
TOWN OF GANANOQUE 

REGULAR COUNCIL MEETING MINUTES FOR NOVEMBER 17, 2014 
AT ES BUILDING- 340 HERBERT ST 

MEMBERS PRESENT: 

Mayor: Erika Demchuk 
Councillors: Jeff Girling, Joe Jansen, Jan Hayes, Roberta Abbott, Bill Sheppard 

and Anne Warren 

STAFF: Robert Small, CAO 
Bonnie Dingwall, Director of Corporate Services/Clerk 
Bill McKennan, Treasurer 
Sue Smith, Manager Parks, Recreation, and Manager 
Gerry Bennett, Fire Chief 
Garry Hull, Police Chief 

5:00 PM Council met to have dinner together as this was the last scheduled meeting 
for this term of Council. 

CALL To ORDER 6:00PM 

ADOPTION OF THE AGENDA 

MOTION NO: 2014-315 
Moved by: Councillor Warren 
Seconded by: Councillor Hayes 
Be it resolved that Council adopt the agenda for November 17, 2014 as posted with 
the addition of By-law 2014-120 Traffic and Highway making Bay Rd a two way street; 
and that the confirming by-law be renumbered to 2014-121. 

CARRIED 

HEALTH SAFETY & WELLNESS 

Mayor Demchuk, and the respective manager presented service recognitions to 
staff. 

Mayor Demchuk presented a parting gift to Councillors Sheppard and Abbott to 
recognize their service on Council as they would not be retunring for the next term. 

DISCLOSURE OF PECUNIARY INTEREST & THE GENERAL NATURE THEREOF- NONE 

PUBLIC MEETINGS- NONE 

PUBLIC QUESTION/COMMENT 

Several residents commented on or asked questioned regarding items on the 
Agenda. 

DEPUTATION 
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Regular Council Meeting Minutes for November 17, 2014 

COMMITIEE OF THE WHOLE 

MOTION NO: 2014-316 
Moved by: Councillor Hayes 
Seconded by: Councillor Jansen 
Be it resolved that Council move into Committee of the Whole w ith Councillor 

Warren as the Chair. 

MOTIONS (Council Direction to Staff)- NONE 

COMMITIEE OF THE WHOLE RISES 

MOTION NO: 2014-317 
Moved by: Councillor Jansen 
Seconded by: Councillor Hayes 
Be it resolved that the Committee of the Whole rises. 

CONSENT AGENDA 

MOTION NO: 2014-318 
Moved by: Councillor Girling 
Seconded by: Councillor Abbott 

CARRIED 

CARRIED 

Be it resolved that the items contained on the Consent Agenda are hereby received 
and processed as follows: 
Council Minutes are hereby received and adopted as posted: 

Regular Council Meeting Minutes for November 4, 2014 
Committee Minutes are hereby received and adopt the recommendations: 

Economic Development Advisory Committee- October 8, 2014 

Municipal Officer Reports received and processed as follows: 
2014-13-FIN- Response to Auditor's Management Letter Receive and Adopt 
2014-12-FIN- Ontario Community Infrastructure Fund- Approved for Next Stage 

Receive for Info 
2014-29-CD- 93-95 Tanner Street Receive and Adopt 

2014-06-CSC- Multi-Year Accessibility Plan & Integrated Accessible Standards 
By-law 2014-116 & 117 

2014-07-CSC- 2014 Municipal Election Process Receive for Info 

Correspondence- be received and the direction be given as indicated: 
Town of Collingwood, Eliminate Home to Home Postal Delivery Receive for Info 

1000 Islands Cruise In- 2015 Event Refer to Staff 

Special Peoples Christmas Party- Donation Request Separate Motion 

By-laws- (1st, 2"d, and/or 3 readings) 
By-law 2014-110- Human Resources Policies and Procedures. 3rd Reading 

By-law 2014-116- Multi-Year Accessibility Plan pt & 2nd Reading 

By-law 2014-117 -Integrated Accessibil ity Standards Policy 1st & 2nd Reading 

By-law 2014-118- Agreement to Amend the Original Agreement 3 Readings 
with RMP Construction & Development Ltd.- Brownfields 
Assistance 

By-law 2014-119-93-95 Tanner St- Transfer Deed of Lands 

By-law 2014-120- Traffic and Highway Amendment- Bay Rd 

SAVE AND EXCEPT: 
Specia l Peoples Christmas- Donation Request 
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Council Report 2014-13 FIN 


 
Council Date: November 17, 2014            IN CAMERA 


Subject:  Response to 2013 Management Letter from Auditor  


Author:  Bill McKennan, Treasurer                   OPEN COUNCIL 


 
RECOMMENDATION: 
 
That the management letter response be received for information. 
 
BACKGROUND: 
 
As part of the annual audit of the Town’s financial records, the Town’s auditor sends a “Management 


Letter” to the Town noting issues that they had encountered during the audit and which, in their 


opinion, Council and the administrative staff should be made aware. The Management Letter is 


attached to this report. 


 
INFORMATION/DISCUSSION 
 
Post Retirement Benefits 


 


Management concurs the with observations of the auditor and the necessary financial resources, 


estimated at $5,000, will be included in the 2015 Operating Budget to retain the services of an 


independent actuarial to undertake the necessary study to determine the Town’s unfunded liability. 


 


Long Term Financial Plan and Tangible Capital Assets 


Council at its meeting held on January 7, 2014 adopted the Towns Asset Management Plan. In 2009 
all Ontario municipalities were required to change their financial reporting to more clearly quantify the 
total investment that we have in fixed assets and the remaining life in each asset (infrastructure deficit). 
Following the assembly of this information the province has now required each municipality to prepare 
a long term plan to ensure that the resources are available to eventually update, renew, or replace our 
infrastructure as it becomes necessary.   
 
The first stage in the development of this plan concentrated on the core municipal infrastructure of 
roads, bridges, storm sewers, water systems, and sanitary sewers. The Town engaged the services of 
“Public Sector Digest” and their City Wide Software Solutions division to maintain our database of 
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“Tangible Capital Assets” (TCA). This database contains details with respect to all assets owned by the 
Town including the purchase or “in service” date, the historical cost, amortization, etc.  
 


Staff concur with the auditor recommendations to prepare a Long Term Financial Plan since the work 


to date has only considered “core” infrastructure and has excluded other assets such as fire equipment, 


fleet vehicles, park assets, buildings and other recreational infrastructure. The plan most consider the 


impact on numerous factors that shape the overall financial condition of the Town such as: tax rates, 


growth, debt levels and reserve balances. Staff have commenced the development of the Long Term 


Financial Plan and are targeting to have a draft available for presentation to Council in the spring of 


2015. 


 


The reporting requirements required under Ontario Regulation 284/09 have not been reported to 


Council in prior fiscal periods. Staff will be fulfilling these reporting requirements commencing 


immediately, including the annual reconciliation of the budget under Public Sector Accounting Board 


Standards. 


 


Liability for Unused Vacation 


 


It was noted that there was a significant amount of unused vacation time recorded at year end and 


that in some cases the amount exceeded the policy limit. The Payroll Coordinator will be requested to 


prepare quarterly summary reports for management to monitor and ensure the policy is adhered to. 


 


Reserves 


 


It was pointed out that the Reserve for Working Capital was lower than it should be given the level of 


tax arrears at year end. Staff will as part of the Long Term Financial Plan be recommending various 


policies related to reserves and will reviewing our policies on an ongoing basis. 


 


Segregation of Duties 


 


To prevent the incidence of errors and to prevent fraud, internal controls are put in place to avoid 


anything happening in the first place but also to detect anything that may happen. One control that is 


utilized is the segregation of duties among staff. In larger organizations good segregation can be 


accomplished as they typically have larger staffs. In Gananoque the finance staff is not large enough to 


have perfect segregation. However, it is intended that the duties of the staff will be reviewed in order 


to tighten up the internal controls. 


 


The Payroll Coordinator will be provided the recommendations of the Auditor to ensure a work plan 


related to the implementation of the recommendations is developed. Council has approved that the 


payroll processes be moved in-house for fiscal 2015 and Treasury has commenced various measures 


to ensure greater cross training related to the payroll process and will continue to seek improvement 


in terms of the integration of the Payroll Coordinator duties and Treasury. 
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Long Term Debt and Payment Guarantees 


 


It was noted that the Town has guaranteed loans for a local organization and that there were 


significant receivables from different local organizations as well. The concern is with the possibility of 


default on any of these commitments and the financial consequences to the Town as a result. Staff are 


well aware of these situations and continue to monitor the different organizations. 


 


Regular Reconciliation of Balance Sheet Accounts  


 


Staff generally concur with the Auditors observation. In terms of the tax receivable sub ledger monthly 


reconciliations have been implemented. The goal is to ensure all sub ledgers are reconciled to the 


general ledger, however given the limited staff resources this will not necessary occur on a monthly 


basis. The complete reconciliation on a monthly basis of the general ledger is not achievable with the 


current staffing resources. Staff will be developing a risk management plan to manage our risks. 


 


Grant Claims and Cash Management 


 


It was noted that funds had been received and posted to a receivable account but that the billing for 


which the payment was made had not been recorded acknowledging the revenue. It is staff’s intention 


to centralize the issuance of invoices for the recovery of costs and claims management instead of each 


department issuing their own invoices without the proper notification to finance. This would include 


the preparation of grant advance requests. Line departments would continue to be responsible for the 


administration and outcome reporting related to the grant approvals. 


FINANCIAL CONSIDERATIONS:  None 
 
CONSULTATIONS: Deputy Treasurer, CAO 
 
 
ATTACHMENTS:  2013 Management Letter from Allan Chartered Accountants  
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Original signed by Bill McKennan 


_________________________ __________ 


Bill McKennan, CPA, CMA, Treasurer 
Certifies that unless otherwise provided for in this report the funds are contained within the approved Budgets and that 


the financial transactions are in compliance with Council’s own policies and guidelines and the Municipal Act and 


regulations. 


_Original signed by Robert Small________ 


 Robert W. Small , CAO 







A RRan 
October 2, 2014 


Mrs. Erika Demchuk, Mayor 
The Corporation of the Town of Gananoque 
P 0 Box 100 Town Hall 
30 King Street East 
Gananoque, ON K7G 2T6 


Dear Mrs. Demchuk: 


RECEIV ED OCT 0 9 2014 


We would like to thank the employees of the accounting and administration departments of the Town 


for their assistance during the audit performed in respect of the Town's December 31st, 2013 year end 


financial statements. 


As reported in prior letters, our audit approach focuses on understanding sources of business risk, fraud 


risk, entity governance policies and management's overall decision making processes, rather than 


simply focussing on the financial statements. The planning and execution of audits includes the 


requirement for the auditor to obtain an understanding of the internal control designed and implemented 


by management to prevent and detect fraud and error. 


The procedures performed during the course of the audit included documenting any changes from the 


previous year end in the Town's system of internal controls. Audit standards require we report on any 


areas where we see an opportunity to consider enhanced internal controls . The feasibility of the 


enhancement of internal controls rests with management. 


During the course of the audit we identified matters that may be of interest to management. The 


objective of an audit is to obtain reasonable assurance whether the financial statements are free of 


material misstatement. It is not designed for the purpose of identifying matters to communicate. 


Accordingly an audit would not usually identify all such matters that may be of interest to management 


and it is inappropriate to conclude that no such matters exist. 


The purpose of adequate controls is to ensure, as far as practical, the orderly and efficient conduct of 


the Town's business, including the discharge of statutory responsibilities, for example safeguarding of 


assets, prevention and detection of fraud and error, reliability of accounting records and timely 


preparation of financial information. 
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Post Retirement Benefits 


In our examination of payroll expenditures, there were payments on behalf of retired employees. In 


reviewing the collective agreements, we noted the police agreement, the fire agreement and the library 


agreement provide for post retirement benefits with respect to the Town's group insurance plans. 


Under PSAB section 3255, the accounting objective is to measure and report the obligation for 


employee future benefits and to attribute the cost of those benefits to the appropriate periods. 


Generally, the liability is determined through an actuarial valuation. 


We believe the liability for post retirement benefit obligations will be a material liability. We recommend 


the Town engage an actuary to prepare a valuation of this obligation. The liability should be recognized 


in the financial statements. 


Long Term Financial Plan and Tangible Capital Assets 


We reviewed with Town staff the process for the development of capital budgets and acknowledge that 


multi year capital budgets for expenditure are developed and maintained for major infrastructure. 


In order to adequately fund the costs of infrastructure and manage anticipated growth, we recommend 


the Town consider developing a long term financial plan using factors impacting capital and operating 


budgets. The plan would include assumptions with respect to growth, changes in assessment, tax rate 


and user rate increase strategy, the opportunity for development charge revenue, interest rates 


impacting reserves and debt policies. The goal is to ensure the Town is in a sound financial position 


and can finance services to the public on a sustainable and affordable basis. 


In addition, we would recommend policies be developed to assist with the consistent application of the 


tangible capital asset policy for betterments to existing assets and any related impact on the estimated 


useful life of the asset. 


With the implementation of Public Sector Accounting Board Standards (PSAB), the Province has passed 


Ontario Regulation 284/09 which requires a reconciliation of the budget to include items considered 


under PSAB such as amortization and tangible capital assets. 


We recommend that once Council has adopted the budget and the levy, a PSAB reconciliation be 


prepared and adopted as well. This will meet the requirement of Ontario Regulation 284/09. 


Liability for Unused Vacation and Overtime 


The liability for unused vacation and overtime approximates $94,000 at the year end .. 


The policy indicates up to two weeks of vacation entitlement may be carried over with the written 


approval of the Department Head. There are employees who have hours in excess of two weeks. 
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A summary of the banked hours and unused vacation should be provided to managers on a periodic 


basis throughout the year to allow the managers an opportunity to manage the time banks. 


In addition, we recommend the CAO review and approve the manager's cumulative banks and the 


Mayor review the CAO's year end carryover entitlement. 


Reserves 


We noted tax arrears are $1 .002 million and the working fund reserve is $648,000. We generally look 


for a correlation of 75% between the working fund reserve and tax arrears to ensure the Municipality has 


adequate funds for operations. We would suggest the Municipality review the level of the working fund 


reserve on an ongoing basis. 


Segregation of Duties 


Strong internal controls include the segregation of duties within financial areas which would include 


accounts payable, accounts receivable, payroll and journal entries. Segregation of duties ensures that 


one person is not responsible for the complete cycle of processing and recording financial information. 


For example, in accounts payable one individual should not be responsible for establishing vendors, 


processing invoices, processing the payment and preparing the bank reconciliation. Complete control 


of a processing and reconciliation cycle by an individual may provide opportunities for falsification of 


original source documents and ultimately the potential for defalcation of cash. Segregation of duties 


within a process assists in the detection of errors and in preventing fraud and is for the benefit of the 


employee as well as the Town. 


With the re-organization and the additional staff complement, we would recommend the processes be 


reviewed to ensure there is adequate segregation of duties. 


Due to the change in payroll processing from "in house" to out sourcing the payroll service, we 


recommend the payroll process be set as a priority. At the time of the audit, the integration of the 


outsourced payroll had not occurred. In our documentation of the process, we noted areas where we 


believe the controls should be improved. 


The payroll process now involves the electronic entry of hours worked, vacation entitlements, sick leave 


and overtime. The managers provide electronic sign off of the payroll. The payroll is uploaded to the 


payroll provider, the payroll provider then processes the payroll , electronically withdraws the funds from 


the Town's bank account and deposits the amounts to the respective employee's bank account. The 


general ledger entry should be an automated upload to the Town's general ledger. This was not 


occurring at the time of the audit. The integration of the two systems had not been implemented. 


We would recommend the following for the payroll process: 


the hours should be reconciled between the time input system and the payroll register 
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there should be documented evidence of the manager's approval of the sign off of the 


time sheets in the time input system 


the integration of the payroll should be reviewed and completed to ensure the wages are 


allocated to the appropriate expenditure accounts 


the payroll register should be reviewed by the Treasurer and compared to the bank 


withdrawal. The Treasurer would evidence this review by initialling and retaining the 


summary reports . 


managers should be provided reports on vacation and overtime entitlements to allow 


them to manage the liability 


a second employee should be trained in the use of the system 


Long Term Debt and Payment Guarantees 


During the audit, we noted that the Town has guaranteed loans on behalf of an independent 


organization. We also noted significant receivables from various organizations. 


