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Mission
Working with you for a healthier community!
Vision

Health and wellbeing for everyone in our community!

Values

Anti-Oppressive, Anti-racist and Culturally Safe,
Health Equity and Social Justice,
Population-Needs Based, Community Vitality
and Sense of Belonging
Grounded in Community Development
Approach, Community Governed,
Accountable and Efficient, Highest Quality,
Inter-Professional, Integrated and Coordinated
Accessible, People Centred Care, Based on the
Social Determinants of Health
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Who we are and what we do:

The Seaway Valley Community Health Centre (SVCHC) is a charitable, not-for-profit,
community-led organization created to provide primary health care, health promotion and
community development services to residents of Cornwall and the Stormont, Dundas and
Glengarry counties.

SVCHC is designed to address the issue of equity for citizens facing barriers to accessing the
health care system. In our community, those facing access barriers to primary care include the
general public who are without a family physician, low-income individuals and families, seniors
and new immigrants to Canada.

The SVCHC professional team works closely with community health and social service partners
in order to be linked with those non-medical services needed by clients. The Team consists of
Physicians, Nurse-Practitioners, Registered Nurses, a Dietitian, a Social Worker, a Health
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Educator/Promoter, a Community Health Worker, and others, and it targets issues impacting
the local community’s health through health promotion and community development
programs.

Visits to the SVCHC are by appointment only, and clients must be registered to the Centre to
access a Physician or Nurse Practitioner. However, all residents living in Cornwall and area are
welcome to use, and participate in, the variety of other services and programs offered by the
Centre.

We provide a wide range of health and wellness services and programs to families and
individual who live in the communities we serve. We deliver care in many ways: one-on-one,
personal development groups and community initiatives.

Services are offered in English; however, cultural interpretation is available. We believe that
our collective efforts and partnerships with key agencies contributes to improving both
individual and community health by identifying and addressing underlying conditions.

We pay special attention to vulnerable groups including older adults, individuals and families
living with low-incomes and newcomers to Canada, as well as those without access to primary
health care services.
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Thank you for volunteering with us! Your work will make a difference.
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-~Volunteers have a powerful impact on Canadian society, communities,
organizations and individuals.

&

Volunteer involvement is fundamental to a healthy and democratic society, is
vital in order to achieve strong and connected communities and helps to build
organizational capacity.

The value of volunteer involvement for communities and organizations:

promotes civic engagement and active participation in shaping the society we want

encourages everyone to play a role and contribute to the quality of life in

communities

e promotes change and development through the collective efforts of those who
know the community best

* identifies and supports local strengths and assets to respond to community
challenges while strengthening the social fabric

e provides organizations with the skills, talents and perspectives that are essential to
their relevance, vitality and sustainability

e increases the capacity of organizations to accomplish their goals through programs

and services that respond to and are reflective of the unique characteristics and

needs of their communities

The personal value to volunteering:

e promotes a sense of belonging and general wellbeing

¢ provides the opportunity to engage according to personal preferences, interests,
skills and motivations

e connects people to the causes they care about and allows community outcomes
and personal goals to be met A\ s

* volunteering can provide personal and professional growth and the means to
connect with and contribute towards building a better community
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Key Policies for

SVCHC Volunteers

The Volunteer-Agency Volunteer RIghtS &

agreement ensures that both

parties agree to these mutual RESponSibi“ties

commitments.

A volunteer has the right to:

A volunteer has the responsibility to:

A respectful, safe, clean and meaningful
work environment.

Reasonable accommodations to meet
needs related to disability, illness or
injury, maternity, religion.

Orientation and training customized to
the volunteer role.

Recognitionfor their work.

Regular communications and
organizational updates.

Meaningful involvement in decisions
that directly affect them.

Access to corporate policies and
procedures.

Appropriate information, equipment and
other resources to enable them to do
their work.

Perform work that is relevant and
fulfilling and is in keeping withtheir
skills, availability and interests.

Work alongside supportive staff
partners.

e Complete the on-boarding steps:
-provide a recent police check, proof of
COVID vaccination and references
-sign the role description, volunteer
agreement, and *key policies
-complete key trainings, orientation and
any role specific certifications as
required (at the expense of SVCHC)

¢ perform the duties outlined in the role
description to the best of your ability

¢ be punctual, reliable and communicate
any changes to your availability

o identify yourself as volunteer when
acting on behalf of SVCHC

e read and adhere to SVCHC human
resource policies and procedures as
they apply to volunteers

e Ask for support when needed

*Confidentiality agreement, Cultural
competency, Code of conduct,
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The full Human Resources SVCHC
policy manual is available to

SVCHC volunteers. Volunteers
agree to adhere to SVCHC policies
when they sign the Volunteer-
Agency Agreement.

‘/ Diversity and Inclusion
‘/Cultural Competency
v Criminal Records Check
‘/ Orientation

v Recruitment & Selection —
Volunteers/Students

‘/ Conflict Resolution /Termination of
Volunteer

v Notification on Absence
‘/ Confidentiality
‘/ Professional Appearance

‘/ Conflict of Interest

‘/Transporting Clients

\/ Information Technology
‘/Social Media

‘/Travel Allowance

\/ External Communications
\/ Code of Conduct

4 Use of Vehicle for Work

‘/Tobacco / Scent Free Workplace
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

. . ] REVISION/ REVIEW DATE: April 2017, January
SECTION 2: Recruitment and Selection 2018, September 2022
SUBJECT: 2.01. Diversity and Inclusion NEXT REVIEW DATE: September 2026

POLICY:

Seaway Valley Community Health Centre recognizes that diversity and inclusion among staff,
volunteers and students, clients and our residents of our catchment area has brought cultural,
social and economic enrichment to the community. It also recognizes that members of diverse
groups often encounter barriers to their full participation in society. Diversity is a broad term that
refers to the variety of differences among people, existing within the variety of dimensions
including (but not limited to), race, ethnicity, cultural traditions, age, religion, place of origin,
citizenship, geographical location, gender, sexual orientation, mental and/or physical ability,
educational background, literacy, economic status, work experience and marital, parental or
family status. The concept of diversity and inclusion encompasses acceptance and respect: To this
end, SVCHC strives to achieve cultural competencies an organization.

DEFINITION:

Cultural Competency is a set of congruent behaviours, attitudes and policies enabling an
organization and/or individuals to work effectively in a cross- cultural environment. It is a
developmental process that evolves over an extended period. An organization’s capacity to be
culturally competent is based on the degree of awareness, sensitivity and knowledge among staff,
board, volunteers and students. In order to support cultural competency, organizations need to
have a defined set of values and policies which reflect a commitment to diversity and practices
which demonstrate the intent of this policy.

Discrimination is behaviour based on prejudiced feelings and attitudes that lead to differential and
unfavourable treatment of persons based on factors such as sex, race, culture, class, religion, age,
sexual orientation, gender identification and disability. Discrimination can be systemic referring to
the pervasive structures and practices that exclude groups on the basis of race, ethnicity and/or
other forms of oppression. Discrimination may be intentional or unintentional, verbal or
nonverbal, subtle, passive or overt in nature.

PROCEDURE:

SVCHC defines diversity as the unique differences that our employees, clients, volunteers,
students and communities bring to our environment. It is a variety of dimensions, visible or not,
that may include but are not limited to race, ethnicity, age, culture, religious beliefs, political
beliefs, sexual orientation, gender, socio-economic status, physical abilities or disability, marital
status, family status, and other ideologies.

It is the exploration and acceptance of these similarities and differences that inclusion occurs in a
safe, positive and nurturing environment. In acknowledging that discrimination exists
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systemically, SVCHC takes an anti-discrimination approach to its governance, employment and
delivery of services, policies and practices. This approach is reflected in SVCHC's commitment to
ensure that its mission, vision, values and operations embrace this understanding and moves
beyond simple tolerance to embracing and celebrating the rich dimensions of diversity contained
within each individual and the community. SVCHC works to eliminate barriers that prevent
equitable participation.

SVCHC strives to achieve cultural competency as an organization by:

1.

Monitoring and ensuring consistency with the Ontario Human Rights Code across all
organizational policies and procedures

Embracing the diversity of our workforce, our clients, volunteers and students and the
communities we serve by developing and maintaining an inclusive, equity-based
organizational culture in which respect for diversity is a practiced value

Encouraging inclusion and anti-discriminatory values, attitudes, knowledge and practices to
build an environment free from discrimination in which Board, staff, volunteers, students,
clients and community can participate in and benefit from programs and services which are
responsive and sensitive to the needs of diverse groups

Striving to have a Board, staff, volunteers, and student base which is reflective of the
community it serves

Attempting to identify and adapt interventions and approaches to meet client needs
specific to their culture

Ensuring that this commitment to diversity is integrated into all policies and practices,
training, service delivery and partnerships, and

Assuming a pro-active role in identifying barriers to service and advocating for change both
internally and externally.

