963 Airport Road, Box 3110
North Bay, ON P1B 8H1
Phone: 705.472.8170, Fax: 705.472.9927
Website: www.nearnorthschools.ca

David Thompson, Chairperson

Jackie Young, Director of Education

Agenda
Committee of the Whole
March 19, 2018 – 5:00 – 7:00 p.m.
North Bay Board Room, 963 Airport Road, North Bay, ON
Parry Sound Board Room, 111 Isabella Street, Parry Sound

1. Call to Order
2. Adoption of the Agenda
3. Employee Wellness and ASSIST Admin Guideline – Enclosure
4. Policy
5. Community Partnerships
6. September COW Minutes Discussion – Enclosure
7. Director’s Contract – Enclosure
8. Adjournment

ADMINISTRATIVE GUIDELINE
Title: ASSIST PROGRAM
Effective Date: September 2010
Revised: January 2018

Responsibility: Superintendent of Support Services

The Near North District School Board recognizes that an environment that is satisfying and safe to work
in, as well as their employees’ health and wellbeing, is essential to operating efficiently and effectively.
Therefore, a comprehensive program has been developed to promote a healthy organization, individual
wellness and to support employees who experience illness or disability.
In order to carry out the Near North District School Board’s mandate, regular attendance by all employees
is essential. Regular attendance promotes higher staff morale, a fair workload allocation, increased
efficiency and a quality-learning environment for our students.
The program has been named ASSIST, getting its name from its key elements:
-

Assistance
Supporting Wellness
Suitable Accommodation
Information
Staying in Touch
To prevent or mitigate medical conditions

The A.S.S.I.S.T. Program is a comprehensive program aimed at positively supporting the health of all
employees on an individual basis to assist them in maintaining regular attendance. A.S.S.I.S.T. will be
supported by Absence Reporting, Disability Management, Attendance Management, and Wellness
Programs. A.S.S.I.S.T. focuses on innocent absenteeism. It is administrative and remedial in nature, not
disciplinary. A.S.S.I.S.T is consistent with the Ontario Human Rights Code, the Workplace Safety and
Insurance Act, Employment Standards Act, and the Municipal Freedom of Information and Protection of
Privacy Act.
Responsibilities
The employee is required:
 To regularly attend work as scheduled,
 To make every reasonable effort to attend to personal responsibilities and obligations (including
medical appointments) outside of working hours whenever possible,
 Personally report an absence to his/her supervisor, unless the employee is incapacitated and
unable to do so.
 To report absences as outlined in this document (refer to article 1.1), including the expected
duration of the absence as soon as possible. In the event that there is a change in the expected
duration, the employee is expected to notify his/her supervisor.
 Contact the Attendance Coordinator, in cases of lost time exceeding five (5) days
 Fully cooperate in the ASSIST program including attendance support and accommodation
planning.
 Participate in appropriate treatment, as determined by the treating medical practitioner(s).