Loan guarantees pose a risk to the Town and we would encourage the Town to continue monitoring the 


financial results of the organization through Board representation and a review of annual financial 


statements. 


Regular Reconciliation of Balance Sheet Accounts 


The year end sub ledger for taxes receivable did not reconcile to the control account. We recommend 


balance sheet accounts be reconciled on a monthly basis. Should a sub ledger not agree to the control 


account the difference should be investigated in a timely manner. The support for the reconciliation 


should be retained in such a manner that should the account subsequently not agree a clear starting 


point would be documented. If the difference cannot be resolved within the month, subsequent month 


end reconciliations should be completed to ensure the difference is consistent. If required, the software 


provider should be contacted for assistance to ensure the reconciliation is not due to timing or to 


software updates. 


Grant Claims and Cash Management 


The year end receivables included an accrual of $355,000 for the Ontario Small Water Assistance 


program funding . We would recommend claims be filed on a timely basis to improve cash flow. 


We would recommend all grant applications be forwarded to the Finance department and the Finance 


department review claims prior to their submission to ensure the claim is complete and reconciled to 


general ledger expenditures. 


In addition, prior to the submission of the final claim a global reconciliation of expenditures be completed 


to reconcile expenditures to claims submitted. This would ensure year end accruals and contract 


holdbacks are captured in the claims process .. 
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It is our pleasure to be of service to the Town in connection with the fiscal 2013 audited financial 


statements. If you have any questions on the above noted items, please do not hesitate to contact us. 


Yours truly, 


Howard A. Allan FCPA, FCA 


CF/dkp 


Enclosures 


cc: Robert Small, CAO 


Bill McKennan, Treasurer 


Carole Fuller, CPA, CGA 
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Council Report 2014-12-FIN 


 
Council Date: November 17, 2014              IN CAMERA 


Subject:  Ontario Community Infrastructure Fund and Small Communities Fund – 
Update 


Author:  Bill McKennan, Treasurer                        OPEN COUNCIL 


 
RECOMMENDATION: 
 
That this report be received for information. 
 
BACKGROUND: 
 
On August 18, 2014 Premier Wynne announced infrastructure funding for municipalities 
under the permanent Ontario Community Infrastructure Fund (OCIF) and the Small 
Communities Fund (SCF). Council received a report at its meeting on September 2, 2014 
which outlined and program and application process. Council also authorized staff to submit 
expressions of interest for the Victoria Avenue Reconstruction Project under the Ontario 
Infrastructure Fund and the East End Sewage Pumping Station Renewal Project under the 
Small Communities Fund. 
 
INFORMATION/DISCUSSION 
 
The Victoria Avenue Reconstruction Project has been selected to move forward to the 
application phase of the OCIF Application-Based Component. Due to the volume of requests 
received and the policy objectives of the SCF Program the Towns application for the East 
End Pumping Station Renewal Project has not been selected to move forward to the 
application phase. 
 
The Victoria Avenue Reconstruction Project has three major components included 
improvements to the road and renewal of the water and wastewater infrastructure. The 
total project cost is estimated at $2,500,000 million and our expression of interest requested 
Provincial funding for 75% or $1,875,000 with the remaining $625,000 being funded by the 
Town. Although the project has not been approved the opportunity to participate in the 
application phase is a positive step. 
 
Application are due by December 19, 2014 and Project approvals are expected in mid to late 
February of 2015. If approved the Town must execute the Contribution Agreement no later 
than March 13, 2015. 
 
The OCIF includes $50 million per year in application based funding and another $50 million 
per year in stable, predictable formula-based funding.  
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There is no application required for the formula-based funding. However, the funding has 
fiscal circumstances as determined by the Province. The fiscal circumstances will take into 
account a municipality’s weighted property assessment and household medium income. 
The minimum any municipality will receive is $25,000. No formal announcement of the 
Town’s allocation has been made to-date. 
 
 
FINANCIAL CONSIDERATIONS:   
 
These is no financial impact at this stage. A successful application will allow the Town to 


address other infrastructure needs for which funds may not necessary be available. 


 
CONSULTATIONS:  
 


CAO 
Acting Director Public Works 
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_______________________________________ 


Bill McKennan, Treasurer 
Certifies that unless otherwise provided for in this report the funds are contained within the approved Budgets and that the financial 


transactions are in compliance with Council’s own policies and guidelines and the Municipal Act and regulations. 


______________________________________ 


 Robert W. Small , CAO 
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Council Report 2014 – 29 – Community Development 
 
Council Date: 
 
Subject: 
 


Monday, November 17, 2014 
 
93-95 Tanner Street 
- Correction of Title – Land Registry 
 


 IN CAMERA 
 
 OPEN COUNCIL 


Author: Brenda Guy, Manager of Community Development 
 


 
 
RECOMMENDATION:   


That the Mayor and Clerk be authorized to approve the Transfer/Deed of Lands for the property at 
93-95 Tanner Street McIninch Estate for the purposes of clarification of title in Land Titles. 
 
 
BACKGROUND: 
 
The McIninch Estate at 93-95 Tanner Street has an existing duplex located on the property which 
has been identified to be constructed around 1900 according to the Municipal Property Assessment 
Corporation data. 
 
The Town owns land on both sides of the existing dwelling; one being an extension of First Street 
and secondary being a portion of lands known as Confederation Park.  There is a storm drain in the 
area of the extension of First Street and a walkway on the lands adjacent Confederation Park. 
 
 
INFORMATION AND DISCUSSION 
 
The purpose of this report is to clear title on the McIninich Estate which has been identified to have 
an (R) along side this PIN number.  This indicates that the property requires further review to go to 
Land Titles which is the system that Ontario now uses (since 2006).  If a property is under Land Titles 
(LT) it essentially means that the Province guarantees title to a property.  Under the former Registry 
(R) system it was not.  The grey area on this particular property is the boundary of lands. 
 
The owners retained surveying services to undertake an overview of all plans from previous years 
which dates back to 1886 when the Town Plan 86 was registered.  This included consultation with 
the Assistant Examiner of Surveys, Jack Keats, for the Regulatory Services Branch of Ontario.  
Additionally, a legal search was undertaken of all documents on registry which includes previous 
transfers, registered agreements, wills etc.  All these works have been at the cost of the owner and 
the plan identified as 28R-14256 is a result of research. 
 
On Plan 86 it appears that there is a 60’ extension from First Street to the Gananoque River.  It is, 
however, not identified as a lot but left unnamed or unnumbered.  Future plans identified this north 
portion as Lot H Plan 105. (see attached). 
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The assessment rolls have the dwelling unit being constructed in the early 1900s which according to 
the survey plan submitted has about ¼ of the dwelling on the “extension of First Street”. 
 
The request before Council also takes into consideration two items which are of interest to the Town.  
One is identified as Part 3 on Plan 28R-14256 for an existing storm drain and Part 2 which is part of 
the asphalt sidewalk which is located in Confederation Park.  The proposal is to identify these as 
easements in favour of the Town.  Both of these items have been discussed and are agreeable to the 
public works department. 
 
In summary, the request to Council is to approve the Mayor and Clerk to sign the quit claim deed 
which will affirm property title, accept a right-of-way for the sidewalk and easements for the storm 
water drain.  That later two being in favour of the Town.  
 
 
FINANCIAL:   All costs to owner 
 
CONSULTATIONS:  Rick Cooper, Acting Director of Public Works.  
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     ________________________________________________________________________ 
 Brenda Guy, Manager of Community Development   


   
 ________________________________________________________________________ 
 Bill McKennan, Treasurer 
 Certifies that unless otherwise provided for in this report the funds are contained within the approved Budgets and that the 


financial transactions are in compliance with Council’s own policies and guidelines and the Municipal Act and regulations. 


 
 ________________________________________________________________________ 
 Robert Small, CAO 
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Council Report 2014-06-CSC 


Council Date: November 17, 2014                IN CAMERA 


Subject:  Multi-Year Accessibility Plan and Integrated Standards 


Author:  Bonnie Dingwall, Director of Corporate Services/Clerk                  OPEN COUNCIL 


 
RECOMMENDATION: 
 


That Council adopt by-law 2014-116 being a by-law to adopt the Multi-Year Accessibility Plan. 


That Council adopt by-law 2014-117 being a by-law to adopt ADM 16-2014 -Integrated Accessibility 
Standards Policy. 
 
BACKGROUND: 
 


Ontario Regulation 191/11 and the Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
requires that each public corporation adopt a Multi-Year Accessibility Plan that provides for a 
guideline regarding accessibility within their respective communities. 
 
In 2005, the Province introduced legislation through The Accessibility for Ontarians with 
Disabilities Act (AODA). Unlike the ODA which is specific to government bodies, the AODA 
established mandatory accessibility standards for both public and private businesses and 
organizations including specific compliance timelines. The objective of the regulatory 
standards established under the authority of the AODA is to make Ontario fully accessible by 
2025 in the following areas:  


o Customer service; 
o Transportation;  
o Information and communications; 
o Employment; and  
o Built environment. 


 
In 2013, with the implementation of the new Integrated Accessibility Standards, designated public 
sector organizations, including municipalities, are now required to implement and maintain policies 
governing how the organization achieves or will achieve accessibility through meeting its 
requirements referred to in the Integrated Accessibility Standards Regulation (IASR).  The IASR Policy 
is required in order for the Town of Gananoque to be in compliance with the IASR. 
 
 
INFORMATION/DISCUSSION 
 
Organizations that do not comply with the regulatory standards within the timeframes 
allotted may be required to pay an administrative penalty to a maximum of $100,000, based 
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on the impact of the contravention. Compliance reports will be required annually and must be 
available to the public.  In addition, an inspector my carry out an inspection to determine if 
the organization has met its compliance requirements.  During the inspection, an 
organization will be required to produce, on demand, any documents or reports requested 
by the inspector. The Town is in conformity with the legislation and regulations at this time as 
they have developed a Customer Service Standard and numerous employment standards. 
 
The multi-year plan was to be developed, adopted, and filed by December 2013. However, when we 
filed our annual statement the Province gave the Town until December 31, 2014. It is highly unlikely 
that they will give another extension. 
 
 
FINANCIAL CONSIDERATIONS:   
 
There are no financial implications to the development of these policy and standards. 
 
 
CONSULTATIONS:  
 


Town Management Team 


 


ATTACHMENTS:  
 
Multi-Year Accessible Plan 


ADM 16-2014 Integrated Accessibility Standards Policy 
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__                                                                          _______________ 


Bonnie Dingwall, Director of Corporate Services/Clerk 


   


_________________________________________________ 


Bill McKennan, Treasurer 
Certifies that unless otherwise provided for in this report the funds are contained within the approved Budgets and that the 


financial transactions are in compliance with Council’s own policies and guidelines and the Municipal Act and regulations. 


_________________________________________________ 


 Robert W. Small , CAO 
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The Corporation of the Town of Gananoque Multi-Year Accessibility Plan 


 


SECTION 1 ‐ INTRODUCTION  
 
This multi‐year plan  is one piece of  the ongoing  commitment of  the Town of Gananoque  to 
making our services more accessible  for all.   The plan establishes clear directions  for how the 
Town will implement accessibility improvements, as well as the timelines by which we will do so.   


 


 


The Town of Gananoque 
 
The Town of Gananoque is a separated Town with  a  population  of approximately 5,200.   The 
Town consists of mainly a residential, commercial and industrial mix. 
 
The Town’s corporate structure is comprised of a number of departments led by the Chief 
Administrative Officer/Human Resources Manager (CAO) and they include:  
 


 Public Works (including Transportation and Water and Sewer);  


 Clerks/Administration;  


 Finance;  


 Planning, Building and Development; and By-law Enfrocement 


 Human Resources;  


 Parks, Recreation and Marina;  


 Economic Development. Communication Services and Visitors Centre.  


 Emergency Services consists of a Fire Department which consists of approximately 30 
volunteer fire firefighters with a full time Fire Chief and 3 Permanent Full Time fire 
personnel; and  


 The Police Department with approximately 19 police personnel.  
 


Ambulance services are provided through the United Counties of Leeds and Grenville; and the 
Town shares a Home for the Aged with the County at the St Lawrence Lodge in Brockville
where beds are available on a priority basis and the Town pays for them as used.  
  
 


SECTION 2:  EXECUTIVE SUMMARY 
 
 
a) Mission Statement: 
 
To maximize the independence and dignity of all individuals in our community and to create a 
user‐friendly community with opportunities for everyone’s participation in the  live work play 
atmosphere of the Town of Gananoque. 
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b) Statement of Commitment: 
 
The Town is committed to ensuring that the goods and services it provides and makes 
available to its residents and visitors are accessible to all.  Over the years the Town has 
maintained a proactive approach to addressing barriers to its buildings, facilities, programs, 
practices, and services by implementing positive changes geared towards improved 
accessibility for all. 
 
As a result of the provincial government’s enactment of The Ontarians with Disabilities Act 
(ODA), 2001, the Town was obligated to develop an Accessibility Plan which it uses as a 
mechanism to assist in the elimination of obstacles that inhibit full accessibility to its goods, 
services and facilities.  This plan describes the measures the Town has and will be taking during 
the current and subsequent years to identify, remove, and prevent barriers to people with 
disabilities who use the facilities and services of the Town, including employees and members 
of the community at large. 
 
The plan is reviewed annually in consultation with the Town’s annual budgetary review. 
 
c) Background: 
 
In 2005, the Province introduced legislation through The Accessibility for Ontarians with 
Disabilities Act (AODA).  Unlike the ODA which is specific to government bodies, the AODA 
established mandatory accessibility standards for both public and private businesses and 
organizations including specific compliance timelines.  The objective of the regulatory 
standards established under the authority of the AODA is to make Ontario fully accessible by 
2025 in the following areas: 


 
o Customer service; 
o Transportation;  
o Information and communications; 
o Employment; and  
o Built environment. 


 
The Province of Ontario is committed to a universally accessible Ontario.  For that reason, 
organizations that do not comply with the regulatory standards within the timeframes 
allotted may be required to pay an administrative penalty to a maximum of $100,000, based 
on the impact of the contravention.  Compliance reports will be required annually and must 
be available to the public.  In addition, an inspector my carry out an inspection to determine 
if the organization has met its compliance requirements.  During the inspection, an 
organization will be required to produce, on demand, any documents or reports requested 
by the inspector. 
 
Although the AODA is in place, until all accessibility standards have been enacted, the ODA 
will remain in force and municipalities will be obligated to comply with both pieces of 
legislation. 
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SECTION 3:  CUSTOMER SERVICE STANDARDS REGULATION 
 
The Customer Service Standards Regulation that came into effect  January 1, 2008, 
established standards that mandated every provider of goods or services to establish policies, 
practices and procedures governing the provision of its goods or services to persons with 
disabilities. 
 
As required by the Regulation, the Town of Gananoque’s Accessible Customer Service Policy, 
aims to ensure that service to those with disabilities is provided in a manner that promotes 
independence, dignity, integration and equal opportunity.  Accessible customer service 
training has been provided to all staff members.  Training is ongoing and continues to be 
provided to all new employees during orientation; and a periodic refresher for long term 
employees. 
 
The Accessible Customer Service Policy is made available to the public through the 
Town’s website, or in an accessible format upon request from the Municipal Administration. 
 


SECTION 4: INTEGRATED ACCESSIBILITY STANDARDS REGULATION 
 
The Integrated Accessibility Standards Regulation (IASR) that came into effect July 1, 
2011, established mandatory accessibility standards in four areas:  information and 
communications, employment, transportation and design of public spaces. 
 
Information and Communications 
 
The purpose of the Information and Communications Standard is to facilitate access for 
people with disabilities to sources of information and communications that those without 
disabilities depend on daily.  The requirements stipulated under this standard provide the 
framework necessary to assist both public and private businesses in achieving full accessibility 
in the areas of Information and Communication by 2025. 
 