Procedures, Tools, Activities to Monitor Compliance

Board and Staff Education and Diversity Training Report: This annual report is approved by
the Board in the fall of each year. The report includes, but is not limited to, how SVCHC trains
Board, Staff, volunteers and students on race relations, ethnicity, age, culture, religious
beliefs, political beliefs, sexual orientation, gender, socio-economic status, physical abilities
or disability, marital status, family status, and other ideologies as reflected in this policy.
Responsibility: Board Development Committee and Executive Director, for Board approval
Human Resource Policy Manual Review: Regular review (every four years) of HR policies and
procedures to ensure consistency with diversity policy. Responsibility: Executive Committee
and Executive Director, for Board approval

Annual Education and Diversity Report: Annual review of Human Resource practices related
to staff composition and inclusion of diversity in assessing degree of diversity among Board,
staff, volunteer and students. Responsibility: Executive Director, for Board approval

Board Recruitment Process: Annual review of Board composition assessing degree of
diversity among the Board. Responsibility: Board Development Committee and Executive
Director, for Board approval

Strategic Plan: Monitoring of community demographics as a component of strategic planning
completed minimally during Strategic Planning activities - every five (5) years -and with each
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new Canada Census - every four (4) years. Responsibility: Board Development Committee and
Executive Director, for Board approval.

e Monitoring and ensuring consistency with the Ontario Human Rights Code across all
organizational policies and procedures,

e Embracing the diversity of our workforce, our clients, volunteers and students and the
communities we serve by developing and maintaining an inclusive, equity-based
organizational culture in which respect for diversity is a practiced value,

e Encouraging inclusion and anti-discriminatory values, attitudes, knowledge and
practices to build an environment free from discrimination in which Board, staff,
volunteers, students, clients and community can participate in and benefit from
programs and services which are responsive and sensitive to the needs of diverse
groups,

e Striving to have a Board, staff, volunteers and student base which is reflective of the
community it serves,

e Attempting to identify and adapt interventions and approaches to meet client
needs specific to their culture,

e Ensuring that this commitment to diversity is integrated into all policies and
practices,training, service delivery and partnerships, and,

e Assuming a pro-active role in identifying barriers to service and advocating for
change both internally and externally.

Procedures, Tools, Activities to Monitor Compliance

e Board and Staff Education and Diversity Training Report: This annual report is
approved by the Board in the fall of each year. The report includes, but is not
limited to, how SVCHC trains Board, Staff, volunteers and students on race
relations, ethnicity, age, culture, religious beliefs, political beliefs, sexual
orientation, gender, socio-economic status, physical abilities or disability, marital
status, family status, and other ideologies as reflected in this policy. Responsibility:
Executive Committee and Executive Director, for Board approval

e Human Resource Policy Manual Review: Regular review (every four years) of HR
policies and procedures to ensure consistency with diversity policy. Responsibility:
Executive Committee and Executive Director, for Board approval

o Annual Education and Diversity Report: Annual review of Human Resource practices
related to staff composition and inclusion of diversity in assessing degree of diversity
among Board, staff, volunteer and students. Responsibility: Executive Director, for Board
approval

e Board Recruitment Process: Annual review of Board composition assessing degree of
diversity among the Board. Responsibility: Executive Committee and Executive
Director, for Boardapproval

e Strategic Plan: Monitoring of community demographics as a component of strategic
planning completed minimally during Strategic Planning activities (every 5 years) and
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with each new Canada Census (every 4 years). Responsibility: Executive Committee
and Executive Director, for Board approval

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

) ] ) REVISION/ REVIEW DATE: April 2017, January
SECTION 2: Recruitment and Selection 2018, September 2022
SUBJECT: 2.02. Cultural Competency NEXT REVIEW DATE: September 2026

BACKGROUND:

Culture is made up of ideas, symbols, language, beliefs, values, and artifacts. Despite how much all
humans have in common, there remain many cultural differences within and among societies.
These differences make life interesting, but often can also make it difficult for people to live, work,
and play together in harmony.

POLICY:

Seaway Valley Community Health Centre (SVCHC) is committed to supporting the changing and
diverse needs of the communities we serve. SVCHC recognizes that harassment, isolation, hatred,
intolerance and oppression undermine the overall health and wellbeing of every individual. In
order to minimize risk to those we serve and to encourage an environment which is accessible and
equitable, SVCHC will continue to be an advocate for and promote Cultural Competency. All
SVCHC Board members, employees, volunteers, students and independent contractors are
required to sign the Cultural Competency Statement (as indicated below).

PROCEDURE:

SVCHC is committed to recruiting and working from an inclusive, sex positive, harm reduction,
anti-discrimination, anti-racist, anti-oppression, and participatory framework.

Sample Interview

Sample Interview Statement: SVCHC supports women on pro-choice decisions and recognizes
choice as integral in the attainment of health and wellbeing in the broadest sense. Particularly
SVCHC recognizes choice in achieving sexual and reproductive health, in making informed choices
regarding medical care and treatment, and in pursuing life goals.

Sample Interview Questions:

1. Do you have any questions about these statements? What are your thoughts on these
statements?

2. Can you give me an example of a time when you worked within this type of environment?
How did you put anti-oppression into practice?

3. Please tell us how you would ensure that these values are integrated into your day-to-day
work.
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Sample Interview Response:
SVCHC values include:
e Treating everyone with dignity, respect and honesty
e Embracing, reflecting and celebrating diversity
e Recognizing and valuing each person's varied abilities
e Creating a safe and caring environment that supports learning and personal growth
e Being ethical and accountable in the way we use our resources and conduct ourselves
e Working in partnership with other organizations that benefit the community



\
7/ Community Health Centre
: y Working with you for a Healthier Community

@' Seaway Valley

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

) ] ) REVISION/ REVIEW DATE: April 2017, March
SECTION 2: Recruitment and Selection 2018, September 2022
SUBJECT: 2.06. Police Records Check NEXT REVIEW DATE: September 2026

POLICY:

A police records check must be completed for all SVCHC employees, contractual staff,
volunteers and students (as required) prior to starting their employment or placement.

A police record check, specifically Vulnerable Sector Check (PRC), is required as staff, volunteers
and students of the SVCHC will work directly with vulnerable populations and with confidential
information. A person is considered vulnerable if for any reason they may have difficulty ensuring
their own safety and protection.

The reasons may include:
e A physical, developmental, or psychiatric disability
e Alcohol and/or substance abuse
e An emotional dysfunction requiring treatment or support
e The need for support and services as a result of being a victim of assault
e Other

Vulnerable sector check must be completed for all successful candidates for regular or term
positions, full-time or part-time staff, all contractual staff, all students, and volunteers working at
SVCHC. This policy applies to Board members if they have direct contact with clients through their
volunteer work with SVCHC.

All employees, volunteers and students must advise the Executive Director/manager of any
circumstances that may change the status/findings of their original vulnerable sector check.

Under some circumstances, a previous clear police record check may be acceptable, and this
determination will be made by the Executive Director. If the previous check is not acceptable, the
candidate must agree to undergo SVCHC's procedure to provide a current police record check. If a
previous police record check is more than one year old, a new check must be obtained before
commencing employment.

The competition for a position shall remain open until such time as the results of the police
records check is complete.

PROCEDURE:

Employees
The Executive Director determines the type of police check that is required for each
position within the organization. SVCHC uses the services of the local police departments
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to conduct police record checks which may include fingerprinting. Each applicant is
responsible for contacting the local police, requesting the criminal record check. SVCHC will
cover up to $25.00 associated with the record check. The applicant is responsible for any
cost over $25.00.

The forms used by the local police departments require candidates to acknowledge and sign
that they understand and accept that details of criminal offenses will be made available to
the Executive Director.

If a candidate has a criminal record, the police will inform the candidate of the nature of the
criminal offence that appears on a records check. The candidate will receive a letter from
the police indicating a negative or “clear” record check or a positive or “not clear” result
and the nature of the offense will be noted. Should a police record check return with a
“not clear” result, the candidate must inform the Executive Director. Together they will
decide if the results will be discussed with the Executive Committee of the Board or the
Management Team.

In deciding whether or not to hire this applicant, the Executive Director will consider these
and other criteria determined to be relevant:

e The duties for which the applicant is being considered

e The nature of the offence

¢ When the offence was committed

e Circumstances surrounding the charge and conviction, as described by the

applicant and, if necessary, verified by other references

e References from past employers

e Rehabilitative efforts made by the candidate

e Other information

The final hiring decision will be determined by the results of this consultation.

If the offence is judged to pose undue risk such that there is potential for harm to a client,
other staff member(s) or the operations of SVCHC, the applicant will not be hired and will
be advised accordingly. In this event, the Executive Director will re-open the hiring
procedure.