The Immediate Supervisor is required to:
 Promote positive, healthy and supportive workplace
 Inform employees of the expectations of the ASSIST program
 Communicate the absence reporting procedures to the employee, including any processes
specific to the work location.
 Monitor and evaluate employee attendance
 Conduct meetings with employees to engage in all coaching levels of attendance support and
participate in the accommodation planning, in collaboration with Human Resources.
 Provide on-going support to employees while they are at work, away from work and upon their
return to work.
 Contact the HR Attendance Coordinator on the fifth (5th) day of absence.
 Ensure employee confidentiality in relation to absences and advise employees to forward all
medical information directly to Human Resources, in a secure and confidential manner.
Employees will send documentation via email or to the HR confidential fax at 705.472.4625.
Human Resources Attendance Support staff persons, including the Attendance Coordinator,
Attendance Administrator, Manager and Supervisory Officer, are required to:
 Promote a culture that supports a proactive, positive and supportive approach to employee
health and wellness, including a Wellness Program.
 Provide awareness to all staff of the ASSIST program
 Provide leadership to supervisors, with the training and support necessary to fulfil their roles in
the ASSIST program
 Identify employee attendance information, for use by immediate supervisors and the HR
Attendance Support staff.
 Attend and/or facilitate meetings, as required.
 Review appropriate medical documentation from the employee in the case of absences exceeding
five (5) consecutive working days, at appropriate intervals. All documents containing health
information will be handled and stored in a way that respects employee privacy/confidentiality.
 Maintain contact with employees absent for more than five (5) consecutive working days, and
advise the immediate supervisor of the expected return to work date, when known.
 Facilitate development of an appropriate Return to Work Plan (including appropriate
accommodation and/or modification recommendations) based on the employee’s functional
abilities in collaboration with the Supervisor, Employee and Union Representative or Employee
Representative, where applicable.
 Monitor and evaluate the ASSIST program and communicate the findings to stakeholders.
The Near North District School is required to:
 Support the well-being of all its employees by creating a positive and supportive environment
whereby employees are offered assistance on an individual basis to support their regular
attendance
 Provide the leadership and resources necessary to promote and develop a healthy organization
 This guideline shall be reviewed on a regular basis or as required by legislative change.
Absence Reporting PREAMBLE
The Near North District School Board believes that both individual and organizational health are important
factors affecting the ability of all employees to attend work and to contribute fully to its mission
statement.
An absence reporting guideline allows for a clear framework and reporting process that provides
consistency for all employees. This consistent approach supports the Board’s commitment to creating and
maintaining a healthy workplace, as this communicates that the Board has given careful and thoughtful
consideration to providing equitable practices in the workplace.
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The NNDSB is committed to assisting employees who experience difficulty in achieving regular attendance
to overcome issues that impact on their ability to attend work regularly, which is an essential duty. The
NNDSB shall nurture and maintain our culture of awareness where regular attendance and its impact on
student success is recognized and valued.
All employees are required to follow procedures with respect to reporting absences and it is understood
that the Board may require medical confirmation of illness or injury to substantiate access to sick leave or
STLDP at any time. Furthermore, the Board acknowledges that employees who are unable to perform
regular duties as a result of illness will be accommodated where possible as per the requirements of the
Ontario Human Rights Code and other pertinent legislation.
Sick Leave: The period of time an employee is absent from work by virtue of his/her personal illness or
non-occupational personal injury. Medical appointments that could not be reasonably scheduled outside
of work hours are eligible for the Sick Leave Credit System.
Sick leave benefits:
1. An employee is eligible for sick leave in accordance with appropriate employment agreements benefits
if he/she becomes injured in a non-work related accident or if he/she becomes ill due to non-occupational
factors and has a credit of unused sick leave.
2. To be eligible for sick leave benefits the employee is required to follow the Board’s procedures for
reporting absences related to illness or injury and for returning to work, in accordance with Section 1,
Section 2 and Section 3 of these guidelines.
3. Access to sick leave benefits may be denied for failure to provide all appropriate supportive
documentation requested. It is the employee’s responsibility to submit appropriate documentation to the
Human Resources Administrator, or designate, as applicable.
