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INTRODUCTION

1.1

Welcome to the Town of Oakville

We would like to take this opportunity to welcome you as an employee of the Town of
Oakville. You are now part of the Corporation of the Town of Oakville employee team
that strives for excellence in service delivery to the community.
As an employee you have certain rights and benefits as well as responsibilities to the
corporation and to the public. This Operations Handbook has been developed to outline
the responsibilities and benefits associated with your position and the procedures,
which must be applied while acting on behalf of the corporation.
It is your responsibility to be familiar with the information contained in this handbook,
and to ask if you require clarification on any of the information presented. Full policies
can be found in the Department Procedural Policy Manuals, Driver’s/Operator’s
Handbook and the Corporate Health and Safety Program Manual.
Over the years, many people like yourself have discovered the benefits of working for
the Town of Oakville and we would like to extend my best wishes to you in making your
work experience with us valuable and safe.
Sincerely,

Chris Mark
Director, Parks and Open Space

Enrico Scalera
Director, Roads and Works
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1.2

Oakville’s Community Vision

The Town of Oakville (the "Town"), strives to maintain the highest level of
public confidence in all aspects of the organization. The Town is also proud of
its heritage and the services it provides to members of the Oakville community.
Underlying all that the Town does and strives to do are its core values of
accountability, dedication, honesty, innovation, respect and teamwork. It
is only through the commitment and effort of our staff that excellent quality of
services and achievement of our core values can be maintained in this level of
government.
As the Town's most valuable and significant resource our Employees are
expected to demonstrate the highest standard of ethical behaviour, being
above reproach, trustworthy and able to withstand public scrutiny. This means
we must adhere to the highest standards of personal and professional
competence, integrity, and impartiality and must perform our duties in a manner
that recognizes a fundamental commitment to the well being of the community.

Vision
To be the most livable town in Canada

Mission





We create and preserve Canada’s most livable community that enhances the
natural, cultural, social and economic environments. We achieve this by
continuously improving programs and services that are both accessible and
environmentally and fiscally sustainable.
We are highly valued and widely celebrated due to the innovative and
outstanding way we satisfy the needs of our residents, businesses and
employees. As a result, the process is as fulfilling as the outcome.
We ensure our staff receives the same level of respect, commitment and caring
that they are expected to deliver to the community.
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Values
Accountability – We deliver what we promised. We are accountable for our own
actions and results. We are accountable for the efficient and effective use of public
funds.
Dedication – We willingly take on responsibility. We are committed to serving our
community. We take initiative and take our share of the work.
Honesty – Each of demonstrates personal integrity, truthfulness and honesty in how we
do our job. We inspire public confidence and trust in our government.
Innovation – We purse innovation by being creative, showing initiative in taking risks.
We encourage employees to exercise judgment in meeting our customer needs.
Respect – We value an open, respectful and inclusive workplace. We value the cultural
and social diversity of our community. We make it possible for every resident to
participate in our community and in our government.
Teamwork – We act as a team. We demonstrate high levels of trust and cooperation.
We collaborate across departments to achieve our goals. We work in partnership with
our community.
In recognition of the Town's core values and the importance of continuity of minimum
standards in demonstrating our values, a Code of Conduct has been developed (See
Section 5.3, beginning on page 63: Employee Code of Conduct). The Code clarifies
the Town's expectations of its Employees and re-affirms its commitment to our
community, service excellence and maintaining fiscal responsibility on behalf of the
public. It establishes clear and reasonable standards of conduct expected of all
Employees and provides guidance in the determination of appropriate conduct in the
workplace.
The Code is a compilation of principles contained in various Town documents and
departmental policies, plans and practices. This Code is meant to support, but not
replace, the use of good judgment regarding personal and professional conduct.
The absence of a specific policy or regulation does not relieve any employee from
the responsibility to exercise the highest standards in those situations.
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1.3

Your Employment with the Town of Oakville

Welcome, to the Town of Oakville team that strives for excellence in service delivery to
the community. Over the years, many people like yourself have discovered the benefits
of working for the Town of Oakville and we extend our best wishes to you in making
your work experience with the town valuable and safe.

1.3.1 What to Expect
In your employment relationship with the Town of Oakville you will be treated with
professionalism.
Under the town’s recruitment policy, a town employee, Member of Council or member of
a local board may not advocate for the employment of any individual. This includes
simply putting a name forward so that an application is viewed above the rest.
As an employer, the Town of Oakville will deal directly with you, not with your family.
This is both a legal obligation and is an important part of your personal development.
We recognize that family plays an important role in helping you to succeed in all aspects
of your life. Although we are not permitted to tell your family about your performance
and/or employment status, we can tell you and your family what you can expect while
working for us.

1.3.2 Employee Confidentiality
Access to information about work performance and employment status is confidential.
We are required by law to protect each employee’s confidentiality and will communicate
directly with you. We recognize that this may be a shift in expectation for some.

Guidelines on Access to Employment Records
Information that municipal employers keep about employees is regulated by
government legislation. Employees have the right to confidentiality. Only you, as the
employee can access information on your employment record.
We will not report any problems to parents (if, for example, you are not attending work
on time) nor can we discuss any details of your employment record or performance with
your parents. We encourage you to be candid with your parents about your progress so
that your parents can be supportive and helpful.
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1.3.3 Orientation and On-the-Job Training
The Town of Oakville is committed to ongoing training in order to maintain a high quality
of staffing, programming and safety. To familiarize you with the various terms and
conditions of your employment, you are required to attend an orientation session which
is typically held prior to your start date. At this session and in your hire package you are
provided with a number of important documents that you are responsible for reading
and understanding. If you are ever in doubt, always ask! All training/orientation
programs are mandatory and paid. Staff must attend all staff training sessions pertinent
to their position and location. Records of attendance are kept for all sessions. Failure
to attend training sessions and/or perform skills to established standards will result in a
suspension of hours and review of employment status.

1.3.4 Expectations are High
The Town of Oakville strives to maintain the highest level of public confidence in all
aspects of the organization. The town is also proud of its heritage and the services it
provides to members of the Oakville community. The underlying core values of the town
are accountability, dedication, honesty, innovation, respect and teamwork. It is only
through the commitment and effort of our staff that excellent quality of services and
achievement of our core values can be maintained.
As the town’s most valuable and significant resource, our employees are expected to
demonstrate the highest standard of ethical behaviour, being above reproach,
trustworthy and able to withstand public scrutiny. Staff must adhere to the highest
standards of personal and professional competence, integrity, and impartiality and must
perform our duties in a manner that recognizes a fundamental commitment to the wellbeing of the community.

1.3.5 Health and Safety
The health and safety of all our staff is a priority for the Town of Oakville. Workplace
safety is a shared responsibility of all town employees. Managers are responsible for
ensuring that employees are aware of any potential work hazards, are trained in safe
work practices and comply with safety and health laws, rules and regulations of Ontario.
All employees are to take every reasonable and necessary precaution to ensure their
personal safety and health as well as that of their colleagues and the public.

1.3.6 Services and Resources Available
Questions regarding your employment can be directed to your Supervisor, Manager
and/or Director of your department. Queries can also be directed to Human Resources.
In addition, Parks & Open Space, Roads and Works and Engineering & Construction
have a Student Representative program to facilitate open communication between parttime/student employees and management. Please see Section 2.12 Student
Representatives Page 21 for contact information and details
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GUIDELINES
and
EXPECTATIONS
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2.1

Customer service

The Corporation of the Town of Oakville actively endorses quality customer service
which reflects a sincere interest on behalf of all staff at all levels to serve and help
people in all areas of contact to ensure a positive experience.

2.1.1 Customer service










Consider everyone as customer.
Be available, accessible and make the first move.
Be sincere, friendly and positive.
Be patient.
Act in a professional manner at all times.
Know the answer to a customer's question or who or where to find it (for
example, refer customer to ServiceOAKVILLE)
Present a positive image.
Be empathetic to the customer's needs.
Provide support for each other

2.1.2 ServiceOAKVILLE

The ServiceOAKVILLE initiative was approved by Council in February 2008 as a
strategy to enhance the town’s customer service delivery.
ServiceOAKVILLE is now answering all inquiries for Parks Maintenance, Works Operations and Traffic

Operations using a new Knowledge Base and Customer Relationship Management tool called Active Citizen
Request. The public can call the main switchboard at 905-845-6601 where general questions and queries will be
fielded by ServiceOAKVILLE and answered from the Knowledge Base or forwarded to the appropriate
Department or person.

As a town staff your customer service role is to:
 Provide a positive customer service experience
 Represent the Town of Oakville
 Maintain a professional image
 Reflect the town values of accountability, dedication, honesty, teamwork and
respect
It would be beneficial for all crews to carry ServiceOAKVILLE business cards to give to
residents requesting information.
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2.1.3 Dealing with the public
Should residents approach employees about issues that are related to their specific job
they should be directed to their immediate lead hand or supervisor, or for unrelated
issues to ServiceOAKVILLE at 905-845-6601.

2.1.4 311 – One call does it all
Anyone within Halton Region can now dial 311 for easy access to city, town and
regional services, for school board inquires and for non-emergency police services.
 311 is a non-emergency telephone number that offers a single window of direct
access to Halton Region, City of Burlington, Town of Halton Hills, Town of Milton,
Town of Oakville, Halton Regional Police Service, Halton Catholic District School
Board, Halton District School Board
 311 service is available in over 150 languages
 311 allows citizens to request a service or receive general information

2.1.5 Accessibility for Ontarians with Disabilities Act, 2005 (AODA)
The AODA requires that all public and private sector organization identify, remove and
prevent barriers to accessibility. Barriers include but are not limited to physical,
technological, systemic, architectural, communication and most importantly attitude.
The original 5 Standards (customer service, transportation, information &
communication, employment and built environment) have evolved:
Accessibility Standard for Customer Service (Ontario Regulation 429/07) became law
Jan 1, 2010 ensuring that people with disabilities are able to access goods or services
provided by the town.
Excellent accessible customer service considers the customer’s dignity, independence,
respect and equity plus understanding the use of assistive devices and interactions with
support workers of service animals.
Built Environment has been incorporated into the Ontario Building Code effective Jan 1,
2013 Transportation, Communication and Employment standards have been combined
and are currently under review as an amalgamated standard
The Town of Oakville Accessibility Plan can be viewed at
http://www.oakville.ca/residents/accessibility.html, See Section 5.19, page 123: MSACC-001-001 Accessible Customer Service Procedure
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2.2

Performance Expectations

It is the intent of the Town of Oakville to effectively, fairly and consistently manage all
aspects of employee performance while sustaining employee contribution and
enthusiasm.
Town employees are viewed as ambassadors of the town and are expected to reflect a
professional image at all times, whether on or off duty. We do this by being conscious of
the town's public duty and by conducting ourselves with the highest degree of moral,
and ethical behaviour and integrity. This is also particularly important when the
employee is wearing a town uniform or any item of clothing with the town’s logo,
including outerwear. Employees are not permitted to wear town designated uniforms
outside of working hours at personal events or events unrelated to their official duties
with the town.
Employees must also be professional and courteous with one-another. Improper
behaviour in the workplace has a negative effect on others and the public.
The safety of people at all times is the most important factor in the conduct of the
business and will take precedence over all other considerations in complying with any
operating instruction or carrying out any directive or order. Avoidance of damage to
property is also of utmost importance.
From time to time special instructions may be given either verbally or written which are,
or appear to be, inconsistent with operating instructions. Such special instructions,
given by proper authority, shall be complied within their entirety.
As the town’s most valuable and significant resource, our employees are expected to
demonstrate the highest standard of ethical behaviour, being above reproach,
trustworthy and able to withstand public scrutiny. This means we must adhere to the
highest standards of personal and professional competence, integrity, and impartiality
and must perform our duties in a manner that recognizes a fundamental commitment to
the well-being of the community.
It is through our professionalism, courtesy and objectivity in these interactions that we
can all ensure we achieve respect for one another.
All employees are expected to practice and adhere to the following guidelines for
conduct at all times while employed by the Town of Oakville.
 The general public must be treated in a courteous manner.
 Inquiries and concerns from the public and other staff must be dealt with
immediately to the best ability of the employee.
 Comments made by employees must reflect the philosophy of the Corporation of
the Town of Oakville as opposed to personal opinion.
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Profane language and offensive behaviour is prohibited at all times.
No Smoking in any town facility, vehicles or equipment.
Except in emergency situations, Personal communication devices (ie: cell
phones, smart phones, Blackberry, iPhones) are not to be used during work;
media players and gaming devices (ie: ipads, mp3 players, ipods, video devices)
are not to be used during work

As a Town of Oakville employee, you have the responsibility of working with a wide
range of vehicles and equipment. You are accountable for returning all items in good
order at the end of your shift.
Employees are subject in their person to all civic ordinances, provincial statutes and
federal laws insofar as they have application while carrying out their duties in the course
of their employment.
All personnel are accepted for employment by the Town of Oakville on the
understanding that he/she will carry out instructions, follow authorized procedures,
practices and policies to protect the interest of the Town of Oakville and provide safe
and efficient service to the general public.
Any staff who are required to keep a daily journal throughout the season are expected
to return or surrender said journal/log book to the supervisor at the end of the
employment contract with the Town of Oakville or whenever requested.
Staff are expected to safely and efficiently perform duties as per assigned schedules
and to report immediately to their lead hand any incomplete work, time allowances and
equipment issues.

2.3

Workplace safety

Workplace safety is a shared responsibility of all town employees.
Under the Occupational Health and Safety Act and Corporate Health and Safety
Policy/Procedure (HS 2.1), employers, supervisors and workers all have responsibilities
to take every reasonable and necessary precaution to ensure the safety and health of
their person as well as that of their colleagues, and to maintain a safe work
environment. This includes maintaining a clean and orderly workspace reduces the risk
of accidents and injuries. See Section 5.2.1, page 43 Occupational Health and Safety
Policy

2.3.1 Right to Refuse Work
A worker who has reason to believe that a hazardous or dangerous condition exists that
may endanger him, her or others may, upon advising to his/her immediate supervisor
refuse to perform the work or enter the area. See Section 5.2.5, page 47 Right to
Know, Right to Participate, Right to Refuse
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2.4

Communication Devices

2.4.1 Wireless Devices& Social Media
See Section 5.8, page 90 for Social Media Guidelines
Except in emergency situations, personal communication devices (ie: cell phones, smart
phones, Blackberry, iPhones) are not to be used during work.
Cell phone calls, texting, tweeting, etc. are not allowed while on the job, including while
in transport to and from the work site. Media players and gaming devices (ie: ipads,
mp3 players, ipods, video devices) are not to be used during work
Social media (Facebook, Twitter, Wiki, Pinterest, etc) are not to be accessed during
working hours, and posts with descriptions, photographs, video and other forms of
communication depicting or reflecting work, fellow employees, yourself or any other
references that could be construed as representing the town or workplace activity are
most strongly discouraged.
Inappropriate posts may result in disciplinary action up to and including dismissal of all
parties depicted or represented, regardless of whether they are knowingly or
unknowingly involved.

2.4.2 Town issued Cell Phones and Devices
Employees who are issued a cellular or wireless device shall:
 Use devices prudently and cost effectively;
 Use devices only when cost effective alternative telecommunications devices are
not readily available e.g.: using office desk phones or computers prior to using
devices, particularly for long distance calls;
 Comply with all applicable municipal, provincial and federal laws;
 Reimburse the department for personal use as required;
 Maintain the security and safekeeping of the device assigned to them and protect
it against loss, theft and unauthorized use;
 Immediately report the loss or theft of a device under their responsibility to the
department head or designate(s) and to the support service shown under the
"Guidelines for Issuing Cellular and Wireless Devices" section # 3 as applicable,
to arrange to discontinue current service and coordinate replacement;
 Ensure the integrity and security of town information while using devices for
telephone conversations, email and data transmission;
 Report security incidents to your department head or designate(s);
 Use proper etiquette and courtesies when in a meeting, dealing with staff and/or
the public;
Be mindful of the sensitive and/or confidential nature of departmental or town business
while using a device in public
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2.4.3 Two-way radios
Two way radios are being used to communicate work related messages and directions.
Two way radio communication is open and can be heard by everyone within the talk
group and/or network The Canadian Radio-television and Telecommunications
Commission (CRTC) monitors the use of profanity on public radio waves. It is illegal to
use profanity on the radio. Use clear vocabulary such as "affirmative" and "negative" to
avoid miscommunication.
Handsets are turned on and off using the volume control knob on the top of the unit (the
on/off/volume knob does not have numbers around it). A bar will display as volume is
adjusted. Vehicle units (mobile unit) are powered when the vehicle ignition is in the ‘On’
position.
Select the radio channel using the control knob at the top of the handset or channel
select buttons on the face of the mobile unit. The section that you are tuned in to will
display on the front of the unit
To initiate a call or to talk press and hold the “Push to Talk” (PTT - #5 on handsets)
button on the side of the handset or vehicle unit microphone. Release the PTT to
listen.
When initiating a call, start with your name or vehicle number followed by the party you
are calling. There is a very short delay from when you press the PTT button to when
the broadcast begins so following this protocol will allow for this delay as well as alerting
users that you are trying to contact them.
Supervisors and Lead Hands can initiate private one-on-one calls with individual units.
Call must be answered within 7 seconds or the conversation will revert to a public
broadcast on the selected channel.
Handsets and mobile units are all equipped with an orange Emergency button (#16 on
the handset & #8 on the mobile unit). Pressing and holding this button for 3 seconds will
alert all supervisor radios that there is an Emergency situation where you may not be
able to verbally communicate and will initiate Emergency protocols to prioritize finding
your location and responding to your situation.
Handset
In the event of an Emergency being activated, ONLY IMPORTANT MESSAGES
ARE TO BE TRANSMITTED - stay off of the channel until the emergency has been
reported cleared.
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Handsets

Mobile (Vehicle) Unit
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Radio communication should be short, concise and understandable. Deliver all
messages briefly in consideration of others on the network. ’10-“ codes may be used if
desired to shorten conversations
Some of the more commonly used codes are:10-1 Receiving Poorly
10-4 Ok, Message Received
10-7 Out of Service, Leaving Air (you're going off the air)
10-8 In Service, subject to call (you're back on the air)
10-9 Repeat Message
10-10 Transmission Completed, Standing By (you'll be listening)
10-20 "What's your location?" or "My location is..." Commonly asked as "What's your
20?"

2.5

Clothing & Personal Protective Equipment (PPE)

2.5.1 Dress Code
Staff are required to abide by the Town’s dress code which requires neat and
presentable appearance at all times. Attire must be of a respectable nature and
appropriate for the work and conditions. Clothing or tattoos bearing offensive language
or logos that are or could be seen by others as profane, racist, sexist or discriminatory
in nature are not permitted. Personal grooming, hygiene and neatness are a part of
your appearance, and should reflect a professional image.
Sweat pants, yoga wear, mini-skirts, spaghetti straps, bare midriffs, tank tops, torn
clothing, sport sandals and beach flip-flops are examples of what is not acceptable as
appropriate.

2.5.2 Clothing
Student employees are responsible for supplying their own clothes including rainwear
and safety boots.
Pants will be full length and are not to be rolled up to the knee at any time. If permitted
by department and assigned task shorts must be mid-length and hemmed. (see
Appendix A – Shorts). Due to changing work assignments, full-length pants must
be available at all times during the workday.
The town will provide three t-shirts to student employees and will cover 50 per cent of
the cost. The remaining 50 per cent of the employee’s cost of the t-shirts will be made
by payroll deduction. Additional shirts may be purchased at 100 per cent employee’s
expense. The town t-shirts and any supplied safety equipment must be worn at all times
while performing duties for the Corporation.
Gloves will be supplied by the town and replaced with proof of regular wear.
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2.5.3 Footwear
During working hours and training sessions, all employees must provide and wear
standard 'green patch' C.S.A approved regulation safety boots with a minimum six inch
ankle height.

2.5.4 Safety glasses and safety vests
All employees will be issued one pair of standard issue safety glasses upon
commencement of employment (as required). Employees requiring prescription safety
glasses must supply their own CSA approved glasses or wear the provided safety
glasses over top of prescription eye wear.
Additional required safety equipment shall be provided by the department whenever
necessary. All supplied safety equipment must be worn in accordance with Health and
Safety, Department and industry practices and standards.

2.6

Use of town property

Town property should only be used by an employee to perform work related duties and
responsibilities or for community activities which are supported by council.
Town assets/property are to remain on town property at all times unless it is necessary
to take the items off site in order to perform the employee’s job. Where town
assets/property are in the care of an employee, the items must be protected and kept
secure at all times. See Section 5.5, page 78: Policy A-BMG-002 Use of Town
Vehicles, Equipment and Facility Resource(s)
The town’s electronic networks are corporate assets and employees must be aware that
communications over the town’s electronic networks are not to be considered private
communications.

2.7

Parking

Parking at Central Operations is limited and unable to accommodate the surge in
seasonal staffing activity. Car-pooling and alternate means of transportation (ie: transit
or cycling) are strongly encouraged. Please be advised that a more structured parking
program may be administered in order to cope with the additional demand.

2.8

Attendance/Absenteeism/Lateness

Employees that are unable to work their weekend shift or after regular hours
MUST make voice to voice contact with the On Call Supervisor. Parks employees
should call all 416-245-5544 I.D. 2123 and leave a phone number where you can be
reached.
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Employees unable to report during regular working hours must notify their supervisor
before the start of their shift. Effort should be made to make voice contact with your
immediate supervisor, leaving a phone number where you can be reached if you are
directed to their voicemail box.
The telephone numbers to call are listed at the back of this manual: Town of Oakville
Operations Contact List. (To leave a voice mail message from a touch-tone phone dial
905-845-6601. When the system answers wait for Welcome Message then press the
extension number from the list in this handbook.)
Employees knowing in advance that they will be late for work, should inform their
immediate supervisor in order that work can be re-assigned accordingly. Failure to
notify the immediate supervisor of impending lateness will result in a deduction of pay.
Any students who are late three or more times without just cause will be sent home
without pay. If this continues the employee will be disciplined accordingly, up to and
including dismissal.

2.9

Incidents

Refer also to the Driver’s/Operator’s Handbook

2.9.1 Personal injury
Should any employee become injured at work, the accident must be reported
immediately to the supervisor and/or lead hand (or designate), with the necessary
report forms being completed as soon as possible. Should this not be done, it could
result in disciplinary action up to and including dismissal.
Supervisors must ensure that the Report of Incident/Accident Form (appendices B, C)
are filled out as necessary and copy(s) forwarded to Human Resources within 24 hours.
A functional abilities and/or treatment memorandum from your doctor may be necessary
for your return to work (appendices D, E)

2.9.2 Fatal or serious injury on town property
When a fatality or serious injury to a member(s) of the public occurs on town property
(roads, parks, facilities), the Manager of Insurance and Risk Management must be
contacted immediately any time, 24 hours / 7 days a week by pager at 416-442-0908.
In accordance with the Occupational Health and Safety Act, R.R.O. 1990 Reg 834, a
“critical injury” means: an injury of a serious nature that,
 places life in jeopardy;
 produces unconsciousness;
 results in substantial loss of blood;
 involves the fracture of a leg or arm but not a finger or toe;
 involves the amputation of a leg, arm, hand or foot but not a finger or toe;
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consists of burns to a major portion of the body; or
causes the loss of sight in an eye.

It is imperative that in these cases, the accident site shall be secured and taped
off. The Critical accident site can only be disturbed to allow medical aid to the injured
worker. Investigation is to proceed immediately to gather preliminary information, with
the help of our Insurer or Insurance Adjuster. Supervisor and or lead hand must be
notified immediately. Then notify the Health, Safety and Wellness Consultant
immediately so that the Ministry of Labour may be contacted.

2.9.3. Vehicle and Equipment Operations
See Driver’s/Operator’s Handbook
Employees who are required to drive or operate town vehicles and equipment shall, as
part of their position, possess and maintain at all times a valid Ontario Driver’s Licence
suitable to the vehicle being driven (minimum G2 level). The valid licence is to be on
your person at all times when operating vehicles and equipment. All successful
candidates, who are new hires, are required to pass a town administered road test as a
condition of employment. Failure to successfully pass this road test after two attempts
and/or after undertaking a remedial program will result in the employment contract being
rescinded and the employee terminated.
Employees applying for such positions shall obtain (at your own expense), and provide
the corporation, prior to commencement of start date, a current to 30 days driver’s
abstract. Failing to provide this documentation will mean that your position is forfeited.

2.9.3.1

Vehicle checks

See Appendix H
Every driver of a vehicle is responsible for filling out a circle check sheet, no matter what
time of the day, to be kept in the vehicle for the day and handed in at the end of the
shift. Town vehicles (owned, leased, rented) must be properly identified at all times.
It is the operator’s responsibility to ensure that proper and up to date documentation is
kept in the vehicles and more specifically:
 circle check copy, signed, dated and time of day done
 insurance certificate
 copy of registration
 copy of town CVOR (for rented, leased or owned vehicles and equipment
 copy of vehicle safety certificate (units rated 4500 kg and over)
 leased and rented units to have a copy of the rental agreement
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2.9.3.2

Backing of equipment

It should be understood that the operator of any piece of equipment is ultimately
responsible for the operation of the equipment including hazards encountered while
backing up. Plan ahead. Every effort must be made so as not to be in a position of
having to back up a vehicle. See Driver’s/Operator’s Handbook

2.9.3.3

Anti-Idling By-Law See Section 5.20, page 127: By-Law 2002-153

Reducing the idling of vehicles is an easy way of improving air quality.
What the town is doing
In summer of 2002 the town undertook an education campaign targeting idling at GO
Train stations, local shopping centers and drive-thrus:
 Oakville By-law 2002-153 makes it an offence to permit a vehicle to idle for more
than five consecutive minutes, except in certain circumstances.
 Anti- idling is also one of the approaches incorporated into the Smog Response
Plan for adopted by the Town of Oakville as part of the Halton Partners for
Cleaner Air program.
What you can do
 Turn the engine off!
 Remember to turn the car off when waiting for your child at the school: car
emissions are particularly harmful for smaller bodies as they have a higher intake
of air relative to their body size than adults.
 When you go to the drive through turn the car off as you wait- remember the
exhaust fumes can go into the building and cause problems for the staff.
 Look at reducing car usage; can children walk to school rather than be driven?
 Talk to your friends and others about creating idling free zones.
 Encourage others to turn their engines off.
For more information contact the manager of By-law Enforcement at
905-845-6601, ext. 3252

2.9.4

Vehicle collisions

In collisions involving town vehicles, DO NOT admit liability. Advise your supervisor
immediately and call the Police.






Secure vehicle to prevent further collision.
Check for injuries and have appropriate authorities notified.
Upon initial notification of any claim or incident, DO NOT admit fault, accept
liability or promise a payment. If you become aware of any potential claim, notify
your supervisor, lead hand or designate so as the lead hand / designate may
notify the fleet trainer/collision investigator immediately so that our Investigator
can be put on notice and an investigation can commence.
Take down all pertinent information and fill in the town’s standard report form(s)
to assist in the investigation (see appendices F, G).
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Give the report form to your supervisor immediately so that the report can be
sent to the fleet trainer as soon as possible to assist in a timely investigation
process.
Should the claimant persist in some way, or request payment, refer him/her to
the Manager of Insurance and Risk Management.

Speak only to the Police and your supervisor. Fill in the town’s standard report form
and give it to your supervisor immediately to be passed on to the Manager of Insurance
and Risk Management as soon as possible.

2.9.4.1

Collision reporting

The Town of Oakville requires that drivers and operators, while operating Town
vehicle/equipment for the Town of Oakville, are to report ALL collisions/incidents,
damages, or injuries immediately to a Supervisor. This includes any damage to
vehicles or equipment, rented, owned, leased or operated, by the town
Note: In accordance with the town’s Collision Management Guideline, driver/operators
must report all collisions and incidents, regardless of severity of damage or injury,
immediately to their supervisor or designate. Failure to notify immediately will result in
further discipline. For purposes of clarity, immediately means as soon as is safely and
reasonably possible but not later than one hour after the collision and/or incident.
Should a member of the public be involved, the employee is required to obtain names or
contact information of the involved person(s), including witnesses. Town employee(s)
are to remain at the scene until a supervisor arrives.

2..9.4.2

Halton Regional Police (HRP)

If government vehicles or equipment are involved in a collision, the HRP must respond
when notified to conduct an on-scene investigation of all collisions. The police report
must be submitted with the Town of Oakville collision report form.
The police will be notified to investigate a collision under any of the following conditions:
 If any personal injury to employees or to members of the public (third party).
 A town vehicle/equipment collides with another movable object or equipment on
Town owned operational yards.
 Any time a town vehicle or equipment has a collision off town owned operational
yards.
Note: The police may not be notified if a town vehicle/equipment collides with an
immovable object on town owned operational yards and the projected cost of damage is
less than $5,000.
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2.9.4.3

Drivers’ / employees’ responsibilities

Employees should never admit liability or fault or make any statements to anyone
except to your manager / supervisor / designate or a police officer. Never make an offer
or agree to any personal settlement of the collision.
It is the responsibility of the driver / operator / employee to:
 Secure vehicle or equipment after collision. Do not move vehicle/equipment
unless advised by enforcement authorities or by town authority. Ensure that
injuries are attended to and notifications to the necessary authorities are initiated;
 Report ALL collisions/incidents or injuries, or damages to vehicles or equipment,
owned, rented, or leased, or operated, while on duty for the Town of Oakville,
immediately to a supervisor, including damage to the property of the town, an
employee, or a member of the public, regardless of the seriousness or who is
responsible. Report immediately to the driver’s supervisor or designate, the
conditions or circumstances that exist or that may lead to a potential
collision/incident or injury or damage;
 Complete an employee report preferably at the scene but no later than prior to
the end of his/her shift. (This will be reviewed with the
manager/supervisor/designate upon completion);
 Advise supervisor/designate if there are any news or television media on scene
right away. If you are approached by the media, refuse any comments. The town
communications officials may make statements to the media only. (See appendix
J)

2.10 Traffic Control Safety
The Ontario Ministry of Transportation introduced new regulations in 2000 regulating
how to “apply traffic control devices in temporary construction, maintenance, and utility
work zones to help ensure worker safety, motorist safety and motorist mobility.” (MTO,
Book 7). Depending on the type of work you are performing, you may need to prepare
a written Traffic Control Plan and place traffic control devices around your worksite prior
to beginning your task. You must wear appropriate PPE.

2.11 Respectful Workplace See Section 5.14 page 106 RZone and Section 5.15
page 110 Respectful Conduct

Our goal is to maintain a friendly, co-operative and businesslike environment for our
employees. We are concerned about the quality of work life for all staff and any inquiry
or complaint will be treated seriously and handled objectively, as specified in the Town
of Oakville Respectful Conduct Policy and Procedures.
The corporation is committed to providing a work environment that is free of all
discrimination and harassment and supportive of the productivity, dignity and self-
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esteem of every employee. No one may be harassed because of position, race,
ancestry, place of origin, colour, ethnic origin, citizenship, religion, creed, sex (including
pregnancy), sexual orientation, age, record of provincial offences, marital status, family
status or handicap (disability).

2.11.1

Violence in the workplace See Section 5.12 page 98

Violence in the workplace is not tolerated for any reason. Violence may include any act
against an employee which: Creates a hostile work environment; negatively affects the
employee either physically or psychologically; includes physical or verbal assault,
threats, coercion, intimidation and all forms of harassment. There are four types of
violence: stranger violence (robbery or assault by an outside person), client/service
provider violence (assault of a worker by a member of the community), employee
violence (assault by fellow employee, former employee) and domestic violence (assault
by a family member).
If you find yourself in a violent situation and in immediate danger, call 911 to report the
assault or a threat of assault. If the situation is diffused immediately notify your
supervisor. Avoid getting into a debate or the middle of a conflict: where it involves a
co-worker report to your Supervisor or Student Representative. The police will be
contacted if there is an assault or threat of assault.