In the case of staff of other agencies placed at SVCHC in a collaborative relationship, the
parent agency will be responsible for the criminal record check.

Record-keeping

Each applicant under consideration for employment will have a human resources file in the
Executive Director's office. The human resource file will contain a copy of the results of the
criminal record check.

If the SVCHC decides to hire a person with a criminal record, the documentation
surrounding the decision will remain in the employee's human resource file in a locked file
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cabinet. Information about the record will not be disclosed to other SVCHC staff. These files
are kept indefinitely, in case these records must be accessed for legal or other purposes.

Volunteers
1. The CHW, or designate, will provide the volunteer candidate with a letter stating that they are
seeking a Police Record — Vulnerable Sector Check (PRC) for the purpose of volunteering.

2. If the volunteer candidate resides in Cornwall, they must attend Cornwall Police Service for the
PRC. There will be discounted charge with SVCHC's letter; and the candidate is asked to return
the receipt to SVCHC and they will be reimbursed in full. If the volunteer candidate lives
outside the city, they should attend the OPP detachment for the PRC; there should be no
charge with SVCHC’s letter.

3. Avolunteer placement will not commence until after SVCHC receives the Police Record Check.
Positive Police Record Check

1. A positive PRC does not automatically prevent someone from becoming a volunteer. The
nature of the charge, circumstances surrounding the charges, and conviction will be taken
into consideration along with other references and the impact on the volunteer position.
These variables will be discussed with the Manager of Community Programs.

2. The following is the process to be followed when there is a positive PRC:

a) The CHW presents the results of the Police Record Check to the Manager, community
wellness and partnerships.

b) The CHW and Manager of Community Programs discuss the circumstances of the
positive PRC in regard to the volunteer position and the relevant level of risk.

c) The case is brought to the Executive Director with all the relevant information or
consideration. The following may influence the decision of whether to engage the
volunteer candidate:

e The type and severity of offence;

e The level of risk of the volunteer placement;

e The results of the other elements of the screening process (e.g., interview,
references.)

3. The Executive Director is responsible for decisions regarding positive PRCs.

4. The CHW, or designate, will inform the volunteer candidate about the final decision.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

. . ] REVISION/ REVIEW DATE: April 2017, January
SECTION 2: Recruitment and Selection 2018, September 2022
SUBJECT: 2.07. Orientation NEXT REVIEW DATE: September 2026

POLICY:

All new and collaborative staff, volunteers and students will be provided with an
orientation to the organization. The orientation session is designed to welcome new
employees, volunteers and students as part of the general SVCHC Team and inform on the
organization's policies and procedures, staff supervision and support. The orientation is
intended to provide the new employee, volunteer or student with the opportunity to feel
comfortable and positive in their new working environment and know who to go to for
assistance and support.

PROCEDURE:

The orientation shall be the responsibility of the Executive Director/manager (or delegate)
with other staff enlisted to conduct various aspects. Each new employee, volunteer or
student (as appropriate) is required to complete an orientation process within (30) days of
hire (pro-rated for part-time employees) and sign a Staff/Volunteer Orientation Checklist
confirming they have received the orientation and training required to complete the job they
are hired to do. The legislated training provided to all staff at orientation and repeated as per
legislated requirements, includes the following modules:

e Accessibility for Ontarians with Disabilities Act (AODA)

e Occupational Health and Safety Awareness

e Workplace Hazardous Materials Information Safety Sheets (WHMIS)
e Fire Safety

e Workplace Violence Prevention Training

e Personal Health Information Protection Act (PHIPA Training)

e Diversity and Cultural Sensitivity Training

e Cardiopulmonary Resuscitation (CPR) and First Aid

e Other (as required)

The incumbent’s manager will determine to what extent the items on the following
orientation list is required:

e Mission, Vision, Values of the organization

e Origins, history, philosophy and mandate of SVCHC

¢ The CHC Model of Health and Wellbeing and Equity Charters

e Organizational and administrative structures, Organizational Chart
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e All terms and conditions of employment including salary and benefit information,
leave entitlements for short term and long-term leaves, etc.

e Applicable health and safety procedures, including policies of the organization,
procedures and guidelines specific to the job duties and building safety training and
related training videos

¢ Discussion of the employee's job description provided with the contract letter

e Discussion of professional responsibilities

o All required legislated training

e Be familiar with all SVCHC policies

e All other items contained on the current Employee /Volunteer Orientation Checklist
form

The completed and signed Orientation Checklist is forwarded to the Executive
Director/manager or delegate for inclusion in the employee/volunteer's personnel file.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

SECTION 2: Recruitment and Selection 2018, September 2022

REVISION/ REVIEW DATE: April 2017, January

SUBJECT: 2.11. Volunteers/Students NEXT REVIEW DATE: September 2026

POLICY:

The SVCHC believes that volunteers and/or students are valuable to the Centre and their
work supports the Centre's Mission, however, volunteers and/or students do not replace
employees. The Executive Director/manager (or delegate) shall assume responsibility for the
recruitment, selection, orientation, assignment, supervision, evaluation, and recognition of
volunteers/students.

PROCEDURE:

The recruitment and selection process for volunteers and/or students is a similar process
used for employee recruitment and governed by the same policies and procedures of the
organization. The manager will determine the appropriate level of training required based
on the student’s learning plan, length of stay with SVCHC and previous training completed.

Supervisory Role

It is the responsibility of the Executive Director to ensure that when an employee is
appointed to supervise volunteers or students at the Centre, the employee
understands and fulfills their responsibilities as outlined below.

Employees supervising volunteers and/or students must:

1. Seek approval of the Executive Director and/or manager when they wish to recruit.

2. Provide a task /job description/learning plan to guide the role of the volunteer/
student.

3. Orient the volunteer/student to the Centre, their role, rights and responsibilities,
review all relevant policies and procedures and provide training for all pertinent
legislations as per the Volunteer Orientation Checklist.

4. Ensure screening, reference checks and Confidentiality Agreement is completed,
signed and retained on file.

5. Provide regular and appropriate supervision and feedback.

6. Provide performance reviews (volunteer valuation) and opportunities for training,
learning and growth. Expectation is that volunteers engaged in
regular/reoccurring work receive a volunteer valuation at minimum every 18-
months.

7. Ask volunteers for feedback about how to improve their volunteering /student
placement experience at the Centre.

8. Inform the Executive Director and manager of any and all incidents involving
volunteers and/or students.

11
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Conflict Resolution
Conflict may occur from time to time between volunteers, students and staff. A conflict is defined as a
disagreement between volunteers, student and/or staff about something significant.

Conflict resolution encourages the parties involved in the conflict to engage in a collaborative process that will
yield a mutually agreeable solution. When two parties experience a conflict, they are expected to take all
reasonable steps to resolve it themselves. This should not be done in an emotionally charged atmosphere.
Volunteers and students are encouraged, when appropriate, to seek the support of their supervisor to discuss
the issue and determine the most effective way to address the conflict.

Volunteers, students and employees shall refer to Human Resources Policy, Section 7, Employee Relations, Item
7.01. Conflict Resolution.

Termination of a Volunteer/Student

The termination of a volunteer or student will be done with the best interest of the volunteer/student, the
Centre with the Centre’s mandate and the clients in mind. Refer to Human Resources Policy, Section 7,
Employee Relations, Item 7.03. Disciplinary Action.

A volunteer or student may be terminated for various reasons, including the following:

e Inability on the part of the volunteer/student to adhere to the rights and responsibilities
or follow Centre policy.

e Inability on the part of the employee who is supervising the volunteer/student to
provide regular and appropriate supervision.

e The volunteer/student position or role is no longer required and is terminated.

e The Executive Director must call an end to the volunteer/student position due to
unforeseen circumstances.

Except in cases where the termination is due to the successful completion of the role or position, the Executive
Director will make the final decision regarding termination of a volunteer/student.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

REVISION/ REVIEW DATE: April 2017, January 2018,
Nov 2020, September 2022

SUBJECT: 3.05. Notification of Absence NEXT REVIEW DATE: September 2026

SECTION 3: Terms and Conditions of Employment

POLICY:

At SVCHC regular and punctual attendance is expected. Employees, volunteers and students must notify the
Executive Director, or their respective manager, of an absence as soon as possible once the need for the
absence is apparent.

PROCEDURE:

An employee, volunteer or student who will be absent due to sudden personal or family illness or other
personal or family emergency must advise the Executive Director/manager or delegate as soon as possible, and
preferably at least one (1) hour before the employee is expected at work.

Employees, volunteers and students will be provided with specific notification procedures at orientation.
Employees must provide enough details about the nature of the absence to allow the Executive
Director/manager or delegate to approve the correct type of leave for the situation.