Employment 
 
The requirements set out under the Employment Standard apply to paid employees. Through 
this Standard employers are mandated to provide for accessibility throughout the entire 
employment lifecycle.  Incorporating accessibility into all facets of the employment process 
benefits everyone by broadening the talent pool and assisting employers in supporting and 
maintaining a skilled workforce. 


 


While not required to do so, the Town of Gananoque believes it makes good business 
sense to apply the requirements of the Standard to unpaid staff and volunteers where 
applicable. 
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Transportation 
 
Unlike the other mandatory requirements established under the AODA, the Transportation 
Standard is sector specific and is applicable to transportation modes falling under the 
jurisdiction of local government, i.e. buses and taxis. 
 
By making public services and vehicles accessible, people with disabilities, whether a resident or 
visitor,  are  afforded  the  convenience  of  accessible  transportation  enabling  them  the 
opportunity to live, work and participate in communities throughout Ontario. 
 
Design of Public Spaces 
 
The goal of the Accessibility Standards for the Built Environment is to remove barriers in public 
spaces and buildings. This will make it easier for all Ontarians — including people with 
disabilities, seniors and families — to access the places where they work, travel, shop and play. 
 
The standards for public spaces will only apply to new construction and planned 
redevelopment. 
 
Enhancements to accessibility in buildings will happen at a later date through Ontario’s Building 
Code, which governs new construction and renovations in buildings. 
 
The Design of Public Spaces covers: 


 
o Recreational trails/beach access routes; 
o Outdoor public‐use eating areas like rest stops or picnic areas; 
o Outdoor play spaces, like playgrounds in parks; 
o Exterior paths of travel, like sidewalks, ramps, stairs, curb ramps, rest areas and 


accessible pedestrian signals; 
o Accessible parking (on and off street); 
o Service‐related elements like service counters, fixed queuing lines and waiting areas; 


Maintenance which includes procedures for preventative and emergency maintenance 
of the accessible elements in public spaces and procedures for dealing with temporary 
disruptions. 


 


SECTION 5: AIM OF THE MULTI‐YEAR ACCESSIBILITY PLAN 
 
 
The aim of this Multi‐Year Accessibility Plan is to identify the specific requirements applicable 
to the Town of Gananoque, as mandated by the Province of Ontario through the Integrated 
Accessibilities Standards Regulation, and the measures that have been taken or will be 
undertaken from 2014‐2021 to ensure compliance with the regulation. 
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SECTION 6: OBJECTIVES OF THE MULTI‐YEAR ACCESSIBILITY PLAN 
 
This plan: 
 


1. Identifies the specific regulatory accessibility standards that the Town must eliminate to 
achieve compliance with the IASR. 


 
2. Describes the process and measures the Town of Gananoque will undertake to 


fulfill the requirements within the mandated timelines. 
 


3. Highlights accomplishments. 
 


4. Makes a commitment to prepare an annual status report on the progress of the 
measures taken to complete the requirements, as required by the IASR. 


 
5. Makes a commitment to review and update the accessibility plan at least once every 5 


years. 
 


6. Describes how the Plan will be made available to the public. 
 
 


SECTION 7: CONTACT INFORMATION 
 
 
The Town of Gananoque Administration Office is located at 30 King St E., PO Box 100, 
Gananoque, ON K7G 2T6 
 
Any questions regarding the Accessibility Plan may be directed to the Director of Corporate 
Services/Clerk’s office at 613‐382‐2149 Ext. 1115 or clerk@gananoque.ca.  
 
 


SECTION 8: COMMUNICATION OF PLAN 
 
 
The Town of Gananoque’s Multi‐Year Accessibility Plan will be available on the Town’s web 
site at www.gananoque.ca. Copies of the plan will also be available from the Town Hall. 
 
The Town of Gananoque will make every attempt to make this plan available to those with 
disabilities for their perusal, review and input. 
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January, 2013  Deliverable  Status 


Accessibility Policies 
s.3 


Prepare and make available to the public in an accessible format
upon request. 


Each Department will develop 
policies on how best to meet the 
accessibility standards. 


Accessibility Plan 
s.4 


 


Prepare a multi‐year document which outlines the municipality’s
strategy to prevent and remove barriers and meet its 
requirements. 
Prepare an annual status report on the progress of measures 
taken to implement the strategy.  Post on Town’s website and 
provide an accessible format upon request. 
 
 


Plan is currently in draft format.
To be reviewed by the Sr. 
Management Team.  To be 
sent to Council at their second 
meeting in November 2014.  
 
 


Procurement of goods 
and services. s.5 


Incorporate accessibility criteria and features when procuring or 
acquiring goods and services, except where not practicable. 
Where not practicable – explanation must be provided upon 
request. 


Accessibility criteria have been
implemented in the procurement 
process. 


January 1, 2014  Deliverable  Status 


Training 
s.5 


Training of all employees and volunteers, persons who develop
policies, and those that provide goods and services on behalf of 
the organization on the requirements of the Integrated 
Accessibility Standards Regulation and on the Human Rights Code.


All new employees are required 
to complete the Accessible 
Customer Service Training with 
existing employees receiving a 
refresher at least once every two 
years. 
 


January 1, 2014  Deliverable  Status 


Service Kiosks 
s.6 


Incorporate accessibility features when designing, procuring or 
acquiring self‐service kiosks.  
This includes municipal election touch screens/kiosks. 


Election voting kiosks be installed 
for the 2014 municipal election 
and subsequent elections 
thereafter. 
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January 1, 2012  Deliverable  Status 


Workplace Emergency 
Response Information s.27 


Provide individualized workplace emergency response information 
to employees who have a disability, if the disability is such that the 
individualized information is necessary and the employer is aware 
of the need for accommodation due to the employee’s disability. 
With the employee’s consent, provide workplace emergency 
response information to the person designated to provide 
assistance to the employee.  Review individualized workplace 
emergency response information when employee moves to 
different location, when overall accommodations, needs or plans 
are reviewed, and when reviewing general emergency response 
policies. 


Established and communicated
to staff  
Communication was sent to all 
staff to identify process and 
appropriate contracts should 
support be required in the event of 
an emergency.  Also posted on all 
staff bulletin boards. 
Individual plans developed for 
some employees as requested. 


January 1, 2014  Deliverable  Status 


Recruitment Process s.22  Notify employees and the public about the availability of 
accommodation for applicants with disabilities 


Notification is standard on all 
internal and external employment 
job postings. Included in the 
Recruitment policy. 


Recruitment, 
Assessment or Selection 
Process s.23 


Notify job applicants, when they are individually selected to 
participate in an assessment of selection process that 
accommodations are available upon request in relation to 
materials and processes to be used. 


Notification is verbally provided to 
candidates when selected for an 
interview of Town’s 
accommodation options. 


Notice of successful 
applicants s.24 


When making an offer of employment, notify the successful
applicant of policies for accommodating employees with 
disabilities. 


New staff are provided with
copies of the Accessibility 
Standards Policies. 


 
Informing employees of 
supports. s.25 


 
Inform employees of policies used to support employees 
with disabilities, including, but not limited to, policies on the 
provision of job accommodations that consider an employee’s 
accessibility needs due to disability, and provide information 
required under this section to new employees as soon as 
practicable after they begin employment. 


Policies adopted by Council 
November 2014 
Questionnaire to existing staff 
encouraging them to share any 
barriers they may have. 
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Accessible formats and 
communication supports. s.26 


Where an employee with a disability so requests, consult
with the employee to provide or arrange for the provision of 
accessible formats and communication supports for information 
needed in order to perform job and information generally available
to employees in the workplace 


Process will be in place by
January 1, 2015.  


Documented individual 
accommodation plans s.28 


Where an employee with a disability so requests, consult with 
employee to provide or arrange for the provision of accessible 
formats and communication supports for information needed in 
order to perform job and information generally available to 
employees in the workplace. 


Process will be in place by
January 1, 2014. 


Return to work 
s.29 


Develop and have in place return to work process for employees 
who have been absent from work due to a disability and required 
disability‐related accommodations in order to return to work. 


The Town has a Return to
Work Procedure which includes 
this requirement and is 
implemented whenever an 
employee returns to work with a 
disability. 


Performance 
Management s.30 


Performance Management process shall take into account the 
accessibility needs of employees with disabilities, as well as 
individual accommodation plans. 


This is included in the policy and 
has been implemented. 


Career development and 
advancement s.31 


Consider the accessibility needs of employees with disabilities and 
any individual accommodation plans, when providing career 
development and advancement to employees with disabilities. 


This is included in the policy
and has been implemented 


Redeployment s.32  Consider the accessibility needs of employees with disabilities and 
individual accommodation plans when redeploying employees with
disabilities. 


This is included in the policy and 
has been implemented 
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January 1, 2012  Deliverable  Status 


Emergency procedure, plans 
or public safety information 
s.13 


Ensure information is available to the public in accessible format or 
provide appropriate communication supports as soon as 
practicable, upon request. 


Established in 2012


January 1, 2012  Deliverable  Status 


Feedback 
s.11 


Where processes for receiving and responding to feedback are in 
place, ensure that they are accessible to persons with disabilities 
by providing or arranging for the provision of accessible formats 
and communication supports, upon request.  Must notify the 
public about the availability of same. 


Policies for receipt of feedback
are in place. 


New Internet websites 
and web content s.14 


Conform with the World Wide Web Consortium Web Content
Accessibility Guidelines (WCAG) 2.0 – Level A. 


The Town’s new website which
was up and running in 2013 
complies with or exceeds the 
IASR requirements. 


Accessible formats and 
communication supports s.12 


Upon request, provide or arrange for the provision of accessible 
formats and communication supports for persons with disabilities 
in a timely manner taking into account person’s disability at a cost 
no more than the regular cost charged to other persons. 
Consult with person making request to determine suitable format 
or communication support. 
Notify public about availability of accessible formats and 
communication supports. 


Currently in practice.


January 1, 2021  Deliverable  Status 


All Internet websites and 
web content s.14 


Conform with the World Wide Web Consortium Web Content
Accessibility Guidelines (WCAG) 2.0 – Level AA 


The Town’s website and Tourism 
new website currently meets the 
WSAG 2.0 Level AA 
The Tourism website – new in 
2014 currently meets the WSAG 
2.0 Level AA requirement 
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TRANSPORTATION STANDARD REQUIREMENTS AND GUIDELINES 
 
 


 
 


DESIGN OF PUBLIC SPACES REQUIREMENTS AND TIMELINES 
 


January 1, 2016  Deliverable  Status 


Recreational Trails and 
Beach Access Routes 
s.80.8 


The Town of Gananoque shall consult on various specifications as
outlined in the standard before they construct new or redevelop 
existing recreational trails. 


 January 1, 2016


s.80.9  The Town of Gananoque shall ensure that any recreational trails 
that they construct or redevelop and that they intend to maintain, 
meet the technical requirements as outlines in the standard. 


January 1, 2016


January 1, 2016  Deliverable  Status 


s.80.10  The Town of Gananoque shall ensure that beach access routes 
that they construct or redevelop, and that they intend to 
maintain, meet the technical requirements as outlined in the 
standard 


January 1, 2016


January 1, 2012  Deliverable  Status 


Duties of Municipalities – 
Taxicabs 
s.80 


Ensure that owners and operators of taxicabs do not charge
a higher fare or additional fee for persons with disabilities than 
for persons without for the same trip, or charge a fee for storage 
of mobility aid/assistive device. 


By‐law 2014 ‐032 - includes 


Duties of Municipalities – 
Taxicabs 
s.79 


Vehicle registration and identification must be displayed on the
rear bumper of the taxicab. 
Vehicle registration and identification information must be 
made available in an accessible format to persons with 
disabilities who are passengers. 


By‐law 2014‐032 
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Outdoor Public Use 
Eating Areas s80.17 


The Town of Gananoque shall ensure that where they construct 
or redevelop outdoor public use eating areas that they intend to 
maintain, the outdoor public use eating areas meet the 
requirements as outlined in the standard. 


January 1, 2016


Outdoor Play Spaces 
s80.19 


When constructing new or redeveloping existing outdoor play 
spaces The Town of Gananoque shall consult on the needs of 
children and caregivers with various disabilities. 
. 


January 1, 2016


Outdoor Play Spaces 
s80.20 


When constructing new or redeveloping existing play spaces
that they intend to maintain, The Town of Gananoque shall follow
the requirements of the standard 


January 1, 2016


Exterior Paths of Travel s80.23  When constructing new or redeveloping existing exterior paths of 
travel that they intend to maintain, The Town of 
Gananoque, shall ensure that new and redeveloped exterior 
paths of travel meet the requirements of the standard, including 
requirements for ramps, stairs, curb ramps, depressed curbs, 
accessible pedestrian signals, and rest areas. 


January 1, 2016


Accessible Parking s80.32  The Town of Gananoque shall ensure that when constructing new 
or redeveloping off‐street and on‐street parking facilities that 
they intend to maintain, the off‐street parking facilities meet the 
requirements of the standard. 


January 1, 2016


Obtaining Services 
s80.40 


The Town of Gananoque shall ensure they meet the requirements
set out in the standard with respect to all newly constructed 
service counters and fixed queuing guides and all newly 
constructed or redeveloped waiting areas. 


January 1, 2016.


   


   


   


 


 







 
SECTION 9: GENERAL REQUIREMENTS 


 


 


MAINTENANCE 


 


January 1, 2016  Deliverable  Status 


Maintenance 
s80.44 


The  Town of Gananoque shall  ensure that their  multi‐use
accessibility  plans  include  procedures  for  preventative  and 
emergency maintenance  of  the  accessible  elements  in  public 
spaces as required by the standard. 


January 1, 2016


Maintenance 
s80.44 


The  Town of Gananoque shall  ensure that their  multi‐use
accessibility  plans  include  procedures  for  dealing  with 
temporary  disruptions  when  accessible  elements  required 
under the standard are not in working order. 


January 1, 2016


Reporting 
s86.1 


The Town of Gananoque shall file an accessibility report with a
director in accordance with subsection 14(1) of the Act, every two 
years. 


End of each calendar year
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The Corporation of the Town of Gananoque  


POLICY AND PROCEDURE MANUAL 


POLICY NO. ADM 16-2014 POLICY TYPE: Administrative 


AUTHORITY Clerk’s Department 


APPROVAL DATE:  


EFFECTIVE DATE:  


LAST REVISION DATE: n/a 


 
SUBJECT 
 


Integrated Accessibility Standards Policy 


 
Purpose: 
 
To ensure the implementation of accessibility policies that are compliant with the Integrated 
Accessibility Standards Regulation under the Accessibility for Ontarians with Disabilities Act, 
2005, which takes into account the principles of dignity, independence, integration and equal 
opportunity. 
 
Policy: 
 
The Town of Gananoque is committed to treating all people in a way that allows them to 
maintain their dignity and independence. Through accessibility planning and policies, the Town 
of Gananoque shall ensure that the Town meets the needs of people with disabilities in a timely 
manner through the implementation of this policy. 
 
Application and Scope: 
 
This policy has been drafted in accordance with the Regulation and addresses how the Town of 
Gananoque achieves accessibility through meeting the Regulation’s requirements. It provides 
the overall strategic direction that will be followed to meet the accessibility needs of persons 
with disabilities in the provision of goods, services and facilities. 
 