2.11.2

RZone Policy (Respect & Responsibility)

See Appendix P & Section 5.14, page 106
The town is dedicated to supporting an enriching the quality of life for the people who
live, work and play in Oakville. We strive to create an environment where there is a
sense of belonging and participation is encouraged for all our residents, employees and
visitors. The RZone is a town-wide procedure that promotes a positive, safe and
supportive environment for all members of the public and staff. Violence, vandalism
and inappropriate behaviour are not acceptable. It applies to all town facilities,
properties, town sponsored events, programs, in written or verbal communications, in
Town vehicles, or any other location where town staff are present. Community
organizations, members of the public and town staff are required to work together to
promote respect and responsibility, improving the safety, appearance and environment
for our community.

2.12 Student Representatives
In order to facilitate open communication between student employees and
management, a program has been put in place to have student representatives
volunteer from each of the operations sections to provide assistance to their peers and
co-workers when required. Student representatives can assist with any issue that may
be related to student employment such as incorrect pay, uncertainty about policy and/or
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procedure, health and safety, work environment or any questions related to the
handbook.
The role of a student representative is to:
 Maintain confidentiality;
 Act as a point of contact for students;
 Clarify options and resources available to students seeking resolution to their
issue;
 Communicate with management and/or Human Resources Consultant on behalf
of student issues raised;
 Be a neutral source of information and advice
 Collectively solicit feedback from students and provide suggested changes to
management on behalf of students for consideration.
Details regarding the process for volunteering to be a Student Representative will be
discussed in your crew meetings. Student Representatives will also be provided with an
orientation to their role and resources available to assist them.
Please note a confidential voice mail box has been set up for student employees
to contact a Student Representative about any concerns or questions.
This voice mail box is checked by the end of the day on Wednesdays.
Calls will be returned by the end of day Friday.
HOTLINE: 905-845-6601, ext. 7866

2.13 Freedom of information
Please remember that any personal information collected from the public is considered
confidential and is not to be released to other members of the public.

2.14 Duty to inform
As providers of public service we have a responsibility to ensure that any services we
perform meet municipal, provincial and federal legislation. If you have any reason to
believe that a violation has occurred, inform your immediate supervisor as soon as
possible.
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2.15 Media relations
Appendix J

The media play an important role in providing the public with news and information
about the town, and in reporting on the public's views and opinions of the town. Media
inquiries should be referred to Strategy, Policy and Communications who will respond
directly on behalf of the town or refer the individual to the appropriate departmental
spokesperson
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TERMS OF EMPLOYMENT
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3.1

Employment process

Available positions and application deadlines will be advertised through the town
website (www.oakville.ca). Application deadlines for part-time student and temporary
seasonal positions will be posted in the Human Resources Department. Returning parttime student and temporary seasonal staff are required to complete applications for
employment and there are no employment guarantees. All applications must be
submitted on-line.
Please remember to read all application information carefully and to include all
necessary prerequisites and current award copies. Incomplete applications or
applications with expired prerequisites will not be considered for employment.
If you have any questions about the employment process or would like information on
the status of your application, contact the appropriate supervisor.
For part-time student staff the terms and conditions of employment are governed by the
Employment Standards Act (ESA) at a minimum in addition to the specific terms
outlined in this handbook and any corresponding corporate policy and training material
provided. For Temporary seasonal staff terms and conditions of employment are
governed at a minimum by ESA and the terms of this handbook and any corresponding
corporate policy and training material provided but may be superseded by the terms of
collective agreement between the Town of Oakville and Local 136 of the Canadian
Union of Public Employees, with limited rights as specifically outlined in Article 17. For
employees covered by the collective agreement, monthly dues will be deducted from
every pay.
The work week is a 40-hour week, however, in some cases, due to inclement weather,
students will be sent home for the day and not paid, when sent home at the beginning of
the shift. If alternate duties are completed during inclement weather, students must stay
for a minimum of three hours and will receive payment for hours worked. In cases of
prolonged drought, rotational layoffs may be necessary.
The operations section operates 7 days per week with varying shifts. Some employees
will be required to work an afternoon/evening shift, including weekends. A thirty minute
unpaid lunch break is provided. Lunch should be taken on the job or as close to the job
site as practical. Employees are encouraged to bring a lunch every day due to the
scope and variation of duties on any given day. For any situations encountered while
working shifts after regular business hours, employees should contact the On-call
supervisor by calling the On-Call Pager at 416-245-5544 Pager ID 2123
All employees are required to be on time and prepared for work at the beginning of each
shift. People reporting late will receive a warning, and subsequent lateness may result
in further disciplinary action up to and including dismissal. Employees are required to
punch a time card at the beginning and end of their shift. If leaving early, you must also
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punch your time card to identify this to your supervisor. No employee shall punch a
time card other than his or her own. If an employee is observed punching another
person’s time card, they will be subject to disciplinary action. Punch cards are used by
payroll to certify hours of work and must be accurate for each individual.
No town vehicles (unless otherwise authorized) shall enter the employee parking lot, as
designated, at the Central Operations depot. The use of personal cellular telephones
by employees is not permitted during working hours, unless used only during
designated lunch periods, with the exception of credible emergencies. Employees are
not permitted to use personal cell phones during working hours.
Two fifteen minute coffee breaks are allowed for, one in the morning and one in the
afternoon, and are usually taken at mid-point during a shift. These breaks must be
taken on the job site. Any deviation to break schedules must be reported to the area
lead hand or supervisor using the two-way radio.
Employees are reminded that they work in an area that is often very visible to the tax
paying public. We all must do our best to ensure that our conduct on the job is in
keeping with good practice and will help to give our department a good image with the
public.

3.2

Volunteers

Volunteers are playing an increasingly important role in all areas of operations services.
The Town of Oakville endorses and encourages volunteers’ involvement in its programs
and operations. Volunteers engaged in our service are considered equal partners and
enjoy many of the rights and privileges afforded to all staff. Every volunteer is to be
treated with respect and dignity and is regarded as an important member of the group.
Volunteers have the right to guidance, direction and open communication.

3.3

Staff Payroll Information

Staff are paid bi-weekly by direct deposit on Fridays.
Direct deposit is mandatory. Employees will not receive payment until proper and
complete payroll forms are submitted. These include:
 Letter of acceptance
 Direct deposit
 Provincial tax form
 Federal tax form, and
 Driver’s abstract (current to 30 days).
In the event of an error on your pay statement, consult with your supervisor. When
reporting a discrepancy please have your pay statement and a record of daily hours for
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the pay period with you, this will aid the supervisor in establishing any errors in the
amount and make the adjustment process quicker.

3.3.1 Rate of Pay
The rate of pay will reflect the number of years employed by the town, and principal
responsibilities for a given position or shift. Rates of pay are outlined on employment
contracts.

3.4

Public Holidays – Part-time and students

3.4.1 Public Holiday Policy See Section 5.11, page 97
Part time and student employees will be paid for designated holidays in accordance with
the Employment Standards Act. You must work your regular shift before and after each
holiday to be entitled to receive payment. If you are scheduled to work on a statutory
holiday, you will receive overtime payment for the hours worked.

3.4.2 Recognized Public Holidays:
The following are recognized Public Holidays
New Years Day
Victoria Day
Thanksgiving Day

Family Day
Canada Day
Christmas Day

Good Friday
Labour Day
Boxing Day

3.4.3 Statutory Holidays
There are two qualifying conditions for employees to receive statutory holiday pay:
 Employee must work the regularly scheduled shift before and after the holiday;
and
 Failure to show up for a previously agreed shift will result in non-payment.
 The public holiday pay an employee is entitled to is calculated as the total
amount of regular wages earned, including vacation pay, paid to the employee
during the four week period immediately before the work week in which the public
holiday falls, divided by 20.
 The payroll system calculates public holiday pay. It will be paid as a dollar
amount with no hours associated with it.
 Be advised that Easter Monday and the August holiday and are NOT designated
statutory holidays.
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3.5

Attendance

3.5.1 Time off Requests
If a staff member requires time off, he/she must submit a request to the supervisor, in
writing, at least two weeks in advance.

3.5.2 Jury duty
An employee subpoenaed for jury duty may be granted a leave of absence without pay.
Documentation of such duty will be required.

3.6

Staff Training Attendance and Performance

The Town of Oakville is committed to ongoing training in order to maintain a high quality
in staffing. All training sessions are mandatory and paid. Staff must attend all staff
training sessions pertinent to their position and location. Records of attendance are
kept for all sessions. Failure to attend the initial training session, prior to employment,
will result in dismissal. Failure to attend other training sessions will result in a
suspension of hours and review of employment status

3.7

Job costed accounts

Proper use of job costed account numbers is essential to ensure accurate accounting
records. All hours worked, or for which pay is to be claimed, must be charged to one of
the activities listed in Job Costed Accounts booklet. Crew leaders must complete
activity cards that must include a description of the activity and where it was performed.
Different activities must be recorded on separate cards. As well, work done for charge
back to another department (i.e. Roads and Works) must be recorded on separate
cards but under the appropriate activity number.
Do not mix various activities on the same card (i.e. Parks grass mowing and Roads and
Works grass mowing).
Supervisors will review the activity cards for their section daily and are to verify
accuracy. Crew leaders are to ensure that work is performed according to plan and that
all relevant information is included. Correct and complete activity cards for every day
must be given to the supervisor at the conclusion of the shift. Accuracy of pay will
depend on the accuracy of crew card information.
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HEALTH and SAFETY
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4.1

Occupational Health and Safety Overview Section 5.2.1 page 43

Every worker, contract worker and sub-contractor, including every person accessing
town property for services, must protect his or her own health and safety by complying
with the law and with the safe work practices and procedures established and required
by the town..
A review of the Corporate Health and Safety Program will be provided at the mandatory
training session prior to your start date of employment:









To provide a safe and healthful workplace.
To prevent accidents, injuries and occupational illness in order to maintain a safe
and healthy workplace.
To eliminate hazardous conditions and unsafe work practices.
To educate and train employees in safe work practices.
To inform employees, and where necessary, the public, of any hazards or
potential hazards to which they may be exposed.
To promote safety awareness among all employees.
To comply with all applicable federal, provincial and municipal legislation and
regulations.
To develop and maintain an effective Health and Safety Program

If you have any health and safety questions, it is expected that you will contact your
supervisor for clarification.

4.1.1 In accordance with the Occupational Health and Safety Act (Section
28. (1))

(1) A worker shall,
 work in compliance with the provisions of the Act and the regulations;
 use or wear the equipment, protective devices or clothing that the worker’s
employer requires to be used or worn;
 report to his or her supervisor the absence of or defect in any equipment or
protective device of which the worker is aware and which may endanger himself,
herself or another worker; and
 report to his or her employer or supervisor any contravention of the Act or the
regulations or the existence of any hazard of which he or she knows.
(2) No worker shall,
 remove or make ineffective any protective device required by the regulations or
by his or her employer, without providing an adequate temporary protective
device and when the need for removing or making ineffective the protective
device has ceased, the protective device shall be replaced immediately;
 use or operate any equipment, machine, device or thing or work in a manner that
may endanger himself, herself or any other worker; or
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engage in any prank, contest, feat of strength, unnecessary running or rough and
boisterous conduct.

4.1.2 Right to Know, Right to Participate & Right to Refuse
As an employee, you have the right to know, the right to participate and the right to
refuse.
On an ongoing basis, all students will have opportunities to meet with their colleagues
and supervisors to discuss any health & safety concerns, issues, ideas and comments
they may wish to bring forward. If, for any reason, a student is unable to discuss an
issue with their immediate supervisor, he/she may contact their “Student
Representative” who will ensure that the issue is brought forward to necessary
personnel. (see Section 2.12, Student Representatives, Page 22 for details)
A worker who has reason to believe that a hazardous or dangerous condition exists that
may endanger him, her or others may, upon advising to his/her immediate supervisor
refuse to perform the work or enter the area Section 5.2.5 page 47

4.2

Safety Consciousness

Accidents are preventable. Most workers who suffer injuries were either unaware that a
hazard existed or failed to take sufficient precautions to eliminate the hazard. The safe
worker is aware of the hazards inherent in his or her job and job site and works in such
a way as to minimize the risk of injury to themselves and their participants.
Two important prerequisites to safety consciousness are a healthy rested body and a
clear rested mind. No worker can remain alert to the many hidden hazards in the work
place if the senses have been dulled by drugs or alcohol or the mind and body have not
had sufficient rest.
Safety consciousness thrives best in a neat and tidy work place. Work in a neat and
tidy manner. Clean up your work area after performing a job and at the end of every
work day. Good housekeeping is a vital part of an effective accident prevention
program.
Before starting any job, you should go through a mental checklist of safety precautions
for yourself and your program location.
 Am I wearing all necessary safety equipment (i.e. safety boots, safety glasses,
safety vest, hard hat, gloves, harness, respirator etc)?
 Is my work area neat and tidy?
 What are the hazards involved in performing this particular job?
 Where is the nearest exit or fire escape?
 Where is the nearest fire extinguisher or fire hose?
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When it comes to accident prevention, the most valuable advice is Think before doing!
Before doing anything, ask yourself, "Is there a chance that someone might be injured if
I do this?" If the answer is "Yes", stop what you're doing and consult with your
supervisor. Work in accordance with established procedures.
Workers working in situations, conditions, under circumstances or in areas designated
as requiring the provision and use of PPE appropriate in the circumstances, are
responsible to wear and use the PPE designated. Workers will be held accountable for
the correct application of these requirements.
Don't take a chance that you might injure yourself or another worker. Be smart and
work safely.
"REMEMBER – Safety first in Oakville"

4.3

Safety Rules and Regulations

In order to ensure safe working conditions and safe work practices, Safety Rules and
Regulations have been drawn up for all Town employees. These cannot cover every
conceivable situation, therefore, the Town reserves the right to add to or otherwise
amend them at any time.
Compliance with these safety rules is a condition of employment, paid or voluntary. Training
sheets (i.e. Standard Operating Procedures) are mandatory and must be signed and dated by the
trainer and trainee prior to operating the equipment.

4.4

W.H.M.I.S. Section 5.2.12, page 58
W
H
M
I
S

-

Workplace
Hazardous
Materials
Information
System

W.H.M.I.S. is a Canada-wide system designed to give workers information about
hazardous materials used in the workplace. Under W.H.M.I.S. there are three ways in
which information on hazardous materials is to provide to workers:
1. Labeling of hazardous materials.
2. Material Safety Data Sheets (MSDS) to supplement the label with detailed
precautionary information.
3. Worker workplace training programs.
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The supplier of the hazardous material provides the labels and data sheets to the
employer. The employer is responsible for giving this information to the workers and
providing the training.

4.5

Protective Headgear Section 5.2.13 page 60



Workers are required to wear approved protective headwear whenever directed
to do so by their supervisor.
 All workers must have their protective headwear readily available should the
need arise through job changes or working conditions
If a disagreement exists as to the requirement for head protection, the worker shall wear
the protective headwear until an investigation by the Joint Health and Safety Committee
in consultation with the Health, Safety and Wellness Consultant indicates otherwise.

4.6

Insurance coverage

4.6.1 Liability:
All staff who are acting on behalf of, or performing job functions for the Town of Oakville
are covered for legal liability when in performance of their assigned duties. The
maximum insurance coverage is ten million dollars.
Staff are reminded of the responsibility they assume for safeguarding program
participants and prevention of negligent actions. Failure to prevent such actions could
result in legal liability.
Staff are reminded that proper precautions should be taken to protect personal
belongings while at work. The Town of Oakville is not held responsible for theft or
damage to personal items.

4.6.2 Personal Injury:
If an employee should become injured while performing their job function they are
covered by the Workplace Safety and Insurance Board and must report the injury to
their immediate supervisor at the earliest possible moment so that a claim may be
filed. Staff should follow the outlined procedure for reporting injuries sustained at work.
Injuries received travelling to and from work are not covered by the Town of Oakville's
insurance policies.
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4.6.3 Employment Insurance:
Staff who pay EI premiums may be eligible for EI benefits upon termination of
employment. For further information on EI eligibility, contact Human Resources
Development Canada.

4.6.4 Public Liability
All staff should be aware that in providing open spaces and equipment for use by the
public we are undertaking a responsibility to ensure that these provided amenities are
maintained or operated in safe condition. If you are aware of anything in a
park/boulevard/cemetery/harbour that is a potential hazard to the public, please correct
the situation if it can be done readily or report the situation to your supervisor. If a
situation is considered very dangerous to the public and it cannot be made safe
by you, do not leave the site. Have someone contact your supervisor and await
further instructions. A keen eye kept on our parks and facilities by professional staff can
help greatly in reducing risk to the public.

4.6.5 Safety Rules
It is the policy of the Corporation of the Town of Oakville to provide safe working
conditions for all its employees. However, it requires the coordinated effort of all
employees and supervisors to make this a safe organization in which to work.
Employees must work in accordance with the Town of Oakville Corporate Health and
Safety Program.

4.7

Property loss and damage

At times when staff witness damage to property facilities, equipment or vehicles owned
by the town or their agents, a Property Loss - Damage Report (appendix G) must be
completed and submitted to the appropriate supervisor.
Note: Staff are cautioned not to take responsibility for private property of clients
or participants. Once items are taken into care, the staff or volunteer involved are
financially responsible for the item(s) if lost or stolen.
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4.8

Personal property

Please leave valuables at home and be sure personal property is secured in a safe
spot.

4.9

Fire procedures

Fire procedures are different in each facility. It is mandatory to become fully acquainted
and comply with fire procedures in the area in which you work.

4.10 Lifting bags, transferring weight, shoveling and digging
Most back injuries occur from improper lifting, improper transferring of weight and/or
improper shoveling or digging techniques. Before you begin any task that requires
these job functions, think about what you are doing and the risks involved. Please refer
to the appendix L – Lifting Techniques in this handbook that show you proper
techniques in all three areas.

4.11 Operational Safety Plan
Each section has, or is developing, an Operational Safety Plan. Your supervisor may
require you to learn a particular standard operating procedure (SOP) from this plan
specific for the task you are assigned.

4.12 Skin & Sun protection
It is recommended that all staff involved in outdoor activities adhere to the following
precautions when exposed to the sun for periods exceeding 20 minutes.
 Hats are to be worn, preferably with sufficient coverage to protect the face and
the nape of the neck.
 Staff shirts are to be worn, with sleeves down, not rolled up.
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4.12.1

Skin protection and hygiene Section 5.2.6, page 49

The skin is the largest organ in the body and must be protected.
When mixing or using any chemical or solvent, skin must be
protected by using any or all of the following:
 rubber boots
 neoprene rubber gloves
 long pants & sleeves
 face shields
 hats
The suns rays are now recognized as a significant health hazard. It is recommended
that employees working outdoors wear a sunscreen with a sun protection factor (SPF)
of 30. Sunscreen is supplied by the town and supervisors can reorder sunscreen
through stores.

3.12.2

Environment Canada's Daily UV-B report

The UV index is produced for major centres across Canada, as well as holiday
destinations. The index will vary slightly from day to day with changes in the ozone
layer. Much larger variations can be seen as UV-B changes with the seasons and the
time of day.
UV-B is measured on a scale of 0 to 10, with 10 being a typical amount you would
receive on a summer day in the tropics - where UV-B is at its highest on earth. The
higher the number on the UV index, the more UV-B you will get, and the faster you'll
sunburn.
What does the UV Index mean to me?
UV Index
over 9

Category
extreme

7–9
4–7
0–4

High
moderate
Low

Sunburn Time
less than 15
minutes
about 20 minutes
about 30 minutes
more than one hour

When the UV index is over 9, UV-B is extremely strong, and you will burn in less than
15 minutes. (Sunburn times are for light untanned skin, the times would be somewhat
longer for those with darker skin.)

37

4.13 West Nile Virus Section 5.2.7, page 51
West Nile Virus (WNV) is spread by mosquitoes. Humans can become infected if they
are bitten by an infected mosquito. It is important to remember that not all mosquitoes
are infected, but you should still protect yourself by wearing long-sleeved shirts, long
pants, socks and shoes when outdoors in the evening or early morning, and using an
insect repellent that contains DEET.

4.14 Wildlife & Biodiversity
4.14.1

Coyotes

Like anything in the wild, coyotes should be respected, however, the chances of a
negative encounter is extremely low. Just seeing a coyote should not be cause for
concern. They are a normal part of the ecosystem.
 Do not turn your back on, or run from a coyote.
 Use whistles and personal alarm devices to frighten an approaching animal.
 Stand tall, wave your hands and make lots of noise. Do not stop until it leaves the
area.

4.15 Lightning
During a severe lightning storm, if you are outside, seek shelter in a building or
depressed area such as a ditch. If you’re caught in the open, crouch down with your
feet close together and your head down (the “leap-frog” position). Do not lie flat – by
minimizing your contact with the ground, you reduce the risk of being electrocuted by a
ground charge.
Keep away from telephone and power lines, fences, trees and hilltops. Never seek
shelter under a tree. Get off tractors and riding mowers and do not use metal shovels
or any grounds maintenance implement that conducts electricity. If you are in a vehicle,
stay there. Don’t stop near trees or power lines that could fall.
If swimming or in a boat, get back to shore immediately and again, seek shelter in a
building or a depressed area.
See also appendix M – Lightning
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POLICY AND PROCEDURE

The following Corporate Policies and Procedures govern your employment along with
departmental standard operating procedures and the content outlined in the Operations
and Driver handbooks issued to you upon hire.
Employees are required to read, understand and agree to abide by or apply as the case
may be, all relevant town policies and procedures. Policies and procedures are
updated from time to time and employees are expected to keep themselves current.
The most up to date copies of all policies and procedures are accessible to all staff on
the Town’s website: www.oakville.ca/townhall/policies-procedures.html and
www.oakville.ca/hr/hr-students.html
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5.1

OCCUPATIONAL HEALTH, SAFETY and WORKPLACE
VIOLENCE POLICY (HR-MNG-005)

Policy Statement






The Corporation of the Town of Oakville (town), in the performance of its
services, is responsible for promoting health and safety for the protection
of its workers and the public alike. Unsafe practices will not be tolerated.
Every worker, contract worker and sub contractor, including every person
accessing town property for services, must protect his or her own health and
safety by complying with the law and with the safe work practices and
procedures established and required by the town.
Supervisors will be held accountable for the health and safety of
workers under their supervision.
The town provides a safe and healthy workplace by supporting a formal
program of education and training; preventing accidents, workplace
harassment and violence, including domestic violence in the workplace; and
reducing injuries and occupational illness through accident investigations,
follow-up action and the recommendations of the Health and Safety
Committees.

Purpose
The purpose of this policy is to ensure that all town workplaces and facilities are in
compliance with the Occupational Health and Safety Act and regulations and that
every reasonable precaution is taken to provide for a healthy and safe work
environment. The implementation of this policy, through the establishment of
occupational health and safety programs based on shared responsibility of
management and employees will promote health and prevent workplace illness
and injuries, harassment and workplace violence.
Scope
This policy applies to all town employees (including but not limited to full-time,
part-time, students, volunteers, interns), contractors, consultants, workers and
every person accessing town property for services.
References and Related Documents
1.
2.
3.
4.
5.
6.
7.

Occupational Health and Safety Act;
Occupational Health and Safety Responsibilities Procedure;
Other Corporate Health and Safety Procedures;
Workplace Violence Procedures HR-MNG-005-002;
R Zone Procedure HR-MNG-008-001;
Ontario Human Rights Code;
Respectful Conduct Policy and Discrimination Prevention Policy and Conflict
Resolution Policy.
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5.2.1 Occupational health and safety (Policy: HS 2.1)
(1)







Policy Statement
The Corporation of the Town of Oakville, in the performance of its
services, is responsible for promoting health and safety for the protection
of its workers and the public alike. Unsafe practices will not be tolerated
Every worker, contract worker and sub contractor, including every person
accessing town property for services, must protect his or her own health and
safety by complying with the law and with the safe work practices and
procedures established and required by the town.
Supervisory will be held accountable for the health and safety of workers
under their supervision.
The town provides a safe and healthy workplace by supporting a formal
program of education and training; preventing accidents, workplace harassment
and violence, illness through accident investigations, follow-up action and the
recommendations of the Health and Safety Committees.

The following are key elements of the program:
 assignment and delegation of roles and responsibilities for the
development, implementation and maintenance of the program;
 the development, implementation, maintenance and evaluation of
policies, procedures and measures for safe working conditions;
 training, instruction and information in the contents of the program; training
will be ongoing and documented; and
 statutory and regulatory compliance.
Injury/illness analysis will identify root causes and corrective measures
will be implemented to reduce the risk of recurrences.
Responsibility
(a)
CAO/Town Manager
The CAO/Town Manager will appoint employer designates to be responsible for
developing, implementing and maintaining the health and safety program. (Refer
to Policy/Procedure HS 2.1 PCM)
(b)
Directors and Managers
Every director and manager in addition to complying with the duties imposed by law
is responsible for taking an active role in protecting the health and safety of his or
her workers.
(c)
Health, Safety and Wellness Consultant
The Health, Safety and Wellness Consultant, in addition to complying with the
duties imposed by law or contract is responsible for:
• taking an active role in the protection and promotion of the health and safety
of workers;
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•
•
(d)

performing in a timely, efficient and effective manner
responsibilities assigned under the health and safety program; and
acting as a resource for the corporation.

those

Supervisor

The supervisors, in addition to complying with the duties imposed by law or contract
is responsible for ensuring that workers:
• work in a manner and with the protective devices, measures and
procedures required by applicable act and regulation;
• uses or wear the equipment, protective devices or clothing that the
Town requires the worker to use and wear;
• also the supervisor shall advise a worker of the existence of any potential
or actual danger to the health or safety of the worker of which the supervisor is
aware;
• where so prescribed, provide a worker with instruction and procedure to
protect the worker;
• take every precaution reasonable in the circumstances for the protection of
a worker
(e)

Workers

Every worker, in addition to complying with the duties imposed by law is responsible
for:
• complying with the policies, procedures, rules, standards and
practices developed under the health and safety program;
• taking an active role in protecting and promoting the health and safety of him
or herself and others; and
• refraining from activities that may jeopardize the health and safety of himself
or herself and others.
(5)

Accountability

Every worker is accountable for the performance of the responsibilities outlined
above and to include where applicable:
• ensuring hazards are reported, identified and evaluated;
• ensuring that appropriate control measures are implemented;
• ensuring that appropriate training is provided and participated in; and
• ensuring that every worker understands his or her role and responsibilities
under the health and safety program
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5.2.2 Training and instruction (Policy: HS 2.3)
(1)
Scope
It is policy to ensure and require that all workers are familiar with the health and
safety policy, and that the fundamentals of the health and safety program to be
implemented are clearly communicated to and understood by every worker.
(2)

Purpose

This standard is developed to
ensure:
• effective communication is established and maintained with workers;
• the objectives of the health and safety policy are communicated to
and understood by workers;
• the fundamentals of the program are communicated to and understood
by workers; and
• the management commitment to on-going worker training, information
and instruction is established and maintained.
(3)
Application
This standard applies to all workers.
(4)
n/a

Exceptions

(5)

Organization
The department director shall be responsible to ensure that all workers are
made aware of the requirements to attend applicable training and instruction
sessions.
Workers are required to attend applicable training and instruction sessions
prior to commencing the duties of their employment.
Workers are responsible to attend applicable training sessions as scheduled,
and will be held accountable for applying and using the information and
knowledge they receive to protect their own health and safety.





(6)
General
(a) Documentation
Worker training and instruction will be documented. These documentation shall
be forward to and maintained by Human Resources Department
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5.2.3

Health and safety enforcement and discipline (Policy: HS 2.5)

(1) Scope
It is policy to ensure and require that the provisions of the Occupational Health and
Safety Act and Regulations, and the requirements of the program are carried out in
the workplace by all workers.
(2)
Purpose
This standard is developed to provide, promote and communicate an
effective corrective action mechanism that will assist in reducing the risk of personal
injury, and to ensure that statutory obligations are met under the Act.
(3)

Application
n/a

(4)

Exceptions
n/a

(5)
Organization
No worker will be held accountable for any act, neglect or failure to act if the worker
has not been made aware of:
• a danger or hazard;
• a contravention of the Act or Regulations;
• the applicable standards and procedures under the program; or
• if the worker has not received the training/instruction/information referred to
in section 2.5(7) of this chapter.
Workers are responsible and will be held accountable for acts; neglect or failures to
act once the requirements of section 2.5(7) of this chapter have been met.
Accountability will be governed and enforced through progressive
discipline. Progressive discipline will be initiated and may include, but not
be limited to:
• re-training;
• review of safety standards and procedures;
• verbal warning;
• written warning;
• progressive suspension; or
• dismissal.
(6)
General
All directors, managers, supervisors and workers are expected to comply with their
legislated duties and responsibilities under the Act.
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(7)




5.2.4

Training
Appropriate training/instruction/information will be provided to comply with those
duties outlined in the Act.
Workers “authorized” to carry out and apply standards and procedures under
the program are expected to comply with and properly carry out and apply their
respective assigned responsibilities.
Appropriate training/instruction/information will be provided for all authorized
workers. Note: For the purposes of this standard, a “worker” is a person
employed by the employer who performs work for monetary compensation
and would be covered as such by the Workplace Safety and Insurance Act, as
amended.

Reporting hazardous/unsafe conditions (Policy: HS 2.12b)

(1) Procedural Steps
The following steps must be followed when a worker reports to a supervisor
the absence of or defect in any protective equipment or device that may endanger a
worker, any contravention of the Act or Regulations or any hazard of which the worker
is aware:
• the supervisor shall promptly investigate the matter and correct or take steps
to correct the matter;
• if the supervisor determines that the matter is such that a worker may
be endangered, then appropriate corrective action shall be taken in a way that
does not endanger any worker;
• the corrective action or steps taken to correct the health and safety matter
shall be communicated to the worker(s) as soon as is reasonable and
practicable; and
• if for any reason the health and safety matter cannot be resolved or corrected
by the end of the work shift, this will be communicated to the worker(s) with a
date by which it will be corrected.
Reference: Sections 27 and 28 of the Occupational Health and Safety
Act.

5.2.5
(1)

Right to refuse where health and safety in danger (Policy: HS
2.13)

Scope
 It is policy to ensure that workers are provided with a safe work environment
and that hazardous or dangerous conditions are promptly corrected for the
protection of the safety of workers.
 However, where a worker refuses to work because a hazardous or dangerous
condition exists and the worker believes that condition may endanger him or
her, then an investigation will be established. The reporting and investigation
protocol will comply with the requirements of section 43 of the Act.
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(2)
Purpose
This standard and its requirements are developed to:
• reduce the potential for personal injury at the workplace;
• protect and uphold a worker’s right to refuse work that may pose a danger; and
• ensure the reporting, investigating and resolution of work refusals comply
with the statutory requirements and procedural steps outlined in section 43 of
the Act.
(3)
Application
These requirements apply to a refusal to work by a worker who has reason to believe
that a hazardous or dangerous condition exists and those conditions meet the
requirements of clauses 43(3) (a), (b) or (c) of the Act, and that condition has the
likelihood of endangering the worker or other workers.
(4)
(5)

Exceptions
n/a





(6)

Organization
Workers shall promptly report any hazardous or dangerous condition to their
immediate supervisor or to an available supervisor.
Supervisors shall promptly investigate or arrange for the investigation of the
report by a worker of a hazardous or dangerous condition that meets the
conditions outlined in sections 2.13(1) and (3) of this chapter.
Workers and supervisors are responsible, and will be held accountable for
compliance with the procedural steps outlined in this standard.
Nothing in this standard prohibits or is meant to prohibit a worker from filling a
complaint under the alleged reprisal standard (Refer to HS 2-14-b), or section
50 of the Act.
General

(a) Report
Workers shall promptly report to their immediate (or first available) supervisor the
circumstances of their refusal to work.
Supervisors shall ensure and clarify that the refusal to work is:
• health and safety related;
• not simply a concern or complaint; and
• thoroughly documented (i.e., reason to believe).
Supervisors shall ensure the worker remains in a safe place near his or her
workstation. Note: The refusing worker is not be assigned other work. No worker
is to be assigned the work activity involved in refusal.
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(b) Investigation
 Supervisors shall notify and immediately make available a worker
representative (non-management) to be present for the investigation.
 Supervisors shall ensure that the refusing worker and worker representative are
present during the investigation.
 Supervisors shall (at their discretion) request technical and special assistance
(i.e., maintenance, human resources, etc.) to investigate the work refusal.
 Supervisors shall provide all reasonable and pertinent information to the worker
during the investigation and shall, where a hazardous or dangerous condition
exists, correct that condition as soon as is practical and reasonable
given the circumstances.
 When a worker has reasonable grounds to believe that a hazardous or
dangerous condition still exists following the investigation, or following
correction of the condition, the supervisor shall:
• document the worker’s reasonable grounds;
• arrange for reasonable alternate work for the worker; and
• contact the local Ministry of Labour office immediately regarding the
continued refusal.
Note: Other workers may be asked to perform the work activity involved in
the refusal but only in the presence of a worker representative. The workers
may decline!
(7)
Training
Appropriate training, instruction and information will be provided to supervisors and
workers in this standard and its requirements. All training will be documented.