Sick leave benefits are not payable in the following circumstances:
 in cases that would be considered compensable by the Workplace Safety & Insurance Board,
excluding top up;
 for 12 month employees during scheduled vacation unless the illness requires hospitalization, or
the illness commenced before and continues after the scheduled vacation;
 when an employee is on an authorized unpaid leave of absence;
 when an employee does not have sick leave days or Short Term Disability Plan;
 while an employee is in receipt of Long Term Disability Benefits;
 when appropriate medical documentation has not been provided;
 when accommodation is refused.
ABSENCE REPORTING GUIDELINES
1. All Employees are to advise their Principal or Supervisor, as soon as reasonably possible and to
communicate a possible return to work date.
All employees must enter EasyConnect to report their absence and to arrange for appropriate alternate
staffing (where applicable) immediately following the onset of illness or non-occupational accident that
prevents them from working their scheduled workday. Principals and supervisors will establish and
communicate their process for absence reporting.
2. Absences of 5 consecutive work days or more related to personal illness or non-occupational injury:
2.1 The employee and the supervisor will contact the HR Attendance Coordinator where an
absence of 5 days or greater is anticipated or where workplace accommodations may be
feasible. This will allow for direct contact with the employee by the HR Attendance
Coordinator to provide support.
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2.2 The HR Attendance Coordinator must receive appropriate medical documentation within 10
days following the commencement of the sick leave or upon release from hospital. The HR
Attendance Coordinator will provide confidential maintenance of the employee’s
information. The HR Attendance Coordinator will maintain contact with the employee and
where required will work collaboratively with the Human Resources Administrator to offer
ancillary services that may assist with a return to work and to discuss potential return to work
options when medically appropriate. The Human Resources Administrator will maintain
contact with School Principal or Supervisor, and HR staff to ensure alternate staffing
arrangements are considered.
2.3 Where possible and in consultation with all stakeholders, should a disability be identified that
requires support or accommodation at any time during the process, the Board will support
the employee’s transition into the Disability Management Program.
2.4 Should the medical certificate support a return to work on a modified or accommodated basis
for a temporary period, a return to work plan will be created with participation of the Human
Resources Administrator, the Employee, the Union (or Non-Union Representative) and
Supervisor or Principal where applicable. This will be facilitated by the Human Resources
Administrator.
2.5 Absences, for Attendance Support Program purposes include personal illness/injury (paid
and unpaid) if the absences are greater than the absence threshold and the employee is not
involved in the Board’s Disability Management Program. Absence threshold is the identified
number of illness-related absences that, when exceeded, prompts the supervisor to meet
with an individual to discuss absences related to sick leave, having regard for the personal
circumstances of the employee.
2.6 The threshold should be reviewed every two years by the Board, in consultation with the
Board’s various employee groups and bargaining agent representatives. Employees should
be notified of threshold changes.
2.7 The Board shall ensure compliance and consistency with existing arbitral and human rights
case law so as to provide employees and their supervisors with a deliberate process and just
standards which may be consistently applied in a fair, thoughtful and equitable manner
addressing the employee’s unique circumstances. Where an employee’s absenteeism
exceeds clearly defined reasonable thresholds, the Board will ensure that this program allows
for improvement in a supportive and compassionate manner, consistent with our mission
statement, including eliminating barriers affecting attendance, if possible.
Attendance Management and Support
The Attendance Management and Support Program includes four distinct components:
Preliminary Meeting; Coaching Level 1; Coaching Level 2; and Coaching Level 3.
The employee is encouraged to include his/her representative in the Attendance Support process, noting
that for unionized employees, the President will be advised of anyone entering the Program from the
group he/she represents.
Entry into any level of the multi-level process is consistently applied to all employees. The goals that are
set within any coaching level are specific and unique to each employee’s circumstances. Flexibility will be
used in the setting of start and end times of a review period when there is a large block of unworked time,
such as in the summer months.
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The Preliminary Meeting: includes the employee and the Principal/supervisor to initiate discussion
related to the employee’s absence level, gain an understanding of the issue(s) that is affecting attendance,
offer support and guidance, as well as set attendance goals for the next 90 working days.