Employees, volunteers and students are responsible for keeping the Executive Director/manager or delegate up
to date on their anticipated return date to facilitate planning and the replacement of staff. Frequency of
updates required can be determined at the initial phone call to report the absence.

Employees, volunteers and students who are aware of an upcoming absence must give the Executive
Director/manager or delegate as much notice as possible to facilitate scheduling and the planning of work.

Unless an employee, volunteer or student has given the Executive Director/manager or delegate explicit
permission to disclose the nature of the absence to other employees, the Executive Director/manager or
delegate cannot inform other staff of the reason for the absence, due to privacy and confidentiality issues. Staff
responsible for payroll and leave matters will be informed of the absence for planning, payroll and leave
reporting, as required.

The employee, volunteer or student is responsible for completing the required documentation following any
form of absence. During orientation, the employee is informed of this documentation requirement and how to
input this information into leave management software. Volunteer and students are informed of how to record
and submit their hours.

Employees or volunteers who consistently do not complete the hours or shifts they have committed to,
without reasonable explanations or notice may be subject to progressive discipline, including termination.
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Any employee who has been absent for three (3) consecutive working days without having notified their
supervisor of their absence, may be considered as having abandoned their employment and may have their
employment terminated.

Volunteers who are absent regularly or for two (2) weeks without notice or explanation will be contacted by
the CHW to determine the reasons for their absence. These volunteers may be dismissed for frequent
unexplained absenteeism.

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

) ... REVISION/ REVIEW DATE: April 2017, January 2018,
SECTION 3: Terms and Conditions of Employment October 2022
SUBJECT: 3.09. Confidentiality NEXT REVIEW DATE: October 2026

POLICY:

All SVCHC employees/volunteers/students shall treat as confidential all information relating to clients or
information gained as a result of employment and/or work at SVCHC. All employees/volunteers/students shall
take all reasonable precautions to safeguard the confidentiality of such sensitive information, whether
obtained as a result of their work at SVCHC or with any program involvement with SVCHC. Each employee/
volunteer/student will sign a Confidentiality Agreement before beginning employment/work with SVCHC.

PROCEDURE:
Confidentiality: It is the law (Bill 119 Health Information Protection Act.)

Confidential information about SVCHC, its clients, suppliers, contractors, volunteers, students, or employees
should not be divulged to anyone other than persons who are authorized to receive such information. When an
employee/volunteer/student is in doubt as to whether certain information is confidential, no disclosure should be
made without first asking appropriate management personnel. This basic policy of caution and discretion in
handling of confidential information extends to both external and internal disclosure.

Confidential information obtained as a result of employment/volunteer work or placement with SVCHC is not to
be used by an employee/volunteer/student for the purpose of furthering any private interest, or as a means of
making personal gains. Privacy legislation stipulates that the use or disclosure of such information could result in
civil or criminal penalties, both for the individuals involved and for SVCHC.

In the course of any work-related task, an employee/volunteer/student may become aware of personal and
confidential information about other staff members. SVCHC depends on the maturity and loyalty of each
employee/volunteer/student to keep private and confidential any such information. Each
employee/volunteer/student may also depend on every member of the management team to keep confidential
any personal matter discussed.

Confidential information may include information about the workings of the SVCHC which should not be public
knowledge, (i.e., details of the building security and alarm system, medical supplies, etc.).
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In addition, all staff/volunteers/students exposed to sensitive or confidential information shall safeguard and keep
the information confidential.

All staff are trained on privacy confidentiality and have access to resources at the Information and Privacy
Commissioner of Ontario's office https://www.ipc.on.ca

RESOURCES:
Collection, use and disclosure of health information - IPC

Ontario's Personal Health Information Privacy Legislation for the Health Sector (Health Sector Privacy Rules) -

Ministry Reports - Publications - Public Information - MOHLTC (gov.on.ca)

Bill 119, Health Information Protection Act, 2016 - Legislative Assembly of Ontario (ola.org)

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018
REVISION/ REVIEW DATE: April 2017, 2018,
SECTION 3: Terms and Conditions of Employment SION/ pril 2017, January 2018
September 2022
SUBJECT: 3.10. Conflict of Interest NEXT REVIEW DATE: September 2026

POLICY:

Employees/volunteers/students must act in the best interest of SVCHC and perform their official duties and
arrange their personal and private affairs in such a manner that the public confidence and trust in the integrity,
objectivity and impartiality is conserved and enhanced.

PROCEDURE:

e Employees/volunteers/students must arrange their personal and private affairs in such a manner that will
prevent real or potential conflicts of interest from arising.

e Employees/volunteers/students must not take advantage of, or benefit from, information that is not
available to the public and obtained in the course of their official duties and responsibilities.

e After an employee/volunteer/student leaves the position, they must not act in such a manner as to take
improper advantage of their previous position.

e Employees/volunteers/students must not solicit or accept transfers or economic benefit other than
incidental gifts, customary hospitality or other benefits of nominal value of no more than $30. All personal
gifts of any value must be reported to the Executive Director/manager. This includes all or any gifts given by
clients to employees.

e Employees must disclose any possible conflict of interest to the Executive Director/manager so that a solution
may be obtained.

e Employees/volunteers/students must, at all times and places and regardless of whether engaged in or on
Centre business, take all reasonable steps to avoid the exercise of any influence on SVCHC decisions in which
they have a personal interest.

e Employees/volunteers/students must disclose other employment or contracts resulting from their position
to the Executive Director/manager. Other employment is acceptable providing it does not interfere with the
performance of the employee's regular duties at SVCHC and is not carried out on the employer's time.


https://www.ipc.on.ca/
https://www.ipc.on.ca/education/special-topics/collection-use-and-disclosure-of-health-information/
https://www.health.gov.on.ca/en/common/ministry/publications/reports/phipa/phipa_mn.aspx
https://www.health.gov.on.ca/en/common/ministry/publications/reports/phipa/phipa_mn.aspx
https://www.ola.org/en/legislative-business/bills/parliament-41/session-1/bill-119
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Employee/Volunteer/Student Access to Services and Programs

SVCHC believes that there is a real or perceived conflict of interest whenever employees receive services as clients
of the Centre. As a result, to eliminate the risk of such conflict, employees cannot be a client of SVCHC.

1. Employees of SVCHC are not permitted to use services offered for the benefit of clients. Clients of SVCHC who
subsequently become employees shall be required to access services elsewhere, within three (3) months of
employment with SVCHC.

2. From time to time, staff may be eligible for specific health care services as part of a supportive employee
health program. Examples include:

e Preventative care (i.e., immunizations)

e Implementation of a care plan developed by another physician thereby minimizing loss of work time (i.e.,
allergy shots)

e In case of emergency on-site or at SVCHC off-site location involving an employee, student or volunteer

e Participation in the Green Food Box, or other similar health promotion programs.

PROCEDURE:
Eligibility conditions:

e Board members are not eligible for staff positions at SVCHC for one (1) year after
they have completed their term on the Board of Directors.

e Relatives of Board members may not be employees while a family member is
currently a SVCHC Board member.

e In terms of relatives of employees, no relative or person living in a family-type
situation may report directly or indirectly to one another nor can they be
involved in the hiring of their relative.

¢ Appointments to positions at SVCHC of previous Board members or relatives of
employees must have approval of the Executive Director.

e The normal selection process will take place as noted under “Recruitment and
Selection” policy.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

SECTION 3: Terms and Conditions of Employment REVISION/ REVIEW DATE: April 2017, January 2018,
September 2022

SUBJECT: 3.15. Transporting Clients NEXT REVIEW DATE: September 2026

POLICY:
Employees, volunteers and students should not transport clients under any circumstances.
PROCEDURE:

Employees, volunteers, and students may be required to use their personal vehicles for work (i.e., travel to
meetings or program delivery for work purposes), but under no circumstances are employees, volunteers, or
students to transport clients in any vehicle.

Staff may follow or meet clients at alternate locations as required for client care and support directly related to
SVCHC work.

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018
REVISION/ REVIEW DATE: April 2017, 2018,

SECTION 3: Terms and Conditions of Employment SION/ pril 2017, January 2018
September 2022

SUBJECT: 3.16. Use of Vehicle for Work NEXT REVIEW DATE: September 2026

POLICY:

When employees, volunteers and students are required to use their personal vehicles for SVCHC work-related
activities, they are expected to be safe and use the most cost effective and efficient mode of transportation.

PROCEDURE:

Staff is reimbursed for work-related travel expenses: Refer to Section 5, Compensation and Benefits within this
policy document for circumstances under which SVCHC reimburses employees, and at what rate, and procedure
to follow for submitting work-related travel expenses.

It is the employee's responsibility to notify the Executive Director/manager immediately of any changes to their
driving record, and failure to do so will result in progressive discipline measures or possible dismissal. Staff vehicles
must be in safe operating condition.