5.2.6 Occupational health and hygiene (Policy: HS 4.1)
(1)
Scope
It is policy to ensure and require that all measures and precautions reasonable in the
circumstances are taken to protect workers from exposure to hazardous materials
(biological or chemical agents), physical agents and designated substances because
of the storage, handling, processing or use of those materials, agents or substances in
the workplace.
(2)
Purpose
This standard is developed to identify, assess and control the exposure of workers
to hazardous materials, agents and substances where that exposure could affect
the health of workers. Additionally, these standards shall ensure compliance with
statutory and applicable regulatory requirements.
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(3)
Application
This standard and its requirements apply where hazardous materials, physical agents
or designated substances are present and used in the workplace, and could affect the
health of workers.
(4)

Exceptions
n/a

(5)

Organization






(6)






It is the responsibility of the department director to administer the provisions of
this standard. The department director has the authority to delegate
responsibilities under this standard where appropriate.
Workers assigned authority or responsibility under this standard are required
to carry out those responsibilities and will be held accountable for the
correct application of those responsibilities.
Workers shall work in compliance with the provisions of control programs,
control measures and procedures and practices that are developed and
implemented to control the exposure of workers to hazardous materials,
physical agents and designated substances in the workplace.
Workers shall wear and use protective equipment and devices and personal
protective equipment (PPE) required by the employer to be worn and used to
protect them from exposure to hazardous material, physical agents and
designated substances.
General
Assessments shall be undertaken to determine if the exposure of workers to
hazardous materials, physical agents or designated substances in the workplace
may affect the workers’ health.
Where workers’ health may be affected by any exposure mentioned
above, the following measures (as appropriate) shall be developed, put into
effect and maintained:
o engineering controls;
o work practices;
o hygiene practices and facilities; and
o personal protective equipment.
Provisions shall be made for monitoring the airborne concentrations of a
hazardous material and workers’ exposure to that material, where the conditions
or circumstances exist as mentioned above.
Where it is determined that any designated substance (as defined) is
present, produced, stored, used or handled in the workplace, the requirements
of the applicable regulation(s) will be carried out and maintained, specific to, but
not limited to:
o assessments (in writing);
o control programs;
o management programs;
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(7)

o safe work practices and measures; and
o the establishment of medical surveillance programs.
Where PPE is provided to, and required to be worn and used by workers, all
such equipment shall be appropriate to protect workers from exposure to the
hazardous materials, physical agents and designated substances.
Where respiratory protection is provided to, and required to be worn and used
by workers, a written respiratory protection program shall be established.
Training

Training required to carry out, apply, implement and maintain this standard shall be
provided and documented.

5.2.7

West Nile Virus Prevention Program

(1)
Scope:
It is policy to ensure and require that all measures and precautions reasonable in
the circumstances are taken to protect Town workers from exposure to West Nile
Virus (WNV) in the workplace.
(2)
Purpose
This standard is developed to identify, assess and control the exposure of workers to
West Nile Virus where that exposure could affect the health of workers. Additionally,
these standards shall ensure compliance with statutory and applicable regulatory
requirements.
(3)
Application
This standard and its requirements apply to all Town of Oakville employees who are at
risk of exposure to the West Nile Virus as a result of their work activities.
(4)

Exceptions
n/a

(5)
Responsibilities
Employer:
 Ensure Departments implement specific procedures and corrective actions to
reduce the risk of exposure appropriate with the job functions
 Ensure updated information on WNV is available to
employees
 Minimize mosquito breeding areas, such as small pools of standing water, to
prevent the spread of WNV as effectively and economically as possible, at
Town facilities and wherever possible on Town property.
 Ensure planning programs are in place that includes good work site
maintenance and protective measures for employees at risk
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Implement programs for the maintenance of ponds, etc located at Town of
Oakville facilities.
Make available appropriate insect repellent and safe use procedures.

Department Directors:
 Identify and classify jobs with potential for exposure to West Nile Virus as
a result of their work activities
 Develop safe work procedures, which address the level of risk
encountered
 Ensure that all employees are informed of risk factors associated with
WNV transmission, health effects of the virus and recommend procedures to
reduce or eliminate the risk where possible.
 Provide personal protective measures to employees, including insect
repellent, as appropriate for the level of risk.
Managers/Supervisors
 Implement safe work procedures to reduce or where possible eliminate risk
factors associated with WNV transmission, including scheduling of outdoor work
to avoid mosquito habitats at time of peak mosquito activity and
eliminating mosquito breeding sites at Town of Oakville facilities and properties,
whenever possible
 Ensure that the personal protective measures, such as insect repellent
are accessible and available to employees, and that employees are familiar with
the directions for safe use
 Encourage employees to take personal protective measures to reduce the risk
of WNV, including wearing appropriate clothing to cover exposed skin and use of
insect repellent
 Ensure that employees attend information and education sessions as
appropriate.
Workers
 Shall review information and educational material provided by the Town of
Oakville in order to become familiar with the risk of WNV exposure and apply
the protective measures recommended
 Follow safe work procedures, and use appropriate personal protective
measures, as needed for the level of risk
 Make an informed decision regarding voluntary use of insect repellent
provided by the Town of Oakville.
Human Resources/Health, Safety & Wellness Consultant
 Prepare and update information on the West Nile Virus, as needed
 Assist in the selection of personal protective measures for
employees
 Assist with the development of the policy and development of safe work
procedures
 Deliver information and training sessions, as needed.
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Joint Health and Safety Committees
 Annually review the policy and associated guidelines
 Make recommendations for the development of, or improvement to, existing
related safe work procedures, as needed.

5.2.8

Safe Work Procedures

Personal Protective Measures Outdoors
 When outdoors in the early evening to morning, when mosquitoes are most
active and likely to bite, workers are encouraged to wear light coloured, long
sleeved shirts, long pants, boots or shoes with socks.
 It is important to note that wearing long sleeved shirts and long pants, should
not create an additional risk of heat stress on hot, humid days. To avoid heat
stress light coloured, breathable clothing that allows moisture to evaporate
should be worn. Workers should drink sufficient liquids to maintain body
hydration and be aware of signs and symptoms of heat stress.
 Minimize time spent outdoors at dawn and dusk through the early evening,
when mosquitoes are most active. Some mosquitoes may also be active
during the day particularly in weedy, bushy and wooded or shaded areas.
 Use insect repellent when in areas mosquitoes are more likely to be found,
such as near woods and ravines.
Use of Insect Repellents
Repellents containing DEET are most effective. Those based on citronella
or lavender oil do not provide the same length of protection.
Use of products containing 10% or less DEET is recommended, and should
be reapplied if outdoors for more than 3 hours.
Follow the instruction on the products.
 Apply only to exposed skin and clothing. Use sparingly with just enough to
cover skin/clothing.
 Never use over cuts, wounds, sunburn, inflamed or irritated
skin
 To apply to the face, dispense repellent into your hands, rub hands together,
and apply a thin layer to face. Avoid contact with eyes and mouth.
 After applying, wipe repellent from the surfaces of palms to prevent
accidental contact with eyes, mouth and mucous membranes. Preferably, use
soap and water, if it is available.
 Wash treated areas with soap and water repellent off prior to handling food,
drink or other items that would be placed in the mouth.
 To test for sensitivity, apply the product to a small area of skin on your arm or
leg before general use.
 Stop using the repellent immediately if you experience any of the following
reactions: eye irritation, skin rash, swelling, or burning. Seek medical attention if
symptoms are severe and take the repellent container along with you.
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Avoid inhaling spray repellents and do not use any repellents near
food.
If you apply DEET-based repellent, as well as a sunscreen, be aware that the
repellent may reduce the effectiveness of the sunscreen. The products
should be applied separately approximately 15 minutes apart.
Products containing both DEET-based repellent and sunscreen should be
applied following guidelines for insect repellent.
Where operations involve small children, Town employees will not apply insect
repellents to the children. It will be the responsibility of the parent/guardian of
the child to provide the appropriate protections. Information on safe use for
children is available from Health Canada or Halton Region Health Department.
For further information on using personal insect repellents refer to the brochure
entitled Safety Tips on Using Personal Insect Repellents, April 2003 produced
by Health Canada or Protect yourself and your family from mosquito bites
produced by Halton Region Health Department.

Protection Indoors
Use fine-mesh screens on windows and doors, where available
Make sure screens fit tightly and do not have holes.
Authorities/References
Occupational Health and Safety Act
Health Canada
City of Toronto, Corporate Health and Safety
Dept. Halton Region Health Dept.
Community Health Administration, State of Maryland

5.2.9

General Safety Rules (Policy: HS 6.1)

Follow and obey all instructions, rules and signs. Report the following to
your supervisor:
• hazardous/dangerous conditions and practices;
• absence of, or defects in protective equipment or device; and
• all accidents, injuries and incidents.

Use or wear designated and approved protective equipment and devices
and personal protective equipment.
Use the right tools and equipment for the job.
Make sure you are trained and “authorized” to use or operate equipment
and machinery or to perform the job.
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Do not take chances or short-cuts, follow
procedures.
 If you are not sure about something, ask.
 Keep your work area clean and orderly.
Make sure you know what to do and where to go in the event of
emergencies. Stay alert, and always . . .

THINK!
MAKE SAFETY A HABIT NOT AN ACT!

5.2.10
(1)

Sharps disposal procedures
Scope

It is policy to ensure and require that measures and precautions for the recovery
and disposal of sharps (needles) are provided to protect workers and prevent injury
when handling.
(2)

Purpose
This standard is developed to identify, assess and control exposure to workers
discovery and disposing of sharps.

(3)

Procedures for Sharps Disposal

 Secure area (if someone is holding the needle, ask him or her in a clear calm








voice to place it carefully on a flat hard surface)
Each facility or on-road supervisor’s vehicle will be issued with, one pair of
heavy- duty gloves, tongs and a sharps container. It is the responsibility of the
supervisor to ensure such equipment is available at the facility or in the vehicle
they are driving.
The First Aid Rooms located at Town Hall and the Central Depot will each
contain one pair of heavy duty gloves, tongs, and a sharps container. It is the
responsibility of the Building Manager in each case to ensure that such
equipment is available.
Obtain the necessary equipment to safely remove and dispose of the
needle
 One pair of thick heavy-duty gloves, Tongs (optional)
 Sharps Container.
Put on gloves.
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(4)

Place an open sharps container on a flat surface, as close as possible to the
needle. Do not hold the sharps container with the other hand.
Do not try to recap the needle or reinsert it into its original
container
Being extremely careful: pick up the needle at the end farthest away from the
needle point using the tongs (if available).
Place in the sharps container with the needle tip pointing down. Close the
container and secure the lid.
Remove gloves, wash your hands with soap and water, and place the gloves
in a sealed bag marked “Biological Waste”.
Arrange for disposal at E.M.S. Services, through the Health Safety,
Wellness Consultant at x 3246.
Place the tongs in a solution of one part bleach & five parts water for 20
minutes to sterilize before re-use.
Complete the Sharps Report Form (appendix P) and process as indicated.
Injury Procedures

In the event of a needle stick injury, the employee should proceed to the
nearest hospital, walk-in clinic or doctor’s office for immediate treatment.
Normal procedures should be followed as to reporting the injury to the
foreman/supervisor and appropriate forms completed as soon as possible. Use the
Town of Oakville’s Supervisor Report of Injury.

5.2.11 Corporate Health and Safety Policy Statement
Policy Statement
 The Corporation of the Town of Oakville, in the performance of its
services, is responsible for promoting health and safety for the protection
of its workers and the public alike. Unsafe practices will not be tolerated.
 Every worker, contract worker and sub contractor, including every person
accessing Town property for services, must protect his or her own health and
safety by complying with the law and with the safe work practices and
procedures established and required by the Town.
 Supervisory will be held accountable for the health and safety of workers
under their supervision.
 The Town provides a safe and healthy workplace by supporting a formal
program of education and training; preventing accidents, workplace
harassment and violence, including domestic violence in the workplace; and
reducing injuries and occupational illness through accident investigations,
follow-up action and the recommendations of the Health and Safety
Committees.
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Purpose
The purpose of this policy is to ensure that all Town workplaces and facilities are in
compliance with the Occupational Health and Safety Act and regulations and that
every reasonable precaution is taken to provide for a healthy and safe work
environment. The implementation of this policy, through the establishment of
occupational health and safety programs based on shared responsibility of
management and employees will promote health and prevent workplace illness and
injuries, harassment and workplace violence.
Scope
This policy applies to all Town employees (including but not limited to full-time, parttime, students, volunteers, interns), contractors, consultants, workers and every
person accessing town property for services.
Goals and Objectives of Health and Safety Program
 The Corporation of the Town of Oakville acknowledges its duty and
responsibility to provide and maintain a healthy and safe workplace for all
workers.
 The company recognizes that an effective health and safety program, and
communication of that program to all workers, is sound business practice and an
important indicator of leadership and managerial performance.
 Our goal is to reduce the risk of injury/illness to workers. The following are
key elements of the program:
o assignment and delegation of roles and responsibilities for the
development, implementation and maintenance of the program;
o the development, implementation, maintenance and evaluation
of policies, procedures and measures for safe working conditions;
o training, instruction and information in the contents of the program;
training will be ongoing and documented; and
o statutory and regulatory compliance.
 Training will be ongoing and documented.
 Injury/illness analysis will identify root causes and corrective measures will be
implemented to reduce the risk of recurrences.
 The directors and officers are committed to health and safety in the workplace,
and the well being of all workers. Health and safety is the shared commitment
and responsibility of us all.
Visitor/Customer Policy
It is our policy to protect the personal health and safety of all visitors and
customers while on or about our premises.
A workplace can pose hazards for those unfamiliar with its environment.
Therefore, we ask that you follow and obey these basic rules while you are with us:
 You must always be accompanied by an employee.
 Follow and obey all instructions, rules and signs.
 Footwear should be sensible and sturdy.
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5.2.12

Wear required personal protective equipment as requested and
provided.
Stay out of restricted areas.
No smoking inside building facilities.
Do not touch or operate any machine, device or equipment.
While walking through the facility be aware of traffic.
In the event of a fire or other emergency stay with your employee escort
and follow their instructions.
Report any injury immediately, no matter how minor.

Workplace Hazardous Materials Information System
(WHMIS) — Instruction and training (Policy HS: 5.3)

(1) Scope
It is policy to ensure that workers who work with a hazardous material or are exposed
to a hazardous material, participate in and are provided instruction and training in
hazardous information regarding product use, storage and handling.
(2)
Purpose
This standard and requirements are developed to ensure
statutory/regulatory compliance and to reduce the risk of worker exposure,
injury or illness.
(3)





(4)
n/a
(5)

Application
This standard and requirements apply to all workers who work with, are
exposed to or are likely to be exposed to a hazardous material (as defined in
subsection 1(1) of the Occupational Health and Safety Act).
“Hazardous material” means a biological or chemical agent named or
described in the regulations as a hazardous material.
Every controlled product is designated as a “hazardous material” under section
2 of Regulation 860 (WHMIS).
Exceptions





Organization
It is the responsibility of the department director to ensure that the application of
the requirements of this standard are carried out.
The department director may authorize delegation of responsibilities
under this standard.
Workers who receive instruction and training under this standard are
responsible for using that information to protect their health and safety.
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(6)
General
The instruction and training provided to workers will include:
• the contents required, and the purpose of the information contained on a:
• supplier label;
• workplace label; or
• material safety data sheet (MSDS);
• procedures for the safe use, storage, handling and disposal; and
• procedures to be followed in the case of an emergency involving a
hazardous material.
The instruction and training program will be developed and implemented in
consultation with the committee.
Workers’ familiarity with the instruction and training will be reviewed on an annual
basis. The review for each worker will be documented.
(a)
Documentation
Attendance and participation in instruction and training sessions is mandatory and
will be documented.
Meaning
W
H
M
I
S

Workplace
Hazardous
Materials
Information
System

What is W.H.M.I.S.
W.H.M.I.S. is a Canada-wide system designed to give workers information about
hazardous materials used in the workplace. Under W.H.M.I.S. there are three ways in
which information on hazardous materials is to provided to workers:
1. Labeling of hazardous materials.
2. Material Safety Data Sheets (MSDS) to supplement the label with detailed
precautionary information.
3. Worker workplace training programs.
The supplier of the hazardous material provides the labels and data sheets to the
employer. The employer is responsible for giving this information to the workers and
providing the training.
Why was W.H.M.I.S. developed
Prior to the introduction of W.H.M.I.S. information on hazardous materials in the
workplace was often incomplete, inconsistent or not available at all. This meant that
employers and workers were often unaware of the hazards of a material in the
workplace and of the safe handling precautions.
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How is W.H.M.I.S. put into effect
W.H.M.I.S. was put into effect by a combination of federal and provincial laws. It
became effective across Canada on October 31, 1988. W.H.M.I.S. applies to all
industries and workplaces covered by the Occupational Health and Safety Act.
Responsibilities under W.H.M.I.S. legislation
Responsibilities of the Suppliers
 Must properly label hazardous products
 Must supply current data sheets (MSDS) for each hazardous product
Responsibilities of the Employers
 Must use properly labeled products
 Must make data sheets (MSDS) available to workers
 Must ensure all workers receive training on how to use this information
Responsibilities of the Workers
 Must attend W.H.M.I.S. training sessions
 Must apply knowledge gained to protect themselves and others when
working near or with hazardous materials

5.2.13
(1)

(2)

(3)

Protective headwear (Policy/ Procedure HS: 4.3.1)
Purpose: To protect employees, contractors, volunteers and visitors
(hereinafter referred to as workers) from a head injury resulting from overhead
hazards, side impact hazards and to ensure compliance with the Occupational
Health and Safety Act and Regulations 851 and 213 respecting protective
headwear in the workplace.
Applicable legislation:
OH&S Act, Sections 1, 25, 27 &
28
OH&S Act, Regulations for Construction Projects, Sections 21 &
22
OH&S Act, Regulations Industrial Establishment, Sections 79, 80 & 137
Responsibilities:
1. Workers are required to wear approved protective headwear whenever
directed to do so by their supervisor. Supervisors will oversee compliance
with the protective headwear procedure.
2. Every worker shall wear protective headwear at all times when on a
construction project.
3. Workers performing functions or entering work areas which may expose
them to hazards of head injury shall wear approved protective headwear as
required by the workplace or supervisor.
4. Workplaces where the worker is required to wear approved protective
headwear shall include but is not limited to:
• Designated construction sites;
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• Work areas where there is exposure to head injury from impact and/or
flying or falling objects (i.e.; Overhead crane or hoist operations, tree
trimming operations);
• Job-sites where explosive-actuated tools are
used;
• Working with or adjacent to persons working
overhead;
• Performing work in a confined space below
ground
• Where there is a reasonable foreseeable risk of head
injury.
5. Head protection must be worn by every employee, volunteer, or
visitor:
• Working on or adjacent to a road
project,
• Working within 10 feet of any primary
roadway,
• Engaged in tree trimming or other similar operations that
requires overhead work,
• Working with or adjacent to persons working
overhead,
• Using or operating any type of power tool or power device above
shoulder height
• Working under a vehicle,
• Performing work in a confined space below ground and or subjected
to overhead hazard,
6. All workers must have their protective headwear readily available should the
need arise through job changes or working conditions
7. If a disagreement exists as to the requirement for head protection, the worker
shall wear the protective headwear until an investigation by the Joint Health
and Safety Committee in consultation with the Health, Safety and
Wellness Consultant indicates otherwise.
8. Firefighters: A firefighter who is exposed to the hazard of head injury while
carrying out his/her duties on an emergency call shall use protective headwear
that meets or exceeds the Firefighters Protective Equipment, Ont. Reg. 714/94
or as amended.
(4)

Maintenance and care
1. Inspect your protective headwear on a regular basis. If the shell is
found to have a crack, dent or penetration, the protective headwear should
be replaced. If the suspension has torn or broken threads, obtain a
replacement suspension or a new protective headwear.
2. There is no minimum time limit for the mandatory replacement of
protective headwear. If the protective headwear is in good condition, it is
considered to be functional.
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3. Protective headwear should not be painted, as this may reduce the
protection factor offered by the protective headwear.
4. Protective headwear should be cleaned according to manufacturer’s
instructions. Headwear if still in good condition maybe cleaned with a
manufacturer recommended disinfectant and rinse with water and allow to
dry.
5. Protective headwear should not be placed on the rear window shelf of a
vehicle. Heat build-up through a glass window from sunlight may adversely
affect the protection offered. In cases of emergency stops or accidents, the
headwear may become a hazardous missile.
6. Chin straps must be used to ensure protective headwear remains on while
an employee is bending over to perform work. Chin straps used on Class E
headwear should not be drawn over the brim or peak because the strap if
in contact with a live electrical conductor, may allow current to flow from the
conductor to the user.
7. Winter liners intended for use in protective headwear should be
flame resistant.
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PREAMBLE
The Town of Oakville (the “Town”), strives to maintain the highest level of public
confidence in all aspects of the organization. The Town is also proud of its heritage
and the services it provides to members of the Oakville community. Underlying all
that the Town does and strives to do are its core values of accountability, dedication,
honesty, innovation, respect and teamwork. It is only through the commitment and
effort of our staff that excellent quality of services and achievement of our core values
can be maintained in this level of government.
As the Town’s most valuable and significant resource, our Employees are expected
to demonstrate the highest standard of ethical behaviour, being above reproach,
trustworthy and able to withstand public scrutiny. This means we must adhere to the
highest standards of personal and professional competence, integrity, and impartiality
and must perform our duties in a manner that recognizes a fundamental commitment
to the well being of the community.
1. Our Values
This Code has been prepared to reflect our core values.
Accountability—We deliver what we promised. We are accountable for our own
actions and results. We are accountable for the efficient and effective use of public
funds.
Dedication—We willingly take on responsibility. We are committed to serving our
community. We take initiative and we take on our share of the work.
Honesty—Each of us demonstrates personal integrity, truthfulness and honesty in
how we do our job. We inspire public confidence and trust in our government.
Innovation—We pursue innovation by being creative, showing initiative and taking
risks. We encourage employees to exercise judgment in meeting customer needs.
Respect—We value an open, respectful and inclusive workplace. We value the
cultural and social diversity of our community. We make it possible for every resident
to participate in our community, and in our government.
Teamwork—We act as a team. We demonstrate high levels of trust and
cooperation. We collaborate across departments to achieve our goals. We work in
partnership with our community.
2. Definitions
Appointed Official: Includes an individual placed in a position with the Town without
election and who is not an Employee.
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By-law: A regulation adopted by the Town for the government of its members and the
regulation of its affairs or a local ordinance.
Chief Administrative Officer (“CAO”): Means the Chief Administrative Officer (CAO)
of
The Corporation of the Town of Oakville, or designate.
Confidential Information: Includes information of any customer, supplier or
business that works with or for the Town; items under litigation, personal matters,
including Personal Information; items under negotiations; information supplied in
support of a license or other applications etc., where such information is not part of
the public domain; and information designated as confidential by Council of the
Town. Confidential information also includes the meaning of “confidential” and
“confidential item” as found in the current By-Law.
Elected Officials: Includes Council, Head of Council, Councillors, and any other
members of the Town who are elected to an office.
Electioneering: Means to work for the:
a) election of a candidate or party in connection with any form of elected
office; and/or b) promotion of a cause in connection with any issue.
Employee: Includes an individual employed by the Town, including those
employed on a personal services contract, and volunteers but does not include
Elected Officials.
Family Member: Means a spouse or partner of the Employee, a child or parent of the
Employee or his or her spouse.
Non-Pecuniary Interest: Includes family relationships, friendships, position in
associations and other any interest that does not involve financial gain or loss.
Political Activity: Includes activities to:
a) raise and contribute money to campaigns with an aim to advance any
individual’s or groups’ interest; and
b) campaign for an individual, group or furtherance of any issue.
Pecuniary Interest: Includes an interest that an individual may have in a matter
because of a reasonable likelihood or expectation of appreciable financial gain or
loss for the individual, or another person with whom the individual is associated.
Such interest may include a fee, commission or other compensation paid or payable
to any person or business. Associated persons include Family Members, partners
and employers. Pecuniary Interest also includes a direct or indirect pecuniary
(monetary) interest within the meaning of the Municipal Conflict of Interest Act.
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Personal Information: As defined in s. 2(1) of the Municipal Freedom of Information
and Protection of Privacy Act, R.S.O. 1990, c. M.56, (“MFIPPA”), is recorded
information about an identifiable individual, and includes,
(a) information relating to the race, national or ethnic origin, colour,
religion, age, sex, sexual orientation or marital or family status of the
individual,
(b) information relating to the education or the medical, psychiatric,
psychological, criminal or employment history of the individual or
information relating to financial transactions in which the individual has
been involved,
(c) any identifying number, symbol or other particular assigned to the
individual, (d) the address, telephone number, fingerprints or blood type
of the individual,
(e) the personal opinions or views of the individual except if they relate
to another individual,
(f) correspondence sent to an institution by the individual that is implicitly
or explicitly of a private or confidential nature, and replies to that
correspondence that would reveal the contents of the original
correspondence,
(g) the views or opinions of another individual about the individual, and
(h) the individual’s name if it appears with other personal information
relating to the individual or where the disclosure of the name would reveal
other personal information about the individual.
Town Assets/Property: Includes all property of the Town including equipment,
financial assets, land, vehicles, material, documents, whether in hard or
digital/electronic form, inventories, tools, electronic equipment, computers, electronic
mail, internet services, information and work time.
3. Interpretation and Application
 In recognition of the Town’s core values and the importance of continuity of
minimum standards in demonstrating our values, this Code of Conduct (the
“Code”) has been developed. The Code clarifies the Town’s expectations of its
Employees and re-affirms its commitment to our community, service excellence
and maintaining fiscal responsibility on behalf of the public. It establishes clear
and reasonable standards of conduct expected of all Employees and provides
guidance in the determination of appropriate conduct in the workplace.
 The Code is a compilation of principles contained in various Town documents
and departmental policies, plans and practices. This Code is meant to
support, but not replace, the use of good judgment regarding personal and
professional conduct. The absence of a specific policy or regulation does not

66










relieve any employee from the responsibility to exercise the highest standards
in those situations.
Nothing in this Code is intended to conflict with the Town’s obligations under
various collective agreements or employment contracts. It also does not alter
other rules of conduct some Employees may have as part of their professional
affiliation (i.e. accountants, building officials, engineers, human resource
professionals, planners, etc.). It is intended to augment and apply concurrently
with those professional affiliations.
Policies referred to in the Code will take priority in the event that there is any
doubt as to their consistency with the Code. In addition, the Town may issue
corporate policies and procedures that will provide further guidance for
compliance with this Code.
Individual Department Heads may, at their discretion, augment these
standards with specific departmental policies to apply to individual
Employees, groups of Employees or all Departmental Employees. When
this is done, it shall be in writing with a copy to the Chief
Administrative Officer, (“CAO”), and to the Director of Human Resources and
will be subject to prior approval of the CAO and Director of Human Resources
before the standards will be enforced.
For a comprehensive understanding of the standards of conduct that are
required it is necessary that this Code be read as a whole rather than rely on
individual provisions in isolation.

4. Severability
The provisions of this Code are severable and if any provision, section or word is held
invalid or illegal, such invalidity or illegality will have no affect or impair the remaining
provisions, sections or words.
5. Authority
 This Code is authorized by the Council of the Town of Oakville. The CAO, as
authorized by general resolution of Council, may issue supplemental
standards and instructions with respect to the application and administration of
the Code.
 Matters requiring interpretation of the Code are to be referred to the CAO and/or
the Director of Human Resources.
6. Scope
This Code applies to all Employees of the Town.
7. Enforcement of the Code of Conduct
 It is the responsibility of all Supervisors, Managers, Commissioners,
Department Heads, and the CAO, or his or her designate, to ensure that
Employees receive adequate and appropriate information about this Code
along with a copy and any schedules or amendments. Supervisors,
Managers, Commissioners, Department Heads, and the CAO shall, to the best
of their ability, ensure that the Code is followed.
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The CAO and the Head of Council, or their designate, will also review the
Code on a regular basis at least once every four (4) years, to ensure that it
continues to reflect the needs and responsibilities of the Town’s Employees
and administration.
Each Employee shares the obligation of ensuring compliance with the Code.
They are required to address any situations of existing or potential noncompliance with the Code that they suspect or become aware of. For further
information on the escalation procedures please see Section 27 below.

8. Non-Compliance
A violation of the Code may result in, but is not limited to, any one of the following
responses:
a) Coaching;
b) Verbal or written warnings;
c) Suspension with or without pay;
d) Dismissal for just cause;
e) Removal from volunteer positions with the Town;
f) Notification sent to professional associations; and/or
g) Such other action or penalty as may be appropriate or permitted by law
under the circumstances.
The appropriate response for non-compliance with the Code shall, in the normal
course, be determined by the Department Head or, in situations where the
alleged violation has been committed by the Department Head, or Commissioner,
by the CAO, or his or her designate.
9. Corporate Responsibility
The Town will support Employees in understanding their individual and collective
roles in adhering to the Code.
10. Personal Responsibilities and Obligations
Compliance with the Code is a condition of employment. It has been designed
to promote compliance with numerous laws and regulations that apply to
employees working in a municipality. With this goal in mind, we have outlined
the following general expectations. Everyone must strive to:
a) Uphold laws of all levels of government, and avoid situations where they may
become a party to a breach, evasion or subversion of the law;
b) Conduct themselves in a manner that promotes the Town’s reputation
and ensures continued confidence in the Town system of government;
c) Treat all persons honestly and fairly, and with proper regard for their rights,
entitlements, duties and obligations, and at all times act responsibly in the
performance of their duties;
d) Be professional and courteous with their fellow Employees, Councillors and
the public and resolve any work related disagreements in a mature manner,
based on reasonable expectations;
e) Advance the common good of the community;
f) Carry out their duties in a fair, impartial, and transparent manner;
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g) Promote the health and safety of others;
h) Avoid using their position improperly for personal advantage;
i) Avoid using insider information, internal protocols or procedures for personal
gain;
j) Resolve any conflict between personal interests and public duty in favour of
the public interest; and
k) Ensure that they take all steps to ensure that Personal Information and
Confidential Information obtained in the course of their employment or
office is safeguarded and protected in accordance with the MFIPPA, or as
required by other laws.
It is management’s responsibility to administer and re-enforce the Code and to
demonstrate by example the obligations under this Code. It is also the duty of
management to investigate suspected violations and apply the appropriate response.
Management must treat employees in a fair and equitable manner.
We ask that Employees commit to uphold the values of our Code by confirming in
writing on an annual basis that they have been given a copy of the Code, have read,
understood and accepted the Code.
11. Behaviour and Professionalism
 Town Employees interact with clients in receipt of municipal services or
programs, community agencies, contractors, suppliers, and the general public
on a daily basis. It is through our professionalism, courtesy and objectivity in
these interactions that we can all ensure we achieve respect for one another.
 Our Employees are viewed as ambassadors of the Town and are expected
to reflect a professional image at all times, whether on or off duty. We do
this by being conscious of the Town's public duty and by conducting
ourselves with the highest degree of moral, and ethical behaviour and
integrity. This is also particularly important when the Employee is wearing a
Town uniform or any item of clothing with the Town’s logo, including outerwear.
Employees are not permitted to wear Town designated uniforms outside of
working hours at personal events or events unrelated to their official duties with
the Town.
 Employees must also be professional and courteous with one-another.
Improper behaviour in the workplace has a negative effect on others and the
public. Examples of improper behaviour include excessive noise, inappropriate
office decorations, potentially offensive pictures and jokes, profanity,
demonstrating little or no respect for personal belongings, and engaging in
conduct or behaving in such a way as to negatively impact the Town’s
reputation.
12. Workplace Safety
 Workplace safety is a shared responsibility of all Town Employees. Managers
are responsible for ensuring that Employees are aware of any potential work
hazards, are trained in safe work practices and comply with safety and health
laws, rules and regulations of Ontario. All Employees are to take every
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reasonable and necessary precaution to ensure their personal safety and
health as well as that of their colleagues.
At any function or event sponsored by the Town at which alcohol is served, the
Town’s Alcohol Policy and Procedure must be adhered to. The most senior
Manager hosting the event is to ensure that all applicable permits have been
obtained and that safety is maintained.