Coaching Level 1: consists of a meeting that includes the employee and Principal/supervisor to continue
to offer support, advise the employee he or she will be entered into the Coaching Level process and set
attendance goals with the employee that will apply for the next 90 working days.
Coaching Level 2 – consists of a meeting that includes the employee, Principal/supervisor and/or Human
Resources Administrator. The employee may enter into Level 2 as he/she has been unable to meet the
attendance goals established in Level 1 OR the prorated threshold is exceeded during the Level 1 review
period. Attendance goals will again be set with the employee that will apply for the next 90 working days.
Coaching Level 3 – consists of a meeting that includes the employee, Principal/supervisor, Human
Resources Administrator and/or Manager of Human Resources. The employee may enter into Level 3, as
he/she has been unable to meet the attendance goals established in Level 2 OR the prorated threshold is
exceeded during the Level 2 review period. Attendance goals will again be set with the employee that will
apply for the next 90 working days
The Board will ensure that all reasonable measures and supports will be provided to allow the employee
to retain his or her employment status.
When attendance goals have been met within a coaching level, the employee enters into a review period
of up to twelve (12) months where his or her absences are monitored by the Human Resources
Administrator, or designate.
Where practical, the Board will follow the 90 working day schedule when setting and establishing goals
with the employee.
Employees who do not exceed the threshold in the review period will exit from the Attendance Support
Program.
For Employees with LTD coverage
By the 15th day of absence a Notice of Prolonged Absence will be sent by the HR Attendance Coordinator
to the appropriate party to ensure that a referral is initiated for application documents for long term
disability. In some cases, the referral may be made prior to 15 days if there is a clear indication the absence
will be prolonged well before that time frame. A return to work process will be considered when the
medical prognosis indicates modified work is possible.
Disability Management Program
The Board’s Disability Management Program facilitates the accommodation of employees with disabilities
through a coordinated effort addressing individual needs, workplace conditions and legal responsibilities.
An integrated partnership among employees, supervisors/administrators, health care professionals,
unions and third party service providers when appropriate, the Program supports employee efforts to
return to work or remain at work during a period of medical need, by fostering early intervention and
support. This consistent approach ultimately benefits our employees through a reduction in frequency
and duration of employee absences, which consequently supports student success.
The Disability Management Program provides employees with a safe and timely transition from
illness/injury that allows them to remain at work or to return to work, and individualizes each
accommodation.
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When appropriate, the Program assists employees by providing accommodation(s) or modification(s) to
remain at work, gradually return to work and/or modify work prior to commencement of regular full-time,
part-time or occasional work.
Where a permanent disability exists, the Board will endeavor to modify the work and workplace to
accommodate the needs of the permanently disabled employee, based on medically-supported
restrictions/limitations, provided that it does not cause undue hardship.
During a period of temporary total disability the employee shall provide medical documentation as per
the Absence Reporting Policy. In all cases the employee must communicate his/her ability to perform
accommodated work as soon as medically practical.
In all WSIB cases the employer is obligated to make an offer of temporary transitional work to an
employee as soon as medically practical.
When developing individual accommodation plans, measures will be taken to ensure compliance with the
Accessibility for Ontarians with Disabilities Act. This will include providing opportunity of access to
employment opportunities and services. Also, where an employee with a disability so requests, the
employee will be consulted with in order to provide or arrange for accessible formats and communication
supports in relation to information that is generally available to employees in the workplace and that the
employee needs to perform his or her job.
Independent Medical Exam (IME)
There may be instances where the Board will require an Independent Medical Exam (IME) and or
Functional Capacity/Ability Evaluation. These assessments help measure an employee’s abilities with
respect to his/her pre illness/injury position and capabilities. This will assist in providing return to work
and/or accommodation options. When requesting IME’s, the following protocol will apply:
The Human Resources Administrator will review any medical documentation provided by the employee.
If the entirety of the medical documentation provided does not reasonably permit the Human Resource
Administrator, or designate, to facilitate a temporary accommodated return to work, or fails to provide
clear functional abilities information, the Human Resources Administrator will inform the employee,
clearly identifying why this information is not adequate.
The employee will be given an opportunity to provide the Human Resources Administrator, or designate,
with further medical information within a reasonable time frame to be determined by the Human
Resources Administrator.
The Human Resources Administrator will review the further documentation provided by the employee. If
the entirety of the medical documentation provided does not reasonably permit the Human Resources
Administrator, or designate, to facilitate a temporary accommodated return to work, or fails to provide
clear functional abilities information the Human Resources Administrator will inform the employee, and
the union where applicable, that the employee may be requested to submit to an IME.
If the employee fails to attend the IME or does not, prior to the IME, provide the Human Resources
Administrator, or designate with further medical information to reasonably permit the Human Resources
Administrator to facilitate a temporary accommodated return to work or return to regular duty,
notification will be provided to the Manger of Human Resources, or designate, for further review.
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Wellness
The Board will support initiatives that provide training to supervisors regarding the skills to foster and
maintain a healthy work environment. The Board will also consider proposals for wellness initiatives that
meet the criteria of enhancing employee wellness and fostering a healthy workplace subject to legislative
requirements and availability of resources.
The Board will establish a permanent Workplace Wellness Steering Committee that has broad
representation, including Senior Administration. The Board’s Wellness Committee will include employee
wellness initiatives as part of its responsibility to assist the Board in ensuring a safe and healthy working
environment.
The Near North District School Board endorses all health and safety practices which are consistent with
provincial acts and regulations, particularly those related to labour, health and human rights legislation,
while being respectful of collective agreements and terms and conditions of employment.
The Workplace Wellness Steering Committee’s main goal is to facilitate the employees’ own efforts in
improving their health and well-being so that they can be models of healthy individuals, and so that the
Board can be a model health-supportive work environment. The Committee recognizes that health has
many determinants, including physical, mental, spiritual, social, and intellectual components, and it is
committed to actioning all areas.
A formal plan will outlay the goals and objectives of the Committee and it will be updated annually.
All initiatives and activities generated by the Committee for staff will be well communicated. Participation
in an initiative on work-time must first be approved by the supervisor.
The Wellness Committee will have broad representation from all employee groups.
All employees are encouraged to contact any Wellness Committee representative with ideas or questions.
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POLICY STATEMENT
Title: Employee Wellness Policy Statement
Effective Date: March 1, 2018

Responsibility: Director of Education

Executive Limitations, EL-14, entitled Safe, Healthy, Respectful and Secure Environment
states: “The Director of Education shall not fail to take all reasonable measures to provide a
safe, healthy, respectful and secure environment for students, staff members and volunteers
while engaged in school activities.”
The Near North District School Board recognizes that successful achievement of improved
outcomes for students is influenced by the well-being of our employees. The Board
acknowledges that the key elements of workplace wellness include physically safe and culturally
healthy environments alongside the relevant policies, practices and procedures that guide our
work in creating the conditions for healthy workplaces.
The Board supports its employees in achieving and maintaining optimum levels of personal
wellness, while maximizing the health of the organization by providing comprehensively safe
and healthy workplaces.
The Board endorses all health and safety practices which are consistent with provincial acts and
regulations, particularly those related to labour, health and human rights legislation, while being
respectful of collective agreements and terms and conditions of employment.

Our mission is to educate learners to their fullest potential in preparation for life-long learning.