This policy applies to all employees and volunteers; all persons who participate in developing 
the organization’s policies; and all other persons who provide goods, services or facilities on 
behalf of the organization. 
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Definitions: In this policy, the following meanings apply: 
  


a) “Accessible Formats”: includes, but are not limited to, large print, recorded audio 
and electronic formats, Braille and other formats usable by persons with 
disabilities;  
 


b) “Accommodation” means the special arrangement made or assistance provided so 
that persons with disabilities can participate in the experiences available to 
persons without disabilities. Accommodation will vary depending on the person’s 
needs; 
 


c) “Communication Supports” includes, but are not limited to, captioning, alternative 
and augmentative communication supports, plain language, sign language and 
other supports that facilitate effective communications; 
 


d) “Disability” as defined under the Accessibility for Ontarians with Disabilities Act, 
2005 includes:   


 
(i) 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, 
and 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 service animal or on a wheelchair or 
other remedial appliance or device  


(ii) A condition of mental impairment or a development disability;  
(iii) A learning disability or a dysfunction in one or more of the processes involved 


in understanding or using symbols or spoken language;  
(iv) A mental disorder; or  
(v) An injury or disability for which benefits were claimed or received under the 


insurance plan established under the Workplace Safety and Insurance Act, 
1997.  


 
e) “Information” includes data, facts and knowledge that exists in any format, 


including text, audio, digital or images, and that conveys meaning; 
 


f) “Self-Service Kiosk” means an interactive electronic terminal, including a point-of-
sale device, intended for public use that allows users to access one or more 
services or products or both.  


 
g) “Third Party” means a representative of a business or organization who is 


receiving Town of Gananoque goods or services or acting in an official capacity.  
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h) “Town” is defined as the Corporation of the Town of Gananoque 
 


i) “Accessible Taxicab” means an accessible taxicab as defined in section 1 of 
Regulation 629 of the Revised Regulations of Ontario, 1990 (Vehicles for the 
Transportation of Physically Disabled Persons) made under the Highway Traffic Act. 


 
Procedure: 
 


1.0  Regulations 
 


1.1 Accessibility Plan 
The Town shall produce a multi-year Accessibility Plan. The plan will be 
posted on the Town’s website and shall be made available in an 
accessible format and with communication supports, upon request. The 
Accessibility Plan shall be reviewed and, if necessary, updated at least 
once every five (5) years. 


 
1.2 Procurement Policy 


The Town shall incorporate accessibility design, criteria and features 
when procuring or acquiring goods, services or facilities, except where it 
is not practicable to do so.  If it is determined that it is not practicable to 
incorporate accessibility design, criteria and features when procuring or 
acquiring goods, services or facilities, the Town shall provide, upon 
request, an explanation. 


 
1.3 Self-Service Kiosks 


The Town shall have regard to the accessibility for persons with 
disabilities when designing, procuring or acquiring self-service kiosks and 
shall incorporate accessibility features when designing, procuring or 
acquiring self-service kiosks. 


 
  1.4 Training 


All Town of Gananoque employees, volunteers, persons who participate 
in developing the Town’s policies and third parties providing goods and 
services on the Town’s behalf shall be required to undergo training on 
the requirements of the Accessibility for Ontarian with Disabilities Act, 
2005 accessibility standards and on the Human Rights Code as it pertains 
to persons with disabilities. The training provided on these requirements 
shall be appropriate to the duties of the employee, volunteer or other 
persons. Training shall take place as soon as is practicable and upon 
completion, the Town shall keep a record of the training provided on 
these requirements including the dates on which the training was 
provided and the number of individuals to whom it was provided.  
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2.0 Information and Communication Standards 
 
2.1 Feedback 


The Town shall ensure that its processes for receiving and responding to 
feedback are accessible to persons with disabilities by providing or 
arranging for the provision of accessible formats and communications 
supports upon request and shall notify the public about the availability of 
accessible formats and communication supports. 
   


2.2 Accessible Formats and Communication Supports 
Except as otherwise provided for in the Accessibility for Ontarians with 
Disability Act, 2005, the Town shall, upon request, and in consultation 
with the person making the request, provide or arrange for the provision 
of accessible formats and communication supports for persons with 
disabilities. Accessible formats and communication supports shall be 
provided in a timely manner, taking into account the person’s 
accessibility needs due to the disability and at a cost that is no more than 
the regular cost charged to other persons.  


  
This does not apply to products and product labels, unconvertible 
information or communications and information that the Town does not 
control directly or indirectly through a contractual relationship. If it is 
determined that information or communications are unconvertible, the 
department shall provide the person requesting the information or 
communication with: 
(a) an explanation as to why the information or communications are 


unconvertible; 
(b) a summary of the unconvertible information or communications 


 
The Town shall ensure that the public is notified about the availability of 
accessible formats and communication supports.  The notice shall be 
given by posting the information:  


(i) at a conspicuous place on the Town of Gananoque premises;  
(ii) on the Town’s official web site – www.gananoque.ca; or  
(iii) by such other method as is reasonable in the circumstances. 


 
2.3 Emergency Information 


When preparing emergency procedures, plans or public safety 
information and making same available to the public, the Town shall 
provide the information in an accessible format or with appropriate 
communication supports as soon as practicable, upon request. 
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2.4 Accessible Website and Content 
Internet websites and web content controlled directly by the Town or 
through a contractual relationship that allows for modification of the 
product shall conform to the World Wide Web Consortium Web Content 
Accessibility Guidelines (WCAG) 2.0, at Level A and AA in accordance with 
the schedule set out in the AODA Integrated Accessibility Standards.   


 
 
3.0 Employment Standards 


 
3.1 Recruitment 


The Town shall post information about the availability of 
accommodations for applicants with disabilities in its recruitment 
process. Job applicants who are individually selected for an interview 
and/or testing shall be notified that accommodations for material to be 
used in the process are available, upon request. The Town shall consult 
with any applicant who requests an accommodation in a manner that 
takes into account the applicant’s disability. Successful applicants shall be 
notified about the Town’s policies for accommodating employees with 
disabilities as part of their offer of employment. 


 
3.2 Employee Supports 


The Town shall inform employees of the policies used to support 
employees with disabilities, including policies on the provision of job 
accommodations that take into account an employee’s accessibility 
needs due to disability. The Town shall provide this information to new 
employees as soon as practicable after they begin their employment and 
provide updated information to all employees whenever there is a 
change to existing policies on the provision of job accommodations that 
take into account an employee’s accessibility needs due to disability.  


 
3.3 Accessible Formats and Communication Supports 


Upon an employee’s request, the Town shall consult with the employee 
to provide or arrange for the provision of accessible formats and 
communication supports for: 


a) information that is needed in order to perform the employee’s 
job; and 


b) information that is generally available to employees in the 
workplace. 


The Town will consult with the employee making the request in 
determining the suitability of an accessible format or communication 
support.  


 
3.4 Workplace Emergency Response Information 
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If an employee’s disability is such that workplace emergency response 
information is necessary and the Town is aware of the need for 
accommodation, this information shall be provided to employees. In 
addition, this information shall be provided, with the employee’s 
consent, to the person designated to provide assistance. The information 
shall undergo review when the employee moves to a different location, 
when the employee’s overall accommodation needs or plans are 
reviewed and when the Town reviews its general emergency response 
plan.  


 
3.5 Documented Individual Accommodation Plans 


A written process for the development and maintenance of documented 
individual accommodation plans shall be developed for employees with 
disabilities. If requested, these plans shall include information regarding 
accessible formats and communications supports. If requested, the plans 
shall include individualized workplace emergency response information. 


  
3.6 Return to Work Process 


The Town shall have in place a documented return to work process for 
employees returning to work due to disability and requiring disability-
related accommodations. This return to work process shall outline the 
steps that the Town shall take to facilitate the return to work.  


 
3.7 Performance Management, Career Development and Advancement, 


Redeployment 
The Town shall take into account the accessibility needs of its employees 
with disabilities as well as any individual accommodation plans when 
providing career development and advancement, performance 
management and when considering redeployment. 


 
 4.0 Transportation 
  


The Town of Gananoque does not provide any of the transportation systems 
outlined in the Transportation Standards; however recognizing that it will make 
it easier for people to travel in Ontario, including persons with disabilities, older 
Ontarians and families traveling with children with strollers, the Town will 
encourage private transportation providers to meet the requirements of the 
Transportation Standard. 
 
 
 
4.1 Taxicabs 
 


The Town shall: 
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 Identify progress made toward meeting the need for on-demand 
accessible taxicabs including any steps to be taken to meet the need; 


 Ensure that owners and operators of taxicabs are prohibited from 
charging a higher fare or an additional fee for persons with disabilities 
and from charging a fee for storage of mobility aids or mobility assistive 
devices; and 


 Ensure taxicabs have vehicle registration and identification information 
on the rear bumper of the taxicab, and available in an accessible manner 
to passengers with disabilities. 


 
5.0 Design of Public Spaces (Accessibility Standards for the Built Environment) 
 


The Design of Public Spaces Standard will make it easier for people to enjoy 
recreational activities in Ontario, including persons with disabilities, older 
Ontarians and families with children with strollers.  
 
The Town of Gananoque is committed to ensuring that its public spaces, in 
accordance with the Integrated Accessibility Standards (Ontario Regulation 
191/11) under the AODA and, in particular, Part IV.1, Design of Public Spaces 
Standards, of such Regulation are accessible to all. This will be accomplished 
through the development and implementation of policies, practices, procedures, 
resources, equipment and training in the provisions outlined in the Integrated 
Accessibility Standards Regulation under the AODA. 
 
The Town will comply with the Design of Public Spaces Standards with respect to 
public spaces that are newly constructed or redeveloped, including: 


 Recreational trails and beach access routes 


 Outdoor public use eating areas 


 Outdoor play spaces 


 Exterior paths or travel 


 Accessible parking 


 Obtaining services 
 


 6.0  Compliance  
An Administrative Monetary Penalties scheme has been established under the 
AODA which allows the Accessibility Directorate or a designate to issue an order 
against a person, organization or corporation to pay a penalty amount as a result 
of non-compliance with the AODA or the accessibility standard to a maximum of 
$100,000 in the case of a corporation and up to $50,000 in the case of an 
individual or unincorporated organization.   
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Council Report 2012-07-CSC 


 
Council Date: November 17, 2014              IN CAMERA 


Subject:  2014 Municipal Election Report 


Author:  Bonnie Dingwall, Director of Corporate Services/Clerk         OPEN COUNCIL 


 


RECOMMENDATION: 
 
Receive this report for information purposes 


 


BACKGROUND: 
 
In 2014 Council directed that the Town of Gananoque move toward a more accessible election process 
which would provide all electors for the Town with the opportunity to exercise their right to vote from 
where-ever they are through one of the methods provided. 
 
As a result the Town moved forward with the web, phone, and kiosk voting methods but also 
maintained the traditional paper ballot on vote day (October 27, 2014). 
 
The Town participated in a regional RFP process to obtain quotations to provide the web, phone and 
kiosk voting features with the successful firm being Intelivote. In addition to providing alternate voting 
methods the system also provide for a candidates module which assisted candidates in managing their 
campaign activities. 
 
The Town provide for one full week of advance poll using the web, phone and kiosk methods of voting; 
with the kiosk being located at Town Hall during normal business hours. 
 
INFORMATION/DISCUSSION 
 
For the advance poll we were able to encourage quite a few electors to try the kiosk method to cast 
their vote. Much to the electors the kiosk method provided for vision and touch enhancements which 
made the voting experience much easier and more enjoyable experience. We had a couple of voter 
who could not read or write and they were quite excited when they touched the screen themselves 
and saw their “X” appear on the ballot , with one noting it was the first time he was able to mark the 
ballot with an “X”. Electors who had never used a computer before used the kiosk to vote and note 
how simple and straight forward it was. 
 
During the whole voting period starting with the advance poll right through vote day the Intelivote 
System worked very efficiently and it was very user friendly. The Town receive numerous written and 
oral comments to the effect of how great the system worked.  The call centre did experience a number 
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of calls from electors who had trouble logging into the system, however, we were able to walk the 
called through the process over the phone and the majority of those types of calls were the result of 
not typing the web address into the proper web browser location (in the http line). 
 
The Town experienced an of 6% increase in the voter turn over the 2010 municipal election, which we 
believe was due to three main factors: 


1) Extended Advance Poll period, 
2) Introduction of the alternative voting methods, and 
3) The great weather. 


A complete summary of the demographics is attached hereto. 
 
Based on the statistics collected by AMO Ontario Votes program the greatest turnout was in Village of 


Westport (approx.  650 voters) who saw 82.07% of their electors vote and the lowest was the 


Municipality of Neebing (approx. 1,986 voters) with a 10.0% turnout. The voter turnout for some of 


the other municipalities within the region of the United Counties of Leeds and Grenville included: 


City of Brockville – 47.18% 


Town of Prescott – 55.40% 


Township of Leeds and the Thousand Islands – 40.55% 


Town of Gananoque – 53.11% 


Township of Edwardsburg Cardinal – 55.10% 


Municipality of North Grenville – 41.80% 


 


List of Electors 


The Province has mandated that the Municipal Property Assessment Corporation to administer the 


Preliminary List of Electors. There appear to be some concerns expressed by a couple of individuals to 


the effect that they noticed that there were some deceased individuals still on the list – if anyone 


knows of that situation if they could give us the name and address we can have those removed. 


 


The Town had engaged the services of DataFix to assist in managing the List of Electors. This helped 


immensely and staff believe it was well worth the $2,400.00 +/- spent. The staff took over the 


management of the list once the nomination period ended and the list had been imported into the 


Intelivote system. The system allowed staff to update the list electronically which facilitated the list to 


be updated immediately; it further saved staff a lot of time after the election manually preparing lists 


of the changes, deletions, and additions and reporting them back to MPAC – a list will be generated 


electronically and transmitted directly to MPAC to be imported into the new list for the next election.  


 


Overall Town staff made approximately 384 changes to the list of electors (most being additions), 


which is a lot. Ninety-five (95) were done on Vote Day at the poll which is time consuming. An accurate 


list of electors is critical in having a successful election process. 
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Overall the cost benefit of going web, phone, kiosk, and Data Fix was very beneficial for the Town as it 
maximized on staff efficiencies, the residents could vote where-ever they were and at what time was 
most convenient for them, and it also opened a whole new experience for the Town reaching new and 
higher levels of accessibility. 
 


Recount 


A recount was held on November 13, 2014 with no change to the candidates’ standings from the 


Certified Results which were posted on October 28, 2014. 


 


Accessibility Enhancements 


To increase accessibility to the whole voting process the following is a list of enhancements that the 


Town implemented: 


1) Electronic and phone voting – providing voting privileges from home, Canadian Defence 


posting in other Countries; vote from shut-ins (hospitals, etc.), or while on vacation; 


2) Touch Screens  –  limiting the use of a mouse for those with lack of dexterity; 


- Ability to enlarge the font easily  for those with vision impairment; 


- Tilting of the screen accommodated standing or sitting position easily for 


those who preferred one position over another; 


- Electors who experience deficiencies in reading and writing could still 


make their mark on the on an electronic ballot by simply touching the 


screen. 


3) Easy use of the program (Intelivote) – regardless of computer skill level it was easy to use; 


4) Provision of the List of Electors electronically to the public for them to verify their data; 


 
FINANCIAL CONSIDERATIONS:   
 
2014 Election Budget - $23,400.00 


2014 Projected YE Estimates – $27,000.00 
 
The over-expenditure is attributed to: 
 


1) The 2014 budget was set prior to the Town becoming aware that they would need to hire a 
System Auditor that would independently monitor the voting process. The Town’s IT 
Department provided the service throughout the advance poll and during vote day. Intelivote 
had a suggested procedure and we drafted forms so that a log could be kept. 
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2) The Town’s IT Department coordinated with the County IT Department to set up the internet 
at William St and the loading of the programs and certificates onto the kiosks, and election 
staff laptops was not included in the budget. Significant costs were save by utilizing the 
Counties connects and just unplugging them from the County’s modem and plugging them 
into the Town’s – thus making the wall jacks active connections.    


 
Traditional the Town has set aside $2,000.00 each year in reserves to fund the election in year four of 
each term. In order to equalize the cost of the municipal election over four years staff recommend 
that the annual amount, to be set aside in a reserve for each municipal election be increased to 
$10,000.00 per year for 2015, 2016, and 2017, to be used for the 2018 municipal election. 
 