13. Use of Town Property
 Town Property should only be used by an Employee to perform work
related duties and responsibilities or for community activities which are
supported by Council.
 Town Assets/Property are to remain on Town property at all times unless it is
necessary to take the items off site in order to perform the Employee’s job.
Where Town Assets/Property are in the care of an Employee, the items must
be protected and kept secure at all times.
 The Town’s electronic networks are corporate assets and Employees
must be aware that communications over the Town’s electronic
networks are not to be considered private communications.
 As an Employee you must not under any circumstances, misuse funds,
property or other Town Assets/Property or knowingly assist another person to
do so. The intellectual property rights in any work produced by an Employee
in the course of employment at the Town are the exclusive property of the
Town. In addition, software piracy, defined as using any unlicensed copy of a
software package that has not been purchased for municipal purposes, is
prohibited. This includes taking a copy of a licensed software package for
personal use or passing a copy on to another person for their use.
 Upon departure from employment all Town drawings, correspondence,
documents and all other Town Assets/Property which are in the individual's
possession or control will be returned to the Town, unless otherwise
purchased from the Town. With written consent from their direct Manager,
Employees may retain samples of their work.
14. Insider Information
Through your work you may sometimes be privy to Confidential Information and
Personal Information concerning the affairs of the Town, Employees, Elected Officials
or members of the community. You are not to discuss or pass on insider information
unless the exchange is necessary for a specific business purpose of the Town.
Adherence to this practice will reduce the chances of inadvertent releases of
information.
15. Confidential Information/Personal Information
Many Employees will have access to Confidential Information and Personal
Information by reason of their duties and responsibilities with the Town. Employees
must all respect such information and must ensure it is safeguarded from
unauthorized disclosure or access. Such information must be protected from any
unauthorized disclosure in accordance with this Code and in accordance with the
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provisions of the Municipal Freedom of Information and Protection of Privacy Act.
Confidential Information and Personal Information may only be used or transmitted in
order to permit the Employee to perform the duties and responsibilities associated
with his or her position and where disclosure is necessary and proper in the
discharge of the Town’s functions.
Where an Employee is unsure whether the information is confidential or personal
and before making any release, please contact your Manager or the appropriate
Department Head who will then determine whether such information is confidential
and/or refer the matter to the Town Clerk, Town Solicitor or CAO, or his or her
designate.
16. Release of information to Elected Officials
Employees shall provide information to Elected Officials in accordance with the
Town’s Policy, Request for Information from Staff by Individual Members of Council,
or any other relevant Town policy and procedure.
17. Media Relations
The media play an important role in providing the public with news and information
about the Town, and in reporting on the public's views and opinions of the Town.
Media inquiries should be referred to Strategy, Policy and Communications who will
respond directly on behalf of the Town or refer the individual to the appropriate
departmental spokesperson. If a message is received from a reporter, departments
will notify Strategy, Policy and Communications in a timely manner to accommodate
publication deadlines.
18. Political Involvement and Activity
a) Running for Public Office
 Employees may exercise their civic right to run for public office, in accordance
with legislative requirements.
 Where an Employee wishes to run for Town Council in Oakville, he or she must
first seek a leave of absence for the period between the day the Employee is
nominated and ending on voting day, pursuant to subsection 30(1) of the
Municipal Elections Act, 1996. If the Employee is elected, he or she will be
understood to have resigned from their employment with the Town immediately
before taking his or her elected seat on Council, pursuant to subsection 30(4) of
the Municipal Elections Act, 1996.
b) Involvement in Political Campaign
 Employees are entitled to exercise their right to support or be involved in the
political campaign of a municipal, provincial or federal candidate or party,
provided they do so on personal time and do not hold themselves out as
representative of the Town. However, Employees must be and appear to be
politically neutral in their official duties in order to sustain public trust in local
government.
 Employees are permitted to participate in Electioneering, canvassing or
actively work in support of a political candidate or party provided they do so
outside of normal working hours, or during an authorized leave of absence
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c)



d)

without pay for this purpose, by using lieu time, adjusted work week time, float
day or vacation time. Such activity must be as a citizen and not as, or appear
to be as a representative of the Town. Examples of campaigning include
telephone and e-mail solicitation, distribution of brochures, the display of
campaign signs and the wearing of candidate buttons.
To maintain a positive public opinion of the Town, Employees are expected to
avoid expressing their personal views on matters of political controversy or on
Town policy or administration if the comment is likely to impair public
confidence in the Town. If there is any doubt about whether a statement is
appropriate, Employees should contact their Managers for further discussion.
Membership on Boards or Committees
The Town encourages Employees to take part in community activities.
However, it is important to bear in mind that such service may, at times, place
the individual in a real or perceived conflict of interest situation. As a member
of a community board or external committee, the Employee must continually
assess their involvement and expected decision-making responsibilities in light
of their employment with the Town. It may be necessary to resign from a board
or committee if that body has a direct role with the Town.
To ensure the existence and appearance of objectivity, Employees should
not participate in decisions or votes that would create, or be seen to
create, a conflict of interest as outlined in section 23 of this Code.
Political Contributions
Employees must not use Town funds, goods, services, or Town
Assets/Property to make political contributions.

19. Hiring Family Members
In general, the fact that a potential Employee is related to an existing Employee
neither prejudices nor advances that person’s hiring prospects, where the new
Employee will not be supervised directly or indirectly by the related Employee. For
further information on the Town’s policy in respect to hiring and employing Family
Members please refer to Human Resource Policy Number HR-RCT-001.
20. Work of a Personal Nature
Employees in positions of authority shall not require other Employees to perform
work of a personal nature.
21. Professional Conduct
Employees are expected to maintain a standard of integrity above challenge in all
business relationships both inside and outside the Town. All business relationships,
including those with suppliers, contractors and consultants, must be kept at arms
length so as not to create an impression of impropriety.
22. Product Recommendation
Employees will not recommend specific brand name products, services or suppliers in
their capacity as Employees of the Town or in circumstances where it might be
inferred that the Town had endorsed such products, services or suppliers.
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23. Conflicts of Interest
 Even the slightest impression of impropriety or conflict of interest can have a
devastating effect. Employees are encouraged to familiarize themselves with the
types of situations that could give rise to a perception of a conflict of interest and
to handle themselves accordingly. The avoidance of actual and perceived
conflicts of interest is essential to ensuring we fulfill our obligations to the public
and each other. Employees must report any real, potential or perceived conflict
of interest situation to their Manager.
 Conflicts of interest must be reported, in writing, by completing the attached
Notification Form
 (Appendix A), and the matter will be referred as necessary.
 A conflict of interest may exist where an Employee or his or her Family Member
has a Pecuniary Interest or Non-Pecuniary Interest in a contract or proposed
contract with the Town, interest in a property matter, and where the Employee
may or may be seen to influence the decision made by the Town with respect to
the contract.
 Similarly, a conflict may exist where the Employee could influence the
decision made in the course of performing his/her job duties, and also where
he or she could influence the decision through exerting personal influence
over the decision-maker, which results or appears to result in:
o an interference with the impartial exercise of an Employee’s
duties and responsibilities for the Town; or
o a gain or an advantage by virtue of an Employee’s position with the Town.
Some common examples of areas of potential conflicts of interest include the following:
a) A personal bid is made on the sale of municipal property or goods, except
those bids disposed of at public auction;
b) Employees engage in private employment or render services for any
person or corporation that has or may have business dealings with
the Town;
c) Using one’s position or knowledge to influence an approval process for direct
or indirect personal gain. The choice of suppliers of goods and services to the
Town must be based on competitive considerations of quality, price, service
and benefit to the Town, and must comply with its policies. Contracts must be
awarded in a fair and legal manner and are subject to the established
Tendering and Purchasing By-Law;
d) Where Employees or their Family Members sell goods, materials or services to
the Town without prior express written approval by the CAO or his or her
designate; and
e) Any conduct which may interfere with the best interests of the Town or the
independent exercise of judgment.
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In general, Employees should consider all of the following factors in making business
decisions:
Is this legal?
Is this fair, ethical and moral?
Would the Town’s reputation be negatively impacted if this situation
became public knowledge?
Would members of the community, fellow Employees or third parties
perceive this situation as a conflict of interest?
If a potential conflict exists the individual must advise their Manager, Department Head,
the CAO, or their designate of the situation. Please see Appendix “A”.
24. Gifts and Benefits
a) Acceptance of Gifts and Benefits
In order to preserve the image and integrity of the Town, gifts and benefits are not
to be accepted. This general prohibition on accepting gifts exists whether or not it
was solicited or offered by an individual or business.
b) Exceptions
The Town recognizes that moderate hospitality is an accepted courtesy of a business
relationship. Accordingly, incidental gifts, hospitality or other benefits associated with
an individual’s official duties and responsibilities may be accepted provided that such
hospitality or other benefits:
a) are appropriate, a common expression of courtesy or within the normal
standards of hospitality;
b) do not put the recipients in a position where they may be or be seen by
others to have been influenced in making a business decision as a
result of accepting such benefits;
c) the frequency and scale of benefits accepted should not be greater
than the Employee’s Department Head would allow to be claimed on
an expense account if it were charged to the Town;
d) would not compromise the integrity of the Town; and
e) the Department Head or CAO, or their designate are notified of the
receipt of any and all gifts or benefits using the attached Notification
Form (Appendix A).
The Town recognizes that from time to time gifts will be donated for special Town
events, charitable events or municipal functions. This practice may be reasonable
provided that the gifts are publicly acknowledged and approved by the Department
Head and/or CAO, or their
designate in advance of the receipt of the donated gift. Approval must be
obtained using the attached Notification Form (Appendix A).
In order to preserve a neutral purchasing policy, Town staff must comply with the
Tendering and Purchasing By-law.
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c) Hospitality Extended
 The occasional hospitality for entertainment for business contacts may occur.
Such practice may be acceptable provided it can be shown that the interests of
the Town will be advanced. Such activities must be moderate and reasonable,
both in cost and nature, with Town participants
 being fully aware of the business aims involved and provided that at all
times the image and integrity of the Town are protected.
 In all cases regarding Employees, the Employee’s Department Head,
Commissioner or CAO, or their designate must be notified in advance of
participating in such business hospitality and/or business by utilizing the
attached Notification Form (Appendix A).
 In all cases, Employees should ask themselves:
Would I be uncomfortable disclosing this gift/benefit/hospitality to my
manager?
Is the gift/benefit/hospitality being offered to me in exchange for a favour or
benefit?
25. Other Employment
Employees work hard and are dedicated to ensuring the Town’s success in meeting its
goals in the community. To ensure continued commitments to service levels,
Employees are expected to avoid other employment, business activity or other
undertakings:
i) while on duty;
ii) that interferes with the performance of his/her duties for the Town;
iii) that creates a conflict of interest (see Section 23 of this Code);
iv) that is in conflict with a by-law, policy, plan or objective of the Town or that
is in any way contrary to the interests of the Town; or
v) from which the individual derives some form of benefit by virtue solely of
his/her employment with the Town.






Other employment means working for another employer, or being selfemployed, or working for charitable or volunteer organizations which results in
receiving or being eligible to receive profit, payment of compensation or other
benefit from that employer or charity.
If the individual is unsure as to whether or not the carrying out of any other
employment, business activity or other undertaking would create an interference,
conflict or improper benefit, the individual must seek guidance from his or her
Manager, Department Head, Commissioner or CAO, or their designate.
Examples of inappropriate forms of other employment may include, but are not
limited to, situations similar to the following:
An Employee holds a real estate broker's licence. He/she makes or
receives calls from clients or escorts clients on site visits during his/her
normal working hours.
Although, in his/her capacity as an Employee, an Employee has occasional
dealings with a local contractor, the Employee seeks to act as a
subcontractor to that contractor.
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An Employee who works late into the evenings on a second job consistently
arrives late at his/her job with the Town and/or his or her performance is
below the acceptable level.
An Employee absent from work on an approved leave of absence and
engages in work unrelated to the purpose for the leave.
26. Freedom from Reprisal
All individuals will be guaranteed freedom from reprisal, harassment or other
discriminatory practice as a result of exercising their obligation to report a breach or
suspected breach under any section of this Code, subject to Section 27(d).
When a violation or suspected violation of this Code is reported and an investigation is
initiated:
1) The identity of the complainant or reporting individual will be kept
confidential, except as permitted or as may be required by law;
2) Retaliation will not be tolerated where reporting of a potential violation of the
Code is made in good faith;
3) If retaliatory action occurs, the Employee should report the action to their
Manager, Department Head, Commissioner, the CAO, or their designate;
4) Individuals violating the Code will receive the appropriate response in
accordance with section 8 and/or the relevant terms of a collective agreement
and may also be prosecuted criminally, and/or subject to civil proceedings.
27. How to Report Violations of the Code and/or Reprisal
 Where a violation or a suspected violation of this Code occurs, a complaint
may be made, orally or in writing, to the Department Head, the Director of
Human Resources or CAO, or their designate or in the case of the CAO, to the
CAO Review Committee or relevant body If the concern is reported directly to
the Director of Human Resources, the Director shall ensure that the
Employee’s Department Head is notified immediately.
 When such concerns are brought forward, the issue(s) will be treated seriously
and in confidence and will be investigated within five (5) business days from
the date the concern has been raised.
 In all cases, the Director of Human Resources shall be promptly notified of
actual or suspected breaches of the Code.
 It must be clearly understood that anonymous, unfounded and/or malicious
allegations will not be tolerated and if the initiator of such allegations is
identified, appropriate disciplinary action will be taken.
28. Revisions
Council may, in its discretion and through a resolution of Council, augment or amend
the Code. APPROVED by the COUNCIL of the TOWN OF OAKVILLE on the 5th day
of May 2008.
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5.4

Accessibility Policy MS-ACC-001

Policy Statement
The Corporation of the Town of Oakville (hereinafter referred to as the town) is
committed to eliminating barriers and improving accessibility for persons with
disabilities to afford equal opportunities and the provision of integrated programs
and services where possible, in a manner that respects dignity and independence.
Purpose
This policy is intended to address the requirements of the Accessibility for
Ontarians with Disabilities Act, 2005 (AODA) and related standards and
regulations introduced under the legislation, ensuring that persons with
disabilities are provided equal opportunities and standards of service.
This policy enables the implementation of procedures to ensure compliance with
accessibility standards under the AODA as listed below:
a) Accessible Customer Service
b) Accessible Information and
Communications c) Accessible
Employment
d) Accessible Transportation
e) Accessible Built Environment (Design for Public Spaces)
The established procedures shall ensure compliance by recognizing the use
of assistive devices, support persons, service animals and other accessible
means.
Scope
This policy applies to Members of Council, Members of Boards and Committees,
all town employees as well as volunteers, agents, contractors, third parties or any
other individuals who interact with the public or other third parties, who represent
or act on behalf of the Corporation of the Town of Oakville in any manner. It also
applies to services, facilities and properties owned or operated by the Town of
Oakville.
The town shall incorporate accessibility criteria and features when procuring or
acquiring goods, services or facilities, except where it is not practicable to do so.
References and Related Documents
Ontarians with Disabilities Act, 2001
Accessibility for Ontarians with Disabilities Act, 2005
Ontario Human Rights Code
Town of Oakville accessibility plans
Accessible Customer Service Procedure
Accessible Information and Communications procedure
Accessible Employment procedure
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Planning Accessible Meetings Procedure
Accessible Transportation procedure
Ontario Regulation 562 under Health Protection and Promotion Act
Ontario Regulation 31/05 Food Safety and Quality Act 2001
Dog Owner’s Liability Act
Town of Oakville Purchasing By-law
Other accessibility standards as enacted.

5.5

Use of Town Vehicles, Equipment and Facility Resource(s)
Procedure A-BMG-002

Purpose Statement
This procedure defines the standards and guidelines for the acceptable
use of town vehicles, equipment and facility resource(s) (town
resource(s)).
Scope
This procedure applies to all users of town resources, including but not limited
to, elected officials, employees, contractors, consultants, volunteers, students
and interns and any other individual with authorized access and use of the
town resource(s).
Procedure
Access and Security
 Town resource(s) are to be used by trained and licensed employees or
other authorized users, as required, for the purpose of work related
activities based on job function.
 Town resource(s), except those which employees are authorized to take
home, are to be stored and secured overnight on town properties in
designated areas.
 Town resource(s) are not to be driven or taken beyond the boundaries of the
Town of
 Oakville at any time except when on official town business unless otherwise
authorized.
Compliance

Town resource(s) must be used in compliance with applicable
laws or regulations, professional standards, and corporate
policies and procedures.
Health and Safety
 All employees and authorized users shall operate or use town
resource(s) in a safe and responsible manner.
 Smoking while accessing or using town resource(s) is prohibited.
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When accessing or using a town resource, any cellular or wireless
devices and electronic entertainment devices, personal or town issued,
hand-held and hands-free, shall only be used, in accordance with
applicable legislation and the “Issuance and Use of Cellular or Wireless
Device” procedure (A-ISS-001-003).

Personal Use
 Personal use of town resource(s) is strictly prohibited unless authorized.
Preserving Assets
 Town resource(s) are valuable assets and users of such are
expected to exercise reasonable care.
Environmental Sustainability
 In accordance with the town’s by-laws and policies, idling of town vehicles
and equipment is prohibited. Further, in the interests of promoting
environmental sustainability, accessing drive thru’s while using a town
vehicle is not permitted. In addition it is expected that town vehicles and
equipment will be used in a fuel efficient and environmentally responsible
manner.
Consequences of Non-Compliance
 Users who fail to comply with the Use of Town Vehicles, Equipment
and Facility Resource(s) policy and procedures and associated
guidelines may be subject to disciplinary action up to and including
dismissal, early termination of contract or other sanctions as
applicable. Any fines, charges, etc. received by employees or
authorized users of such resource(s) are the responsibility of the user.
References and Related Documents

1. Use of Town Vehicles, Equipment and Facility Resource(s) Policy
2. Environmental Sustainability Policy
3. Sustainable Green Fleet Procedure
4. Anti-Idling By-Law of the Town of Oakville
5. Occupational Health and Safety Act
6. Occupational Health and Safety policies and procedures
7. Highway Traffic Act
8. The Ontario Human Rights Code
9. The Workplace Harassment and Discrimination Prevention Policy
10. Codes of Conduct
11. The Criminal Code of Canada
12. Guidelines for Issuing and Use of Cellular and Wireless Devices
13. Driver’s License Program for Vehicles and Equipment Program managed by the
Roads and Works Department, Fleet Division
14. Collision Reporting Program managed by the Roads and Works Department, Fleet Division
15. Preventable Collision Management Program managed by the Roads and Works
Department, Fleet Division
16. Transit and Fire Department related procedures
17. Income Tax Act and Regulations

79

Definitions
“Town Vehicles, Equipment and Facility Resource(s)” for the purpose of this
procedure refers to all Town vehicles, equipment and facility resource(s) owned,
leased, rented, acquired, managed or otherwise under the control of the Town.
“Cellular/Wireless Device” for the purposes of this policy, refers to devices that use
two- way radio-spectrum frequencies to communicate within the public telephone
system or other public telecommunication systems, including, but not limited to,
cellular telephones, portable radios, pagers, iPhones™ , BlackBerry™ devices and
wireless PDA devices.
“Entertainment Device” for the purposes of this policy, refers to iPod™, MP3
players, iPhones™, portable DVD, Television, Walkman™ or other similar
electronic entertainment devices.
“Driving or operating equipment” for the purposes of this policy, refers to being in
care and control of a vehicle or equipment.
Responsibilities
Employees and authorized users:
• Adhere to the Use of Town Vehicles, Equipment and Facility Resource(s)
Policy and Procedure;
• Ensure the safe operation of the town resource(s);
• Inspect Town Resource(s) prior to use;
• Report any hazards, damage, wear and tear on any town resource(s)
to their supervisor or manager;
• Be responsible for any fines and/or charges incurred.
Management:
• Authorize, educate and monitor the Use of Vehicles, Equipment and Facility
Resource(s) policy and procedure and report any breaches of same;
• Ensure, that use and access of town vehicles, equipment and facility
resource(s) is assigned to trained, competent and appropriately licensed
employees and other authorized users;
• Ensure that any town vehicles, equipment and facility resource(s) are
stored and secured as appropriate.

5.6

Information Technology General Use and Practices

Procedure A-ISS-001-001

Purpose Statement
This procedure defines the standards and guidelines for the acceptable use of
information technology resources. The areas covered include, access and
security, internet and electronic mail (email) use, the use of software, hardware
and all related devices, and examples of unacceptable uses of personal
accounts.
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Scope
This procedure applies to all users including town employees, elected officials,
contractors, consultants, volunteers, students, interns, the public and any other
individuals with authorized access to and who use town provided information
technology (IT) resources.
IT resources for the purpose of this procedure include, but are not limited to;
voicemail, telephones, internet, intranet and email system(s); electronic data
transmission equipment and devices, software and hardware, portable media,
storage devices, network(s), point of sale equipment, radios and other audio-voice
communication equipment and video systems.
Procedure
1. Access and Security
 The confidentiality and integrity of data stored will be protected by access
controls to ensure that only authorized users have access. This access will
be restricted to only those capabilities that are appropriate to each user’s
job duties.
 Directors must notify the IS+S department immediately, of terminations,
extended absences, transfers or re-assignments of employees, so that
access privileges can be modified or revoked.
 To ensure high standards of security and protect corporate information, users
must adhere to the User Security Settings and System Configuration
procedure.
2. Compliance with Applicable laws, Regulations and Corporate Policies
Information technology resources must be used in compliance with applicable laws
or regulations, professional standards, software licensing agreements and
Corporate Policies and procedures including but not limited to Respectful Conduct
Policy and Codes of Conduct.
3. Freedom of Information and Protection of Privacy
Information technology resources are to be used in a manner consistent with the
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) and
applicable Corporate Policies and Procedures. Voicemail, pictures, videos and
email messages are considered to be matter of corporate record under the
provisions of MFIPPA and must be saved and stored for reference. IS+S maintains
secured copies of all emails to fulfill these legislated email retention requirements,
but staff should maintain copies of pertinent voicemail messages, pictures and
video files and have them securely stored with their other electronic files. IS+S has
the ability to convert voicemail messages to an electronic file, such as mp3, to
facilitate ease in storage. Users, uncertain which messages to save, should consult
with their supervisor.
4. Ownership
Anything stored or resident on the town systems and all information technology
resources acquired and managed by the IS+S department remain property of the
town
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5. Personal Use
 Occasional or incidental personal use of information technology resources is
permitted within reasonable limits, provided it does not conflict with business
use or time, or impact
 negatively on other users or on the information technology resources, or
adversely affect an individual’s performance of work duties and
responsibilities. Users are responsible for exercising good judgment regarding
the reasonableness of personal use. The systems and resources furnished by
the town remain the property of the town. Therefore every employee is
responsible for their actions while using any town resource or network. The
town reserves the right to view, change or modify files located anywhere on
the network for the purpose of support, best practices, improvements or when
issues arise. Any person in violation of Human Rights laws, or Corporate
Policies and procedures is subject to disciplinary action.
 Personal time is defined as a maximum 60-minute period in increments of
10-minutes that users can search and use the Internet for personal reasons
in recognition that computers may be used at lunch and breaks. This
personal time is a privilege and should be used ethically and responsibly.
IS+S may need to modify the use of personal time based on technical
constraints and changes in organizational decisions.
6. Monitoring
 The town respects the privacy of users, however in some circumstances the
town reserves the right to monitor all town information technology to ensure
proper working order, appropriate use by employees and security of the
corporate data without user consent. These circumstances include but are not
limited to: Internet usage and activity, Municipal Freedom of Information
requests, court order, health and safety concerns, the existence of reasonable
grounds for suspicion of violation of the law, contravention of town policy and
 procedures, or to diagnose the integrity of the system. The town may delete,
intercept or
 block any traffic on its networks, to prevent spam, pornography, hate
related material, or illegal use of town property and violation of town policy
and procedure.
7. Preserving Assets
Town information technology resources are valuable assets and users of such
are expected to exercise reasonable care to prevent abuse to, theft of, or
excessive wear of town information technology resources.
8. Internet Access
 Access to internet is provided to users to facilitate town business. It is a
breach of the Use of Information Technology Resources Procedure to
access websites that contain any form of material of a nature that is
pornographic, obscene, hateful, offensive; or other objectionable materials.
 Information may be downloaded from the internet for town business
purposes; such information includes reports, spreadsheets, presentations,
information files, etc. from other institutions and government agencies that
may be useful to the town. The use of audio or video streams from the
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town’s intranet or internet sites is permitted for business use only. Use of
audio or video streams and the use of audio/video communication tools for
topics not related to the interest of the town are prohibited and should be
limited to business use with prior consent from the IS+S department.
Examples of audio/video communication tools may include media video sites
such as YouTube, iTunes radio and satellite radio streaming, Skype, iChat,
VOIP Buster etc.
 Executable software (programs) may not be downloaded, and will not be
available for installation. If software is required, a request to the IS+S
department via the Help Desk, should be made in order to ensure
licenses are available.
 The IS+S department will monitor internet use and block access to some
web sites that pose system risks and are not in compliance with the
Information Technology General Use and Practices Policy and Procedure.
9. Email
 The town’s email service is provided to communicate messages and attach
electronic files for electronic distribution via the internet and intranet for town
business purposes.
 Users shall conduct email messaging in the same manner as they would
other business correspondence, being mindful of the fact that email
transmissions over the internet are not secure and may be intercepted and
disclosed to third parties.
 Generally, information which is sensitive or confidential in nature (such as
personal information about individuals, employee performance or other
human resource issues, information regarding issues to be discussed in
closed door sessions, etc.) should not be sent via email, but where required,
should be marked confidential.
 In addition, similar to the Personal Use section, employees recognize the
town’s systems belong to the town and should always exercise good
judgment in the workplace. If an employee is in violation of the Human
Rights Code or the Corporate Policies and/or procedures they may be
subject to disciplinary action.
10. Software, Hardware and Data Use
 All software hardware and data (technology resources) acquired for or
developed by town users are the property of the town. All such technology
resources must be used in compliance with applicable licences, notices,
contracts and agreements. Applications and/or data that is subject to licence
agreements, may not be reproduced or shared in any form without permission
of the vendor.
 Technology resources must be acquired from authorized vendors in
accordance with the town Purchasing By-law. Technology resource
acquisitions shall be centralized within the IS+S department to ensure that all
applications conform to corporate technology standards.
 All requests for corporate technology resources must be submitted to the
IS+S department for review, to determine compatibility with current
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technology resources, and the standard resource that best accommodates
the desired request and approval.
 Software installed on user systems will be based on an approved list of
applications and requested on the System Access Request form. Noncorporate software will be uninstalled and future user access to install will be
restricted. Employees shall not download or attempt to install non-approved
applications; examples include (but are not limited to) screensavers, file or
photo sharing applications, satellite radio streamers, camera drivers, etc.
 Original electronic media will be kept by IS+S department, and only the
appropriate copies of software and documentation will be given to authorized
users.
11. Unacceptable Uses of Town Information Technology Resources
In addition to the examples outlined in other sections, examples of unacceptable use of
town
IT resources include:
Accessing website content that:
Promotes pornography.
Presents demeaning or derogatory portrayals of individuals or groups or
contain any message that is likely to cause deep or widespread offence.
Continuous unauthorized media streaming / external web-radio, and web video
stations
Using accounts to harass, threaten, embarrass or annoy others or to send
material considered obscene, abusive, threatening, libelous or defamatory.
In addition, the following activities represent unacceptable use of website
and/or user technologies:
a. Soliciting business for personal gain or profit over the internet.
b. Sending chain letters or junk mail (spamming).
c. Forwarding inappropriate email, graphic or sound files.
d. Misrepresenting the originator of any communication.
e. Downloading and running any executable software, i.e. files with the extension
.exe or .com without previous approval from IS+S and/or assistance from a
member of the IS+S department.
f. Using accounts for illegal purposes including the use of pirated or unlicensed
software;
g. Using accounts to circumvent copyrights, trademarks of other intellectual
property rights;
h. Installing software that is not supported by and or without the authority of the
IS+S department.
i. Accessing someone else’s personal account, or providing the means to do so
without proper delegated authority.
j. Deleting or modifying files belonging to other users without consent.
k. Installing or inserting portable media devices such as USB sticks or drives, iPods,
MP3
Players and handheld smart phone technologies without a business purpose or use.
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12. Lost or Stolen Equipment
 Users will exercise care with town property and will secure equipment when
travelling or transporting equipment. Laptops and accessories should not be
left in a vehicle. Cell phones and Blackberries should use password
protection to secure confidential information.
 Where and whenever equipment has been lost or stolen, the loss shall be
reported immediately to the employees’ manager as well as IS+S. This
reporting will ensure communication tools or devices can be removed from
networks and will mitigate risks that may arise, where issues with
compliance may occur or where breaches of confidential information may
be impacted.
13. Consequences of Non-Compliance
Users who fail to comply with the IT General Use and Practices procedure may lose
access privileges. Depending upon the severity of the violation, users may be subject
to disciplinary action up to and including dismissal. Illegal violations by any user can
and will be reported to the appropriate authorities.
….Deleted from this document: References and Related Documents, COBIT Framework Objectives…

Responsibilities
The following are responsible for:
Users
a) adhering to the IT General Use and Practices Policy and all underlying
procedures;
b) all activities on personal accounts;
c) ensuring confidential information is handled appropriately;
d) reporting any known or suspected violations to the immediate
supervisor or manager.
Management
a) making employees aware of the IT General Use and Practices
Policy and all underlying procedures, and reporting any
contraventions of same;
b) ensuring that access rights of employees are issued or revoked in a timely
manner when changes are required;
c) ensuring that any town owned hardware/software is returned to the town.
The IS+S department shall in conjunction with other departments, provide
leadership, management and control over corporate data application systems
and software in order to ensure corporate strategies are supported and that
information to manage the town is standardized, consistent and reliable. The
IS+S departmant
a) establishing hardware, software, video and communications technology
standards to ensure a secure and reliable information technology and
communications environment.
b) monitoring the use of IT resources to ensure compliance with corporate
policy and procedures.
c) providing user manuals and other appropriate user tools for independent
study by user departments where appropriate.
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d) scheduling training opportunities, on a regular basis, for all
standardized applications for all user groups.
e) operating a help desk support service for user inquiries on all standard
applications and acting as a consultant for systems design of new products.
f) purchasing and support of all approved desktop, laptop computers or other
forms of data processing hardware, software and peripherals.
g) purchasing and support of all approved cell phones, land line phones,
voicemail and hand held smart phone technologies.
h) all computer equipment installations, modifications, and relocations.
i) purchasing and supporting of all other approved technologies as covered
by the IT General Use and Practices Policy and procedures.