Employees, volunteers and students who are required to use their personal vehicles for SVCHC work-related
activities must possess a valid driver’s license with a recommended $2 million current automobile insurance
coverage (with a minimum $1 million automobile insurance coverage). Upon hire, a photocopy of current
driver’s license and automobile insurance will be requested and maintained on record in the employee's
personnel record. Employees sign a form indicating they understand it is their responsibility to hold a valid
driver’s license and maintain annual automobile insurance at all times. SVCHC is not responsible for any fines or
charges under the Highway Traffic Act.
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Employees should advise their vehicle insurance company that they are using their personal vehicle for work-
related activities (not including travel to and from work), and that they may occasionally transport volunteers in
their vehicles. Should the staff’s personal insurance premium increase due to the need to travel for work-
related activities, SVCHC will cover the difference in the staff’s premium following proof of premium increase
from the staff member’s insurer.

For travel less than 200 km per round trip, staff complete a monthly expense form to receive mileage
reimbursement. For travel greater than 200 km per round trip, staff should seek approval from their manager
to travel by other means, including renting a vehicle from Enterprise Car Rental (noting account #1CA6626).
Staff should rent the rental vehicle using their personal credit card for insurance purposes. If a staff member
does not wish to use their personal credit card, this individual should make arrangements with the Executive
Director in advance to request a cheque be issued for vehicle rental purposes.

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018
SECTION 3: Terms and Conditions of Employment REVISION/ REVIEW DATE: April 2017, January 2018,
January 2023

SUBJECT: 3.19. Professional Appearance /Dress

NEXT REVIEW DATE: January 2027
Code

POLICY:

SVCHC wishes to allow its employees to work comfortably in the workplace while projecting a professional
image for our clients and the community. Our goal is to promote a diverse and inclusive environment that is
welcoming for all employees, volunteers, and students.

PROCEDURE:

SVCHC staff are trusted and encouraged to use their best judgement and dress appropriately for their role or
activities they will be participating in on a given day. Staff are expected to continually comport themselves in a
professional fashion, and dress in such a way that will not create a negative perception by our clients either
internal or external. In instances where staff will be giving a presentation or taking part in meetings with
external partners or stakeholders, more professional attire may be expected.

All employees, volunteers, and students are responsible to maintain standards of personal hygiene and cleanliness
so as not to be offensive to clients and colleagues. Clothing should be clean and in good condition, free from
stains, tears, and holes. Discrete logos are acceptable, however any clothing that has words, terms, or pictures
that may be offensive to others is unacceptable. SVCHC name tags should be worn by SVCHC staff and volunteers
for identification purposes.

Jewellery, Makeup, Perfume, and Cologne, Body Piercing, Tattoos
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Visible body piercing should be limited. Tattoos that are perceived as offensive, hostile or diminish the
effectiveness of the employee, volunteer or student's professionalism must be covered, and not visible to clients,
other staff, or visitors.

Some employees, volunteers, students, and clients may be allergic to the chemicals in perfumes and personal
products therefore SVCHC is a scent-free workplace environment, and these are not permitted. Staff, volunteers,
and students are trained and advised that they should avoid jewellery that could be grabbed, twisted, or torn off,
resulting in injury (i.e., long chains, large or dangling earrings).

Hats and Head Coverings

Hats are only permitted when attending outdoor activities. Head covers that are required for religious purposes or
to honour cultural tradition are permitted.

SVCHC Branded Clothing
e SVCHC employees, volunteers and students in direct operational/ public contact may occasionally be
required to wear SVCHC-issued clothing while on-duty to aid in their identification, duties, to enhance
security, and promote the professional image of the organization.

e SVCHC branded clothing should not be worn in places that would not represent the positive image of
SVCHC.

Footwear

e For safety purposes, staff may wear conservative athletic shoes and closed-toe sandals. Footwear with
a “closed-toe” to protect your foot and a “back-strap” is strongly recommended. Staff working with
blood and body fluids or working in an environment that could result in injury to the foot, must ensure
they wear protective footwear that covers and safeguards their feet.

Casual Friday
e SVCHC employs a “Casual Friday” policy, wherein our employees are welcome to dress more casually
while still taking into account the necessity to continually comport themselves in a professional fashion,
and dress in such a way that will not create a negative perception by our clients either internal or
external. Casual Friday clothing and footwear should remain in good condition, free of rips, tears and
stains.

e Casual dress days should never be a barrier to service delivery.

Distribution Employees
e Employees working in programs on or off-site and where the regular job duties include physical lifting,
exercising, gardening, etc., may wear appropriate casual and comfortable clothing suited to the activity
(including jeans/shorts/sports attire/running shoes).

Inappropriate Attire (including Casual Friday)
The following items are not permitted in any area during normal working hours (unless specified above):
e Athletic wear such as jogging pants/yoga pants
e Clothing that exposes the midriff, underwear or is otherwise revealing such as low-cut tops,
spaghetti straps, mini-skirts, mesh, sheer or see-through fabrics
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e Gym shorts, bicycle shorts or other athletic shorts

e Anyform of clothing that displays offensive, controversial, political, disruptive, or otherwise
distracting messages

e Flip-flops, open toe sandals, open toe shoes, beach footwear

Personal Protective Equipment

e Personal/Protective safety equipment must be worn at all times in areas where such equipment is
required.

Compliance

e Departure from appropriate grooming, hygiene and attire standards will result in employee coaching,
counselling and/or disciplinary action up to and including termination of employment. SVCHC reserves
the right to send the employee home to return in appropriate clothing, which may be considered time
without pay.

e Theme days are occasionally approved by the organization and/or appropriate department when a
deviation from these guidelines may be appropriate, and where the business will not be affected.

e Personal appearance standards may be reviewed periodically and updated as deemed necessary.

Clarification
e Every SVCHC employee is responsible for always exercising sound judgment and common sense for their
attire. If an employee is deemed to be wearing inappropriate attire, the Executive Director and/or
manager are responsible for coaching the employee accordingly.

e Individual situations relating to appropriateness of workplace attire will be addressed on a case-by-case
basis by the Executive Director and/or manager.

If any staff, volunteer, or student has questions about these guidelines, or a particular business area dress
requirement, contact the Executive Director or respective manager.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

SECTION 3: Terms and Conditions of Employment REVISION/ REVIEW DATE: April 2017, January 2018,
September 2022

SUBJECT: 3.21. Tobacco-Free Workplace NEXT REVIEW DATE: September 2026

POLICY:

All activities, programs and events by our organization will be tobacco free. Tobacco-free means no smoking
snuffing, dipping, vaping or chewing tobacco products by staff, volunteers, members or any individual while
partaking in programs with the SVCHC. In addition, there will be no use of tobacco products on the SVCHC
property.

COMMITMENT:

We recognize that there is ample research demonstrating the health hazards caused by the use of tobacco
products, including smoking, smokeless tobacco and breathing second- hand smoke, and understand our
responsibility to the clients of the Seaway Valley Community Health Centre (SVCHC), participants of our programs
and to the community to model and promote tobacco-free lifestyles. Staff, volunteers and students will promote
the importance and health benefits of maintaining a tobacco-free environment.

PROCEDURE:
SVCHC will promote the Tobacco-Free Policy by:

e Having staff and volunteers explain the policy to members, participants in programs, partners and the
general public

¢ Including and discussing the tobacco-free policy in orientation and training for staff, volunteers and
students

e Making the policy visible to all using various messages including posters and displays, logos on signage,
appropriate equipment, etc.

SVCHC will reinforce the Tobacco-Free policy by:

e Having staff and volunteers respectfully remind someone using tobacco of SVCHC’s tobacco-free policy
(i.e., by pointing to the logo or signage displayed makes this effort easier).

e Consistently applying consequences with people who violate the policy — repeated violations by people
participating in programming may result in a written warning from the Executive Director. Following a written
warning, a participant may be asked to leave the area where the program is taking place.
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MANUAL: Human Resources

APPROVED DATE: May 2016, March 2018

SECTION 4: Information Technology and Systems

REVISION DATE: April 2017, Jan 2018, Oct 2022

SUBJECT: 4.01. Information Technology and Electronic
Monitoring of Employees

NEXT REVIEW DATE: October 2026

BACKGROUND:

SVCHC's email, internet, cell phones, fax, or other Personal Device Assistant (PDA) resources are business
systems for use by authorized employees to conduct legitimate business only. Use of an Internet/e-mail/cell
phone/fax/PDA connection for any purpose that is not specifically related to SVCHC business is prohibited

during working hours.

SVCHC values trust, discretion, and transparency and believes employees deserve to know when and how their
work is being monitored. This policy also intends to establish guidelines for company practices and

procedures related to electronic monitoring of employees.