 
CONSULTATIONS:  
 


Acadian Computers Service 


 


ATTACHMENTS:   
 
Statistical Report on the Demographics of the Election Process. 
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                                                                           _______________ 


Bonnie Dingwall, Director of Corporate Services/Clerk 


   


_________________________________________________ 


Bill McKennan, Treasurer 
Certifies that unless otherwise provided for in this report the funds are contained within the approved Budgets and 


that the financial transactions are in compliance with Council’s own policies and guidelines and the Municipal Act 


and regulations. 


_________________________________________________ 


 Robert W. Small , CAO 
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 2014 Ontario Municipal Election


Gananoque - Election Statistics


Information Base Number %


1 Number of eligible electors setup in system. 3,777 Age ELIG. VOTED WEB PHONE PAPER % Part.


2 Number of electors who cast at least one ballot. Includes spoiled 2,055 18-19 46 14 13 0 1 30%


3 Participation rate. 54.4% 20s 365 94 88 3 3 26%


4 Voters who used the Internet to vote. 1,330 64.7% 30s 373 116 98 5 13 31%


5 Voters who used the phone to vote. 248 12.1% 40s 525 246 200 25 21 47%


6 Voters who used the paper ballot to vote. 476 23.2% 50s 810 465 332 52 81 57%


7 Voters casting ballots with “Resident” status. 1966 95.7% 60s 744 514 325 70 119 69%


8 Voters casting ballots with “Non-Resident” status. 88 4.3% 70s 518 372 199 60 113 72%


9 Average amount of time a voter spent voting using the Internet. 1 min. 31 sec. 80s 281 200 65 28 107 71%


10 Average amount of time a voter spent voting using the telephone. 2 min. 33 sec. 90s 59 33 10 5 18 56%


11 Number of voters on the elector list with age listed. 3,721 99% UK* 56 0 0 0 0 0%


12 Number of voters with no age listed. 56 1% Total 3777 2054 1330 248 476 54.4%


13 Other Canadian Provinces votes - Total phone and Internet votes from 


2 provinces. (MB, QC)
36 2%


*UK = Unknown age - not listed on elector's list.


14 United States votes - Total phone and Internet votes from 6 US states. 


(AZ, CA, CO, FL, MA, NY)
12 1%


15 Total Internet votes from outside North America. (FR, GB, GR, KR, MX, 


NL)


 MX, NL)


11 1%


Resident


Non-Resident


Age Breakdown of Who Voted


64.7%
12.1%


23.2%


Method of Voting
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PHONE


PAPER


95.7%
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Residency Status of Voters


Resident


Non-Resident
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Gananoque - Election Statistics
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TOWN OF COLLINGWOOD 


October 20, 2014 


Canada Post 
955 Highbury Ave 
London, ON N5Y 1A3 


Attn: Deepak Chopra, Chief Executive Officer 
Andy Paterson- Municipal Relations 


-and-


Mayors, Reeves, Wardens and Councils- Ontario Municipalities (via email) 


Re: Reconsider Decision to Eliminate Home to Home Postal Delivery 


Sara Almas, Cle~rk 
97 Hurontario St. P.O. Box 157 
Collingwood, ON L9Y 3Z5 
Tel: (705)44!>-1030 ext. 3225 
Fax: (705)445-2448 
Email: safmas@collingwood .ca 


During the meeting of Council held September 22, 2014, Council of the Town of Collingwood passed the 
following resolution: 


Moved by Councillor /an Chadwick, Seconded by Councillor Kevin Lloyd 
WHEREAS Canada Post has proposed a plan to end residential home delivery in Canada; 


AND WHEREAS the lack of home delivery will disadvantage many seniors and people 
with mobility problems and will be compounded during inclement weather; 


THEREFORE BE IT RESOLVED THAT the Town of Collingwood does not support the 
proposed plan to eliminate residential home to home delivery and herein petition Canada 
Post to reconsider this plan immediately and retain this valuable service for communities. 


AND FURTHER THAT a copy of this resolution be forwarded to the Association of 
Municipalities of Ontario (AMO), Federation of Canadian Municipalities (FCM), 
municipalities in Ontario, as well as to our local MP, MPP and representatives of Canada 
Post and its unions to encourage others to speak up against this plan. 


CARRIED (Recorded Vote 8-1) 


Home to home mail delivery is essential for seniors and persons with varying abilities within our 
community. If home to home delivery was discontinued and replaced with the community mailbox, it 
would deny these individuals of a fair and barrier free opportunity from accessing regular mail delivery 
and adversely affecting their quality of life. In addition, this change will also have a residual impact on the 
employees, local post offices, and economy. We are strongly urging Canada Post to reconsider their 
decision and are seeking support from municipalities across Ontario and the Country. 


Yours truly, 


TOWN OF COLLINGWOOD 


Cc Association of Municipalities of Ontario {AMO) 
Federation of Canadian Municipalities {FCM) 
Kellie Leitch MP 
Jim Wilson MPP 
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---------------
Oananogue Lions 


000 slands C ise In • w ww. l OOOislandscruisein.com 


October 21, 2014 


Dear Councilors 


The Lions 1000 Islands Cruise In car show has been an annual event in 
Gananoque for 16 years. We have had over 250 cars registered for this event 
and hundreds of visitors attend the show to see the vehicles on display. This 
year the proposed date is Saturday June 13, 2015. This is a change from the 
past that we instituted last year. We have always had the event on the first 
Sunday in June rather than the second Saturday. The Saturday venue worked 
very well. We had over 200 entrants and many did stay for the weekend. 


Again this year we are asking permission to use the town park, the adjacent 
ball diamond and use of Park St. and part of Adelaide St. for the Cruise In 
which is still the longest tunning annual event in the town. We would also 
request that we would be allowed to not let cars park in the metered spots in 
front of the town park.. These latter restrictions would facilitate traffic flow 
on the day of the event. 


With a decent forecast we expect the Cruise In to attract over 200 vehicles 
and lots of visitors. We hope that council wlll see economic benefit to the 
town that r~lts from allowing the Gananoque Lions to host this event. 


y _;u-/.c:­
Dr Bryan Jones 
Chair: Lions 1000 Islands Cruise In Car show 
56 Twin Oaks Lane 
Gananoque, Ont. K7G2V5 
613-382-3723 or deepandsteep@sympatico.ca 
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Season Greetings, 
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ocr 3 o 2014 


-----------
The hair stylist of Absolutely Hair and Spa volunteers have once again begun organizing the 
'Special Peoples Christmas Dinner Pa11y,' an event that was sta11ed over 40 years ago. 


For those of you who are not tami liar with the event, the Special Peoples Christmas Dinner Pmty 
gives children and adults with special needs an opportunity to celebrate and have a Christmas 
pa11y. Every year, the special needs children and adults from the Gananoque area are invited to 
celebrate and share Christmas with us. A turkey dinner meal is provided, karaoke, dancing, gifts 
and a visit fi·om Santa Clause. Our celebration is an event that each special guest is excited to 
attend every year. 


This year, we are holding the event on Sunday, November 30th at the Gananoque Legion. To 
assist us in our efforts, we are asking you to support our event and consider making a monetary 
donation. Unfortunately donations tJ·om previous years only covered the expenses for that year 
and there wasn't any money remaining to cany over for this year's party. Which means without 
any donations we will have to cancel this year's event. 


Our goal is to raise at least $ 1,400 tlus year. The money that we raise will be used towards 
buying gifts and food for this year's party. We are asking you to help us this year and to keep 
the tradition going. We will be highl y appreciative to you for your supp011. 


To make a donation, please contact us by phone or send your donation to the address below. 
Thank you in advance for your consideration and for supporting the Special Peoples Christmas 
Dinner Party. 


The volunteers and statT of Absolutely Hair & Spa wish peace, joy and love to you and your 
tamily during this coming Christmas season. 


Thank you for your time and consideration. 


Absolutely Hair & Spa 
94 Charles Street N01th 
Gananoque, ON 
K7G IT7 
6 13-382- 1142 
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BY-LAW NO. 2014-110 
 


 


BEING A BY-LAW TO AUTHORIZE THE TOWN OF GANANOQUE  
TO ADOPT A HUMAN RESOURCE POLICY MANUAL. 


 


 


WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers 
of a municipal corporation are to be exercised by its Council; and 


 
WHEREAS the Municipal Act, 2001, S.O. 2001, c. 25, provides that the powers 
of every Council are to be exercised by Bylaw; and 
 
WHEREAS the Municipal Freedom of Information and Protection of Privacy Act, 
Personal Health Information Protection Act or other legislation sets out specific 
guidelines as it relates to employee confidentiality; and 
 
WHEREAS the Municipal Act S.O. 2001, section 270 requires each municipality 
to adopt a policy in regarding to its’ hiring of employees; and 
 
WHEREAS the Ontario Human Rights Code, Employment Standards Act and the 
Accessibility for Ontarians with Disabilities Act (AODA) provide specific 
guidelines as to being an equal opportunity employer; and 
 
WHERAS the Municipal Freedom of Information and Protection of Privacy Act 
sets out parameters as to the care, control and release of confidential 
information; and 
 
WHEREAS the Council of the Town of Gananoque deems it expedient to adopt 
the following policies: 


1) Establish an Employee Code of Conduct; 
2) Establish a policy with regards to how Employee Concerns will be 


handled policy; 
3) Establish an Orientation program for new recruits policy; 
4) Establish as it relates to the Appropriate Use, Care and Security of 


Electronic Resources Policy; 
5) Establish a Dress Code; 
6) Establish a Discipline Policy; 
7) Establish an Employment Termination Policy; 
8) Establish a Retirement Policy; 
9) Establish a Leave of Absence Policy; 
10) Establish a Military Reservist Leave Policy; 
11) Establish a Inclement Weather Policy; 
12) Establish an Employee Service Recognition Program; 
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13) Establish an Employee Assistance Program;  
14) Establish a Performance Management Program; 
15) Establish a Training and Development Policy; 
16) Establish a Domestic Violence Prevention Policy; 
17) Establish an Investigation Procedure Policy as it relates to Policies 


numbered HR 600-02, 600-03, 600-04, and 600-05; 
18) Establish a Management of Substance Abuse Policy; 
19) Establish a Non-union Terms & Conditions of Employment – 


General; and 
 
WHEREAS the Occupational Health and Safety Act Section 28 (1)(b) and 25 
(2)(h) sets out specific requirements with regard to the property health and 
safety equipment; and 
 
WHEREAS the Highway Traffic Act requires each person to hold a valid driver’s 
license when operating a vehicle; and further that some positions within the 
Town of Gananoque’s employee compliment requires that they operate a Town 
owned vehicle and/or equipment; and 
 
WHEREAS the Occupational Health and Safety Act, Criminal Code of Canada, 
Ontario Human Rights Code, Workers’ Compensation Reform Act; 
Compensation for Victims of Crime Act, and Regulated Health Professions Act 
and related regulations provides that every reasonable precaution is taken to 
provide for a healthy, safe and violence free work environment; and 
 
WHEREAS the Ontario Human Rights Code, the Canada Labour Code, 
Occupational Health and Safety Act, and the Criminal code provides that a 
Town policy provide for a work place that minimizes or prevents harassment in 
the work place; fosters the safe and security of Town employees, volunteers and 
clients or contractors; and to assure employees reporting incidents that any 
alleged reports will be treated confidentially and without fear of retaliation or 
reprisal; and 
 
WHEREAS the Ontario Human Rights Code states that it is public policy to 
recognize the inherent dignity and worth of every person, and to provide for 
equal rights and opportunities with discrimination; and 
 
WHEREAS Workplace Safety and Insurance Board (WSIB), Ontario Human 
Rights Code (OHRC), Accessibility for Ontarians with Disabilities Act (AODA) 
and other legislation promotes employers to develop a Workplace 
Accommodation and Return to Work program; and 
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NOW THEREFORE the Council of the Corporation of the Town of Gananoque 
hereby enacts as follows: 
 


1) That the Human Resources Manual attached hereto as Schedule ‘A’ is 
hereby adopted; 
 


2) That any policy, procedure and/or by-law inconsistent with this by-law is 
hereby repealed; 
 


3) That this by-law come into force and effect on the date of passing. 
 
 
READ A FIRST AND SECOND TIME this 4th day of November, 2014. 
 
 
 
___________________________  _______________________________ 
Mayor, Erika Demchuk   Deputy Clerk, Kelly Shipclark 
 
 
READ THREE TIMES and finally passed this 17th day of November, 2014. 
 
 
 
 
___________________________  _______________________________ 
Mayor, Erika Demchuk   Clerk, Bonnie Dingwall 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 


 


 


 
Human Resources  


Policy & Procedure Manual 
 


 


 


 


 


Effective: November 18, 2014 


By Law #: 2014-110 - Adopted Nov 17, 2014







 


 


Human Resources Policies & Procedures Manual 
 


Index 
 
Section 100 
 


Policy Policy # 
General HR-100-01 


 
Section 200 
 


Policy Policy # 
Employee Confidentiality Statement HR-200-01 
Employee Confidentiality Statement – Appendix A HR-200-01 
Employee Code of Conduct HR-200-02 
Employee Code of Conduct Declaration – Appendix A HR-200-02 
Recruitment HR-200-03 
Employee Concerns HR-200-04 
Employee Information HR-200-05 
Employee Job Descriptions HR-200-06 
Personnel Records HR-200-07 
Orientation HR-200-08 
Appropriate Use, Care and Security of Electronic Resources HR-200-09 
Appropriate Use, Care and Security of Electronic Resources – 
Appendix A 


HR-200-09 
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Dress Code HR-200-10 
Criminal Record Background Check (CPIC) HR-200-11 
Criminal Record Background Check (CPIC) – Appendix A HR-200-11 
Employee Driver’s License HR-200-12 
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Discipline HR-300-01 
Termination HR-300-02 
Retirement HR-300-03 
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Policy Policy # 
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Section 600 
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Workplace Accommodation HR-600-08 


 
Section 700 - Non-Union Conditions of Employment 
 


Policy Policy # 
Non-Union Terms & Conditions of Employment - General HR-700-01 
Categories of Non-Union Employees HR-700-02 
Vacation HR-700-03 
Statutory/Paid Holidays HR-700-04 
Bereavement Leave HR-700-05 
Pregnancy/Parental Leave HR-700-06 
Jury/Witness Leave HR-700-07 
Short Term Disability (Sick Leave) HR-700-08 
Long Term Disability HR-700-09 
Employee Benefits HR-700-10 
Pension Plan HR-700-11 
Non-Union Hours of Work HR-700-12 
Non-Union Overtime HR-700-13 
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Human Resources – General  


Policy Type:  Human Resources 
Policy # HR-100-01 
Approved By Council on: 
  
 
By-Law #  


 
Policy Statement  
 
The Town of Gananoque will efficiently and measurably deliver excellent services, 
recognized as an employer of choice with dedicated and capable staff, adding value in 
all areas of service it delivers, while simultaneously working to strengthen the capacity 
of the municipality. 
 
Within this context, the C.A.O. or his/her designate shall make provision for the direction 
and control of a sufficient number of appropriately prepared staff in accordance with the 
Town’s mission, vision, philosophy and goals.  Supporting Human Resources and 
Operational policies and procedures will ensure staff are knowledgeable of the Town’s 
activities and their roles within the organization.   
 
Objective 
 
To provide the best possible service with consideration to efficiency and effectiveness 
applies to all aspects of the employee relationship including recruitment, selection, 
training, promotion, lay-off, recall and termination. 
 
All personnel decisions will be consistent with both the meaning and intent of current 
legislation, and negotiated terms of employment. 
 
The following policy statements have been developed to maximize the effectiveness of 
human resources decision-making consistent with the foregoing policy. 
 
Procedure 
 
To ensure the highest possible quality of human resources decision-making, relevant 
information will be solicited from qualified sources prior to decisions being made by a 
supervisor. 
 
In the course of arriving at the most objective decision possible, a supervisor’s human 
resources decisions must be based on clearly defined, relevant criteria and potential 
conflict of interest must be identified in advance and eliminated. 
 