5.7

Guidelines for Issuing and Use of Cellular and Wireless Devices
Procedure A-ISS-001, A-ISS-001-003

Purpose Statement
The purpose of this procedure is to provide guidelines regarding the:
a) Issuance of cellular and wireless communication devices (device(s));
b) Process for requesting such devices;
c) Use of town owned devices;
d) Use of personal devices in the workplace.
Scope
In accordance with town policies and procedures and applicable legislation, this
procedure applies to elected officials and all employees, including but not limited to,
contractors, consultants, volunteers, students, interns or third party employees who
are issued town owned or use personal devices.
Procedure
Guidelines for Issuing Cellular and Wireless Devices
1. The town allocates devices to selected staff to support them in their
regular duties.
2. Generally devices are provided to staff under one or more of the
following circumstances:
a) Contact is needed with staff who are not normally at a desk (e.g. field
or operational staff);
b) Staff must be on call or stand-by (e.g. traffic signal staff or
information technology staff);
c) Communications are required for health, safety or personal security;
d) Staff is required to respond to emergency situations;
e) To improve efficiency and the value of work to the organization.
3. Requests for devices shall be authorized by department heads and
coordinated as follows:
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a) Radio and AVL Technology purchase and configuration through
the appropriate departmental designate
b) Cellular phone, BlackBerry, MIKE and Pager Technology through the
IS+S department.
4. The town will only purchase approved and tested devices in accordance with
the corporate procurement by-law and relevant corporate standards.
5. The costs of the electronic devices will be allocated to the requesting
department’s budget except Emergency Operations Centre (EOC) devices, which
are provided under emergency measures, funded by the Fire department’s budget.
Considerations in Issuing Cellular and Wireless Devices
The following may be useful in helping to decide when to assign these devices
and determining their impact:
1. Why is mobile or instant communication necessary in this case?
a) Remote or mobile staff;
b) Instant communication;
c) Health, safety and personal security;
d) Emergency Operations Committee (EOC) membership;
e) Business efficiency.
2. Is the employee designated to be on-call and/or stand-by?
3. Is this a temporary requirement?
4. Can a shared device be assigned in lieu of a dedicated one?
5. Does this assignment meet the guidelines above?
6. Is this good value?
Expectations of Use of Town Issued Cellular and Wireless Devices
Employees who are issued a cellular or wireless device shall:
a) Use devices prudently and cost effectively;
b) Use devices only when cost effective alternative telecommunications
devices are not readily available e.g.: using office desk phones or
computers prior to using devices, particularly for long distance calls;
c) Comply with all applicable municipal, provincial and federal laws;
d) Reimburse the department for personal use as required;
e) Maintain the security and safekeeping of the device assigned to them
and protect it against loss, theft and unauthorized use;
f) Immediately report the loss or theft of a device under their responsibility to
the department head or designate(s) and to the support service shown
under the “Guidelines for Issuing Cellular and Wireless Devices” section # 3
as applicable, to arrange to discontinue current service and coordinate
replacement;
g) Ensure the integrity and security of town information while using devices
for telephone conversations, email and data transmission;
h) Report security incidents to your department head or designate(s);
i) Use proper etiquette and courtesies when in a meeting, dealing with
staff and/or the public;
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j) Be mindful of the sensitive and/or confidential nature of departmental or
town business while using a device in public.
Use of Town Issued and/or Personal Cellular and Wireless Devices While Driving or
Operating Vehicles and/or Equipment
1. Safety is a primary responsibility of
employees.
2. Driving and/or equipment use are tasks that require full attention. Using devices
while driving or using equipment is distracting and can result in traffic collisions.
3. In accordance with applicable legislation, the use (i.e.: talking, texting,
typing, dialing, e-mailing, pinning, adjusting units, playing games or video,
etc.) of any hand-held town issued and/or personal wireless device(s) is
strictly prohibited, when an employee is driving and/or operating vehicles or
equipment.
4. The use of hardwired, hands-free, global positioning system navigation or
logistical transportation tracking system while driving or operating vehicles
and/or equipment is not permitted by the town unless operationally deemed
necessary under the following circumstances:
(a) Storm events
(b) Public and/or personal safety
(c) Traffic operations
(d) Public space closures
(e) Construction/maintenance and/or inspection related activities, when
necessary
(f) 911 emergencies
(g) Special events as authorized by the department head or designate.
5. When such exceptional circumstances noted in point 4 above arise,
employees must use such devices safely and without distraction.
6. In all other circumstances, employees are required to let calls go to voice mail
and to pull over and securely park the vehicle and/or equipment or, if appropriate,
wait until arriving at their destination before taking or returning a call, e-mail or
other message.
Inappropriate use
Unacceptable use of devices also includes, but is not limited to,
knowingly or intentionally doing or allowing any of the following:
1. Using town issued devices for private commercial or consulting purposes
(e.g. running a personal business or consulting on the side).
2. Making inappropriate obscene, harassing or defamatory calls.
3. Using devices for illegal purposes.
4. Taking pictures in the following non-exhaustive list of situations:
In locker rooms and
washrooms;
Of copyright-protected documents, magazines or other
printed material;
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Of sensitive, protected or classified documents, floor plans,
designs, etc.
The use of personal devices while at work and/or personal use of town issued
devices must be contained to reasonable limits and where possible restricted to
coffee and/or lunch breaks and must not interfere with operational productivity
and/or create unsafe conditions.
Consequences of Non-Compliance
Users who fail to comply with the Guidelines for Issuing and Use of Cellular and
Wireless Devices procedure and associated policies may lose access and use
privileges. Depending upon the severity of the violation, users may be subject to
disciplinary action up to and including dismissal, early termination of contract or other
sanctions as applicable. Illegal violations by any user will be reported to the
appropriate authorities where required by law and may be subject to criminal charges.
References and Related Documents

1. General Use of Information Technology Resources Policy;
2. General Use of Information Technology Resources Procedure;
3. Telephone and Voicemail Use Guidelines.
4. Use of Town Vehicles, Equipment and Facility Resources Policy
5. Use of Town Vehicles, Equipment and Facility Resources Procedure
6. Highway Traffic Act, Regulation 78
7. Occupational Health and Safety Act;
8. Occupational Health and Safety policies and procedures;
9. The Ontario Human Rights Code;
10. The Workplace Harassment and Discrimination Prevention Policy;
11. Codes of Conduct;
12. The Criminal Code of Canada;
13. Driver’s License Program for Vehicles and Equipment Program managed by the
Roads and Works Department, Fleet Division
14. Collision Reporting Program managed by the Roads and Works Department, Fleet Division
15. Preventable Collision Management Program managed by the Roads and Works
Department, Fleet Division
16. Transit and Fire Department related procedures

Definitions
“Cellular or Wireless Device” (device(s)), for the purposes of this policy, refers to
devices that use two-way radio-spectrum frequencies to communicate within the
public telephone system or other public telecommunication systems, including, but
not limited to, cellular telephones, portable radios, pagers, iPhones™ , BlackBerry™
devices and wireless PDA devices.
Responsibilities
Employees (All Users):
Have an obligation to use devices in an informed, safe and responsible manner.
Are responsible for complying with the provisions of this procedure.
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Must exercise reasonable judgment in determining when to check messages
and/or return calls and e-mail or other messages so that it is done in a safe
responsible and efficient manner.
Shall refrain from calling other employees who are or may be driving and/or
operating equipment unless it is operationally necessary.
Shall confirm that the receiver of a call is not driving or operating equipment
before engaging in conversation.
Assume responsibility for any fines and careless driving charges under the
Highway Traffic Act.
Management:
Shall ensure that all employees are educated on the policy and procedure and
adhere to the guidelines set out in this procedure.
Department Heads:
Shall review requests for the use of devices and approve those that comply with
these procedures.
Ensure that the employees have been instructed on and have read and
understand the procedure and its intent.
Fund any approved devices and accessories from their department budgets.

5.8

Social Media Guidelines

Procedure A-ISS-002-002

Purpose Statement
The Corporation of the Town of Oakville (the town) supports the use of online
social media to enhance two-way communications with the community. This
procedure establishes
guidelines and standards for the acceptable use of the town’s social media sites
as well as guidelines and standards for town staff participating in external online
social media sites when it relates to discussing, sharing or commenting on town
business.
Scope
This procedure applies to all town and any program-specific social media sites as
well as to Members of Council and town staff discussing town business on any
external non-town online social media site.
Procedure
Social media are powerful communications tools that can create immediate and
widespread social interaction. These tools are highly accessible and easy-to-use
and because they often blur the lines between the professional and personal life,
they can have a significant impact on both organizational and individual
reputations. Examples of social media include LinkedIn, Twitter, YouTube, and
Facebook.
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Staff must ensure that town-owned social media sites:
1. Be implemented in a manner that positively enhances the town’s reputation.
2. Provide a consistent and professional voice so that residents can be
assured that the information they are receiving is official information from the
Town of Oakville.
3. Be effectively managed to ensure that they provide timely and accurate
information and responses.
4. Have guidelines in place to address controversial or sensitive online content
about the town, its business, its Members of Council or its employees.
5. Adhere to established records retention, privacy, and accessibility requirements.
Official town social media sites must not be used to promote individual political
opinions or campaigns.
Guidelines for Use of Social Media
The following guidelines should be applied to both personal and corporate use
of social media.
Know what you’re getting into: Social media sites must be kept current
and up to date to be successful. Writing content can be very time consuming.
Don’t start a site without understanding the ongoing time commitment.
Think twice before posting: Never post anything you wouldn’t want repeated
to your boss or to appear in the paper. Privacy does not exist in social media.
Once material is posted it can never be fully removed. Consider what might
happen if a post becomes widely distributed.
Be accurate: Don’t react to or repeat rumours. Get the facts straight before
you post on social media.
Be considerate: Encourage informed, respectful dialogue not personal
attacks. Don’t criticize residents or fellow employees on social media.
Be responsible: Don’t reveal confidential information.
Respect copyright laws: Don’t reproduce or borrow content that violates
trademark or copyright laws but do provide links to interesting and relevant
materials.
Know your audience: Use language appropriate for the target audience but
remember that everyone has access to social media sites so don’t alienate or
provoke other groups.
 Watch your language: Never use threatening, offensive or harassing
language or target any group or promote illegal or dangerous activities.
Personal sites: Always adhere to the town’s policy on personal use of
computers at work. If you identify that you are an employee of the town on a
personal site, make it clear that you are expressing personal views, not
necessarily those of the town.
Town Social Media Sites: If you are posting on behalf of a town
department or program, all applicable town policies and procedures
must be followed.
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Guidelines for Customer Use
The town engages the public through websites such as oakville.ca and
oakvilletransit.ca, Facebook and Twitter to promote open and meaningful two-way
communications.
Comments made by the public on town sites will be reviewed by town staff.
Comments will not be edited, but they must comply with the town’s Rzone
procedure, provincial legislation and the town’s customer use guidelines listed
below:
Comments should relate to the posted topic and must not contain any
personal information about another individual
Users may only post their own, original content. Reproduced or borrowed
content that appears to violate trademark or copyright laws will be deleted.
Threatening, offensive or harassing language is not permitted.
Comments that constitute discrimination or harassment under the Ontario
Human
Rights Code are not permitted.
Comments that promote illegal or dangerous activities are not permitted.
Comments that present demeaning or derogatory portrayals of individuals or
groups or contain any message that is likely to cause deep or widespread
offence are not permitted.
Comments that promote religious or political messages that might be
deemed prejudicial to other religious or political groups are not
permitted.
Comments promoting any business for commercial gain are not permitted.
Inappropriate comments that do not comply with the above guidelines will be
removed from the site.
Members of Council may participate in social media of their own accord, respecting
their Code of Conduct. Members of Council are welcome to like/follow official town
sites and are encouraged to share content that has already been officially posted to
the town’s website. The town’s official sites will not share/retweet political content.
Under Council’s Code of Conduct and the town’s communications procedure, the
Mayor is the official spokesperson for the town and this will also apply to social media.
Members of Council should clearly identify where they are expressing personal views,
and not necessarily the views of the town.
Records
For the most part, comments and messages posted to the town’s official social media
sites are considered transitory records and will not be kept as a permanent record by
the Town of Oakville. Information specifically collected as part of an official town
public engagement exercise will be kept in accordance with town policy.
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Privacy
 At the discretion of the town, any information, photos or videos that are shared
or posted to an official town social media account may be reproduced by the
town for promotional and other purposes with the appropriate permissions and
acknowledgement of the source.
 Comments and messages solicited by the town and collected for the public
record using social media will be treated like any other form of communications
received by the town and will be subject to the provisions of the Municipal
Freedom of Information and Protection of Privacy Act.
Violation of Procedure
A violation of this procedure by a Member of Council or an employee is a serious
matter and may result in disciplinary action.
References and Related Documents

Online Communications Policy
Social Media Procedure
Web Content Procedure
Information Technology General Use and Practices Policy and Procedure
Public Notice and Engagement Policy
Communications Procedure
Rzone procedure
Ontario Human Rights Code
Municipal Freedom of Information and Protection of Privacy Act
Access for Ontarians with Disabilities Act

Responsibilities
1. The town’s web governance committee will be responsible for approving the
establishment of any town official social media sites and determining the
appropriateness of adopting new social media tools or accounts.
2. The Strategy, Policy and Communications department is responsible for creating,
monitoring and updating approved corporate social media sites and for creating
guidelines for the use of social media. Other town content publishers may also be
authorized to post information directly to town corporate social media sites.
3. Departments will be responsible for creating, monitoring and updating
approved departmental or program-based social media sites.
4. Members of Council will be responsible for creating, monitoring and updating
their own personal social media sites.
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5.9

Access to Records

Procedure G-GEN-004-001

Purpose Statement
This procedure defines the routine and formal request process for public access
to records held in the custody and control of the Corporation of the Town of
Oakville (town).
Scope
This procedure applies to records held in the custody and control of the town.
Procedure
Routine Requests
1. The town shall endeavour where possible to make records accessible to
the public, without the necessity of submitting a Freedom of Information
(FOI) request under the Municipal Freedom of Information and Protection
of Privacy Act (MFIPPA).
2. Public information shall be posted to the town website.
3. Requests for access to records or information shall be directed to the town
website.
4. Where records are not available on the town website requests for
information may be made by contacting the appropriate town department.
5. The appropriate department shall advise the requester of the availability of
access to records, estimated time-frames for response and applicable fees
for research and retrieval.
6. Requests for access to records are subject to payment of applicable fees in
accordance with the current rates and fees schedule maintained by the Finance
department or by- law as adopted by Council.
7. The department director or designate shall determine if the records may be
provided as routine disclosure or if a formal written request is required.
8. The right of access to personal, confidential, draft reports and third party
information may be subject to exemptions under MFIPPA resulting in the
severance of a portion(s) of the record when required.
Formal Requests under MFIPPA
9. When a request for access to records in the custody and control of the town is
denied, the requester may apply for access to the records in accordance with
the provisions of MFIPPA.
10. In accordance with MFIPPA, an access request must be made in writing, be
accompanied by a $5.00 application fee and submitted to the Clerk’s
department. A written request should include the requester’s full mailing
address, telephone number and names of specific files or types of records to
which access is requested, including specific dates of those records, where
possible. The FOI Request form in Appendix A may be used for that purpose.
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11. A written response to the requester (decision letter) shall be issued by the
town within thirty (30) days from the date a complete request is received. If a
time extension is required, the requester shall be notified.
12. The right to access records is subject to limited and specific exemptions in
accordance with MFIPPA and any regulations made under this Act.
13. An individual given access to their own personal information has the right to
request corrections to that information if he or she believes it to be in error or
incomplete.
14. When access to a record is refused or is only partially granted in the case of a
"severed" record, the requester shall be notified of the decision and the sections
of the MFIPPA which justify that decision. The town shall provide the requester
with information about the circumstances which formed the basis for the decision
to deny access. The requester may appeal the town’s decision.
Access Appeal
15. A requester may appeal the town’s decision under MFIPPA to the Information and
Privacy Commissioner of Ontario.
16. An appeal to the Privacy Commissioner must be made within thirty (30) days
of the receipt of the town’s decision letter and must include a copy of the
original request for information and a copy of the town’s decision letter.
References and Related Documents
1. Municipal Freedom of Information and Protection of Privacy Act;
2. Access to Records and Information Policy;
3. Related Procedures:
a) Request for Information from Staff by Individual Member of Council;
b) Elected Officials Records;
c) Record of Council and Committee Proceedings.

Responsibilities
The Clerk’s department shall be responsible for the administration and maintenance
of this procedure.
Appendices:
Appendix A: Freedom of Information Request Form (Removed from this document)
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5.10

Request for Information from Staff by Individual Members
of Council
Procedure G-GEN-004-002

Purpose Statement
This procedure defines a process by which individual Members of Council
request information and assistance from staff, in order to effectively discharge
their responsibilities.
Scope
This procedure applies to staff and Members of Council of the Town of Oakville.
Procedure
1) Members of Council should direct all requests for information or
assistance to the appropriate department director. In the absence or
unavailability of the department director the request shall be submitted
to the appropriate commissioner who shall advise his/her director of the
request.
2) When a request affects more than one department, only one department
director shall be contacted and that person shall contact all appropriate
departments to co-ordinate a response.
3) Where requests involve significant staff resources and impact the
department, the following will apply:
a) Requests expected to exceed two (2) hours, but less than seven (7)
hours will be reviewed by the department director, commissioner
or CAO. Based upon a review of the matter by the CAO and or
commissioner, the Member of Councilmay be requested to submit
his/her request to Council under the “Request for Reports” section
of the Council agenda;
b) All requests expected to exceed seven (7) hours of staff time in total
must be authorized by Council, except in particular situations when
the CAO, or in his/her absence, the commissioner in consultation
with the Mayor is of the opinion that the matter requires immediate
action.
4) Where Council endorsement is required the individual Member of Council shall
present his or her request to Council under the “Request for Reports” section of
the Council agenda.
5) Department directors will keep the requesting Member of Council informed
about the progress of all requests for information or assistance.
6) If agreement cannot be reached on the time frame for responding to a
Councillors’ request, the matter will be referred to the Mayor and CAO for
resolution.
7) The department director will provide a written response to the Member in
a timely manner subject to the following:
a) The response shall reflect the professional opinion of staff, having
regard for all applicable legislation and policies and shall not reflect or
address political opinion or sentiment;
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b) All responses shall be copied to the appropriate commissioner;
c) Responses relating to a ward specific matter, as determined by the
director, shall be forwarded to both ward Councillors representing
that ward;
d) Responses relating to general matters shall be copied to all Members of
Council for information;
References and Related Documents

1) Access to Records and Information Policy;
2) Request for Information During An Election Period Procedure.

Responsibilities
Staff are responsible for assisting individual Members of Council, by providing
them with necessary information and assistance in the discharge of their elected
responsibilities.

5.11 Public Holidays - Part-time and Students
Procedure HR-MNG-003-002

Purpose Statement
This procedure defines the eligibility criteria and the terms and conditions for
Public Holidays compensation.
Scope
This procedure applies to part-time and student employees of the Corporation of
the Town of Oakville (Town). Employees covered by collective agreements are
subject to the terms and conditions of their respective collective agreement.
Procedure
1. Part-time and student employees who work all regularly scheduled hours
of work before and after the Public Holiday, unless they show reasonable
cause for failing to work, shall be paid for the following Public Holidays in
accordance with the Employment Standards Act 2000 provisions for
Public Holiday pay:
New Years Day;
Family Day;
Good Friday;
Victoria Day;
Canada Day;
Labour Day;
Thanksgiving Day;
Christmas Day;
Boxing Day;
2. Part-time and student employees who do not work on a Public Holiday will
qualify for holiday pay provided they:
a) work the entire shift of the regularly scheduled days of work before and
after the Public Holiday;
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3.
4.

5.
6.

b) are not employed under an arrangement whereby the employee may
elect to work or not when requested to do so;
Calculation of Public Holiday pay payable to the employee will be calculated in
accordance with the Employment Standards Act 2000 as amended from time
to time.
Where a Public Holiday falls upon a working day for an employee, by
agreement between the employee and manager, another working day may
substituted for the Public Holiday, which shall not be longer than three months
from the date of which the holiday was observed and the day so substituted will
be deemed to be the Public Holiday.
Part-time and student employees who work the Public Holiday will be paid
Public Holiday pay, plus premium pay (1.5 times the employees regular
rate) for all hours worked on the Public Holiday.
An employee who is scheduled to work on a Public Holiday, and who fails
to do so without reasonable cause, will lose his or her entitlement to Public
Holiday pay.

References and Related Documents

1. Employment Standards Act, 2000
2. Public Holidays Policy
3. Public Holidays – Permanent Full-time and Temporary Employees Procedure
4. Collective Agreements

Responsibilities
The Human Resources Department in conjunction with the Finance
Department are responsible for the administration of this procedure.
Definitions:
Designated Holiday: a holiday designated by the Town of Oakville for its employees
Public Holiday: a holiday designated by the Provincial or Federal Government

5.12 Workplace Violence
Procedure HR-MNG-005-002

Purpose Statement
This procedure addresses the prevention and investigation of workplace
violence, or threats of workplace violence, including domestic violence against
an employee.
Scope
This procedure applies to town employees, contractors, consultants, and
members of the public.
Procedure
1. The town does not tolerate, ignore or condone any workplace
harassment or violence.
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2. All reported threats or incidents will be considered serious
and will be investigated promptly with appropriate action
taken.
3. A review of the risks of workplace violence will be conducted at
least once annually or as necessary to protect workers. Identified
risks will be promptly addressed and measures implemented to
mitigate such risks.
4. Employees should follow departmental guidelines when working in
situations operational specific to their departments (i.e. working
alone; handling cash, dealing with difficult customers).
5. The town will take every reasonable precaution to protect employees
from domestic violence where it has been made aware, or where it
ought reasonably to have known, an employee is at risk.
6. Frivolous or vexatious complaints will be dealt with seriously and
subject to disciplinary action.
Workplace Harassment
All incidents of workplace harassment will be reported, investigated and
resolved through the town’s Respectful Conduct policy HR-MNG-008.
Possibility of Domestic Violence in the Workplace
1. Any employee who is experiencing domestic violence that exposes him or her
to physical injury in the workplace or is experiencing domestic violence in the
workplace, or believes that domestic violence in the workplace is likely to
occur, should seek immediate assistance from his or her supervisor and the
Health, Safety and Wellness Consultant, (or designate) in Human Resources.
2. A safety plan will be developed by the employee, the supervisor and the
Health, Safety and Wellness Consultant (or designate) in Human Resources.
Reporting Incidents of Violence
1. Incidents of violence must be reported immediately to the employees’
supervisor and/or the police for immediate assistance.
2. If, at any time, an employee feels personally threatened, they are to call the
police immediately. Employees are not to place themselves at risk or
jeopardize anyone’s safety when dealing with any perceived or real situation
of violence.
3. Threats of violence or acts of violence by members of the public against
employees will be reported through the R Zone procedure HR-MNG-008001.
4. All other workplace threats of violence or acts of violence will be
addressed under this procedure.
5. If a workplace violence incident results in a worker being disabled or
requires medical attention, the appropriate joint health and safety
committee and the appropriate union within four days of the incident.

99

6. If a workplace violence incident results in a person being critically injured or
killed, the Ministry of Labour, the appropriate joint health and safety
committee and the appropriate union must be notified immediately and the
Ministry of Labour notified in writing within 48 hours.
7. Incidents must be filed as soon as practicably possible after the incident
occurred using the Respectful Conduct Reporting Form detailing the nature of
the incident, dates, times, places, witnesses and names of those involved.
Supervisor, employee or witness may complete the report.
8. All reports of violence must be forwarded to Human Resources. If applicable,
an impartial investigation of the incident will be conducted.
9. There will be no negative consequences for reports made in good faith.
Investigating Incidents of Violence
1. All other incidents of workplace violence will be investigated by the Health,
Safety and Wellness Consultant (or designate) in Human Resources by:
a. conducting separate interviews with the complainant, the respondent,
the Supervisor and any individuals who may be able to provide
relevant information;
b. documenting the interview and having the notes from each
discussion read and signed by interviewee to confirm the accuracy;
c. submitting a written report summarizing the investigation findings
forwarded to the Director of Human Resources and Chief
Administrative Officer (CAO) so that appropriate corrective measures
can be taken.
d. The perpetrator will be subject to a range of corrective action up to
and including termination.
2. Incidents of workplace violence by members of the public against an
employee will be investigated and resolved in accordance with the R Zone
procedure HR- MNG-008-001.
3. The Respectful Conduct Reporting Form will be kept confidential to the extent
possible. Information will only be released to the extent necessary to
investigate and respond to the incident, or as required by law.
4. The Respectful Conduct Reporting Form will be on file in the Human
Resources department for a minimum of seven years.
General Provisions
Criminal Harassment - Criminal harassment such as stalking, threats, and sexual
or physical assault are covered by the Criminal Code. Supervisors and employees
are encouraged to report any criminal behaviour to the Police.
Reprisals - No employee will be subject to reprisals for filing a complaint under this
policy. Anyone experiencing reprisals should report it immediately to their manager
or Human Resources.
Any discipline imposed as a result of a frivolous or vexatious complaint is not a reprisal.
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References and Related Documents

Respectful Conduct Reporting Form
Respectful Workplace policy HR-MNG-008
Occupational Health and Safety Policy HR-MNG-005
R-Zone procedure HR-MNG-008-001
Respectful Conduct Procedure HR-MNG-008-002
Occupational Health and Safety Act Ontario
Human Rights Code Criminal Code of Canada

Definitions
Workplace Harassment – includes a course of vexatious comment or conduct
against a worker in a workplace - behaviour that is known or ought reasonably to be
known to be unwelcome. It may include but is not limited to:
written or verbal insults,
unwanted remarks or comments on a person's mannerisms or body,
practical jokes that cause embarrassment or endanger an employee's safety,
behaviour that undermines or sabotages the employee's job performance,
behaviour that threatens the livelihood of the employee,
behaviour, conduct, comments or activities not directed specifically at an
individual, but which nonetheless create a degrading, offensive, "poisoned"
work environment. It may include, but is not limited to:
o circulating or displaying sexually explicit, racist or derogatory
pictures, graffiti or other offensive materials,
o patronizing behaviour, language or terminology that reinforces
stereotypes and undermines self-respect or adversely affects work
performance or conditions.
Workplace harassment does not include:
legitimate, reasonable management actions that are part of the normal work
function that may include, but is not limited to appropriate direction,
delegation, performance management or discipline; professional debate;
attendance management;
relationship of mutual consent or mutual flirtation;
stressful events encountered in the performance of legitimate job duties;
occasional disagreements or personality conflicts.
Violence - includes attempting to, or exercising, physical force by a person against
an employee in a workplace that causes or could cause physical injury; or a
statement or behaviour that that is reasonably interpreted as a threat to exercise
physical force that could cause physical injury to an employee.
Domestic Violence - includes a person who has a personal relationship with a worker
- such as a spouse or former spouse, current or former intimate partner or a family
member – who may physically harm, threaten or attempt to physically harm, that
worker while at work.
Workplace - includes the working environment and any place employment-related
activities are conducted including business travel, work-related social gatherings or
any other location that may have a subsequent impact on the workplace.
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Responsibilities
CAO/ Commissioners/Directors
create, promote and maintain a safe workplace that is free from violence
provide training and ensure that this policy and procedure is accessible,
available to all employees and supported
review and monitor initial risk assessments and subsequent reviews
Immediate Managers/Supervisors
proactively promote and maintain a safe workplace that is free from violence
intervene immediately when threats or incidents of violence occur
prevent violence or threats of violence by:
communicating and supporting the town’s objective to provide
and maintain a workplace free from violence
not ignoring or condoning behaviour that is contrary to this policy
and procedure
taking all complaints seriously, conducting an initial assessment of
the situation and reporting as required by the procedure
not engaging in behaviour contrary to this policy and procedure.
Human Resources:
provide advice to employees, supervisors, management, and any employee
concerned about a threat of or actual violent incident or harassment
situation
promote, advance, support and ensure the effective implementation of this
policy and procedure
provide training to all employees regarding the policy and procedure
investigate any threats or incidents of violence
advise the Joint Health and Safety Committee of the outcome of the risk
assessments and what measures are being implemented to address
identified risks
initiate the annual review of workplace violence policy and recommend
any changes to Council, as applicable
Joint Health and Safety Committee:
identify risk of workplace violence in the course of carrying out regular
workplace inspection
make recommendations to the Town regarding workplace violence, as
they regularly do, for other occupational health and safety hazards under
the
Occupational Health and Safety Act
recommend to the Town and the workers the establishment, maintenance
and monitoring of programs, measures and procedures respecting the health
and safety of the workplace
Employees:
do not engage in any behaviours that maybe considered threats or acts
of violence
report acts of harassment, threats of or actual incidents of violence to
their supervisor
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inform their immediate supervisor or Human Resources if they are at risk
of domestic violence

5.13 Fraud and Misconduct

Procedure HR-MNG-007-001

Purpose Statement
This Procedure will attempt to clarify acts that are considered to be fraudulent or
dishonest, and describe the steps to be taken when fraud or other related
irregularities are suspected or have occurred.
Scope
This Procedure applies to all Town employees, elected officials, local boards,
agencies and commissions over which Council has authority to require general
procedures to be followed, as well as any business or individual doing business
with the Town. This Procedure may be supported or supplemented by other Town
procedures.
Procedure
Established procedures must be followed in the dealing with any suspected
dishonest or fraudulent activity. Employees who knowingly or negligently make
false accusations may be subject to disciplinary action.
Investigation Process
1) When suspected fraudulent incidents or practices are observed by or made
known to any employee, the employee shall:
a) Report the incident or practice to his/her Supervisor or to a member of
the Investigation Team. However should the employee believe the
supervisor may be directly involved in the dishonest activity, the
employee may make the report directly to a higher level of
management or a member of the Investigation Team.
b) Forward any inquiries relating to the incident to a member of the
Investigation
Team.
c) Refrain from investigating the incident further or confront the alleged
violator
d) Refrain from discussing the incident with anyone unless questioned by
his/her
Supervisor, Director, Commissioner or a member of the Investigation
Team.
Where witnessing a criminal act an employee may contact the Halton Regional
Police Services directly. (For example, obvious theft has or is taking place,
security is at risk or immediate recovery is possible.)
2) Upon notification or awareness of any suspected fraud the Supervisor shall
contact the immediate Manager or Department Head, or a member of the
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Investigation Team. The Supervisor/Manager or the Department Head shall
upon awareness or notification of a suspected fraudulent incident:
a) Report the incident immediately to a member of the Investigation Team.
b) Support and co-operate with the Investigation Team, other involved
Departments, and law enforcement agencies in the detection, reporting
and investigation of criminal acts, including prosecution of offenders.
c) Forward any inquiries relating to the suspected incident to a member of the
Investigation Team or designate.
d) Provide the Investigation Team with full and unrestricted access to all
necessary Town records and personnel. Such records shall be returned
to the relevant Department upon completion of the investigation.
e) Refrain from conducting individual investigations, interviews or
interrogations. f) Refrain from discussing the incident with any person
unless questioned by the
Chief Administrative Officer (CAO), Commissioner, or a member of the
Investigation Team.
3) The Investigation Team will carry out an initial review of the incident reported and
make a determination as to whether the suspected fraud warrants additional
investigation. Investigations shall include a detailed analysis of available records.
Should evidence be uncovered showing possible dishonest use or fraudulent
activity the
Investigation Team shall, where appropriate:
a) Advise management to determine if disciplinary actions should
be taken b) Notify the CAO and Executive Management Team
c) Notify Risk Management
d) Notify the Audit Committee
e) In consultation with Legal Services, report the findings to Halton Regional
Police
Services
f) Contact Risk Management to co-ordinate the notification of insurers and
the filing of insurance claims
g) Report to the external auditors of the Town all information
relating to investigations of actual frauds
h) Discuss the findings and recommendations for preventions of
future similar occurences with management and appropriate
administrators.
4. Fraud investigations are confidential any details of the investigation may only be
released where deemed appropriate to further the investigation. The determination
of such release must be at the direction of the CAO in consultation with the
Investigations Team.
5. All furniture and contents, including employee desk(s) and computer(s), are open
to inspection when there is reasonable suspicion of a dishonest or fraudulent
activity which makes such inspection appropriate. Every effort will be made to
effect recovery of losses.
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Accounting for Loss, Restitution and Recovery
Lost revenue will be recorded in the financial system and every effort will be made to
recover the funds.
Compliance
Failure to comply with this Policy and Procedures may result in disciplinary action
being taken, up to and including termination of employment and any other remedy
available in law.
Protection
Where an employee in good faith reports a violation of this Policy and Procedures, no
person shall:
- Dismiss or threaten to dismiss an employee;
- Discipline or suspend or threaten to discipline or suspend an employee;
- Impose any penalty upon an employee; or
- Intimidate or coerce an employee.
Violation of this section will result in discipline up to and including termination of
employment or penalty, in accordance with the applicable Federal, Provincial or local
laws, Town policies, or any relevant collective agreement provisions.
Appendix 1 is a chart of the fraud and misconduct reporting and investigation
process.
Examples of Fraudulent Activities include, but are not limited to, the
following:
1. Forgery or alteration of documents (cheques, promissory notes, time
sheets, independent contractor agreements, purchase orders, etc.)
2. Misrepresentation of information by an individual orally or on documents
3. Misappropriation of funds, securities, supplies, or any other asset
4. Unauthorized use, disappearance, or destruction of Town property,
equipment, materials or records
5. Improprieties in the handling or reporting of money transactions
6. Authorization or receipt of payments for goods not received or services not
performed
7. Authorization or receipt of payment for hours not worked
8. Any claim for reimbursement of expenses that are not made for the exclusive
benefit of the Town
9. Any apparent violation of Federal, Provincial or local laws related to
dishonest activities or fraud
10. Any similar or related activity
References and Related Documents

