ensure all category boxes that apply to the incident are checked.
Ensure all boxes on the VIR forms are complete and accurate. The VIR and SIIR are submitted together to Human Resources. VIR’s are never submitted to the Board without a SIIR.
A copy of the VIR is to be placed in the students OSR and entered into PowerSchool if it meets the Ministry of Education violent incident criteria.

1.
2.
3.
4.
5.

6.
7.

Step 3

Determine if the incident meets the Safe Schools reporting criteria; sections 306 and 310 of the Education Act or if the Incident was part of a physical restraint.

If the incident meets the Safe Schools reporting criteria then reporting staff completes Safe Schools
Report Form Part 1, Principal completes Part 2. Part 1 is submitted to the principal. Please ensure all
category boxes that apply to the incident are checked. Part 2 is given to the reporting employee. Do not
forward a copy to Human Resources.

Any other activity under policy of the board
which a principal may expel a pupil:
Standards of Behaviour Code of Conduct,
vandalism causing extreme damage,
continuious pattern of behaviour injurious
to learning and safety, student presents
unacceptable risk.

Section 306 Education Act

Determine if the incident meets either the Ministry of Labour or Ministry of Education Violent Incident criteria (category of Incident on the form).

SAFE SCHOOLS FORM

Possessing a weapon, including possessing a
ﬁrearm
Using a weapon to cause or to threaten
bodily harm to another person.
Committing physical assault on another
person that causes bodily harm requiring
treatment by a medical practitioner.
Committing sexual assault.
Trafﬁcking in weapons or in illegal drugs.
Committing robbery.
Giving alcohol to a minor.

SAFE INTERVENTION PLAN REPORT

If the incident ocurred during a restraint then:
• Complete the Safe Intervention Plan Report
• Do not forward a copy to Human Resources

Student and Visitor incidents are reported on-line using the OSBIE form. Contact the purchasing department with any questions.

Uttering a threat to inflict serious bodily
harm on another person.
Possessing alcohol or illegal drugs.
Being under the inﬂuence of alcohol.
Swearing at a teacher or at another person in
a position of authority.
Committing an act of vandalism that causes
extensive damage to school property at the
pupil’s school or to property located on the
premises of the pupil’s school.
Bullying.
Any other activity that is an activity for which
a principal may suspend a pupil under a
policy of the board 2007.

9 Ensure all forms are complete and accurate
with all the required information, e.g. Date,
Names, Injury Class, School, etc. If the
employee is unavailable then complete the
form to the best of your knowledge and
submit. Additional information can be
added later.
9 Ensure the SIIR is forwarded within 24 hours
to Human Resources and the appropriate
Union/Federation.
9 Ensure the form is signed by the person
and his/her supervisor. If the employee is
unavailable then forward the form without
their signature.