Employees directly affected by human resources decisions should have an opportunity 
to have input into those decisions wherever possible. 
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Human Resources – General  


Policy Type:  Human Resources 
Policy # HR-100-01 
Approved By Council on: 
  
 
By-Law #  


 
All persons are entitled to equal employment opportunities and the Town does not 
discriminate against its employees or applicants as defined by the Ontario Human 
Rights Code and the Accessibility for Ontarian’s with Disabilities Act (AODA). 
 
Scope 
  
The Human Resources Policies and Procedures contained herein apply to all Town of 
Gananoque employees unless otherwise stated in the policy with the exception of the 
Town of Gananoque Police who are covered by their own policies and procedures. 
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 Human Resources – Employee Confidentiality Statement  


Policy Type:  Human Resources 
Policy # HR-200-01 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
All Town of Gananoque employees must sign the attached Pledge of Confidentiality.  All 
new employees must sign the attached Pledge of Confidentiality as a condition of 
employment to ensure the security and confidentiality of records and personal 
information under the control of the Town of Gananoque. 
 
Confidential information includes but is not limited to information in the possession of 
the Town that the Town is either prohibited from disclosing, is required to refuse to 
disclose or exercises its discretion to refuse under the Municipal Freedom of Information 
and Protection of Privacy Act, Personal Health Information Protection Act or other 
legislation, and information concerning matters that are considered in an in-camera 
meeting under section 239 of the Municipal Act, 2001. 
 
Objective 
 
To ensure the security and confidentiality of records and personal information under the 
control of the Town. 
 
Procedure 
 
All employees must adhere to maintain the confidentiality of information that they learn 
in the course of their employment. 
 
All offers of employment are conditional upon the execution of the attached Pledge of 
Confidentiality. 
  
The Pledge of Confidentiality is signed, dated, witnessed, and placed in the individual’s 
personnel file. 
 
A refusal to sign the Pledge of Confidentiality, attached as Appendix A, voids and 
nullifies the offer of employment. 
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Human Resources – Employee Confidentiality Statement – 
Appendix A  


Policy Type:  Human Resources 
Policy # HR-200-01 Appendix A 
Approved By Council on: 
  
 
By-Law #  


 
PLEDGE OF CONFIDENTIALITY 


 
I, the undersigned, acknowledge and understand the following:   
 
That the Municipal Freedom of Information and Protection of Privacy Act provides 
standards for and requires administrative, technical and physical safeguards to ensure 
the security and confidentiality of records and personal information under control of the 
Town. 
 
That Ontario Regulation 823 requires that measures be taken to prevent unauthorized 
access to an institution’s records. 
 
I further acknowledge and understand that in the course of my work for the Town of 
Gananoque, I may have access to confidential, personal or health information pertaining 
to the Town, its clients, residents, the Town’s employees, auxiliary and volunteers, and 
members of the Town’s extended community.  This information may be in written, verbal 
or other form. 
 
I hereby agree to hold such information confidential and, except as may be required by 
law or as may be necessary in the performance of my duties, agree not to provide, 
access, use, disclose, release or make available such confidential, personal or health 
information to any person at any time without proper consent or authorization. 
 
In the event that I am in doubt as to whether certain information is confidential or not, I 
agree to seek direction from my supervisor before disclosing or releasing any such 
information. 
 
I further agree to take appropriate security measures to prevent unauthorized access to 
confidential, personal or health information. 
 
 
All external third party requests for confidential, personal or health information must be 
directed to the Freedom of Information Coordinator. 
 
Any misuse or unauthorized disclosure or release of confidential, personal or health 
information must immediately be reported to the Chief Administrative Officer. 
 
Any misuse or unauthorized disclosure or release of confidential, personal or health 
information shall be considered a breach of confidentiality. 
 
 
I understand and acknowledge that any misuse or unauthorized disclosure or release of 
confidential, personal or health information shall be considered a breach of 
confidentiality and grounds for discipline up to and including dismissal. 
 
I also understand and acknowledge that this Pledge shall survive the termination of my 
employment with the Town. 
 
 
Witness 
 
 


 Signature 


Date  Name (Print) 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
The Town of Gananoque acknowledges each member of our community, our staff and 
clients,  volunteers, and other members of our extended community is unique and must 
be treated with respect, dignity and compassion.  Each employee must carry out his/her 
duties and responsibilities in a manner that recognizes a fundamental commitment to 
the betterment of the community and the wellbeing of its residents and the public he/she 
serves. 
 
While it is not possible to cover every potential conflict of interest situation which might 
arise, this policy outlines the Town's expectations regarding real, potential and 
perceived conflicts of interest and the best interests of the Town. Employees with 
questions or who are unclear whether a real or potential conflict of interest exists are 
expected to discuss the situation with their Supervisor, Department Head or CAO. 
 
Objective 
 
To establish and communicate professional standards and guidelines that will assist 
employees of the Town of Gananoque in the discharge of their duties and establish the 
expectations in their dealings with residents, visitors, corporations and other business 
interests who have interaction with Town employees. 
 
Scope 
 
All Town employees are expected to meet a standard of conduct that exemplifies 
professional integrity, justice, respect, honesty and courtesy in the course of their work 
to ensure public confidence and trust is maintained. As such, all those covered by this 
policy are expected to serve the public well and respect the rights of others while 
discharging their duties on behalf of the Town. 
 
This policy is intended to foster a positive work environment and culture and is intended 
to supplement any other requirements imposed by applicable legislation, standards of 
professional practice or any other requirements imposed by relevant Town entities or 
departments. 
Note: For the entirety of this Policy, “Employee” refers to all employees, in all 
departments and locations. 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


 
Interpretation: 
  
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. 
 
Definitions:  
Gift of Nominal Value: A gift or benefit not over the material threshold of twenty-five 
dollars ($25) such as mugs, pens or other small items with company logos, whether or 
not it was solicited or offered by an individual or business 
 
Roles and Responsibilities: 
Each employee shares the obligation of ensuring compliance with this Code and are 
required to address any situations of existing or potential non-compliance with the Code 
of which they suspect or become aware. For further information on the escalation 
procedures see “Disclosure” and “Non-Compliance”. 
 
Procedure:  
 
General Employee Responsibilities & Obligations:  
Town employees interact with each other, clients, residents, community agencies, 
contractors, suppliers and the public on a daily basis. Employees must be professional, 
polite, courteous and respectful in each of these interactions. Town employees acting 
on behalf of the Town are the ambassadors of the Town; thus, each one must be 
conscious of the Town’s public duty and his/her part in the discharge of that duty and is 
therefore expected to conduct himself/herself with the highest degree of ethical 
behaviour and integrity. 
 
All employees are expected to comply with all Town policies, procedures, rules, 
regulations and directives.  
 
Every employee makes an important contribution to the organization.  Employees are 
expected to work as team members and to listen to and value the input of other 
community members. 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


 
Use of Town Property:  
Town property should solely be used for the discharge of official duties which are 
supported by Council unless elsewhere exempted by approved Policy, or with the 
approval of the Department Head and CAO. Examples of Town property include but are 
not limited to equipment, supplies or services for activities. 
 
Town assets are to remain on Town property at all times unless it is necessary to take 
the items off site to perform the employee’s job. When Town property is under 
employee care, the employee is accountable for keeping the items protected and 
secure at all times. 
 
The Town’s electronic networks are corporate assets and the employees must be aware 
that communications over the Town’s electronic networks are not to be considered 
private communications. Please refer to the Town’s “Appropriate Use, Care, and 
Security of Electronic Resources” Policy (Policy HR-200-09). 
 
Employees shall return all Town owned property upon termination of his/her 
employment. This would include but is not limited to items such as: employee 
identification tags, cellphone/smart phone, computer hardware and computer software 
and Town issued clothing, etc. 
 
Confidentiality:  
The privacy of each member of our community must be respected.  Please refer to the 
Town’s “Employee Confidentiality Statement” Policy (Policy HR-200-01). 
 
Workplace Health & Safety:  
It is the responsibility of all involved to create a safe work environment. All safety rules, 
policies and procedures must be followed. Employees are expected to immediately 
report any hazardous or unsafe equipment or situations to their Supervisor/Department 
Head who, in turn, is expected to act upon the report. 
  
Drug & Alcohol Abuse:  
To preserve the health, safety and well-being of employees and members of the public, 
the Town has zero tolerance for the use of, possession of, and those being under the 
influence of alcohol, narcotics, or non-medical drugs when reporting to work or while on 
duty, or on any premises or in any vehicle of the Corporation. 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


 
Conflict of Interest:  
A conflict of interest is understood to occur if an individual’s personal affairs, business, 
or relationships overlap with their professional functions. To avoid any real or perceived 
conflict of interest, pecuniary interest or personal gain for the employee, their family or 
associates, an employee is not permitted to carry out any assigned duties for which a 
conflict of interest, or perceived conflict of interest, is present without prior disclosure to 
their Supervisor/Department Head. Employees are required to report all conflicts of 
interest which may come to their attention to their Supervisor/Department Head. Please 
refer to the “Disclosures” section on for reporting procedures. 
 
External Commitments:  
Employees are dedicated to ensuring the Town’s success in meeting its goals in the 
community. To ensure continued commitment to service levels, employees are 
expected to avoid other employment, business activity or other undertaking while on 
duty or if it interferes with the performance of his/her duties for the Town. Additionally, 
other employment or business activities should be avoided if it generates a conflict of 
interest, is in conflict with a by-law, policy, plan, or the interest of the Town, or if the 
individual derives some form of benefit by virtue solely of his/her employment with the 
Town. 
 
Other employment means working for another employer, being self-employed, 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. 
 
Financial Benefit/Gifts:  
In order to preserve the integrity of the Town, gifts and benefits are not to be accepted 
over a material threshold of $25, whether or not it was solicited or offered by an 
individual or business. Employees must make decisions based on an impartial and 
objective assessment of each situation, free from the influence of gifts, favours, 
hospitality or entertainment. (Please refer to exceptions below) 
 
Employees must demonstrate transparency with regards to their relations with 
businesses and/or organizations who do business with the Town. No employee shall act 
as a paid agent before the Town or Council. 
 
Employees shall recognize the need for their decision-making and actions to be viewed 
and perceived as impartial and transparent by refraining from having any pecuniary 
association with any business or organization that has interactions with the Town in the 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


conduct of their duties and responsibilities. This may include but not be restricted to 
borrowing or receiving money or gifts, directly or indirectly. Employees who believe they 
are placed in such a situation are expected to disclose the situation to their 
Supervisor/Department Head. 
 
In the case of attendance at a social or recreational event the employee is expected to 
utilize time off entitlements unless pre-approval has been granted by his/her 
Department Head or the CAO. 
 
Exceptions to Receipt of Financial Benefit/Gifts:  
Employees may accept gifts with a maximum value of $25, provided the gifts do not 
include money, cash, gift certificates, alcohol, services or other negotiable items.   
Employees who accept a gift which meets this criterion must report this to their 
Supervisor/Department Head.  However employees should not place themselves in a 
position where their loyalty or responsibility to the Town is viewed as being in jeopardy 
as a result of accepting gifts.  Employees who believe they are placed in such a 
situation are expected to disclose the situation to their Supervisor/Department Head.  
 
This shall not prohibit employees from receiving promotional gifts or benefits of nominal 
value (for example coffee mugs or pens with a company’s logo). It is also recognized 
that in the ordinary course of business it may be appropriate for a business or 
organization to pay for an employee’s lunch. Receipt of such a gift or benefit in the 
course of business will not be considered a breach of these rules assuming that such 
receipt is infrequent, (as defined by less than three times per year by the same 
business) and nominal in nature (defined by less than $100 in value). All nominal gifts 
shall exclude alcohol. 
 
Employees will not benefit from the use of information acquired or used, and that is not 
generally available to the public, during the course of official duties. 
 
Public Engagements:  
No employee shall charge a fee for taking part, during paid working hours, in a public 
speaking engagement such as a public radio/television broadcast, web site broadcast or 
conference to which he or she was invited as a direct result of his or her position as an 
employee. Accepting a nominal gift for a speaking engagement during paid working 
hours is not a violation of this policy. It is not a violation of the policy for employees to 
charge or accept a fee for speaking engagements during time off work which is unpaid 
unless such employees are representing the Town. 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


All requests that employees are invited to speak at a public engagement as a result of 
the discharge of duties as a Town employee must be pre-approved by his/her 
Department Head. 
 
Political Neutrality:  
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 representatives of the Town. 
However, employees must be politically neutral in their official employment duties in 
order to sustain public trust in local government. Employees should obtain approval of 
senior management prior to speaking publicly on a matter where they may be perceived 
to be representing municipal policy. 
 
Employees are permitted to participate in any campaign or political activity provided 
they do so outside of normal working hours or during an authorized leave of absence 
without pay for this purpose. Such activity must be as a citizen and not as a 
representative of the Town, whether real or perceived. 
 
Employees shall treat all members of Council with professionalism and courtesy but 
must not favour, nor be seen to favour, the interests of one Councillor or other elected 
official over the interests of Council as a whole. Employees shall observe the approved 
processes the Town has implemented for reporting confidential information and other 
matters to Council.  
 
Social Media:  
The use of social media to promote, discuss or converse about Town business or 
events will be utilized by approved staff members only. 
 
The use of social media by employees for personal use or non-approved use at work is 
not authorized. 
 
It is the expectation of the Town that all employees will ensure that appropriate, 
supportive and positive comments be included on social media when referring to the 
Town. 
 
Unlawful Activity/ Fraud/ Breach of Trust:  
Employees shall not engage in behaviour that is fraudulent or that constitutes a breach 
of trust with the Town.  A fraudulent activity includes, but is not limited to: 
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Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


• Using deceit to gain a personal advantage, pecuniary interest or benefit for 
oneself and/or others; 


• Illegally obtaining money, including the solicitation and/or acceptance of bribes or 
favours; 


• Intentionally providing false or incomplete or withholding information from Council 
and/or Town officials; 


• Intentionally circumventing Town policies or procedures to gain a personal 
advantage for oneself and/or others; 


• Planning or participating in a theft of Town property, or the use of said property to 
aid or conduct a theft of any kind; 


• Inappropriate personal use of or intentional damage of Town property; 
• Undertaking any other illegal activity. 
• Employees, when speaking publicly, whether on Town time or their own time 


should speak in a manner that supports the policies, procedures and general 
environment of the Town of Gananoque. 


 
Disclosure:  
Whenever an employee considers that he or she could be involved in a conflict of 
interest, whether real or perceived, or in any matter associated with this policy, the 
employee shall immediately disclose the situation to his/her Department Head or the 
CAO in writing. 
 
Any employee, Council member, or a member of the public has the right to identify any 
alleged non-compliance. Should an employee witness one of these actions taking place 
(or believe that it is occurring), he/she is obliged to report the issue to their Department 
Head. In cases where the Department Head is the person conducting the inappropriate 
behaviour, the employee will report the issue to the next level of supervision up to and 
including to the CAO. In the case of a matter involving the CAO, the matter shall be 
reported to the Mayor or member of Council. 
 
Employees will be corporately protected from any form of reprisal for reporting improper 
behaviour. Nor shall an employee experience any discriminatory or other unfavourable 
treatment; be overlooked for promotions or future employment considerations; or have 
their existing position terminated providing that the allegations are not ultimately found 
to be intentionally malicious or frivolous in nature. 
 
Non-Compliance:  
Upon receipt of an alleged contravention, the CAO in consultation with the employee’s 
Department Head will, determine the form of the investigation to be conducted. 


 7/8  







 
 
   
Human Resources –Employee Code of Conduct  


Policy Type:  Human Resources 
Policy # HR-200-02 
Approved By Council on: 
  
 
By-Law #  


Additionally, the CAO will consult with the Department Head and Human Resources, 
should the contravention be verified, to determine the appropriate action, taking into 
account the circumstances. 
 
Any transgression of a legal nature will be reported to the appropriate police authority. 
 
Failure to comply with this or any other Town policy may result in discipline up to and 
including termination as per the HR-300-01 Discipline Policy. 
 
Declaration: All employees are required to review and acknowledge their understanding 
of this policy by signing the declaration form (Appendix A). 
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DECLARATION 


 
I, the undersigned, acknowledge and understand the following:   
 
That I have received a copy of the Employee Code of Conduct Policy HR-200-02 and 
that I have read and understand the contents of this policy. 
 