Code of Conduct
All relevant Corporate Policies, Procedures and Legislation

Definitions
Fraud - For the purposes of this Procedure, fraud encompasses any array of
irregularities and illegal acts characterized by intentional deception. The Association
of Certified Fraud Examiners defines occupational fraud as the use of one’s
occupation for personal enrichment through the deliberate misuse or misapplication of
the organization’s resources or assets.
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Incident – Event or occurrence contrary to this procedure which includes improper
activity, dishonest or misuse of Town revenues, property, information and any other
assets, or dishonest activity.
Investigation Team Member - The Internal Auditor or Director of Human
Resources or his/her designate.
Misconduct – For the purpose of this procedure, includes unethical behaviour, wilful
omission to perform one’s duties, abuse of authority, theft, embezzlement, receipt of
bribes, kickbacks, or gifts of significant value, and significant waste of Town assets.
Responsibilities
Each Commissioner/Director is responsible for instituting and maintaining a system of
internal control to provide reasonable assurance for the prevention and detection of
fraud, dishonest use and other irregularities.
Management should be familiar with the types of improprieties that might occur in
their area and be alert to any indication that improper activity, or dishonest activity is
or was in existence in his or her operational area.
The Investigation Team is responsible for ensuring compliance, maintenance,
interpretation of the procedure and the associated policy.
Appendices:

Appendix 1 – Fraud and Misconduct – Reporting and Investigation Process Chart has been removed from this
document

5.14 RZone

Procedure HR-MNG-008-001
Purpose Statement
1. The Corporation of the Town of Oakville (the Town) is committed to
fostering an environment where there is Respect for yourself;
Respect for others; and Responsibility for your actions.
2. The Town discourages any form of inappropriate behaviour at all Town
facilities, properties, Town sponsored events, programs, in written or verbal
communications (including email or phone), in Town vehicles, or at any
other location where Town staff are present. Where a meeting is covered
under the Procedure By-law, the procedures established under the by-law
take precedence.
3. This procedure outlines the measures and enforcement steps to be taken
in order to address inappropriate behaviour.
4. The goal of this procedure is to promote a positive, safe, and supportive
environment for all members of the public and staff. In addition, this
procedure will encourage respect, commitment and considerate
relationships between the Town and members of the public.
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Scope
1. This procedure applies to all members of the public and staff at all Town
facilities, properties, Town sponsored events, programs, in written or verbal
communications (including email or phone), in Town vehicles, or at any
other location where Town staff are present.
2. Staff are not expected to put themselves at risk or jeopardize anyone’s
safety when dealing with any real or perceived situation. If at anytime staff
feels threatened, they are to call the Halton Regional Police Services
(police) for assistance
3. Inappropriate behaviour or actions for the purpose of this procedure
includes, but is not limited to, the following behaviours:
a) Aggressive or intimidating approaches to another individual (verbal
assault)
b) Threats
c) Attempts to goad or incite anger in others
d) Throwing of articles in a deliberate or aggressive
manner e) Physical striking of another individual
f) Theft of property
g) Possession of weapons
h) Illegal consumption of alcohol or drugs
i) Contravention of Town by-laws, policies, or procedures
j) Vandalism: the deliberate destruction, damage or defacing of property
owned or leased through the Town
k) Harassment: “engaging in a course of vexatious comment or conduct
that is known or ought reasonably to be known to be unwelcome” as
defined by the Ontario Human Rights Code and covered by the
Town of Oakville Respectful Conduct Policy and Conflict Resolution
Policy.
4. If the nature of an issue is known in advance to be contentious (at a meeting,
event, or any other location where Town staff is present) staff is to alert the
police. Depending
on the nature of the issue, staff may request the attendance of the police.
5. This procedure is designed to provide members of the public and staff with a
positive approach to promoting appropriate behaviour and actions. Town
departments may use this procedure as a guiding principle.
Procedure
Reporting an incident – where staff has witnessed an incident
When instances of inappropriate behaviour or actions occur, staff shall act in the
following manner:
1. Report acts of inappropriate behaviour to the most senior staff person
present at the incident
2. Without jeopardizing anyone’s safety, advise the identified individual(s) to
stop the activity immediately or they will be asked to leave (“verbal
warning”)
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3. If the individual(s) does not co-operate, inform the individual(s) that they
are now trespassing and the police will be called
4. If the individual(s) refuses to leave, do not engage in an argument or
physical confrontation, call the police, and wait for them to arrive while
ensuring that you and any others in jeopardy, are in a safe location
5. Prepare an Rzone Incident Report (Appendix A) on all incidents
addressed in this procedure.
Reporting an incident – where staff is receiving inappropriate written
or verbal communication
When instances of inappropriate behaviour or actions occur, staff shall act in the
following manner:
1. Report acts of inappropriate behaviour to the most senior staff
person of the appropriate department within 24 hours of
inappropriate written or verbal communication
2. Advise the individual to stop the inappropriate activity immediately or you will
end the communication
3. If the individual does not co-operate, inform the individual that you are
ending the communication, and do not reply to any further attempts made
by the individual to contact you
4. Prepare an Rzone Incident Report (Appendix A) on all incidents
addressed in this procedure.
Reporting an incident – where staff has not witnessed an incident being
reported When instances of inappropriate behaviour or actions are reported to
staff, staff shall act in the following manner:
1. Report any act(s) of inappropriate behaviour to the most senior staff
person of the appropriate department within 24 hours of the incident
being reported
2. Prepare an Rzone Incident Report (Appendix A) on all incidents
addressed in this procedure.
Members of the public are to report acts of inappropriate behaviour to a Town staff
member within 24 hours of the incident.
The Town’s primary concern is the safety of members of the public and staff. If at
any time members of the public or staff feel personally threatened, they are to call
the police immediately. It is NOT the expectation that members of the public or staff
put themselves at risk or jeopardize anyone’s safety when dealing with any
perceived or real situation.
Halton Regional Police Services
Non-Emergency Contact: 905-878-5511
Emergency Contact: 911
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Reporting Process and Who will be Notified
1. Staff shall fill out an Rzone Incident Report within 24 hours of the incident.
2. A copy of the Report should be forwarded to the appropriate Director or
his or her designate within 48 hours of the incident.
3. The appropriate Director or his or her designate should provide Notice to the
identified individual of Action To Be Taken, within 14 days of the incident.
4. A copy of the Notice is to be provided to the appropriate Commissioner and
the Human Resources Director, or his or her designate upon Notice to the
identified individual
5. Appropriate staff will be noticfied of any individual(s) who has been subject to
remedial action under this procedure as well as the action taken.
6. The affected department will keep the original Rzone Incident Report.
Consequences of Non-Compliance
1. Individuals who engage in any inappropriate behaviour, as defined in this
procedure, may, depending on the severity, be removed immediately from the
premises. A letter of warning may be sent to an individual advising them of
appropriate behaviour (Appendix C). If necessary, an individual may be
banned from Town premises for a period of time. Length of the ban will be
determined by the appropriate Director and will depend on the severity of the
situation (Appendix D). Enforcement guidelines are referenced in Appendix B.
2. In addition to any other measures taken, where any damage to Town Property
has occurred, the individual(s) responsible will be required to reimburse the
Town for all costs associated with any repairs, an administration fee, as well
as any lost revenues or where appropriate, be required to repair the damage.
Appeal Process
1. If an individual wishes to appeal any action taken by the Town, the individual
may present their case in writing to the appropriate Commissioner, or should
the incident involve a Commissioner to the CAO or designate, within 14 days
of the decision.
2. The appeal will be reviewed by the appropriate Commissioner or CAO,
and any decision made is final.
References and Related Documents

Respectful Conduct Policy and Conflict Resolution Policy (HR-MNG-008) Procedure Bylaw
Town of Oakville Codes of Conduct
Any other relevant Town policies

Definitions
Notice – where there has been a violation of this procedure, a letter may be issued
to the identified individual providing details of the specific behaviour that is not
tolerated and any Action To Be Taken.
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Action To Be Taken – depending on the severity of the incident:
a) A letter of warning may be issued to the identified individual for any
behaviour that is in violation of this procedure.
b) For incidents where behaviou is grossly inappropriate,or threatening to
another member of the public or staff or for repeated incidents, a letter may
beIssued to the identified individual indicating that further participation is no
longer welcome. A temporary or permanent ban is to be determined by the
appropriate Director.
Responsibilities
1. Staff and participants are responsible for behaving and acting in a manner that
respects the rights of others in order to promote an environment that can be
enjoyed by all.
2. The Town shall work in partnership with the community to ensure everyone
has the opportunity to enjoy a respectful and positive environment.
3. Training and education by departments will be provided to staff (e.g. Rzone
orientation) to support the procedure. Training will be provided to staff as part of
Customer Relationship Management and Service Delivery.
4. The Human Resources Department is responsible for monitoring violations
of this procedure and following up with appropriate staff members as
necessary.
Appendices (Not included in this publication):

Appendix A – Rzone Incident Report
Appendix B – Enforcement Guidelines
Appendix C – Standard letter template (warning)
Appendix D – Standard letter template (trespass/ban)

5.15 Respectful Conduct Procedure
Procedure HR-MNG-008-002

Purpose Statement






The town is committed to maintaining a healthy, safe and supportive workplace for
all employees that is free from discrimination, harassment and workplace conflict.
This procedure is designed to resolve complaints and disputes in a manner that is
respectful and maintains an employee’s dignity.
Pursuant to the Ontario Human Rights Code, the town will not condone
discrimination or harassment with respect to race, ancestry, place of origin, colour,
ethnic origin, citizenship, creed, sex, sexual orientation, gender identity, gender
expression, age, marital status, family status or disability.
It is the responsibility of every employee to maintain a positive work environment by
always acting in an appropriate manner in the workplace or at any work-related or
staff social function. Any inappropriate conflict or behaviour will not be tolerated.
The town will take the necessary corrective measures including discipline up to and
including dismissal, against any person who contravenes this policy.

The town, as an employer, is committed to:
Zero tolerance of discrimination, harassment and workplace conflict;
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Resolution of discrimination, harassment and workplace conflict, as soon as possible.
Proactive communication and education regarding employee’s rights and responsibilities;
Conducting all aspects of respectful workplace investigations fairly and in a
professional manner that respects the dignity of all involved;
Confidentiality wherever possible, however the town may have a duty to investigate
and address issues that have been brought to its attention.

Scope

This policy applies to all town employees (including but not limited to full-time, part-time,
students, volunteers, temporary and interns), councillors, contractors, consultants,
workers and
every person accessing town property, services, events and programs.

Procedure

Employees who believe they have been subjected to an action which is in
contravention of the respectful workplace policy by another employee in the workplace,
should:
If possible tell the offending person that their behaviour is offensive and against the
respectful workplace policy;
Make a note about the incident including when it happened and who was present
and any resolution;
If the behaviour continues, the employee should keep a record of the incidents, dates,
times, locations, possible witnesses, and reaction of the alleged harasser and bring this to
the attention
of their own supervisor. Keeping a record will strengthen the case and help in remembering
details over time;
In some situations telling the offending person may be difficult or the concern may be
ignored. If an employee is unable to talk to the offending person or the concern is ignored
they should notify either their own supervisor or the offending persons supervisor;
The supervisor will address the concerns immediately;
The town’s Employee Assistance Program (EAP) is available to provide support for
employees.
If the offending behaviour does not stop after the employee or supervisor has spoken to the
offending person then the employee should proceed to file a formal complaint.
Reporting
Step 1
Formal complaints must be made in writing and signed by the Complainant. Complaints
must be filed as soon as possible after the incident occurred on a Respectful Workplace
Reporting Form;
The Respectful Conduct Reporting Form must be filled out accurately and completely.
All formal complaints must be forwarded the Director of Human Resources who will
initiate an investigation into the complaint within five (5) business days of receipt.
Step 2
The investigation will be conducted by an impartial town staff member or third
party at the discretion of the Director of Human Resources.
Step 3
Once the investigation is complete, the investigation outcomes will be reported to the
Complainant and Respondent.
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Investigation Outcomes
1. If the complaint is substantiated, the Director of Human Resources or their designate will:
Meet with the Respondent and if required his/her supervisor/union
representative and provide written notification of the results of the
discussion which will be placed on his/her Human Resources
Department employee file. Corrective action may include discipline up
to and including dismissal.
Notify the Complainant that the appropriate action has been taken and
that any further instances of offending behaviour should be reported
immediately.
2. If the complaint is not substantiated, the Director of Human Resources or their designate will:
Notify the Complainant and Respondent that the complaint has
not been substantiated and that no further action will be taken.
If it is determined that the complaint was made in a frivolous or
vexatious manner, the complainant may be disciplined up to and
including dismissal.
Confidentiality and Privacy
During the investigation and resolution of complaints, all information must remain confidential,
subject to the rules below, except where sharing information is otherwise required by law:
Complainants, Respondents and witnesses will have access to statements they have
made and personal information which they have provided.
Respondents will have access to details of the complaint to enable them to make a full
response.
Copies of the draft investigation report will be shared with the Complainant and
Respondent so they can comment on the accuracy and completeness of facts. The
draft report must be kept confidential.

Definitions

Discrimination: Includes but is not limited to unequal treatment based on one or more of the
prohibited grounds under the Ontario Human Rights Code, except where conduct is permitted
under the law. Discrimination can be intentional or unintentional, direct or indirect with the
result being an adverse impact on the employee based on the prohibited grounds.
Harassment: Includes a course of vexatious comment or conduct that is known or ought
reasonably to be known to be unwelcome. It may include but is not limited to:
written or verbal insults
unwanted remarks or comments on a person's mannerisms or body,
practical jokes that cause embarrassment or endanger an employee's safety,
behaviour that undermines or sabotages the employee's job performance,
behaviour that threatens the livelihood of the employee,
behaviour, conduct, comments or activities not directed specifically at an individual, but
which nonetheless create a degrading, offensive, "poisoned" work environment. It may
include, but is not limited to:
circulating or displaying sexually explicit, racist or derogatory pictures,
graffiti or other offensive materials,
patronizing behaviour, language or terminology that reinforces
stereotypes and undermines self-respect or adversely affects work
performance or conditions.
Harassment can take many forms and may be directed at an individual or group of individuals.
Harassment can occur in various types of communication, including face to face exchanges,
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email correspondence, written correspondence and the use of social media. Differences of
attitude or culture and misinterpretation of social signals can mean that what is perceived as
harassment by one person may not seem so to another. Behaviour shall be regarded as
harassing if, having regard to all the circumstances, including in particular the perception of
the person who is the subject of the harassment, it should reasonably be considered as
having that effect.
Harassment also includes the following:
Sexual Harassment: Occurs when an employee receives unwelcome sexual attention
from another employee and such comment or behaviour is known or should reasonably
be known to be unwelcome. An employee may also experience a threat to their job
security or working conditions (ie. advancement, monetary raise etc.) for refusing to
comply with sexual demands by a person in a position of authority. These may include,
but is not limited to the following:
Unnecessary or unwanted physical contact, ranging from touching, patting or
pinching, to physical assault;
Leering (suggestive staring at a person’s body), or other suggestive gestures;
Unwelcome remarks, jokes, innuendoes or taunting about a person’s
physical appearance, attire, sex or sexual orientation;
Practical jokes of a sexual nature, which cause awkwardness or embarrassment;
Demands for sexual favours or requests, particularly where privilege is implied;
and
Compromising invitations.
Personal Harassment/Bullying: Personal harassment or bullying is any unwelcome,
disrespectful, intimidating, abusive, cruel, vindictive or offensive behaviour, conduct or
communications directed at an individual or group. In some cases it may erode their selfconfidence or self-esteem and it may create an intimidating, offensive or embarrassing
work environment often referred to as a Poisoned Work Environment.
Personal harassment may include, but is not limited to: name calling; insults;
inappropriate jokes; threats; shouting; derogatory remarks (including messages that are
threatening, derisive, or defamatory); spreading malicious rumours; persistent criticism
and exclusion.
Harassment does not include:
legitimate, reasonable management actions that are part of the normal work function
that may include, but is not limited to appropriate direction, delegation, performance
management or discipline administered by a member of management or a
management designate;
professional debate;
attendance management;
relationship of mutual consent or mutual flirtation;
stressful events encountered in the performance of legitimate job duties;
occasional disagreements or personality conflicts.
Workplace Conflict: Inappropriate workplace conflict occurs when two or more employees
disagree on a matter which results in a disruption to the cohesive relationships necessary for a
productive and harmonious workplace.
Complainant: A person who makes a complaint under this policy.
Respondent: The person against whom a complaint has been filed.
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Poisoned Work Environment: An infringement of every person’s right to equal treatment with
respect to employment which refers to comments, behaviour or work environment that ridicules,
belittles or degrades people or groups identified by one or more prohibited grounds of the policy
and in accordance with the Code. A poisoned work environment could result from a pattern of
events, serious and single event, remark, or action and need not be directed at a particular
individual.

Responsibilities
Employees’ Responsibilities:
Refrain from harassing and inappropriate workplace conflict as outlined in this procedure;
If they feel they are being harassed or discriminated against, are encouraged where
possible to inform the alleged offender about unwelcome conduct or actions;
If the harassment, discrimination or workplace conflict does not stop, they are encouraged
to notify the next level of supervisor/management not involved in the complaint as soon as
possible about the alleged violation. This will assist to resolve issues quickly and in the
least adversarial way;
If they are harassed by a member of the public, contractor, consultant, service or delivery
person, the allegations should be investigated in accordance with the procedures set out
in the RZone procedure;
Cooperate fully in any respectful workplace investigation and keep any information
about the complaint and/or investigation confidential.
Supervisors’ Responsibilities:
Provide a workplace free from harassment and conflict – setting a good example
and not participating in or ignoring harassment, discrimination or workplace
conflict;
Be aware of the potential for harassment and conflict and proactively intervene before
problems arise;
Act quickly and appropriately as soon as becoming aware of possible policy
violations in consultation with Human Resources;
Cooperate fully and must make their staff available to participate in investigations
and other resolution processes;
Be sensitive to the nature of the complaint and implement recommended
changes in the workplace;
Keep any information about the complaint and/or investigation confidential.
Human Resources’ Responsibilities:
Train and educate all staff on the Respectful Workplace policy and procedure
including their responsibilities;
Act quickly and appropriately as soon as receiving a complaint under the policy;
Provide guidance on the policy to supervisors and staff;
Keep any information about the complaint and/or investigation confidential.

References and Related Documents

Ontario Human Rights Code
Respectful Conduct Policy HR-MNG-008
Accommodation Procedure HR-MNG-008-003
Rzone Procedure HR-MNG-008-001
Occupational Health, Safety and Violence Policy HR-MNG-005
Workplace Violence Procedure HR-MNG-005-002
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Employee Code of Conduct
Code of Conduct for Members of Council and Local Board Members
Accessibility for Ontarians with Disabilities Act, 2005
Any other relevant town policies

Appendices

Not included in this publication:
Respectful Conduct Reporting Form

5.16 Accommodation

Procedure HR-MNG-008-003

Objective
The Town of Oakville is committed to the health, safety and wellness of its
employees. The town will make every effort to assist an employee in their safe
return to work following a leave for illness or injury, or anywhere an employee
identifies a bona fide accommodation need that arises from protected rights
identified in the Ontario Human Rights Code.
Work related injuries or illnesses will be managed according to Workplace
Safety and
Insurance Board (WSIB) legislative requirements.
Purpose Statement
This program supports the town’s objective to:
a) to ensure every effort is made to accommodate an employee
in need of accommodation in their own job, where possible;
b) to provide a temporary or long-term work accommodation in an existing
alternative job in the town if unable to accommodate the employee in his/her
own job;
c) to ensure all work is performed in a manner which is safe for the
employee, their co- workers and the public;
d) to ensure that the work performed is meaningful work in keeping with the
town’s values of: Accountability; Dedication; Honesty; Innovation;
Respect; and Teamwork;
e) To ensure job applicants have access to accommodation in the
recruitment process.
Scope
This procedure applies to all town employees (including but not limited to full-time,
part-time, students, volunteers, temporary and interns). It also applies to all
applicants to jobs at the town while they are involved in the recruitment process.
Procedure
Accommodation for Injury or Illness
1. A formal request for accommodation must be made in writing by completing the
Accommodation Request Form and providing supporting medical
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documentation. The request must be submitted to the Director of Human
Resources.
2. Medical information supporting the request is reviewed by the HR Disability
Claims Coordinator and may be in consultation with an outside medical
practitioner or other expert to assist the town in determining an appropriate
accommodation option(s).
3. Where a duty to accommodate exists the HR Disability Claims Coordinator
consults the employee’s manager to determine:
i. What are the essential duties of the position held by the
employee?
ii. Can those duties or working conditions be modified without
undue hardship?
4. If the manager is unable to provide accommodation without undue hardship
the HR Disability Claims Coordinator will review all existing job vacancies for a
position which may be suitable or which may be modified.
5. A meeting will be convened with the HR Disability Claims Coordinator, the
manager, employee and their union or other workplace representative where
there is no bargaining agent, to discuss the work modification(s) or
placement. If the modified work is in a job other than the one held by the
employee this meeting may involve more than one manager and union.
6. Temporary accommodations will generally not exceed six (6) months in
duration unless there are exceptional circumstances. Once the employee is
placed in or returns to a modified position the employee’s progress in the
position will be reviewed
at two week intervals for the first three (3) months by HR Disability Claims
Coordinator, the manager and union where appropriate. Further modifications
may be made if necessary.
7. Long-term work accommodations will be offered when a long-term disability in
need of accommodation exists. Once the employee is placed in or returns to a
modified position the employee’s progress in the position will be reviewed at
two week intervals for the first three (3) months by HR Disability Claims
Coordinator, the manager and union where appropriate. Further modifications
may be made if necessary.
8. Following the initial reviews during the first three (3) months of the
accommodation, long-term accommodations will be reviewed annually or
whenever there is a material change to the employee’s ability to perform job
task, by HR Disability Claims Coordinator, the manager and union where
appropriate.9. If an accommodation is unsuccessful for either the employee
or the employer it may be ended. If it is ended by the employer, efforts will be
made to find another accommodation. If it is ended by the employee and
upon review is found to be a suitable accommodation the duty to
accommodate will have been satisfied by the town.
Human Rights Accommodation
1. A formal request for accommodation must be made in writing by completing
the Accommodation Request Form and providing supporting documentation
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if available. The request must be submitted to the Director of Human
Resources.
2. Where a duty to accommodate is found to exist the Director of Human
Resources or designate will consult with the employee’s manager to
determine:
i. What are the essential duties of the position held by the
employee?
ii. Can those duties or working conditions be modified without
undue hardship?
3. If the manager is unable to provide accommodation without undue hardship
the Director of Human Resources or designate will request that Human
Resources staff review all existing job vacancies for a position which may be
suitable or which may be modified without undue hardship.
4. Once a suitable accommodation and/or position is identified a meeting will be
convened with the union and the employee to discuss the work
modification/placement. If the modified work is in a job other than the one held
by the employee this meeting may involve more than one manager and union.
5. Once the employee is placed in a modified position the employee’s
progress in the position will be reviewed at two week intervals or as needed
for the first three (3) months by the Director of Human Resources or
designate and manager. Further modifications may be made if necessary.
6. Requests for temporary accommodations for Human Rights reasons will in
many cases have an expected end date. If the end date is several years in the
future the accommodation must be reviewed at least annually to ensure that
the accommodation remains appropriate and that the need for it still exists.
7. Following the initial reviews during the first three (3) months of the
accommodation, long-term accommodations will be reviewed annually by the
Director of Human Resources or whenever there is a material change to the
employee’s ability to perform job tasks to ensure the accommodation remains
appropriate.
8. If the accommodation is unsuccessful for either the employee or the employer
it may be ended. If it is ended by the employer efforts will be made to find
another accommodation. If it is ended by the employee and upon review is
found to be a suitable accommodation the duty to accommodate will have
been satisfied by the town.
Accommodation in the Recruitment Process
Accommodation in the recruitment process will be in accordance with the town’s
Accessible
Employment procedure.
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Definitions
Accommodation - Any adaptation or adjustment that is required to enable
employees to perform their essential job responsibilities.
Accommodations may include, but are not limited to, the following workplace
modifications:
The work area
Employee’s job tasks
Equipment used to perform regular duties
Schedules
Work locations
Job applicants to the Town of Oakville will be offered appropriate accommodation
where the need for such arises and is identified by the applicant.
Essential Duties - The duties necessary to achieve the actual job outcome. The job
outcome is the overall objective of the job in terms of the production of the final
product or provision of service.
The duty is essential if, when you take the duty away:
the job outcome is not accomplished;
the product or service is affected;
a process related to the job either before or after is affected.
Temporary Accommodation - Any job, task, function or combination thereof
that an employee who suffers a partial disability, diminished capacity, or has a
need for an accommodation for a short term defined period of time, which may
be performed safely, without risk of re-injury or exacerbation of the existing
injury.
Long-term Accommodation - A modification of the pre-illness or injury job,
relocation of the employee to a suitable existing position, or modification to the
workplace or hours of work as required. In order to be eligible for a long-term
accommodation an employee must be permanently disabled and/or in need of a
work accommodation.
Comparable Job - A job with the features and earnings that are comparable to an
employee’s job on the date on which the illness, injury or the need for
accommodation arises.
Suitable Job – Employment consistent with the employee’s skills and functional
abilities that does not pose a health and safety hazard to the employee, co-workers
or the public.
Job Demands Analysis - An objective observation and evaluation of the physical,
sensory, behavioural and cognitive demands of a job.
Functional Abilities Evaluation - A process of assessing and describing an
individual’s physical and functional abilities related to their ability to work.
Undue Hardship - An employer does not have to provide an accommodation that
causes undue hardship, meaning significant difficulty or expense. Undue hardship
refers not only to financial difficulty, but also accommodations that are unduly
extensive or disruptive, or those that would fundamentally alter the nature or
operation of the business.
Undue hardship does not arise because of other employees' or clients' fears or
prejudices, or because providing a reasonable accommodation might have a
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negative impact on employee morale. Undue hardship may arise where a reasonable
accommodation would be unduly disruptive to other employees' ability to work.
Human Rights Accommodations – Are accommodations based on the rights
protected under the Ontario Human Rights Code. They include: race, ancestry,
place of origin, colour, ethnic origin, citizenship, creed, sex, sexual orientation,
gender identity, gender expression, age, marital status, family status or disability.
References and Related Documents
Ontario Human Rights Code
Respectful Conduct Policy HR-MNG-008
Respectful Conduct Procedure HR-MNG-008-002
R-Zone Procedure HR-MNG-008-001
Accessible Employment Procedure MS-ACC-001-003
Ontarians with Disabilities Act, 2001
Accessibility for Ontarians with Disabilities Act, 2005
Any other relevant town policies

Appendices

Not included in this publication - Accommodation Request Form

5.17 Recruitment - Temporary Staffing, Part-time and Students
Procedure HR-RCT-001-002

Purpose Statement
This procedure outlines the hiring process for part-time, temporary and student
positions.
Scope
This procedure applies to the hiring of part-time and student employees of the
Corporation of the Town of Oakville (hereinafter referred to as the town).
Employees covered by a collective agreement are subject to the terms and
conditions in the respective collective agreement.
Procedure
Temporary Staffing
1. Temporary vacancies may arise as a result of emergency situations,
vacations, illness workload or any other appropriate reason.
2. The hiring manager must complete an employee requisition form for
temporary vacancies of thirty (30) days or more. Requisitions must be done
through the automated workflow recruitment system (CIS). When the
temporary vacancy being filled is greater than 4 months, the hiring manager
must also submit a business case to support their request. All business
cases will be reviewed by the Vacancy
Management Committee to consider options in managing vacancies.
Recommendations will accompany the business cases that are submitted
for approval by the Executive Management Team.
3. If the temporary vacancy is categorized as clerk/typist, reception,
administration or accounting the hiring manager or supervisor may directly
contact the town approved external temporary staffing agency.
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4. For temporary staff positions not covered above, departments should contact
the
Human Resources (HR) department for direction.
Part-time and Student Positions
1. The hiring manager must complete a requisition through the automated
workflow recruitment system (CIS) for temporary vacancies of thirty (30)
days or more.
2. All positions shall be evaluated under the job evaluation program.
3. Procedures for recruiting shall be posted on the town web-site.
4. All employment related town Policies and Procedures must be adhered
to in the recruitment process.
5. Employees will be paid in accordance with the part-time wage grid.
6. The hiring manager or supervisor must ensure that a completed and signed
letter of acceptance is received.
7. To be considered eligible for the student job program, students must be
currently attending and or returning to school. Verification of enrollment in
the fall term may be required.
8. Student offer letter must include a statement that the job offer is
contingent upon budget approval.
Reference Checks
1. All offers of employment are subject to satisfactory employment references,
obtained by HR or the hiring department prior to the date of hire.
2. Where specific drivers licensing requirements are part of the bona
fide job qualifications, applicants will be required to provide a driver’s
license abstract.
3. A criminal records check may be required prior to
commencement date. Citizenship or Immigration Status
4. All new employees must provide proof of eligibility to work in
Canada. Persons with Disabilities
5. The town will not discriminate against persons with disability. Reasonable
efforts will
be made to accommodate the needs of persons with disabilities in accordance
with the
Ontario Human Rights Code and the Accessibility for Ontarians with Disabilities
Act.
References and Related Documents
1.
2.
3.
4.