POLICY:

SVCHC seeks to promote a high level of responsible behaviour in connection with the use of internet, e-mail,
cell phones, fax and PDA devices and other information technology devices and has formulated this policy to

accomplish the following goals:

e To protect the reputation and resources of the SVCHC, its clients, staff, and volunteers

e To protect internet/e-mail communities at large, from irresponsible or illegal activities

e To ensure privacy, security, and reliability of SVCHC's network and systems

e To establish guidelines for acceptable use of SVCHC network and define actions which are considered

abusive and prohibited

e To outline procedures for handling and reporting misuse or abuse
e To communicate how the organization may electronically monitor the action and activities of all staff
members, as well as the purposes for which information obtained through electronic monitoring may

be used under relevant circumstances.

SVCHC respects the privacy of its employees however employee privacy does not extend to the employee's use
of the SVCHC's e-mail, internet, cell phones, fax, and PDA systems. No person using such resources should
expect privacy in their personal communications during business hours. All e-mail communications and
information downloaded from the Internet constitute company property.

SCOPE:
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All users of the SVCHC's e-mail, internet, cell phones, fax and PDA resources must adhere to the terms of this
policy. All users of SVCHC's network and electronic resources must comply with this policy, as well as
applicable laws and regulations.

Electronic monitoring includes all forms of employee and assignment employee monitoring that is conducted
electronically. Electronic monitoring includes electronic monitoring that occurs when the staff member or
volunteer works from home, at the Centre, or under a hybrid “workplace/home” model.

RESPONSIBILITY:

Users of the SVCHC's internet and e-mail systems are strictly prohibited from creating, transmitting,
distributing, forwarding, downloading, and/or storing anything which:

e Infringes and copyright, trademark, trade secret, or other intellectual property right

e [s obscene, immoral, unethical, or pornographic; is libelous, defamatory, hateful, or constitutes a threat
or abuse; encourages conduct that would constitute a criminal offence or give rise to liability; harasses
the receiver, whether through language, frequency, or size of messages

e Is considered e-mail junk, spam, or chain e-mail; forges or misleads the sender's identity

e Divulges private and/or confidential information related to the Centre's business, its clients and/or its
employees; violates any of SVCHC's policies.

Users of SVCHC's internet and e-mail systems must protect themselves and the SVCHC from entering into
unintended legal obligations and contracts. This includes downloading from the internet unauthorized
programs and/or software.

Users of SVCHC's internet and e-mail systems are required to take appropriate steps to ensure the security of
the system adhering to all SVCHC security measures, including using and safeguarding all necessary passwords.
Users are required to use only the browsers software installed by SVCHC. No connection to the Internet is
permitted except via established company procedures.

The use of cell phones or other PDA systems for personal purposes during office hours or while operating a
motor vehicle is prohibited (personally or SVCHC owned).

The Executive Director/manager is responsible for authorizing the use of e-mail and internet resources,
providing appropriate training to users, issuing, and recording system passwords and monitoring the use of
electronics systems as necessary or as requested. This includes auditing and logging Internet use for
compliance with this policy. Additionally, the Executive Director/manager is responsible for investigating and
reporting on any allegations or concerns regarding the misuse of these systems. Any information

collected by electronic monitoring may be used during employee reviews or during consideration of
disciplinary decisions.

PROCEDURE:

Internet, e-mail and other electronic systems may be monitored from time to time, without notice, to evaluate
client service and determine how the system is being used. Employees should not expect privacy when using
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SVCHC IT assets. All monitoring of electronic systems shall be conducted by the Executive Director or delegate
who will log and audit usage to ensure compliance with this policy.

When necessary, due to vacations, leaves, and other absences, SVCHC may request access to an employee's e-
mail and internet accounts for work-related purposes. Employees are required to provide such access upon
request. During a planned or unexpected leave, or following an employee departure (resignation, retirement
etc.), staff email accounts will be re-directed to an alternate employee to be monitored or deactivated,
depending on the situation. Assigning email accounts to alternate employees or deactivating accounts will be
completed in consultation with the Executive Director.

Downloading any programs, software or data from the internet, e-mail, or other PDA directly to a user's
computer terminal is prohibited unless advance written authorization is obtained from the Executive
Director/manager. Such material must first be screened through SVCHC's computer security system including
virus scans.

Upon termination of any e-mail or Internet user, the user's immediate supervisor shall immediately notify the
Executive Director of the name(s) of the user(s) terminated. The Executive Director/manager is required to
immediately deactivate the users' password(s) and the users' access to any electronic systems.

MISUSE/ABUSE:

In the event any individual feels the electronic systems of SVCHC are being misused or used in an abusive
manner, that individual shall report the alleged abuse directly to the Executive Director/manager in
confidence. The Executive Director/manager shall, within 48 hours, investigate such allegations which may
include monitoring electronic system usage.

If usage is deemed unusual and it is believed that monitoring internet sites visited and/or reviewing e-mail
and/or cell phone message contents will help the investigation, a report and recommendation(s) for further
action will be prepared. The complainant shall be advised by the Executive Director/manager for the outcome
of the investigation. Employees found in breach of this policy will be subject to disciplinary action up to and
including discharge for cause.

EXAMPLES OF E-MAIL/INTERNET USES

Permitted Uses Prohibited Uses
E-mail Sending, receiving, forwarding, and E-mail Sending confidential or privileged
replying to messages for business purposes. information of any kind (i.e., financial,

management, legal or operational) to
unauthorized personnel.

Sending clients information outside the SVCHC
network.
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Forwarding e-mail chain letters.

Using cell phone, or another Personal Device
Assistant (PDA) while driving.

Internet Browsing Connecting to and viewing
any web page for well-defined business
purposes. Printing web pages for business
purposes.

Internet Browsing Connecting to any site for
non-business purposes. Connecting to web
sites related to illegal, immoral, and/or
unethical materials.

Downloading Data Downloading
files/information from reliable major
commercial sites to an isolated or quarantined
folder until downloadable data is scanned for
viruses, worms, etc.

Downloading Data Downloading files/
information not related to SVCHC business,
including screen savers, pictures, etc.
Downloading files/ information related to
illegal immoral, and/or unethical materials.

Internet Newsgroups Approved groups may
be accessed for business purposes by
approved users.

Internet Newsgroups Accessing any group for
non-business reasons. Accessing newsgroups
related to illegal, immoral, and/or unethical

materials. Accessing internet chat rooms on
any topic.

Electronic Monitoring General Principles:
All users can be monitored by leadership in the following situations:
1. Electronic Medical Records (EMR):

a. SVCHC utilizes various EMR applications to support staff members in everyday care delivery activities;
Examples include Practice Solution Suite (PSS), Ocean, Clinical Connect & Ontario Telemedicine
Network (OTN).

b. As per PHIPA, all users can be monitored by SVCHC and the Privacy Commissioner of Ontario. All
transactional activities performed in gaining access and modifying data are logged automatically,
allowing for the retrieval of such information for audit. The Executive Director/Privacy Officer and
Management Team oversee the audit process with the help of IT Team when requested by the
leadership team or the Privacy Commissioner.

2. Network and Device Monitoring:

a. To protect the security, privacy, and authorized use of the Information systems within the Health
Centre, SVCHC deploys various technological interventions to control and monitor access. Staff
members' access to information through all IT assets, including a desktop computer, laptop, work
phones, and work cellphones, collects user activity data not limited to web browsing history, files
downloaded, data input, network traffic, logins to systems, interactions with data and peripheral device
usage.

b. Telephone Monitoring: All SVCHC-owned mobile and landline phones may be monitored to ensure
appropriate usage and compliance with policies surrounding the use of telephones in the workplace. If
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a personal mobile device is used for work purposes, phone calls will not be monitored unless they are
made through company-provided mobile applications that are provided for the purpose of making
work-related calls.

c. Email Monitoring: All email communications that are sent through SVCHC network domain, equipment,
or user accounts are subject to monitoring. This may include personal email accounts when those
accounts are accessed through company-owned IT assets.

d. SVCHC monitors these systems regularly for potential misuse or unauthorized activities.

3. Physical and Video Surveillance:

a. “Video Surveillance” refers to surveillance by means of a camera that monitors or records visual images
of activities throughout the inside of the Centre and also around the external perimeter. Video
surveillance does not include the capture of audio.

b. SVCHC utilizes a fob entry system to allow physical access to the Centre for all Staff and Volunteers. The
leadership team can monitor the logs of entry and exit of personnel to safeguard their health and
safety.

4. Business Software and Platform:

a. SVCHC utilizes multiple business software to reduce the workload and minimize human errors,
improving effectiveness and consistency. The various business software and platforms commonly
utilized across the organization include, but are not limited to:

e Office 365 — Microsoft Office Suite for email communication

e Zoom — Teleconferencing Application

e Office Vibe — Intranet-based employee engagement platform

e HRIS — Payroll software

e Team Viewer — Remote device connect application

e Microsoft's Dynamics — Accounting and Enterprise Resource Planning tool
e Allworx telephone system

b. All proprietary applications and platforms used by SVCHC have user access management tools and
activity logs to monitor authorized access to information.
c. The leadership team can view all account activity when required.