That the Employee Code of Conduct Policy HR-200-02 outlines the expectations of my 
conduct as an employee of the Town of Gananoque and that I will abide by this policy. 
 
That I have been given the opportunity to ask questions and seek any clarification 
regarding the Employee Code of Conduct Policy HR-200-02. 
 
That any breach or contravention of the Employee Code of Conduct Policy HR-200-02 
will be considered as grounds for discipline up to and including dismissal. 
 
 
 
Witness 
 
 


 Employee Signature 


Date  Employee Name (Print) 
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WHEREAS the Municipal Act S.O. 2001, Chapter 25 requires each municipality to have 
policies in place with respect to recruitment, selection and hiring to meet the needs of 
the Corporation; and 
 
WHEREAS the Council of the Corporation of the Town of Gananoque deems it 
advisable to adopt policies with respect to the hiring of employees;    
 
NOW THEREFORE the Council of the Corporation of the Town of Gananoque enacts 
as follows: 
 
Policy  
 
The Town of Gananoque adopts the following procedures for hiring to facilitate 
consistent and fair hiring practices. These procedures may only be bypassed where the 
operational or staffing needs of the Town so require and where the Chief Administrative 
Officer (CAO) grants approval. The Town reserves the right to appoint, on a temporary 
or permanent basis, employees to managerial or supervisory positions. 
 
The Town is an equal opportunity employer and does not discriminate in the hiring 
process based on the protected grounds, as defined in the Human Rights Code, subject 
to requirements, qualifications or factors that are reasonable and bona fide in the 
circumstances. The Town of Gananoque complies with all applicable Provincial 
Legislation in relation to employment and employment opportunities. Examples are: 
Accessibility for Ontarians with Disabilities Act (AODA), Integrated Accessibility 
Standards Regulation (IASR), Ontario Human Rights Code and the Employment 
Standards Act. 
 
Scope 
 
This policy applies to all hiring within the Corporation of the Town of Gananoque with 
the exception of the Police Services Board which has specified procedures for 
recruitment, selection and hiring under the Police Services Act and the Gananoque 
Professional Firefighters Association which has a specified recruitment process.  This 
Policy shall be applied to union or bargaining unit employees in accordance with the 
applicable Collective Agreement. In the event of a discrepancy, the collective 
agreement shall take precedence over this policy. 
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Objective 
 
The Town’s objective is always to hire the best qualified applicant. The selection 
process will be based on a number of factors, including qualifications, education, 
experience, skill, training, suitability and ability to perform the work. 
 
Procedure 
 
Prior to a position being posted, the following steps shall be undertaken: 
 


1. A review of actual staffing, position requirements and need for the position; 
2. A review of existing job description; if a new position, preparation of job 


description; 
3. A review or determination of salary range and point level; 
4. Receive approval of Council if a new position or to fill a statutory position. 
 


Internal Search 
 
It is the Town’s policy to make the best efforts to promote qualified internal candidates 
from within the organization when a vacancy or new position exists. 
 
No employee shall be promoted without his/her consent. 
 
Employees who are awarded and accept a promotion may be required to serve a six (6) 
month probationary period. 
 
All internal postings will include a statement about the availability of accommodation for 
applicants with disabilities during the recruitment process. 
 


• The position will be posted for ten (10) calendar days and on bulletin boards in all 
facilities where staff are positioned 


• Each posting will contain a deadline date and time for submission and shall state 
the title, department and a copy of the job description which outlines the duties, 
qualifications and experience necessary for the position. 


• Employees are required to submit a cover letter and resume to the posted 
position outlining how they meet the qualifications of the position.  Only 
employees who apply and meet the qualifications of the position will be 
considered for an interview. 
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• No applications will be accepted after the deadline or through a manner not 
prescribed on the job posting. 


 
External Search 
 
The Town promotes hiring from within for all positions; however we maintain the right to 
concurrently advertise job competitions internally and externally to optimize every 
opportunity to acquire the best candidate(s).   
 
If qualified internal applicants apply during a concurrent posting, the Town employee will 
be interviewed to determine suitability prior to any external interviews being conducted. 
 
Human Resources and the Department Head will determine the composition of a 
suitable advertisement, the market to be pursued and the carrier.  Every effort should be 
made to advertise in a newspaper having general circulation within the Town.  Wider 
circulation may be suitable depending on the position.  For positions requiring specific 
municipal experience, the area of search shall be wide enough to attract suitable 
candidates, i.e. Association websites or municipal specific websites.   
 
All advertisements will include the Town’s logo and the statements "An Equal 
Opportunity Employer”, “Only Those Applicants Selected for an Interview will be 
Contacted” and “Information collected will be used in accordance with the Municipal 
Freedom of Information and Protection of Privacy Act for the purpose of candidate 
selection.”   All external postings will include a statement about the availability of 
accommodation for applicants with disabilities during the recruitment process. 
 
All advertisements will carry a job reference number and applicants will be required to 
submit a cover letter and resume.  
 
All Town of Gananoque external competitions will be posted on the Town’s website 
(www.gananoque.ca).  
 
External advertisements will be posted for at least ten (10) calendar days, or as 
otherwise determined.  Each posting will contain a deadline date and time for 
submission.  No applications will be accepted after the deadline or through a manner 
not prescribed on the job posting. 
 
Human Resources staff will screen all applicants and develop a short list of qualified 
candidates for review by the Department Head. Only applicants meeting the position's 
qualifications will be placed on the short list for further consideration.  
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The Town reserves the right to waive qualifications as it deems appropriate. (Examples 
may include but are not limited to under-fill, number of applicants and labour market 
conditions). 
 
Interview Format 
 
Non-union positions: Will be conducted by an interview panel which includes: Human 
Resources and management representative(s). 
 
The CAO interview will be conducted by Council and a third party consultant if 
appropriate. 
 
Unionized positions: Will be determined if an interview panel is required or if the position 
will be filled through the seniority process. At least one member of the panel will be a 
manager or member of the department where the vacancy occurs.  
 
The CAO reserves the right to substitute panel members where appropriate. 
 
Panel members whose participation in an interview could result in a conflict of interest 
must disclose the details of the conflict of interest to the CAO prior to commencing in 
the interview process. Upon review of the disclosure a new member can be selected 
and a substitute panel member can be chosen. All conflicts and substitute panel 
members will be discussed with the CAO for approval. 
 
A conflict of interest may include, but is not limited to situations where a panel member’s 
personal and/or business activities and interest may be perceived to be in conflict with 
those of the Town. 
 
From the short list of applicants, the Department Head will identify those candidates to 
be interviewed. Human Resources will schedule interviews with the selected candidates 
in consultation with the Department Head. 
 
An applicant who requests an accommodation relevant to their needs to participate fully 
in the selection process will be reviewed by Human Resources. 
 
Human Resources shall consult with the applicant and provide or arrange for the 
provisions of a suitable accommodation in a manner that takes into account the 
applicant’s accessibility needs due to disability. 
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All candidates interviewed will be required to provide, at the time of their interview, a list 
of three (3) references. Reference checks must include:  


1. One reference from the most current employer; 
2. One from the most recent past employer; 
3. A coworker who worked directly with the applicant is permissible; 
4. Personal references will not be accepted. 


 
A reference check will not be conducted without first obtaining the written authorization 
of the applicant. 
 
Following the interview and selection of a preferred candidate, Human Resources staff 
or the Department Head, or designate, will contact the references of the preferred 
candidate and report the results to the Department Head before an offer of employment 
is made. 
 
Hiring 
 
The final decision to hire shall be made by the Interview Committee and the appropriate 
Department Head based on the results of the interview, necessary testing and reference 
checks. 
 
Council approves the hiring of the CAO. 
 
Offers of Employment 
 
Human Resources, or designate, will make an offer of employment verbally followed up 
in writing to the successful candidate.  All offers of employment will be conditional upon: 
 


a) Provision of a valid Criminal Record Check which is acceptable and satisfactory 
to the Town as per Town policy HR-200-11; 


b) Provision of a Driver’s Abstract at the candidate’s expense as required for 
position’s outlined in Town policy, which is acceptable and satisfactory to the 
Town; 


c) Successful completion of any pre-employment assessments at the designated 
provider of such services if required; 


d) Provision of proof of any certification, registration, license, or training that may be 
required; 


e) Any other considerations that may be appropriate; 
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Medical testing may be required where it is deemed to be a Bona Fide Occupational 
requirement as outlined in the job description. 
 
Where applicable, the Corporation’s insurer has the right to request a medical history or 
a physical in order to ensure coverage.  Such expenses shall be covered by the 
employee. 
 
When making an offer of employment the employer will notify the successful applicant 
of its policies for accommodating employees with disabilities. 
 
Once the offer of employment has been accepted, and all conditions of employment 
have been met, the new employee will be referred to their supervisor for orientation. 
 
Post Evaluation 
 
Human Resources or designate will notify unsuccessful applicants interviewed in 
writing. 
 
Human Resources or designate shall conduct post evaluation reviews with candidates if 
requested. 
 
Hiring of Relatives 
 
Members of the same family are permitted to work for the Corporation provided they 
possess the necessary qualifications for the position, and there is no direct supervisory 
relationship between the employees. 
 
Should employees marry or become members of the same household after becoming 
employed by the Corporation, they may continue their employment as long as there is 
no direct reporting relationship between the two employees. 
 
No member of Council, local board member or staff member, who is related to a 
potential applicant for a position within the Corporation, shall be involved in the relevant 
position interview process. 
 
An external applicant or current employee will be considered for hiring or promotion in a 
department in which a relative of that person is a supervisor, or in circumstances where 
a relative of that person may be supervised by the applicant only after review by the 
CAO or Council when dealing positions that report to the CAO. The circumstances and 
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other relevant information will be fully investigated and provisions may be put into place 
as necessary. 
 
For the purpose of this policy, a ‘relative’ is defined as a spouse, same-sex partner, 
child, step-child, parent, step-parent or sibling of an employee.  
 
Unsolicited Resumes 
 
Applicants must apply for a posted position.  Unsolicited resumes will not be accepted 
unless an exception has been made, in writing, by the CAO.  Unsolicited resumes 
received by the Town will not be kept on file. 
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Policy  
 
It is recognized that in any organization, it is difficult to avoid occasional complaints and 
misunderstandings.  The Town of Gananoque wants these complaints and 
misunderstandings reported and resolved promptly. 
 
Employees of the Town shall have an avenue to express their concerns regarding their 
work assignments and work environment that are not subject to grievance. 
 
Objective 
 
To ensure employees can express concerns that are not subject to grievance. 
 
To ensure follow-up to employee concerns as required. 
 
Procedure 
 
If an employee has a concern that is not subject to a grievance he/she shall report it 
following the chain of command: 
 


a) Report it to the Supervisor  
b) Report it to the Department Head/CAO 
c) Report it to the Mayor or member of Council when dealing with the CAO 


 
If a concern is related to another staff member, employees should always attempt to 
discuss concerns with the other party where applicable, in an appropriate manner, 
before filing a formal concern. 
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Policy  
 
The Town of Gananoque adheres to the Municipal Freedom of Information and 
Protection of Privacy Act (hereinafter the Act) in the collection, use, disclosure, and 
disposal of personal employee information. 
 
Objective 
 
To ensure that procedural guidelines are in place with respect to the collection, use and 
disclosure of employee information and to protect and control the privacy and use of 
such. 
 
Procedure 
 
Personal employee information includes any recorded information about an identifiable 
employee, including information: 
 


• Relating to the employee’s race, national or ethnic origin, colour, religion, age, 
sex, sexual orientation, marital or family status, political beliefs, or associations 


• Relating to the employee’s education or medical, psychiatric, psychological, 
criminal, or employment history 


• Relating to financial transactions in which the employee has been involved 
• Any identifying numbers assigned to the employee 
• The employee’s personal address, telephone number, fingerprints, or blood type 


of the employee 
• The employee's personal opinions or views, except if they relate to another 


employee 
• The views or opinions of another individual about the employee, e.g. personal 


recommendations, evaluations, or character references 
 
The Act limits the rights of institutions to collect and retain personal information about 
individuals.  The Town shall comply with the Act as it relates to the collection and 
retention of personal information. 
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Access 
 
An employee may access his/her personnel record by making an appointment with 
Human Resources.  The employee will be supervised by assigned staff while he/she 
reviews his/her record.  There will be a sign-off sheet within the file to document the 
dates of access. 
 
An employee can access all personal information in his personnel record with the 
following exceptions: 
 


• Information collected in a reference check if the disclosure reveals the identity of 
the information source, and the source expected that his/her identity would be 
held in confidence  


• Information that would disclose personal information about another individual  
 
Employees shall have access to other employees' personal information only on a need-
to-know basis, and only as is necessary to the performance of their duties. 
 
An employee can request a correction of his/her personal information if there is an error 
or omission or, alternatively, he/she may require that a statement of disagreement be 
attached. 
 
Disclosure 
 
The Town will only disclose personal employee information to external individuals 
and/or organizations under the following circumstances: 
  


• If the employee has consented to its disclosure; 
• For the purpose for which it was obtained or compiled or for a consistent 


purpose; 
• As may be required by law; 
• In compelling circumstances affecting the health and safety of an individual if, 


upon disclosure, notification is mailed to the last known address of the employee 
to whom the information relates;  


• In compassionate circumstances, in order to facilitate contact with next-of-kin or 
a friend of an individual who is injured, ill, or deceased; or 


• As may otherwise be permitted by the Act. 
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Reference Requests 
 
If an organization contacts any employee of the Town for reference information 
regarding a current employee or former employee of the Town, the request must be 
forwarded to the Manager of the employee or former employee.  At the determination of 
the Manager, the appropriate supervisory or management staff member will disclose 
information only if the employee has given permission in writing to do so. 
 
Answers provided during references should be based on performance which has been 
documented and can be substantiated. 
 
If a reference check is sought for an employee who has been terminated, or where 
employment ended on unsatisfactory conditions this request should be forwarded to 
Human Resources.  
 
Confirmation of Employment/Salary 
 
Consistent with the Freedom of Information and Protection of Privacy Act, the Town will 
not disclose salary or employment information to a third party. 
 
Where an employee requires confirmation of their employment with the 
Town they are to request such from Human Resources.  Requests for verification of 
salary and employment must be made by the employee in writing to Human Resources.  
 
Human Resources will prepare written confirmation of salary and employment 
addressed to the employee for his/her release to the third party.  
 
Verbal confirmations can be provided by Human Resources or a designate provided the 
employee has provided written authorization. 
 
Safekeeping 
 
Reasonable measures shall be implemented to prevent unauthorized access to 
personal employee information and to protect personal employee information from 
inadvertent destruction and/or damage. 
 
Inquiries 
 
Inquiries relating to this Policy should be referred to the CAO who will determine the 
nature of the request and respond appropriately. 
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Policy  
 
It is the policy of the Town of Gananoque to establish job descriptions for each 
employee category. 
 
Objective 
 
To establish minimum guidelines for qualifications and the job expectations for each 
staff category. 
 
Procedure 
 
Job descriptions shall be developed by Human Resources in conjunction with the senior 
management team.  Job descriptions are reviewed as needed by the management team 
or on an annual basis. 
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Policy  
 
The Town of Gananoque shall maintain personnel records that contain documentation 
regarding all aspects of employees’ employment and records required by law. 
 
Objective 
 
To ensure the effective compilation, organization and confidentiality of personnel 
records. 
 
Procedure 
 
The Town recognizes its responsibility for safeguarding personnel records, which shall 
be kept in locked files.  
 
It is the responsibility of each employee to promptly notify the Town, in writing, of any 
changes to information pertinent to his/her personnel file, including changes to the 
employee’s home address, telephone number, marital status, or emergency contacts. 
 
Registered, certified, licensed or similarly qualified employees are required to submit 
proof of registration, certification, license or other similar qualification to their supervisor 
for filing in the employee’s personnel record.  Failure by the employee to produce such 
documentation upon request will be considered just cause for termination of 
employment.   
 