Recruitment Policy;
Recruitment Procedure – Permanent fulltime.
Employment Equity Policy
Criminal Records Check Policy and Procedure

Responsibilities
1. The hiring department will be responsible for requesting assistance from the HR
department in the hiring process;
2. It is the responsibility of respective supervisors to make offers and ensure that
a completed signed offer letter is received and to advise the HR department of
any changes to job status, wage, salary, deductions, transfers, promotions,
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upgrading leaves of absence or separations, by submitting a completed Parttime or Student Employee Change of Status form.

5.18 Criminal Records Check
Procedure HR-RCT-003-001

Purpose Statement
The procedure outlines the responsibilities of the Town Departments and
Human Resources in the identification of sensitive positions requiring criminal
records checks; the process to be followed in obtaining the criminal records
information from affected employees; and management of the information
acquired. This Procedure does not
conflict with or amend the Town of Oakville's practice of requiring criminal
records checks and/or a clear criminal record for applications for positions that
may otherwise not be deemed to be sensitive positions.
Scope
The procedure applies to all candidates for, and employees in, sensitive positions with
the
Town of Oakville.
Procedure
1.
Department Heads will establish the criminal records check
requirements of each job in their complement against the five
criteria that define positions requiring criminal records checks
being:
a) direct contact with the public including those working with
the “at risk” population of children and vulnerable adults
b) responsibility for significant handling or investing of money
c) of significant power and/or influence or requires the trust of
people not working for the Town (e.g. By-law Enforcement
Officers, positions involved in licensing or real estate)
d) a requirement to enter or access private property or residences
(e.g. Firefighters, Building Inspectors). and/or
e) any other criteria deemed appropriate by the Director of Human
Resources
2. Department Heads will sign off on the Sensitive Position Listing and return it to
Human Resources for review and administration.
3. A panel will be made up of the Human Resources Consultants and the Labour
Relations Manager to confirm if the positions identified by Department heads
require a criminal records check.
4. When requesting to fill a vacant position Management will indicate on the section
of the requisition provided for comments if the successful candidate will require a
criminal records check
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5. Human Resources will post sensitive positions as requiring a criminal records
check.
6. Candidates interviewed for sensitive positions will be advised in the interview that
the successful candidate will receive a confirmation of employment only after
presenting a satisfactory criminal records check directly to Human Resources. If
the successful candidate, on receiving the criminal records check, chooses to
withdraw their application, they may do so without prejudice.
7. A positive criminal records check is immediately referred to the Human Resources
Director for consideration.
8. The criminal records check will be sealed in the successful candidate’s personnel
file.
9. Any additions, deletions or changes in the status of jobs must be signed off by the
Commissioner and sent to Human Resources.
10. Incumbents currently in positions as of [Date of Approval] that are designated as
sensitive positions, thereby requiring a criminal records check, will be deemed to
have obtained a criminal records check for the position they presently occupy and
the position(s) they have occupied while employed by the Town. If, however, the
employee currently occupies a position for which a Vulnerable services sector
report is required, they will be required to obtain a Vulnerable sector screening
check.
11. The Town will provide notice to the respective unions of the positions within their
bargaining units which have been designated as sensitive positions.
12. An employee, who occupies a position which is deemed to be sensitive and
otherwise requires a criminal record check, for which such employee has been
deemed to have provided, shall immediately notify Human Resources when the
employee is convicted of an offence under the Criminal Code. Human Resources
and appropriate subject matter experts will review the conviction to determine what
action, if any, ought to be taken in light of the employee’s position and the nature of
the criminal offence.
13. An employee who occupies a position which requires a criminal record check shall
immediately notify Human Resources when the employee is charged with an
offence under the Criminal Code, where the nature of the offence is such as to be
potentially harmful or detrimental to the Town’s reputation or capacity to deliver
services to the public or that will render the employee unable to properly perform
some or all of their duties or that it may have a harmful effect on other employees
of the Town.
14. Without restricting the generality of the foregoing, an employee must report a
criminal charge when charged with the following offences:
a) Any violent sexual offence under the Criminal Code;
b) Any offence under the Criminal Code involving children under 18
years of age;
c) Crimes of violence involving a vulnerable person, which include
threats, assaults and the use, possession or distribution of a weapon;
d) Any offence involving the making, possession or distribution of
child pornography; and
e) Theft (over $100) or fraud.
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15. All information shall be retained in the manner outlined in paragraph 8 above.
References and Related Documents

Related legislation: Ontario Human Rights Code Criminal Code, Criminal Records Act. This policy does not
conflict with or amend the Town of Oakville’s practice of requiring
criminal record checks and or a clear record for applications for positions that may
otherwise not be deemed to be sensitive positions

Responsibilities
1. It is the responsibility of the Commissioner to confirm whether or not a position
should be designated as sensitive, using the criteria provided.
2. It is the responsibility of Human Resources to maintain a list of sensitive positions;
insert notification on postings; advise candidates in the interview process if a
criminal records check is required; and ensures checks are satisfactory prior to
confirming employment and start date.
3. It is the responsibility of the Director of Human Resources to determine, in
consultation with others, the impact of a positive criminal records offence on an
individual’s candidacy for a sensitive position, or the continued employment of
an employee in a sensitive position.
4. It is the responsibility of employees in sensitive positions to comply with their
obligations under this Policy and Procedure.

5.19 Accessible Customer Service
Procedure MS-ACC-001-001

Purpose Statement
 This procedure addresses the accessibility requirements of Ontario Regulation
429/07
 Accessibility Standards for Customer Service under the Accessibility for
Ontarians with
 Disabilities Act, 2005 (AODA).
 Reasonable efforts shall be made to provide all persons equal opportunity to
obtain, use and benefit from town goods and services. To ensure that goods
and services are provided in a manner and format that respects the dignity
and independence of persons with disabilities, the provision of such goods
and services shall be:
 Part of standard business operations, whenever possible
 Accessible through the use of assistive devices, service animals and
support persons unless prohibited by law or for reasons of health
and safety
 Communicated in a manner that takes into account the person’s disability
 Reinforced through training of personnel on accessibility requirements;
provision of service disruption notification, when required; and, access to a
feedback process.

123

Scope
This procedure applies to the provision of municipal goods and services
provided by Town Council and town employees as well as by volunteers, agents
or contractors (personnel) representing or performing any function on behalf of
the town.
Procedures
Assistive Devices, Service Animals, Support Persons
The town shall recognize and accommodate persons requiring the use of
assistive devices, service animals and support persons to access goods and
services in accordance with applicable legislation, policy and procedures.
Assistive Devices The use of assistive devices by individuals as required, in
accessing goods and/or services provided by the town is recognized unless otherwise
prohibited due to health and safety or privacy issues. Where possible, the town shall
make assistive devices available in the form of lifts, wheelchairs, audio and visual
enhancements, etc.
Service Animals The accompaniment of service animals in areas/premises that are
open to the public, when accessing goods and services provided by the town, is
recognized unless otherwise prohibited by law.
In the event that a service animal is excluded from the premises by law, the
appropriate personnel or the town shall endeavour to make other provisions
available, to enable the person with a disability to obtain, use or benefit from
the town’s goods and services.
Support Persons: The need for a support person to support and assist an individual
with a disability when accessing goods and services provided by the town is
recognized. The town shall ensure that both persons are permitted to enter the
premises together and the person with a disability is not prevented from having access
to the support person while on the premises.
Where admission fees for the support person are applicable, advance notice of the
fee will be made available.
The town may deem it necessary to require a support person for a person with a
disability in order to protect the health and safety of that person or of others on the
premises. This will only occur after consultation with the person with a disability and
when it is the only means to allow the person with a disability to access the town’s
goods and services.
Training, Service Disruption Notification, and Feedback Process
The town shall provide:
1. Accessibility training in accordance with this procedure and any related Human
Resource training practices and procedures
2. Notification in accordance with this procedure and the town’s Public Notice and
Engagement policy and any other related legislation
3. A feedback process on the provision of goods and services to persons with
disabilities.
Training The town shall provide training to all staff, volunteers, agents/contractors and
any other individuals who interact with the public or other third parties on behalf of the
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town. Training shall be commensurate with the level of public contact and shall
include:
1. The purposes of the AODA and the requirements of the Accessibility Standard
for
Customer Service, Ontario Regulation 429/07
2. How to interact and communicate with people with various types of disabilities
3. How to interact with people with disabilities who use an assistive device or
require the assistance of a service animal or a support person
4. How to use assistive devices, if applicable, which may be available at town
facilities
(e.g. TTY, Bell Relay, wheelchairs, pool lifts, etc.)
5. Instruction if a person with a disability is having difficulty in accessing the
town’s goods and services.
 Training shall be provided on an as needed basis (for example training on the
use of assistive equipment shall be upon hire or the first day of employment/use;
whereas customer service training shall be provided in accordance with the
town’s Human Resource training schedule).
 Training shall be provided in a timely manner and on an ongoing basis to
meet staff needs and to ensure compliance with applicable legislation.
 Town policies and procedures are available on the town’s website. The
appropriate policy and procedures shall be reviewed as part of the training
program.
 The town shall keep records of the training provided in accordance with Ontario
Regulation
 429/07.
Service Disruption Notification: In the event of a planned service disruption at any
town facility, service or system, notice shall be provided on the town website and
posted at the location. There is a designated web page and RSS feed on the town’s
website for service disruptions. The town also uses social media tools to notify its
followers about service disruptions.


The notice shall provide the reason for the disruption, its anticipated
duration and a description of alternative facilities, services or
systems that may be available.
 In the event of an unexpected disruption, where possible notice shall be
posted at the facility or service location in a conspicuous place, and/or posted
on the town website or by such other method as is reasonable under the
circumstances.
Feedback Process: The town shall maintain a feedback process to enable members of
the public to comment on the provision of goods and services to people with
disabilities.
 Such feedback shall be received in any form (i.e. in-person, by telephone
(TTY), in writing, fax or in electronic format, including email and the town
website).
 All questions and concerns received shall be acknowledged by the end of the
next business day from the date of receipt. Response time to such
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submissions shall be dependent on the complexity of the issue, but shall not
exceed 15 business days, unless there are extenuating circumstances that
have been communicated to the submitter.
References and Related Documents

Ontarians with Disabilities Act, 2001
Accessibility for Ontarians with Disabilities Act, 2005
Accessible Standards for Customer Service, Ontario Regulation 429/07
Accessibility Policy
Accessible Information and Communications procedure
Accessible Employment Procedure
Accessible Transportation procedure Public
Notice and Engagement Policy Human
Resource policies and procedures

Definitions
Assistive Device - is a technical aid, communication device, or medical aid modified
or customized, that is used to increase, maintain, or improve the functional abilities
of people with disabilities. An assistive device may be provided by the individual or
may be provided by the town in the form of lifts, ramps, wheelchair, audio and visual
enhancements, etc.
Barrier - means anything that prevents a person with a disability from fully
participating in all aspects of society because of his or her disability, including a
physical barrier, an architectural barrier, an information or communications barrier,
an attitudinal barrier, a technological barrier, a policy or a practice.
Disability - is:
1. any degree of physical disability, infirmity, malformation or disfigurement that is
caused by bodily injury, birth defect or illness and, without limiting the
generality of the foregoing, includes diabetes mellitus, epilepsy, a brain injury,
any degree of paralysis, amputation, lack of physical co-ordination, blindness
or visual impediment, deafness or hearing impediment, muteness or speech
impediment, or physical reliance on a guide dog or other animal or on a
wheelchair or other remedial appliance or device,
2. a condition of mental impairment or a developmental disability,
3. a learning disability, or a dysfunction in one or more of the processes
involved in understanding or using symbols or spoken language,
4. a mental disorder, or
5. an injury or disability for which benefits were claimed or received under the
insurance plan established under the Workplace Safety and Insurance
Act,1997.
Service Animal – an animal is a service animal for a person with a disability if it is
readily apparent that the animal is used by the person for reasons relating to his or
her disability; or if the person provides a letter from a physician or nurse confirming
that the person requires the animal for reasons relating to the disability.
Support Person – a support person means, in relation to a person with a disability,
another person who accompanies him or her in order to help with communication,
mobility, personal care or medical needs or with access to goods, services or
facilities.
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Responsibilities
All Departments are responsible for:
Ensuring compliance with the Accessibility Standards for Customer Service,
Ontario
Regulation 429/07
Providing documents in alternate formats upon request for a person with a
disability
Providing information about service disruptions that will be posted on
the town’s website and social media tools as required
Notifying the Human Resources Department of any additional training
requirements
Budgeting for accessibility requirements
Communicating and coordinating, when applicable, with a person with a
disability regarding the use of a support person
Communicating and coordinating, when applicable, with a person with a
disability regarding services animals
User (person with a disability) is responsible for:
Supervising and keeping service animals in control when used to access
the town’s goods and services
Providing verification or license of service animal certification
The Human Resources department is responsible for:
The provision of accessibility training in accordance with the AODA and
relevant policies and procedures

5-20 By-Law 2002-153 A By-Law to provide for the control of the
idling
of vehicles
WHEREAS Section 102 of the Municipal Act authorizes a municipal council to pass a
by-law and to make regulations for the health, safety, morality and welfare of the
inhabitants of the municipality in matters not specifically provided for in the Act;
AND WHEREAS vehicles are sources of nitrogen oxides, carbon monoxide, sulphur
dioxides and volatile organic compounds in the Town of Oakville’s outdoor air;
AND WHEREAS the levels of air pollution in the Town of Oakville are associated with
adverse health effects, including deleterious effects on respiratory health;
THE COUNCIL ENACTS AS FOLLOWS:
1.
DEFINITIONS
(1) IDLE - means the operation of the engine of a vehicle while the vehicle is not in
motion and not being used to operate auxiliary equipment that is essential to the basic
function of the vehicle and “idling” has a corresponding meaning;
(2) LAYOVER - means stopping at a point along a transit route for a maximum of fifteen
(1 5) minutes to allow a transit vehicle to adjust to service schedules;
(3) MOBILE WORKSHOP - means:
(a) a vehicle containing equipment that must be operated inside or in association
with the vehicle; or
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(b) a vehicle serving as a facility for taking measurements or making
observations or conducting maintenance or construction operated by or on behalf of a
municipality, public utility or police, fire or ambulance service.
(4) STOPOVER - means a scheduled delay of a maximum of fifteen (1 5) minutes at a
transit vehicle terminal to allow transit vehicles to adjust services schedules;
(5) TRANSIT VEHICLE - means Oakville Transit vehicles, GO Transit vehicles,
paratransit vehicles, tour buses and motor coaches;
(6) VEHICLE - means a motor vehicle, trailer, traction engine, farm tractor, or road
building machine as defined in the Highway Traffic Act, and any vehicle drawn,
propelled or driven by any kind of non-muscular power but does not include cars or
electric or diesel electric railways running exclusively upon rails.
2.
PROHIBITIONS
(1) No person shall cause or permit a vehicle to idle for more than five (5) consecutive
minutes.
(2)Section 2(1) does not apply to:
a. police, fire or ambulance vehicles while engaged in operational activities,
including training activities, except where the idling is substantially for the
convenience of the operator of the vehicle;
b. vehicles assisting in an emergency activity;
c. mobile workshops while they are in the course of being used for their basic
function;
d. vehicles where the idling is required as part of a repair process or to prepare a
vehicle for servicing;
e. armoured vehicles where a person remains inside the vehicle while guarding the
contents of the vehicle or while the vehicle is being loaded or unloaded;
f. vehicles that remain motionless because of an emergency, traffic or weather
conditions or mechanical difficulties over which the driver has no control;
g. vehicles engaged in a parade or race or any other such event authorized by
Council;
h. transit and passenger vehicles while passengers are embarking or disembarking
en route or at terminals;
i. transit vehicles while at a layover or stopover location, except where the idling is
substantially for the convenience of the operator of the vehicle;
j. vehicles transporting a person where a medical doctor certifies in writing that for
medical reasons, the person requires the temperature or humidity to be
maintained within a certain range and the idling of the vehicle is necessary to
achieve that temperature or humidity level;
k. vehicles when the ambient outside temperature is more than 27 degrees Celsius
(27°C) or less than five degrees Celsius (5°C) and the idling of the vehicle is
necessary to the operation of air conditioning or heating equipment respectively.
3.
ADMINISTRATION AND ENFORCEMENT
(1) This by-law shall be administered and enforced by the By-law Enforcement Section
of the Town of Oakville.
(2) Any person who contravenes any provision of this by-law is, upon conviction, guilty
of an offence and is liable to any penalty as provided in the Provincial Offences Act.
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(3) The court in which a conviction has been entered and any other court of competent
jurisdiction thereafter, may make an order prohibiting the continuation or repetition of
the offence by the person convicted and such order shall be in addition to any other
penalty imposed on the person convicted.
4.
SHORT TITLE
This by-law may be cited as the “Anti-Idling By-law”.
PASSED by the Council this 12TH day of AUG. , 2002
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List of Apendices
Subject

Appendix

Shorts – List of Job Duties where shorts are prohibited

A

Supervisor’s Accident-Injury Form

B

Bodily Injury Report

C

Functional Abilities Form

D

Treatment Memorandum

E

Vehicle Collision Form

F

Property Loss Form

G

Circle Check Form Sample

H

Media Statement

J

Sharps Reporting Form

K

Lifting, Transferring Weight, Shoveling & Digging

L

Lightning

M

Bill 168

N

RZone

P

Tips for Young Workers

Q

Summer Reminder Sheet

R
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Appendix A

- Maintenance activities where shorts MAY NOT be worn:



line trimming with line trimmer units



brush blading with line trimmer units



operation of push mowers



operation of backpack blowers



operation of rototillers



operation of power edgers, hedge trimmers



operation of chain saw or chipper



application of pesticides



weed inspections



equipment servicing including the use of compressed air



operation of sweeper unit collecting geese feces



cleaning of washrooms using germicides or any disinfectant cleaners or products



collection of garbage with packer



assisting with mechanical auger of holes



painting with solvents, pentox, creosote material products



operation of soil wackers



pre-arranged graveside assistance to funerals



Forestry Students operations and activities (watering, weeding, de-staking, tree
removal, using handsaw, post pounder, traffic control etc.)
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Appendix B

THE CORPORATION OF THE TOWN OF OAKVILLE
ROAD
1225 TRAFALGAR
BRAMPTON
OAKVILLE, ONTARIO L6J 5A6

SUPERVISOR’S REPORT OF EMPLOYEE INCIDENT/ACCIDENT

▪ Please print clearly in dark ink.
▪ Answer all questions to the best of your knowledge.

A.

EMPLOYEE INFORMATION

LAST NAME:

FIRST NAME:

DIVISION:

DEPARTMENT:

EMPLOYEE #:

OCCUPATION AT TIME OF ACCIDENT:
B.

YEARS OF EXPERIENCE IN OCCUPATION:

DETAILS OF INCIDENT/ACCIDENT

EXTENT OF INJURY:

Incident Only
Health Care

First Aid
Lost Time

Property Damage
Critical Injury/Fatality

PART OF THE BODY INJURED: (Indicate left or right side)
DATE AND HOUR OF ACCIDENTAL INJURY:
Day:
Month:
DATE AND HOUR REPORTED TO EMPLOYER:
Day:
Month:
DATE AND HOUR LAST WORKED:
Day:
Month:
DATE AND HOUR RETURNED TO WORK (IF KNOWN)
Day:
Month:
ACCIDENT/INJURY REPORTED TO:
EXACT LOCATION OF ACCIDENT:
NAME AND ADDRESS OF TREATING PHYSICIAN OR TREATMENT CENTRE:
Name:
Address:

Year:
Year:
Year:
Year:

Time:
Time:
Time:
Time:

a.m./p.m.
a.m./p.m.
a.m./p/m.
a.m./p.m.

Telephone Number

CONTACT INFORMATION OF WITNESSES OR PERSONS HAVING KNOWLEDGE OF THE INCIDENT/ACCIDENT:
Name:
Address:
Telephone Number
DESCRIBE THE ACCIDENT, INCLUDING WHAT THE EMPLOYEE AND ANY OTHERS INVOLVED WERE DOING, AND WHAT
THEY WERE TRYING TO DO. IDENTIFY ANYTHING UNUSUAL ABOUT THE SITUATION (Attach sketch if applicable).

IDENTIFY EQUIPMENT/MATERIAL/DEVICE(i.e. size, weight, etc.). DESCRIBE ANY APPLICABLE DAMAGE.

C.
IMMEDIATE CAUSES
CHECK THE ACTIONS AND CONDITIONS THAT CAUSED THE ACCIDENT: (Check as many as apply)
Failure to warn/secure
Inadequate/improper personal protective equipment
Working at unsafe speed
Defective tools/equipment/materials
Removing safety devices
Congestion/restricted action
Using defective equipment
Inadequate warning system
Failure to use protective equipment
Fire and explosion hazard
Improper lifting/loading
Poor Housekeeping/disorder
Improper position/posture for the task
hazardous environmental conditions
Working on moving/dangerous equipment
Noise Exposure
Horseplay
High/Low temperature exposure
Driving error
Inadequate/excessive illumination
Making safety devices inoperable
Inadequate ventilation
Using equipment improperly
Other
EXPLAIN:

Page 1 of 2
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CHECK THE UNDERLYING REASONS FOR THESE ACTIONS AND/OR CONDITIONS (Check as many as apply)
Inadequate physical/mental capability
Inadequate purchasing
Lack of knowledge
Inadequate maintenance
Lack of skill
Inadequate tools/equipment/materials
Improper motivation
Inadequate work standards
Inadequate leadership/supervision
Wear and tear
Inadequate engineering
Abuse or misuse
Other:
E.
EMPLOYMENT INFORMATION
Type of Employment (Check all that apply)
Full Time
Part Time
Casual
Seasonal
Apprentice
Student
Learner
Other
Total Weekly Pay Hours (if weekly pay hours are irregular states average weekly hours):
Does the workers schedule change from week to week:
Enter Workers Usual Work Days:

YES
M

NO

T

ڤ ڤ

F=full-time, P=part-time, S=shift work

_hrs/week

W

ڤ

T

ڤ

F

ڤ

S

ڤ

S

ڤ

If the employee worked after the first absence, please enter dates: From:

To:

F.
CLAIM INFORMATION
To your knowledge has the employee had a previous similar injury/disease?
YES
NO
If “YES”, please provide details. If previous similar injury/disease was work-related, include prior WSIB claim number if known.
Was any individual who does not work for the Town of Oakville, totally or partially responsible for the injury/disease
YES
NO
If “YES”, please explain.
If machinery, equipment or a motor vehicle was totally responsible for the injury/disease, provide details

Do you have any reason to doubt that the injury/disease is work related?
COMPLETED BY:
Name (Please Print)

Title

YES

NO If yes, please explain.

Extension

Signature

Date

G.
CORRECTIVE MEASURES
Corrective Action To Be Taken (Include who is responsible and target dates)

Managers Name (Please Print)

Title

Date

Managers Signature:
Personal information on this form is collected under the authority of the Occupational Health and Safety Act. RSO 1990, c. 0.1 Section 51 and 52 and will be used for investigating the accident for the
purpose of making recommendations to prevent similar occurrence. Also, it will serve as notice of accident, explosion, or fire causing injury to the Director of the Ministry of Labour. Questions about
this collection of personal information should be directed to: Health, Safety & Wellness Consultant, (905) 845-6601 ext 3246; Corporation of the Town of Oakville, Human Resources, 1225 Trafalgar
Road, Oakville, Ontario, L6J 5A6.

Distribution:

Department Director
Department Manager,
Applicable J.H.S.C. Co-Chairs,
H.R. Health, Safety and Wellness
Employee file

Updated: Feb 25/04
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TOWN OF OAKVILLE
GENERAL BODILY INJURY REPORT
DATE OF INJURY:

FILE NO._____________
FACILITY:

NAME OF INJURED PARTY:

ADDRESS OF PARTY:

POSTAL CODE:

AGE:

PHONE NO:

SEX:

TIME:

SPECIFIC LOCATION:
DETAILS OF INJURY:

NATURE/SEVERITY OF INJURY:

S/POLICY/aBODILY INJURY FORM

PAGE 1

Appendix C
135

CIRCLE
AM

PM

TREATMENT OR ACTION TAKEN:

STAFF INVOLVED:

CALLED:
PARENT(S)
CALLED:
POLICE:
CALLED:
AMBULANCE:
CALLED:
OTHER

ATTITUTE OF PARENT(S):

IF CALLED, TIME CALLED:

WITNESSES:
NAME:

TIME ARRIVED:

ADDRESS:

PHONE:

SIGNATURES:
STAFF MEMBER

DATE:

SUPERVISOR
DEPT. HEAD

IMPORTANT: RETURN THE ORIGINAL TO THE MANAGER, RISK
MANAGEMENT AND INSURANCE AS SOON AS POSSIBLE.
S/POLICY/aBODILY INJURY FORM
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AGE:

CONFIDENTIAL
GENERAL COMMENTS:

RECOMMENDATIONS:

SIGNATURES:
SUPERVISOR

DATE:

DEPT. HEAD

IMPORTANT: RETURN A COPY TO THE MANAGER, RISK MANAGEMENT
AND INSURANCE AS SOON AS POSSIBLE
OFFICE USE ONLY

S/POLICY/aBODILY INJURY FORM

PAGE 3

Appendix C
137

Appendix D

Functional Abilities Form
for Planning Early and Safe Return to Work

Health Professionals, please use this form ONLY when requested by an employer or worker.
The purpose of this form is to identify your patient's overall functional abilities and work
restrictions that will assist his/her return to suitable work.
Your promptness in completing this form is key in assisting the employer and worker
to plan an early and safe return to work. Please provide the completed pages 2 and 3
to the worker and/or employer.

Authority to Release Information
Section 37(3) of the Workplace Safety and Insurance Act, 1997 provides the legal authority for health professionals
to give the Workplace Safety and Insurance Board (WSIB), the injured worker and the employer such information as
may be prescribed concerning the worker's functional abilities.

When completing this report, please print in black

ink.

Worker and/or employer should complete Sections A and B of this report. If your patient needs assistance,
please help. Please submit this report even if Section A is not fully completed.
Information about your responsibilities can be found on Page

4.

The WSIB will pay health professionals for completing this form.

Mail to:
Workplace Safety and Insurance Board
200 Front Street West
Toronto, ON M5V 3J1

OR

A guide to completing this form is available at
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Fax to:
416-344-4684
or 1-888-313-7373

Mail to:
200 Front Street West
Toronto ON M5V 3J1

FAF

or Fax to:
416 344-4684
OR 1-888-313-7373

Please PRINT in black ink
A. Section A to be completed by the employer and/or worker.
Worker's Last Name

First Name

Address (no., street, apt.)

City/Town

Functional Abilities Form
for Planning Early
and Safe Return to Work
Claim No.

Telephone
(
)
Province

Postal Code

Employer's Name

Date of Birth
(dd/mm/yyyy)

Full Address (No., Street, Apt.)

Date of Accident/
Awareness of Illness
(dd/mm/yyyy)

City/Town

Prov.

Postal Code

Employer
Telephone

(

)

1. Type of job at time of accident (where available, please attach description of job activities)

(
Area(s) of injury(ies)/illness(es)

2. Have the worker and the employer discussed Return To Work

lf no, will be discussed on

yes

no

3. Employer contact name

dd

)
fold

fold

Employer
Fax No.

mm

yyyy

Position

B. Worker's Signature
By signing below, I am authorizing any health professional who treats me to provide me, my employer and the Workplace Safety and Insurance Board (WSIB) with
information about my functional abilities on the WSIB's "Functional Abilities for Planning Early and Safe Return to Work" form.
Signature

Date

dd

yyyy

mm

C. Health Professional's Billing Information
For billing purposes fax or mail pages 2 and 3 to the WSIB.
INFORMATION IN SHADED AREAS SHOULD NOT BE PROVIDED TO THE WORKER OR EMPLOYER
Health Professional's Designation
Chiropractor

Physician

Are you registered
with the WSIB?

Physiotherapist

Registered Nurse (Extended Class)

Yes Please enter the nine digit WSIB Provider ID. in the box provided
No Please call 1 - 800-569-7919 to register

Health Professional's Name (please print)

Other

ä

WSIB Provider ID.

Service Code

901
Address (No. Street, Apt.)

City/Town

Your Invoice Number
Province

Postal Code

Fax
(

)

I hereby declare that the information being submitted in Sections C, D, E and F of this form is true and complete. It is an
offense to knowingly make a false or misleading statement or representation to the WSIB.
Health Professional's Signature

Telephone
(

Appendix D
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Date

dd

mm

yyyy

)
page 2 of 4

Mail to:
200 Front Street West
Toronto ON M5V 3J1

FAF

or Fax to:
416 344-4684
OR 1-888-313-7373

Please PRINT in black ink
Worker's Last Name

First Name

Functional Abilities Form
for Planning Early
and Safe Return to Work

Claim No.

D. The following information should be completed by the Health
Professional to identify the patient's overall abilities and restrictions.
dd
mm
yyyy
1. Date of
2. Please check one:
Assessment
Patient is capable of
Patient is capable of returning
returning to work with
to work with restrictions.
no restrictions.
Complete sections E and F.

Patient is physicially unable to
return to work at this time.
Complete section F.

ä

E. Abilities and/or Restrictions
1. Please indicate Abilities that apply. Include additional details in section 3
Walking:
Standing:
Full abilities
Up to 100 metres
100 - 200 metres
Other (please specify)
Lifting from waist to shoulder:
Full abilities
Up to 5 kilograms
5 - 10 kilograms
Other (please specify)

Sitting:

Lifting from floor to waist:

Full abilities
Up to 15 minutes
15 - 30 minutes
Other (please specify)

Full abilities
Up to 30 minutes
30 minutes - 1 hour
Other (please specify)

Stair climbing:
Full abilities
Up to 5 steps
5 - 10 steps
Other (please specify)

Ladder climbing:
Full abilities
1 - 3 steps
4 - 6 steps
Other (please specify)

Full abilities
Up to 5 kilograms
5 - 10 kilograms
Other (please specify)
Travel to work:
Ability to use
public transit

Ability to
drive a car

Yes
No

Yes
No

2. Please indicate Restrictions that apply. Include additional details in section 3
Bending/twisting
repetitive movement of
(please specify)

Limited pushing/pulling with:
Left arm
Right arm
Other (please specify)

Work at or above
shoulder activity:

Limited use of hand(s):

Environmental
exposure to: (e.g. heat,
cold, noise or scents)

Chemical
exposure to:

Operating motorized equipment:
(e.g. forklift)

Left

Right
Gripping
Pinching
Other (please specify)

Potential side effects from
medications (please specify)
Do not include names of
medications.

Exposure to vibration:
Whole body
Hand/Arm

3. Additional Comments on Abilities and/or Restrictions.

4. From the date of this assessment, the above will apply for approximately:
1 - 2 days

3 - 7 days

6. Recommendations for
work hours and start date:

8 - 14 days

5. Have you discussed return to work
with your patient?

14 + days

Regular full-time hours

Modified hours

Graduated hours

Yes
Start Date

dd

No

mm

yyyy

F. Date of Next Appointment
Recommended date of next appointment to review Abilities and/or Restrictions.

dd

Worker

I have provided this completed Functional Abilities Form to:
Appendix D - 2647A3

ä

140

mm

yyyy

and/or

Employer
page 3 of 4

Important Information
To receive benefits, the worker must apply for benefits within six months of the date of a work-related injury or illness.
When filing a claim for benefits, the worker must also consent to the disclosure of functional abilities information
provided by a health professional to his or her employer for the purpose of facilitating an early and safe return to work.
Failure to file a claim or provide consent for the release of the functional abilities information can result in no benefits.
If you have questions about the completion of this form please call 1-800-387-0750.
Worker's Responsibilities
ò
ò

This form is to be completed by a treating health professional, who will discuss the information with you.
Once completed, contact your employer immediately to review the information on the completed form. Together, you
and your employer will begin to plan an early and safe return to work.