5. Internal Data Servers and External Data Repositories:

a. Inorder to organize the file inventories across departments allowing for convenient file sharing, SVCHC
operates File Serves within its Domain Architecture. All Staff members get access to two drives, (L)
Public, (H) Private. The leadership team can access these drives to view, delete and modify files within
them to allow for fair use.

b. SVCHC Staff members are also permitted to access external data repositories such as Clinical Connect
and Business Intelligence and Reporting Tool (BIRT) for continued care access and quality improvement
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initiatives. The activity logs and user access control for these platforms are managed by the parent
entity. The leadership team can request logs from such organizations upon requirement.

Categories of Data Collected:

To allow for reasonable security measures, the employee electronic monitoring policy is provisioned to collect
and retain the following categories of data but are not limited to,

e Timestamps of VPN Access, computer power state Startup, shutdown, and sleep events

e Logons on computers, laptops, virtual machines, and other desktops

e Allworx telephone system usage.

¢ File operations to portable storage devices (files copied, created, renamed, and/or deleted to/from
these devices)

e Internet usage data including URLs/domains, pre-defined website content category, web page headers,
search engine queries, timestamps, bandwidth consumption, and browsing time

e Application usage, including software downloads

e |P addresses and system information of devices connecting to the network infrastructure

Privacy and Confidentiality

SVCHC's monitoring is aimed at collecting information related to its business. However, some information
collected by electronic monitoring may be considered personal information. When personal information is
under Seaway Valley Community Health Centre control, it is the responsibility of the company to protect it.

All information collected through electronic monitoring will be securely stored and protected. If any personal
information is collected, its use and disclosure will be limited to achieve the stated purpose of its

collection. SVCHC will adhere to all privacy and confidentiality legislation that applies to the collection, use,
and disclosure of personal information obtained by electronic monitoring.

Questions or uncertainties related to permitted or prohibited uses of e-mail/internet resources must be
referred to the Executive Director/ manager for resolution.
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MANUAL: Human Resources APPROVED DATE: May 2016, March 2018

) . REVISION/ REVIEW DATE: April 2017, January 2018,
SECTION 4: Information Technology and Systems September 2022
SUBJECT: 4.02. Social Media NEXT REVIEW DATE: September 2026

BACKGROUND:

The purpose of the SVCHC social media policy relating to online communication such as Twitter, Facebook and
other forms of social media communication is to guide and empower employees, volunteers and students’
participation in the appropriate use of social media and to educate and use social media as a legitimate
community engagement tool. This policy is also intended to outline what members of the public can and
cannot do on the Health Centre’s online spaces.

POLICY:

Participation in online communities can promote better communication with our colleagues, partners, funders,
the general public, traditional and non-traditional media and other community stakeholders. As people will
encounter SVCHC online, and as our websites and social media presence play an increasingly strong role in
influencing perceptions of our brand, SVCHC encourages staff, volunteers and students to use social media in
ways that complement their work in all roles (i.e., as health promoters, social workers, advocates, educators,
community health workers and health care professionals).

PROCEDURE:

1. SVCHC's social media presence should reflect the organization’s core values and further its mission and
vision.

2. Designated staff’s use of social media may include, but is not limited to:

e Promoting the Health Centre programs and services (date, time, location, etc. giving up-to-date
information about upcoming opportunities; sharing locations of outreach programming, etc.).

e Sharing resources and/or directing colleagues and stakeholders to available online resources

e Providing commentary on online articles/stories/news on subject matter by our “subject matter
experts”

e Promoting the work of community partners of benefit to the communities served by SVCHC

e Broaden an on-line conversation by citing others who are blogging or writing online about the same
or similar topic (make connections among stakeholders)

e Correcting inaccuracies of online news stories related to the SVCHC using neutral language and
factual information.

e Advancing the local perspective when online authors write about national or provincial issues

3. Staff, volunteers, and students may not:
e Post any content that includes personal health information or medical advice or commentary (Refer
also to SVCHC's confidentiality policy)
e Post any content that is unlawful, harassing, embarrassing or libellous
e Post any content that promotes a specific commercial product or fee-for-service agency
e Post any content related to political party affiliations.
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e Delete others’ comments or posts unless they violate client/employee confidentiality; such
comments or posts must be communicated to the Executive Director/manager and will be recognized
and a response provided.

4. Staff, volunteers and students are reminded that by using SVCHC’s social media, they are acting as
online ambassadors of the SVCHC and should use good judgement in all communications. For example:
If you would not say it in a meeting, do not say it online.

5. Online, community members will be informed that SVCHC will not post anonymous content on its sites,
will remove any content that is abusive, illegal or disruptive and that by posting comments, they have
given SVCHC the irrevocable right to reproduce, distribute, publish, display, edit, modify, or create
derivative works from their submissions.

6. In order to mitigate risk to the organization related to computer viruses, spyware, etc., staff, volunteers
and students are expected to exercise caution related to clicking on advertising, completing quizzes,
playing “games,” etc.

MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

SECTION 5: Compensation and Benefits REVISION/ REVIEW DATE: April 2017, January 2018,
September 2022

SUBJECT: 5.02. Travel Allowance NEXT REVIEW DATE: September 2026

POLICY:

Employees, volunteers, and students will be reimbursed for reasonable expenses when the employee,
volunteers and students’ assigned duties require travel to locations other than the SVCHC premises. All out of
town travel must be pre-approved by the Executive Director and/or manager.

PROCEDURE:

Automobile Expenses
When employees, volunteers and students are required to use their personal vehicle for work-related duties,

they will be reimbursed a per-kilometre rate plus parking charges (receipts required) based on the following
procedures:

e Travel at the beginning and end of the day is considered driving to and from work and will not be reimbursed,
even when the location of the work is different from the usual workplace (i.e., an early morning meeting at
another organization in close proximity to the regular commute).

e Any trips taken for work purposes between those beginning and ending trips is considered work travel and
will be reimbursed according to the kilometre rate established by SVCHC.

e Reimbursements will only be available for travel directly related to the employee, volunteer or student's
responsibilities.

e Inall cases, employees, volunteers and students should consult and seek approval in advance with the
Executive Director or manager to determine whether SVCHC will pay for travel expenses associated with the
employee's travel and the details of the reimbursement to be provided.
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Out of Town Expenses
e When out of town travel is required, SVCHC will reimburse the lesser of:
a. The negotiated rate per kilometre plus parking charges (receipts required)
or
b. Economy commercial transportation costs including costs of transportation which would be incurred
to and from the carrier's terminal, and at the destination.
e Itisthe employee, volunteer or student's responsibility to substantiate the costs by submitting a comparison.
e Car pooling is encouraged wherever possible.
e When an overnight stay is required, the cost of a reasonable hotel and meals will be covered by SVCHC if pre-
approved by the Executive Director or manager.
a. When meals are prepaid through conference or registration fees, no additional funds will be provided.
Receipts must be included and submitted within (30) days.
b. The most economical means of transportation must be chosen when feasible. If an employee wishes
to travel by a more expensive manner, reimbursement will be only for the lesser amount.
Approval

e Travel allowance, both in Cornwall and out of town, must be authorized in advance by the Executive
Director/manager.

Expense Claims

e Approved expenses should be submitted monthly but must be submitted for reimbursement within two
calendar months of incurring the expense. SVCHC reserves the right to deny reimbursement if these deadlines
are not respected and if expenses cannot be substantiated by receipts.

o All expenses should be submitted using the SVCHC Expense Claim Form.

Review

The Finance Committee is responsible for yearly review of the Travel Allowance Policy and may set new rates from
time to time, as appropriate.
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MANUAL: Human Resources APPROVED DATE: April 2016, March 2018

SECTION 6: Governance REVISION/ REVIEW DATE: April 2017, January 2018,
September 2022

SUBJECT: 6.06. External Communications NEXT REVIEW DATE: September 2026

POLICY:

It is the policy of the Centre that the Executive Director will hold primary responsibility for interfacing with the
public news media and legal officials in all circumstances except where and when otherwise delegated.

PROCEDURE:

1. The Executive Director will initiate and/or respond to the contacts pertaining to all issues relating to the
Centre administration and operation.

2. The Executive Director may designate and refer this responsibility on a case-by-case basis to a member
of the Centre staff or Board.

3.  When the designated individual(s) exercise their role in either initiating or responding to the news
media, the Executive Director will be advised prior to the event. In instances where articles are
published (i.e., reports through prepared news releases or by journalists) a copy of such publication will
be submitted to the Executive Director.