Employer's Responsibilities
ò This form provides general information about this worker's functional abilities and restrictions to help you plan an
early and safe return to work.
ò When you provide this form to the treating health professional, ensure that you have the worker's signed consent
(Section B) for the release of functional abilities information.
ò Where available, also attach a description of the worker's job activities to assist the health professional in completing
the form.
ò The prescribed form that is available from the WSIB is a generic form developed to assist with general functional abilities
information.
ò The WSIB will pay the health professional to complete the prescribed WSIB form only. A charge will appear on your
Accident Cost statement or Schedule 2 Invoice which reflects the cost of payment for each form completed.
ò If you have a form that is specific to your workplace and have the cooperation of the worker in providing consent for the
release of information on your form, you may use your own form. If you create your own form, you must reimburse the
health professional directly.
ò Do not send a copy of the completed Functional Abilities Form for Planning Early and Safe Return to Work to the WSIB.
The health professional is responsible for submission of the form.
Health Professional's Responsibilities
ò
ò
ò
ò
ò
ò
ò
ò

The employer and worker will use this information to plan the worker's early and safe return to work.
Their return to work plans will reflect the functional abilities and restrictions you have noted and presume that no clinical
contraindications exist for other work activities, therefore it is crucial that all sections be completed in full.
The completion of this form is based on your examination of the worker and does not require a specialized functional
abilities evaluation.
Diagnostic or confidential information must not be included.
Please add specific information on the duration of temporary restrictions or maximum times or weights to be considered,
in section E3 under abilities and/or restrictions. If necessary, attach an additional page to this completed form to
describe abilities and restrictions.
Completion of this form does not replace clinical reporting requirements to the WSIB.
Once you have received this form, promptly complete it and give it to the worker and/or employer.
For billing purposes fax or mail pages 2 and 3 to the WSIB. When faxing, do not mail a copy.

The WSIB will pay the health professional for the completed form when pages 2 and 3 are received.
WSIB Fax 416-344-4684
or 1-888-313-7373

Workplace Safety and Insurance Board
200 Front Street West
Toronto ON M5V 3J1

Appendix D - 2647A4

A guide to completing this form is available at
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TREATMENT MEMORANDUM
Consent for release of relevant medical Information. All information provided in this form is confidential
Name:

Telephone # - Home:

Employee #:

Work:

Department

Position:

Work Location:
I hereby authorize my treating health professional(s) to release any relevant medical information regarding this claim to certify my
entitlement to medical benefits, ensure my safety, assist in proper job placement and to accommodate disability. I understand that the
Occupational Health Consultant may contact my medical practitioner/health care professional if further clarification is required regarding
the information provided above. A photocopy of this authorization will be considered an original .
Signature of Employee:

Date:

EMPLOYEE: Please fax or deliver this completed form following your medical appointment to
the attention of Human Resources. Fax number: 905-338-4425
NOTICE TO EMPLOYEE AND MEDICAL PRACTITIONER/HEALTH CARE PROFESSIONAL
The Town of Oakville as employer is committed to helping its employees return to work after injury or illness and to providin g
employment accommodation. This commitment relies on the employee’s cooperation and his or her medical practitioner/health care
professional to provide sufficient health related information. The personal information on this form is collected and used to:
administer provision under the Town of Oakville agreements negotiated with bargaining agents, provincial legislation/statutes and
Town policies and procedures;
ensure sick leave absences are medically authorized;
confirm anticipated duration of sick leave absences to allow the employer to make employment related decisions;
develop and implement return to work and supporting employment accommodations.
All information provided in this form is confidential and will be used only by the Employer for the purposes stated above. For clarification on
the collection and/or use of this information please contact the HR Disability Claims Coordinator at 905 845-6601 Ext. 3242.
1.

Date of first visit for this current condition: (dd/mm/yyyy):

2.

Absent from work because of injury or commencement of illness from (dd/mm/yyyy):

3.

Injury/Illness

4.

Are there medical/health conditions that account for absences from the workplace or would affect the employee’s ability to perform
his/her duties?
Yes
No

Work Related

Not Work Related

to

Unknown

If yes, please complete specific work-related limitation(s) and/or restriction(s) on Page 2, Section 9 of this form. If no, please sign
reverse side of form.
5.

Indicate duration of limitation(s) and/or restriction(s) identified.

Permanent

Temporary

If temporary, expected duration
6.

Is employee involved in treatment and/or taking medication that may affect his/her ability to work, including regular attendance, and/or
performing certain duties?
Yes
No If yes, describe the impact (e.g. medication may cause drowsiness, safety risk related to treatment, treatment
requires intermittent absences from work). Attach a separate sheet if needed.
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Name of Employee:_
7.

Are any further absences from work (e.g. rehabilitative therapy, surgery anticipated at this time
Yes
No If yes, please specifiy:_

8.

In the event of a continuing absence, what is the date(s) of next scheduled appointment(s):
(dd/mm/yyyy)

9.

If the employee is capable of returning to work with restrictions, please outline these below. Use a separate sheet if required.
Regular Hours

Modified Hours

Modified Days

If other than regular hours, please specify
1. Walking
No restrictions
Short distance
Other
Details:

2. Standing
No restrictions
Less than 15 minutes
Less than 30 minutes
Other
Details:

3. Sitting
No restrictions
Less than 30 minutes
Less than one hour
Other:
Details:

4. Lifting floor to waist
No restrictions
Less than 10 kilograms
Less than 25 kilograms
Other:
Details:

5. Lifting waist to shoulder
No restrictions
Less than 10 kilograms
Less than 25 kilograms
Other:
Details:

6. Stair climbing
No restrictions
Short flights only
Other

7. Ability to use hands
No restrictions
Difficulty typing
Grip
Details:

8. Repetitive movement

Details:

Difficulty holding objects
Difficulty writing
Other

Details:

9. Permissible physical exertion
Mild
Moderate
Other
Details:_

10. Other limitations
Operating motorized equipment/vehicles
Details:
Other – Please specify:

Name of Health Professional

Phone Number

Address

Profession

Date

Signature
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TOWN OF OAKVILLE
VEHICLE COLLISION REPORT

FILE NO._____________

1.

DRIVER’ NAME:_________________________________________________________

TOWN

ADDRESS:_____________________________________________________________

DRIVER

DEPT.:______________ DRIVERS LICENCE:________________________________
AGE:________ DRIVING EXPERIENCE:__________ LIC. CLASS:_________

2.

MAKE:___________________MODEL:___________________TYPE:______________

TOWN

SERIAL NO:____________________________________________________________

VEHICLE

UNIT NO:_______________YEAR______________LICENCE:____________________
DRIVER AUTHORIZED TO USE VEHICLE?: YES-__________

NO-___________

DESCRIBE
DAMAGE:_____________________________________________________________
______________________________________________________________________

3.

DATE OF COLLISION:______________________________TIME:________AM---PM

THE

LOCATION OF COLLISION:_______________________________________________

COL-

DISTANCE FROM OBJECT WHEN FIRST SEEN:______________________________

LISION

DIRECTION OF TRAVEL:_________________SPEED:_______________KMH
WERE SIGNALS USED?:_________________OTHER LIGHTS:__________________
ROAD CONDITIONS: DRY:_____ WET:_____ SNOWY:______ ICY:______________
UNDER-REPAIR:______________OILY:________OTHER:______________________
WEATHER CONDITION: CLEAR:______RAIN_____SNOWING:_____ WINDY:______
FOGGY:_____DUSTY:_________OTHER:___________
DID POLICE INVESTIGATE: YES:____ NO:_____
OFFICER’S NAME:________________________________BADGE NO.:____________
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4.

DRIVER’S NAME:___________________________________PHONE:_______________

OTHER

ADDRESS:______________________________________________________________

VEHICLE

DRIVER’S LICENCE NO:___________________________________________________
REGISTERED OWNER’S NAME:___________________________PHONE:__________
ADDRESS:______________________________________________________________
VEHICLE MAKE:________________MODEL:__________________YEAR:___________
BODY TYPE:_________________________LICENCE NO:________________________
INSURED BY:_________________________________POLICY NO:________________
DESCRIBE DAMAGE:_____________________________________________________
________________________________________________________________________

5
INJURED
PARTIES

1.
NAME:__________________________________________________________________
ADDRESS_______________________________________________________________
PHONE_________________
2.
NAME:__________________________________________________________________
ADDRESS_______________________________________________________________
PHONE_________________
3.
NAME:__________________________________________________________________
ADDRESS_______________________________________________________________
PHONE_________________

6.
OTHER
DETAILS

INVESTIGATING
FOREPERSON’S NAME:_______________________________________________
TIME FOREPERSON ARRIVED:___________________AM / PM
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7. GIVE FULL DETAILS OF THE COLLISION:____________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

7. GIVE FULL DETAILS OF THE COLLISION:____________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

8. WITNESSES:
1. NAME:_______________________________________________PHONE:____________________
ADDRESS:_________________________________________________________________________
2. NAME:_______________________________________________PHONE:____________________
ADDRESS:_________________________________________________________________________
3. NAME:_______________________________________________PHONE:____________________
ADDRESS:_________________________________________________________________________
SIGNED:
STAFF MEMBER:_____________________________________DATE:_____________
SUPERVISOR:_______________________________________DATE:______________
DIRECTOR:__________________________________________DATE:_____________

IMPORTANT: RETURN A ORIGINAL TO THE MANAGER OF OFFICE
SERVICES AND INSURANCE AS SOON AS POSSIBLE.
USE NEXT PAGE TO ILLUSTRATE THE COLLISION
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DIAGRAM OF THE COLLISION:
ILLUSTRATE POSITION OF VEHICLES AT THE TIME OF COLLISION;
SHOW SKID MARKS, INDICATE NUMBER OF LANES, ONE WAY STREETS,
LABLE ALL STREETS, INDICATE TRAFFIC SIGNAL, SIGNS AND OTHER
MARKINGS.
SHOW VEHICALS THIS WAY:
YOURS:

______
[ A \
[______/

OTHERS:

______
[ 1 \
[______/

_____
[ 2 \
[_____/

INDICATE NORTH ARROW
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TOWN OF OAKVILLE
PROPERTY LOSS-DAMAGE REPORT
TYPE OF
LOSS
FIRE

CHECK

FILE NO._____________

BRIEF DISCRIPTION ITEM

THEFT
VANDALISM
INCIDENT
OTHER

PROPERTY OWNED BY TOWN:______
DEPARTMENT:___________________

OWNED BY OTHER: ___________
NAME OF OTHER:
ADDRESS:
PHONE:

LOCATION OF
PROPERTY:
DATE OF LOSS

DETAILS (WHAT TOOK PLACE)

COST ESTIMATE:

S/POLICY/a PROPERTY LOSS FORM

PAGE 1
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WERE POLICE
NOTIFIED:
NAME OF
OFFICE:
OCCURRENCE
NUMBER
IF NOT, WHY
NOT:

WERE PARENTS
CALLED(IF
APPLICABLE:
IF NOT, WHY
NOT:

YES_________________; NO:________________

YES_________________; NO:________________

ACTION TAKEN (EMERGENCY REPAIRS):

WAS AREA
UNDER STAFF
SUPERVISION::
STAFF NAME(S)

YES_________________; NO:________________

SIGNATURES:
STAFF MEMBER

DATE:

SUPERVISOR
DEPT. HEAD

IMPORTANT: RETURN A COPY TO THE RISK MANAGEMENT
COORDINATOR AS SOON AS POSSIBLE
S/POLICY/a PROPERTY LOSS FORM

PAGE 2
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Appendix J
Media Statement;
“Only designated town employees may make statements on behalf of the town.”
Supervisors or managers may contact the Strategy, Policy and Communications
department.
Their numbers are:
Jane Courtemanche, Director of Strategy, Policy and Communications: 905-845-6601,
ext. 3038
Gisèle Shaw, Manager, Corporate Communications: 905-845-6601, ext. 3166
If the media persists in a statement:
“I cannot say anything further at this time. Please contact our Communications
department for more details.”
Under no circumstances shall the names of any persons involved be provided.
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Report on Needlestick
or Body Fluid Splash

Appendix `K

Injury

Dear Employer:
Thank you for your recent Form 7 submission. We need more information to handle this claim. Your co-operation
in providing the following information is kindly appreciated.
Worker Name:

Employer Name:

Accident Date:

Claim No.:

A. Exposure Information
Type of injury: (check all applicable)

Site of Injury: (check all applicable)

Needlestick:

Yes

No

Finger

Hand

Arm

Splash:

Yes

No

Leg (lower)

Leg (upper)

Percutaneous

Other:

Yes

No

Mucous Membrane

Skin

Describe:

Was the skin intact prior to puncture?

Yes

No

Source of injury: (check all applicable)
Blood

Infectious:

Potentially Infectious:

Fluid with visible
blood

Semen

Synovial Fluid

Vaginal Fluids

Pericardial Fluid

Cerebral Spinal Fluid

Sharp Device used in: (check all applicable)

Volume of Fluid Injected: (check all applicable)
Hollow device

Solid sharp

Artery

Vein

Injection needle

Aspiration device

Subcutaneous tissue

Intramuscular

B. Source Material & Risk Transmission

Based on your investigation, please provide your best estimate of risk associated with this injury.
(Check appropriate boxes).
Risk of HIV:

Low

Source Material known to contain:

Medium

Risk of Hep B/C:

High
Human Immune Virus
(HIV)

Low

Hepatitis C Virus
(HCV)

Medium

High
Unknown

Hepatitis B Virus
(HBV)

C. Medical Attention

Check all appropriate boxes and provide details if available:
Employee Health Services
Hospital Emergency

Please provide date:

Please provide name and address:
Date:

Family Physician

Please provide name and address:
Date:

Referral to Infectious Disease
Specialist?
Yes
No
The worker received:
HIV PEP Medication:

Please provide name and address:
Date:

Yes

No

HBV Vaccine:

Yes

No

Tetanus:

Yes

No

Date of Last Booster:
Follow-up Appointment/Testing:

When you contact the WSIB please indicate claim number
2819A (05/05)
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Appendix `K

Injury

Report on Needlestick
or Body Fluid Splash (cont.)
Claim No.

D. Prevention
Was worker provided: (check all applicable)
Counselling:

Yes

No

If yes, provided by:

A Preventative Measures discussion:
Follow-up support:

Yes

The worker's level of anxiety is:

Yes

No

If yes, provided by:

If yes, provided by:

No
Low

Medium

High

E. Lost Time
Has the worker lost time from work (since Form 7 was completed)?
Yes

No

If yes: From:

To:

Please complete and return your response to the Occupational Disease & Survivor Benefits
Program, WSIB by fax transmission within 72 hours.
Fax No: 416-344-2380

Toll Free Fax No.: 1-866-268-7797
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Lightning Safety
Lightning’s behaviour is random and unpredictable. Preparedness and quick response
is the best defense towards the lightning hazard.
Lightning Safety Program for the Town of Oakville outdoor crews




At the first signs of lightning or thunder, leave the field, park and any bodies of
water (pools, streams etc.)
Go to your vehicle and take shelter there with the windows rolled up.
30-30 rule : It can keep you safe!
• Take appropriate shelter when you can count 30 seconds or less between
lightning and thunder.
• Remain sheltered for 30 minutes after the last thunder.

Lightning Safety Tips







Avoid water.
Avoid the high ground.
Avoid open spaces.
Avoid all metal objects including electric wires, fences, machinery, motors, power
tools, etc.
Unsafe places include underneath canopies, small picnic or rain shelters, or near
trees. Where possible, find shelter in a substantial building or in a fully enclosed
metal vehicle such as a car, truck or a van with the windows completely shut.
Avoid proximity (minimum of 15 ft.) to other people.



If lightning is striking nearby when you are outside, you should:
o Crouch down. Put feet together. Place hands over ears to minimize
hearing damage from thunder.



Remember:
o AVOID the rain and sun shelters and the dugout areas. These are not safe
from lightning.
o AVOID going underneath trees. Trees “attract” lightning.
o AVOID metal fences, gates, tall light poles and power poles.

Prepared by: Human Resources Department July 15, 2008
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A workplace free of
violence is everyone’s
business…

Working together for a safe, healthy and
respectful workplace
In keeping with the Occupational Health and Safety Act and Bill 168, the town
has updated our Occupational Health and Safety Policy to include a Workplace
Violence Procedure. The purpose of the new procedure is to address threats,
personal harassment or violence between employees, and employees and the
public, as well as protect employees from domestic violence if it enters the
workplace.
Appendix N
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As a result, the town:
 Does not allow personal harassment, threats of violence or actual violence
in any town workplace,
 Considers any personal harassment, threat of violence or actual violence
as a serious offence, and
 Will investigate all reported issues quickly and proceed with appropriate
consequences when necessary.
Through education and training, we will provide opportunities for all town staff
to learn about workplace violence—working together we’ll get the job done
without violence ensuring we all enjoy, and take pride in a safe, healthy and
respectful workplace.

Our commitment to you…

A culture that
a safe, healthy and
workplace

Protecting against violence is everyone’s business… We each have a
part to play in workplace violence prevention, identification, and reporting—we
are all responsible and we are all accountable:





The Town of Oakville: will keep up to date on the latest legislation, making
sure our policies reflect changes, and that all employees receive education
and training. When issues arise, we will support all employees through quick
action with appropriate consequences.
Employees (including contractors, sub-contractors and volunteers): must
report any personal harassment, threat of violence or actual violence
immediately to their supervisors.
Supervisors: must report any personal harassment, threat of violence or
actual violence immediately to Human Resources to ensure reports are
investigated quickly and thoroughly
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By each playing our part in preventing, identifying, and reporting
workplace violence, we each play a positive role in making all town
workplaces safe, healthy and respectful.

We all need to take action
In addition to participating in education and training activities, you must
report any issue of violence immediately so that the town can take action
quickly.

Need more information?
Just a click or call away…
Click
 Simply download a copy of our updated Occupational Health
and Safety Policy that includes the Workplace Violence
Procedure at Oakville.ca/hr
 You can also download other town policies that focus on
creating a positive and safe workplace:
o RZone Policy
o Workplace Harassment and Discrimination Prevention
Policy
o Conflict Resolution Policy
Call
 John Wong
Occupational Health, Safety and Wellness Consultant
Human Resources Department
Ext 3246
Appendix N
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• Report activities such as verbal assaults,
threats/aggression, physical harm, alcohol
consumption, theft and harassment.

• Avoid behaviour that would intimidate or
discourage others from speaking or participating in
an event or meeting.

• Listen to others express their point of view.

Here’s how:
• Be respectful to those around you. Use appropriate
language in written and verbal communications.

Community organizations, members of the public
and Town staff need to work together to promote
respect and responsibility, improving the safety,
appearance and environment of our community.

• Clean up after yourself or your group - whether in
a library, at a park, on a bus or on a trail.

• Remember to respect property, materials and
equipment when using services or participating in
Town programs.
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Visit www.oakville.ca,
write to us at rzone@oakville.ca,
or call 1-866-67R-ZONE (message only).

For more Information

Respect
and Responsibility
Respect
and
Responsibility

Respect and Responsibility

The Town of Oakville is dedicated to supporting
and enriching the quality of life of the people who
live, work and play in Oakville. Our vision is to be
the most livable town in Canada. We strive to
create an environment where there is a sense of
belonging and participation is encouraged for all
our residents, employees and visitors.
We want you to receive the same level of respect,
commitment and care that our staff work so hard at
delivering to the community.
To that end, one of the Town’s strategic goals is
to ‘treat everyone with respect’. The Rzone will
help us to achieve this goal.

The Rzone is a town-wide procedure that
promotes a positive, safe and supportive
environment for all members of the public and
staff. Violence, vandalism and inappropriate
behaviour are not acceptable.
The Rzone applies to all Town of Oakville
facilities, properties, town-sponsored events,
programs, in written or verbal communications,
in Town vehicles, or at any other location where
Town staff are present.

What type of incidents can be reported?
No form of violence, vandalism or inappropriate
behaviour is acceptable on Town properties,
facilities, vehicles or programs.

Verbal assault
Physical assault/harm
Use of alcohol/drugs
Harassment
Threats/aggression
Vandalism
Theft

Incidents involving the following should be reported:
•
•
•
•
•
•
•

If a situation occurs, how quickly should
it be reported?
For best and timely resolutions, incidents should be
reported within 24 hours.
How and to whom should an incident
be reported?
If you are involved in or witness a situation you can
report it in-person with Town staff or the participating
community organization (if applicable), online at
www.oakville.ca or, by calling 1-866-67R-ZONE
(message only).

If I report an incident, will it be
kept confidential?
Yes, according to the Town’s privacy information
policy.

What happens once a report has been made?
Whether reported in person, through an
organization or on-line, the report will be logged by
Town staff and will either be dealt with directly by
the Town or forwarded on to the appropriate
group/organization for follow up.

Will the Town follow up on every incident?
The intent of the Rzone procedure is that each
organization takes responsibility for situations
created by or that affects their participants in
cooperation with the Town. In some cases, the
Town may take the lead role, in other cases it will
be the community group or organization.

for all your Actions.

Respect for Yourself
Respect for Others, and
Responsibility

What are some of the consequences
that may occur?
Each report will be reviewed on an individual basis.
The nature and degree of discipline will be
determined by the severity of the situation.
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>Tips for Young
Workers
Help ensure your own safety by knowing what to
look for when entering a new or different work
situation, and by knowing what questions to ask
your potential or
present employer. Injuries and accidents can have
many root causes including:







Unsafe working conditions
Lack of supervision
Lack of training
Improper equipment
Overall disregard for health & safety

All workers (young and old) are encouraged to protect themselves
by asking their employer the following questions:












What are the dangers of the job?
Are there any hazards (noise, ergonomic, chemical, radiation, etc.) that I should know
about?
When will I receive job safety training?
Is there any safety gear that I’ll be expected to wear? When will I receive training in
how to use it?
When will I be trained in emergency procedures (fire, chemical spill?)
Where are fire extinguishers, first aid kits, and other emergency equipment located?
What are my health and safety responsibilities?
Who do I ask if I have a safety question?
Who is on the Health and Safety Committee and when do they meet?
What do I do if I get hurt? Who is the first aid person?
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To achieve the highest levels of safety, you must possess KNOWLEDGE
about the hazards you encounter, PRACTICAL SKILLS to avoid them and
the MOTIVATION to apply your safety skills and knowledge.

A Few More Practical Tips for Young Workers
KEEP an eye out at your interview for signs that the employer takes safety
seriously (e.g., warning signs in hazardous areas, employees wearing
protective equipment, safety posters).
ASK for a copy of the safety rules, if you aren't given one.
ASK experienced employees, during training, about safety hazards.
WRITE down the product name from the label along with the name of the
manufacturer or supplier, then look up the MSDS to find out more
information about a chemical.
LEARN how to recognize the WHMIS hazards symbols and know what they
mean.
KNOW how to wear your personal protective equipment properly.
FOLLOW all safety precautions.
NOTIFY your supervisor if you experience any symptoms, such as
headache, dizziness, irritation in your throat or eyes, or skin rashes,that
might indicate that you are being overexposed to a chemical.
DO NOT BE AFRAID (or too shy) to ask your employer to go over
something to make sure you've got it right, or to ask them to watch you to
make sure you are doing something correctly.
The ability to recognize potential hazards in the workplace requires not
only common sense but also observation, learning and experience.
REMEMBER: If there is any doubt in your mind as to the safety of the
materials you are handling or the duties of your employment, you have the
right and the responsibility to bring your concerns to your supervisor's
attention. Ultimately, all employees, including students, have the right to
refuse to do work that is unsafe, and employers cannot fire anyone for
exercising this right.
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CONTACTS

Main number unless otherwise noted 905‐845‐6601
Service Oakville 905‐845‐6601
Parks & Open Space
First
Last
Director & Managers
Chris
Mark
Jane
Arnett
John
McNeil

After Hours

Title
Director of Parks & Open Space
Senior Manager Parks & Open Space
Manager of Forestry

On‐Call Supervisor ‐ ask for Pager 2123
Student Representative (Voicemail)

Extension

Cell

Radio

3111
3352
3395

905‐208‐7234
905‐208‐7330
905‐208‐1279

21001
21046
21002

416‐245‐5544
7866

Supervisors & Lead Hands
Horticulture & Plant Production
Steve
Wiersma
Dave
Somerville
Darryl
Gairns

Supervisor of Horticulture (Acting)
Lead Hand, Horticulture (Seasonal, Acting)
Seasonal Lead Hand, Horticulture

3285
3285
3404

905‐208‐1076

21015
21040
21042

Sportfield & IPM
Dwayne
James

McAllister
Woloszanski

Supervisor of Sportfields & IPM
Lead Hand, Sportfields

3474
3720

905‐208‐1275
905‐208‐2456

21049
21053

Turf Maintenance
Tom
Asghar
Scott
Doug

Mulvale
Upal
Ranney
Askin

Supervisor of Turf Maintenance
Lead Hand, Turf
Lead Hand, Turf
Seasonal Lead Hand, Turf

3405
3434
3409
3409

905‐208‐1268
905‐208‐0888
905‐208‐1754

21051
21056
21057
21055

Construction & Technical Services
Leo
Ostner
Wayne
Gould
Andy
Lohaza

Supervisor, Technical Services
Lead Hand, Technical Services
Seasonal Lead Hand, Trails

3355
3384
3765

905‐208‐0646
905‐208‐1050
905‐208‐0338

21050
21054
21016

Harbours
Krzysztof
Linda
Randy
Matt
Bronte Marina

Supervisor, Harbours (Acting)
Harbours Administrator
Harbours Coordinator
Harbours Coordinator
(Bronte Road)

3110
2777
3499
3009
905‐338‐4172

905‐208‐1076
289-218-6384
289-218-6575

21048
21012
21013
21014

Cemetery Services & Sanitation
Tim
Canham
John
Erven
Trasfalgar Lawn
Cemetery
ST Jude's
Cemetery

Supervisor, Cemetrey Operations & Sanitation
Lead Hand, Sanitation
Highway 5 ‐ Dundas St
Lakeshore Rd

3758
4156
905‐815‐5957
905‐815‐5953

905‐208‐1281
905‐208‐1764

21044
21017

Forestry
Richard
Candace
Jalil
Ian
Erik
Colin

Supervisor, Urban Forestry
Supervisor, Forest Health
Supervisor, Forest Protection
Lead Hand, Forest Health
Lead Hand, Urban Forestry
Lead Hand, EAB

3354
3947
3848
3383
3393
3467

905‐208‐1280
905‐208‐1171
905‐208‐0180
905‐208‐1348
905‐208‐0803
905‐208‐1158

21003
21004
21005
21006
21007
21008

Izakowski
Beers
Lawrence
Draper

Jean
Karandiuk
Hashemi
Burns
Hasenhindl
Briscoe

Main number unless otherwise noted 905‐845‐6601
Service Oakville 905‐845‐6601
Roads and Works
First
Last
Director & Manager
Enrico
Scalera
Mark
Covert

Title

Extension

Cell

Radio ID

3315
4153

905‐208‐1784
905‐208‐7232

31001
31054

Works & Contracted Services
Wayne
Wuilleme
Senior Supervisor, Works & Contracted Services
Peter
Boyd
Operational Technologist
Adair
Smith
Operational Coordinator

3330
3366
3412

905‐981‐0242
905‐208‐6601

31055
31073

Sidewalk, Curb, Catch basin, Storm pipe Pump station repair, maintenance & cleaning
Doug
MacDonald Supervisor
Jose
Amaral
Lead Hand

3332
3382

905‐208‐0949
905‐693‐2156

31056
31013

Ditching, Culverts Creek, Shoreline, Storm pond, Winter damage/sod repair, Works ops facility
Don
Pearson
Supervisor
3341
Brian
Cochrane
Lead Hand
3377

905‐693‐2155
905‐693‐2146

31058
31014

Boulevard (interlock) maintenance, Pot holes, Asphalt repair, Bridges, Walls, Guide rails
Brad
Galka
Supervisor
Wayne
Robinson
Lead Hand

3375
3346

905‐208‐7618
905‐208‐7233

31057
31015

Street & Sidewalk sweeping, Island weeds, Boulevard pruning, Fence repair
Alan
Pacheco
Supervisor
Jim
Chapman
Lead Hand

3375
3418

905‐208‐7601
905‐208‐7613

31059
31072

Fleet Trainer
Fleet

3425

905‐208‐3097
905‐208‐1494

HR Consultant
Health Safety & Wellness

3249
3246

905‐330‐0758
905‐330‐8644

Director of Roads and Works
Senior Manager Roads & Works Operations

Supervisors & Lead Hands

Roads & Works ‐ Fleet
Darrell
MacLean
Mechanics
On‐Call
Other Important Numbers
Human Resources
Susan
Ashmore
John
Wong
Student Representative
Voicemail

Finance ‐ Purchasing and Risk Management
Jim
Ball
Insurance & Risk Management
pager

7866

3077
416‐442‐0908

905‐875‐8632

TOWN OF OAKVILLE
OPERATIONS
VERIFICATION OF ORIENTATION

I acknowledge that I have received, read, understand and agree to abide by or apply as
the case may be, all relevant town policies and procedures including Human Resources
policies regarding Employee Conduct, Health and Safety, Driving and Incident
Reporting as outlined in the Operations and Driver Handbooks and which will be issued
to me upon hire. I am aware that policies and procedures are updated from time to
time and I am expected to keep myself current by referring on-line to the town’s website:
www.oakville.ca/townhall/policies-procedures.html and
www.oakville.ca/hr/hr-students.html
I further understand that I am free to consult any legislative materials, WHMIS
documents or other pertinent information that is posted in the workplace.
I have been informed that, if any problem arises regarding workplace health and safety,
I shall report it immediately to my supervisor.
I agree to abide by all corporate health and safety policies and procedures, to use all
safety devices and personal protective equipment, as required and to always work in a
safe and responsible manner. Failure to do any of the above will result in discipline up
to and including termination from the Corporation.

NAME OF EMPLOYEE

SIGNATURE OF EMPLOYEE

________________________________

_________________________

DATE

SUPERVISOR NAME

_______________________________

________________________

DRIVERS LICENSE NUMBER:
_________________________________________________
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Summer Student/Seasonal Staff Quick Reference Guide
Health and safety of all our staff is a priority for the Town of Oakville.
The following is a quick reference tool to help you make safe decisions while at work.
This is not the complete list so when in doubt ask and refer to your handbook.
Do’s

Don’ts



Be safe - the safety of staff and the public is top
priority! When in doubt, ASK your supervisor



Don’t work with equipment unless you have
been trained and signed off



Operate all equipment and vehicles in safe
manner; conduct thorough circle checks



Don’t tow any vehicle at anytime or try to fix
equipment or machinery yourself



Report accidents, injuries and close calls
immediately to your supervisor and/or leadhand



Don’t forget to always have your valid
driver’s license with you



Use town vehicles in a fuel efficient and
environmentally responsible manner



Don’t take town vehicles through a drive-thru
or idle town vehicles or equipment



Wear your hard hat when working on or adjacent
to roadways or where there is a risk of over
head injuries; wear your PPE and work boots



Don’t use any wireless or cellular device
when driving and/or operating vehicles or
equipment



Use a ‘spotter’ when backing up your vehicle
where available



Don’t fail to use a spotter, if available when
backing up your vehicle



If no spotter is available get out of your vehicle
and check for any potential hazards before
proceeding to reverse.



Don’t use your cell phone, smart phone,
ipod, etc. during working hours



Be a spotter when needed; spotters must
maintain at least 15 feet from the vehicle visible
to the driver



Don’t wear loose clothing, jewelry or leave
long hair down where it can get caught in
equipment or moving machinery



Park so you can drive your vehicle out without
backing up



Don’t use town owned equipment or
vehicles for personal use



Be ready to work at the start of your shift



Bring your lunch and have your rain gear handy;
wear sunscreen and bug spray



Call your Supervisor before the start of your shift
if you are going to be absent or late

Be a S.T.A.R. employee:
Safety first
Think before doing
Act responsibly and ask for help
Report all incidents and occurrences
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