4. When client input is requested by the media, with the approval of the Executive Director, staff must
contact potential clients and obtain verbal consent for their names to be released. The client's name
would then be given to the media representative who would contact the client directly. If the clientis a
youth under the age of 16 verbal consent of a parent/guardian must be obtained.
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CODE OF CONDUCT

POLICY STATEMENT: The Seaway Valley Community Health Centre (SVCHC) expects its employees, volunteers,
students, contractors, consultants and Board members to demonstrate ethical, responsible, respectful and
lawful conduct. All employees, volunteers, students, contractors and consultants are expected to conduct
business related to SVCHC in an environment free from discrimination and harassment.

Preamble:

Everyone working for, or representing Seaway Valley Community Health Centre will conform to the legislation
set forth in the Canadian Human Rights Act (federal) and the Ontario Human Rights Code (provincial) and to
SVCHC Policies.

Everyone working for, or representing SVCHC shall:
e Support the organization’s objectives, vision and mission;
e Comply with the governing policies and by-laws;
e Abide by the distinction of authority between the Board and SVCHC staff;
e Facilitate an atmosphere of mutual respect, free of harassment and discrimination for staff, volunteers,
students, contractors, clients, consultants and Board members;
e Express a dissenting opinion in a constructive manner;
e Work in collegial manner that emphasizes consensus.

e Declare a Conflict of Interest, when applicable as per Human Resource Policy Section 2.9, Conflict of
Interest

Guidelines:

Harassment is defined as behaviour, conduct, or gesture directed toward an individual or group of individuals
which is insulting, intimidating, humiliating, malicious, degrading or offensive. Discrimination, as defined by
the Supreme Court of Canada, is intentional or unintentional differential treatment of specific individuals or
groups, for which there is no bona fide or reasonable justification.

Harassment and/or discrimination in relation to any of the prohibited grounds outlined in the Ontario Human
Rights Code will not be tolerated. Prohibited grounds include race, ancestry, place of origin, colour, ethnic
origin, citizenship, creed, sex, sexual orientation, age, record of offenses, marital status, family status or
disability.

Procedure:

Anyone who is uncertain of the interpretation of any of these guidelines shall seek clarification from the
Executive Director.

Any misconduct, discrimination or harassment must be dealt with firmly and swiftly. A concern of non-
compliance with this policy may be brought in writing to the attention of the Executive Director.

Where the person(s) alleged to be in violation of this policy is/are not satisfied with the outcome, they may,
within 15 (fifteen) working days of being informed of the decision, request in writing a review by a committee
of the Board of Directors.
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SVCHC Evaluations and Individual Check-Ins:
Valuations will be scheduled every 18 months (**depending upon the volunteer role):

SVCHC aims to provide an impactful, enjoyable, meaningful and dynamic experience for volunteers that aims
towards achieving the mission, vision and values of the Centre.

To that end, Volunteer “Valuation check-ins” are important to:

e Underscore and recognize the importance of the volunteer’s role in contributing to the SVCHC and to
the clients whom we serve.

e Provide a formal opportunity to review strengths and abilities and to consider any opportunities for
training and development;

e Provide volunteers the opportunity to convey feedback about their volunteer experience, potential
areas where we can improve their experience and explore any potential volunteer roles that they might
be interested in perusing.

**Roles that require performance valuations include but are not necessarily limited to:

Balance for Life leaders
Program co-facilitators
Administrative and front desk support volunteers
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GENERAL INFORMATION

Part of your on-boarding experience will include a presentation about the SVCHC and a tour of the Centre before
you start volunteering. The Community Health worker or your staff partner will provide you with support,
position training and will be there to answer any questions you might have. We're excited to have you join our
team!

Centre Hours:

Regular Hours: Monday, Wednesday and Friday 8:30am - 4:30 pm.

Extended Hours: Tuesday and Thursday 8:30 am — 7:30 pm

Program Hours:

Some program hours may vary from standard hours of operation. Check with the appropriate staff or
Community Health Worker for times. Please respect that, due to insurance restrictions, staff are NOT
permitted to give you access to the building outside of Centre hours, unless there is a scheduled event.

Main Telephone (613) 936-0306 Fax (613) 936-0521

The Executive Director’s name: Erin Killoran __ (Ext. 101)

The Community Health Worker’s name:___Linda Rodgers (Ext. 113)
Staff Partner’s name: (Ext. )

My Volunteer Position Title:

Your Schedule:
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Your schedule may vary depending on your volunteer role. Check with the Community Health Worker or your
staff partner for the times that suit you best.

Orientation - date and time:

Placement — day(s) and time(s):

Safety Procedures

During your tour of the building, emergency exits, fire extinguisher locations and other safety procedures will
be explained. In addition, you will be shown a map of the facility with all the necessary emergency equipment
and stations outlined. (if volunteering on-site)

Fire/Evacuation Plan

As per the building code, there are no fire alarm pull stations at Seaway Valley Community Health Centre

(SVCHC). If you discover a fire, please follow the R.A.C.E principle:

Rescue — remove anyone from immediate danger and close the door to the room you are leaving. Do not lock
doors.

Activate — immediately call 911. Upon leaving, check doors to make sure they are not hot and leave
immediately by the closest of three exits: next staff room, East exit near community room, main exit.

Confine — confine the fire when possible by closing all doors as you leave the area. Try to make sure the doors
are unlocked before they are closed.

Evacuate — exit the building by the safest closest exit. Go to the parking lot as far away from the building as
possible and wait for the emergency personnel for further instructions. Do not re-enter the building until the
Fire Department gives the okay.
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After hours

Follow the R.A.C.E. principle above. The person discovering the fire shall make sure the main room and the
washroom have been evacuated. The rest of the building should already be locked down if the event is taking
place after business hours, therefore, the Community Room should be the only area needing evacuation.

Use of Intrusion Alarm System

Normally, volunteers will not have to deactivate the Intrusion Alarm system, unless they are involved in an
event after normal operating hours in the Community Room. Instructions to deactivate the alarm system will
be provided at that time.

Personal Distress Alarms (PDA)

Personal Alarm devices are provided in all offices. During your orientation the procedure for activating the
alarms will be explained.

Dealing with a Difficult Person or Situation?

Talk to the Community Health Worker or staff partner if you are dealing with a difficult person (or situation). It
is your right to do so. In your on-boarding package there will be an “Incident Report” that you can file as well.

Parking:

There are 34 parking spots to on the South side of the building including 3 accessible parking spaces directly in
front of the main entrance. Please try to park in spots furthest away from the front entrance so that clients
who have health issues may use the spots closer to the building. Please be sure to lock your car while you are
at SVCHC.

When You Arrive to Volunteer at the Centre

A sign—in/out book is located at the back entrance. Please write down your name, date, the time you start
and your volunteer position when you arrive at the Centre. Make sure to let your staff partner know you are
on the premises; this is the only way we’ll be able to find you if there is an emergency.
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Identification:

You should always wear your identification/name tag when volunteering. It should be visible for all visitors
and staff to see. We will issue you one but Identification tags can be found at the Reception Desk if you have
forgotten yours.

When You Leave!
Please record (in the sign-in/out binder) the number of hours you volunteered on each day.

This is helpful when we tally the volunteer hours to report to our funders.

Personal Belongings:

It is highly recommended that you leave any unnecessary valuables at home as SVCHC is not responsible for

lost or stolen items.

Have Some Refreshments While You Are Here!

Coffee, tea, water and juice are available in the Staff Room. Please help yourself. Mugs or glasses should be
put in the dishwasher after use. If you are here for a longer day, you are invited to eat your lunch in the Staff
Room.

Cell Phones:

You may have your cell phone on you while volunteering. We ask that the ringer is turned off and it is not used
in the following areas to ensure the privacy of clients: Clinical Area, any room being used for one-to-one
counseling or for group programs in the Community Room. If in doubt, check with your staff lead or
Community Health Worker.

Volunteer Opportunities:

There are many different ways that you may volunteer at the Centre. You may find out more by talking to the
Community Health Worker.
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What happens when you are sick or have to be away for a few days?

Please let your staff partner or Community Health Worker know as soon as possible if you are sick or are going
to be away so alternative arrangements can be made. When possible, try to arrange for another approved
volunteer to cover for you.

Good Communication: (Staff Partner or Health Worker)

Good communication with Centre staff is essential. Staff is available to assist and support you. In each
program area you will report directly to a designated Staff Partner. If you have any questions or concerns,
please talk to this designated individual.

Policies

Key policies that pertain to volunteers are included in this handbook. The complete Human Resource Policy
Manual is available to all volunteers in the volunteer office.

Thank you for volunteering to be

part of the team at f o \ 1 [ ’ Seaway Valley
s TIANKYOU
FOR VOLUNTEERING *

’ "THE SMALLEST ACT OF KINDNESS
IS WORTH MORE THAN THE ‘
GRANDEST INTENTION."
’ - OSCAR WILDE
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