Employees shall be responsible to submit to their supervisor, annual renewals, if 
applicable, of such documentation.  Failure to produce such documentation will be 
considered just cause for termination of employment.  
 
The employee’s personnel file will contain: 
 


a) Job description, interview information, letter of offer, employee photograph; 
b) Criminal reference check; 
c) Education/qualification documents required; 
d) Payroll, health benefit and pension information; 
e) Sign-off sheets – keys, identification cards, electronic equipment, etc.; 
f) Letters of counseling and discipline; 
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g) Performance appraisals; 
h) Leave of absence requests and responses; 
i) Other information as identified for this file; 


 
Separate files will be kept to contain such records as attendance, WSIB, grievance, etc. 


 2/2  







 
 
   
Human Resources – Orientation  


Policy Type:  Human Resources 
Policy # HR-200-08 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
Orientation programs assist staff in understanding the mission and philosophy of the 
organization and, as a result, encourage commitment to the organization.  They also 
play an integral part in new employees understanding their role in the organization.  As 
an ongoing process, orientation begins during recruitment and selection and continues 
as needed throughout the individual’s employment.  The Town of Gananoque supports 
this process with an orientation program for new staff members. 
 
Objective 
 
• To make workers and co-workers see hiring and orientation as a positive 


experience. 
 


• To excite new hires about their new job and excite the team about the new hire 
 


• Give new hires the information they need to eliminate barriers to good performance. 
 


• Eliminate resignation and retention issues. 
 


• Identify expectations of the new hire so managers and the team can manage them. 
 


• Get other workers involved in the orientation and retention of a new hire. 
 


• Give the Town of Gananoque an advantage over other employers by “celebrating” 
our new hires. 


 
Procedure 
 
The new hire shall be provided an orientation package upon acceptance of the job offer.  
The orientation package will include all employment related paperwork, such as payroll 
& benefits information, policies and procedures, and any other pertinent information 
applicable to their position. 
 
Each new hire will be scheduled for orientation prior to commencing employment.  As 
soon as practicable after the employee starts, the new employee will be required to 
complete any legislated mandatory training. 
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The employee’s supervisor will review the General Orientation Checklist with the new 
hire.  On completion of the list, the employee will sign to indicate that all areas have 
been reviewed. 
 
Supervisor’s will ensure that all new employees will be made aware of the Town health 
& safety policies and procedures, as well as departmental and position specific health & 
safety practices. 
 
The completed checklist and pledge of confidentiality, code of conduct sign off and 
policies and procedures sign off will be filed in the employee’s personnel file. 
 
The department supervisor will ensure that a departmental specific orientation is 
provided to the new hire within two weeks of his/her start date. 
 
As part of the probationary period performance review, a follow up questionnaire will be 
provided to the employee regarding the orientation experience and what he/she has 
learned throughout the probationary period. 
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Policy  
 
The Town’s electronic resources have been acquired, and are allocated/provided/made 
accessible to individuals and groups, for specific purposes necessary to carry out the 
business of the Town.  All users must ensure that the Town’s electronic resources are 
used in an appropriate, ethical, and lawful manner.  The Town expects all users to 
conduct themselves according to the highest standards of professional ethics and 
behaviour appropriate for a government agency.   
 
The Employee Code of Conduct HR-200-02 policy will apply to all staff, students, 
volunteers and all other users.  Electronic resources shall be understood to include 
servers, desktop computers, laptop computers, tough books, tablets, telephones, 
cellular phones, personal digital assistant devices (PDAs), smart phones, software, 
corporate data, all electronic storage devices, etc. 
 
Objective 
 
To ensure the appropriate use and security of electronic resources. 
 
Procedure 
 
Users will agree to use all electronic resources solely for appropriate purposes as a 
condition of access.  
 
The inappropriate use of any electronic resources will not be tolerated.  Some examples 
of inappropriate use are found in Appendix A.  This is not to be taken as an exhaustive 
list.  Users found to have breached this Policy are subject to the full range of disciplinary 
procedures up to and including dismissal.  
 
All users will be informed about this Policy during orientation, ensuring that all users 
receive instruction on what constitutes appropriate and inappropriate use of the 
electronic resources, and on what to do if notified or become aware of any inappropriate 
usage.  The acknowledgement form, found in Appendix B, will normally be presented for 
signature before granting access to the equipment.  
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Users’ assigned specific electronic resources shall take every effort to ensure the 
security of the hardware, software and all file information.   
 
System Monitoring 
 
Users expressly waive any right of privacy in anything they create, store, send or 
receive on the Town of Gananoque’s computer systems.  The Town of Gananoque can 
monitor emails without notice.   
 
Communication of Trade Secrets 
 
Unless expressly authorized to do so, Users are prohibited from sending, transmitting or 
otherwise distributing proprietary information, data, trade secrets or other confidential 
information belonging to the Town of Gananoque.  Unauthorized dissemination of such 
material may result in disciplinary action as well as substantial civil and criminal 
penalties under Provincial and Federal Economic Espionage laws. 
 
Email Disclaimer 
 
All Users will include the following disclaimer on all emails: 
 
Disclaimer: This e-mail and any attachments may contain personal information or 
information that is otherwise confidential and is intended for the exclusive use of the 
intended recipient. The contents hereof are protected under the rights and privileges of 
the Municipal Freedom of Information and Protection of Privacy legislation. If you are 
not the intended recipient, any use, disclosure or copying of any part of it is prohibited.  
The Town of Gananoque accepts no liability for damage caused by any virus 
transmitted in this message. If this e-mail is received in error, please immediately reply 
advising of the error, and delete or destroy any copies of it. The transmission of e-mails 
between an employee or agent of the Town of Gananoque and a third party does not 
constitute a binding contract without the express written consent of an authorized 
representative of The Corporation of the Town of Gananoque. 
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INAPPROPRIATE USE OF ELECTRONIC RESOURCES 


 
All users of the Town’s electronic resources are responsible for ensuring the integrity of 
the resources being used and that the uses to which these resources are put are for the 
advancement of Town business.  
  
During non-work periods, users may make limited and reasonable personal use of the 
Town’s electronic resources.  Reasonable is defined at the sole discretion of the 
Employer and is not negotiable.  Should a user incur any financial cost to the Town as a 
result of personal use of electronic resources, including but not limited to telephones, 
computers, etc., the user shall promptly acknowledge such costs and reimburse the 
Town immediately. 
 
All other uses of the Town’s electronic resources are deemed inappropriate.  Specific 
examples include but are not limited to: 
 
(a) Using electronic resources for purposes other than those for which they were 


allocated. 
 
(b) Engaging in illegal activities. 
 
(c) Failing to maintain the confidentiality of passwords. 
 
(d) Downloading or transferring software of any type onto any electronic resources 


unless specific authority has been provided in writing by the user’s Department Head 
or designate. 


 
(e) Saving or transferring files of any type onto or from any electronic resources unless 


such action is clearly required in the performance of duties defined by the position 
description or terms of reference, written or inferred. 


 
(f) Using a computer account without authorization or providing computing resources to 


individuals or groups without the specific authorization of the relevant Department 
Head or designate. 


 
(g) Unauthorized sharing, inspecting, altering, deleting, obtaining copies of, publishing, 


or otherwise tampering with files, programs or passwords that the individual is both 
authorized and not authorized to access.  
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(h) Using electronic resources, particularly electronic mail, web servers and bulletin 


boards, to send fraudulent, harassing or obscene messages. 
 
(i) Developing or using programs that harass other users or that damage the software 


or hardware components of the electronic resources and/or placing any destructive 
or nuisance programs, such as viruses, in the electronic resources. 


 
(j) Attempting to circumvent security systems on any electronic resource. 
 
(k) Compromising or attempting to compromise the integrity of the electronic resources 


by accessing or attempting access or alteration of system control programs or files. 
 
(l) Using unlicensed or unauthorized copies of computer software or unauthorized file 


storage devices. 
 
(m)Breaching the terms and conditions of a software licensing agreement to which the 


Town is a party. 
 
(n) Theft or misappropriation of electronic resources, such as equipment, data, and 


programs.  The loss of work time during the inappropriate use of the Town’s 
electronic resources may also be deemed to be theft. 


 
(o) Engaging in any action which unfairly denies or restricts the use of electronic 


resources to authorized users.  
 
Any of the following activities are deemed to be inappropriate uses: 
 
(a) Unlawfully accessing, destroying or altering electronic records not approved for 


access by the user. 
 
(b) Defaming other persons (e.g., spreading false allegations or rumours about others). 
 
(c) Disclosing electronic records containing personal information, business trade 


secrets, or classified government information to unauthorized persons. 
 
(d) Unlawfully exporting encryption software (e.g., putting it on the Internet without an 


export permit). 
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(e) Misusing passwords, encryption keys, or computer service accounts (e.g., obtaining 
money, goods, or services through false representation made on a computer 
system; using another person’s password or encryption keys; gaining access to 
computer services where the person has no right of access; any acts of fraudulent 
behaviour). 


 
(f) Electronic gambling. 
 
(g) Making, possessing, or distributing computer programs that are designed to assist in 


obtaining unlawful access to computer systems (hacking and trafficking). 
 
(h) Harassing other persons electronically (e.g., making threats to a person’s safety or 


property). 
 
(i) Wilfully promoting hatred against any identifiable group or individual by 


communicating such statements outside of private conversations. 
 
(j) Infringing intellectual property rights. 
 
(k) Collecting, transmitting, storing or exchanging information in violation or any 


applicable law or regulation. 
 
(l) Damaging, interfering or disrupting others’ lawful use of data and computers/cell 


phones (e.g. – spreading viruses with intent to cause harm, encrypting, altering, or 
destroying data with intent to make it inaccessible to others with a lawful need to 
access it) 


 
(m)Fraudulent or negligent misrepresentation. 
 
(n) Possessing or distributing pornography; disseminating obscene materials. 


 
(o) Intercepting private communications and unlawfully obtaining access to personal 


information. 
 
If any user becomes aware of another person using the Town’s electronic resources 
inappropriately, that user is obliged to disclose such knowledge to his/her Department 
Head or designate or the CAO without delay.  Any user failing to report such 
inappropriate use will be deemed to have personally used the Town’s electronic 
resources inappropriately.   
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Electronic Resources Acknowledgement Form 
(Return this page only to Human Resources.  This page will be retained in your 


personnel file.) 
 
By signing below, I, _________________________________, agree to the following 
terms: 
 
I have received, read, and understood the Appropriate Use, Care and Security of 
Electronic Resources Policy, including Appendix A; 
 
I understand that all electronic resources made available or accessible to me by the 
Town of Gananoque must be used appropriately by me at all times.  
 
I understand that all electronic resources made available or accessible to me are owned 
by the Town of Gananoque and may be monitored without prior notice. 
 
I understand and agree that the electronic resources provided to me by or to which I 
have access from the Town of Gananoque may contain confidential information related 
to the Town, and that this is and remains the property of the Town at all times; 
 
I understand that all passwords assigned or chosen by me must be kept confidential 
from all others.  I further understand that it is my responsibility to immediately report to 
my Department Head or designate if I believe any of my passwords or the passwords of 
any others have been compromised; 
 
I agree that, if I leave the Town of Gananoque for any reason, I shall immediately return 
to the Town all electronic resources that have been assigned to me or are in my 
possession including any file storage media; 
 
I understand that should any electronic resources assigned to me or in my possession 
become lost or stolen, I must provide a copy of the police report to the Town, as 
appropriate.  Otherwise, I may be held responsible for the full cost of replacement; and, 
 
I understand that failure to follow the Appropriate Use, Care and Security or Electronic 
Resources Policy at any time may result in disciplinary action up to and including 
dismissal. 
 
 
 
Signed on: ________________________________ 
               (Date) 
 
 
Print Name:      Signature: 
 
____________________________  ________________________________ 
 
 
Print Name (Witness):    Signature: 
 
____________________________  ________________________________ 
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Policy  
 
The Town of Gananoque is committed to establishing a professional/business casual 
dress code which allows our employees to work comfortably in the workplace yet still 
project a professional image for Council, customers, potential employees and 
community visitors.  
 
The key point to sustaining professional/business casual work attire is to use common 
sense, good judgment and applying a dress practice that is conducive to our business 
environment. 
 
To assure compliance with the requirements of the Occupational Health and Safety Act 
Section 28(1)(b) of that Act states, “the employee will use or wear the equipment or 
clothing that the employer requires to be worn.” Further, the ’so-called general clause’ 
Section 25(2)(h) of the Act requires the employer to “ take every precaution reasonable 
under the circumstances for the protection of the worker.” 
 
The Town is committed to providing and maintaining a safe healthy workplace 
environment by requiring employees to wear specific uniforms and/or safety apparel 
appropriate to duties assigned to their position.  
 
Objective 
 
To provide direction to employees as to a dress code that projects a neat, professional 
and safety conscious manner appropriate to duties assigned to their position. 
 
Procedure 
 
Where the terms of a collective agreement differ from this policy, the collective 
agreement will apply. 
 
Employees representing the Town at Council or a committee meeting should dress in 
business attire. 
 
Fridays are designated as ‘Casual Day’ and jeans are permitted.  In the spirit of 
flexibility, keep in mind that business reasons (public meeting, outside meeting) may 
dictate that formal business attire or business-appropriate attire be worn on Casual Day. 
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The Town will take an employee’s religion, ethnicity, or disability into consideration as it 
pertains to personal dress and/or grooming.   
 
Clothing bearing offensive language or logos that are, or could be seen by others, as 
profane, racist, sexist or discriminatory in nature are not permitted. 
 
If an item of clothing is deemed to be inappropriate by the employee’s supervisor, 
Department Heads or the CAO, the employee may be sent home to change clothes or 
will be asked not to wear the inappropriate item to work again. 
 
Scent Free Awareness 
 
Support in limiting or eliminating use of scented personal care products whenever 
possible at your work site and meetings. Choose unscented alternatives that are 
available when possible. By making these choices, you will contribute to promoting 
health and wellness for all staff. 
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Criminal Record/Conviction Declaration 
 


Name: __________________________________________  
(Please Print in UPPER CASE) 


 
 
I DECLARE that since the last Criminal Record Background Check (CPIC) produced for 
myself: 
 
PART A (Check applicable box) 
 
 I have no convictions under the Criminal Code of Canada up to and including the 


date of this declaration for which a pardon has not been issued or granted under 
the Criminal Records Act (Canada); or 
 


 I have the following convictions for offences under the Criminal Code of Canada 
for which a pardon has not been issued or granted under the Criminal Records 
Act (Canada). (List convictions in Part B below under “List of Convictions”) 


 
PART B (If applicable, please complete) 
 


List of Convictions:  (If more than two (2) convictions, please number and list 
the following information [a), b) and c)] on the reverse 
side.   Additional page(s) can be added if required). 


 
1. a) Conviction:    


___________________________________________________ 


 
b) Date Registered:   


___________________________________________________ 


 
c) Court Location:   


___________________________________________________ 
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2. a) Conviction:            


___________________________________________________ 


 
b) Date Registered:   


___________________________________________________ 


 
c) Court Location:   


___________________________________________________ 


 
PART C (Check all boxes) 


 
 I shall immediately notify my Employer, the Corporation of the Town of 


Gananoque, upon any conviction(s) being registered against me under the 
Criminal Code of Canada, in accordance with policy; and 
 


 I understand that my failure to fully disclose information in accordance with the 
above declaration may result in my employment being terminated by the 
Corporation of the Town of Gananoque. 


 
Signature:  ___________________________________________ 
 
Declared before me at Gananoque, ON, this ______ day of ______________, 20___. 
 
 
 
 
 
_______________________________  


Signature – Commissioner of Oaths                             Seal of the Corporation of The    
Town of Gananoque 
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Policy  
 
The Town of Gananoque is committed to providing effective municipal services and 
ensuring legislative requirements are met when hiring staff and placing volunteers who 
will be serving the public. 
 
Vulnerable Sector 
 
Each identified position meets the criterion that requires a vulnerable sector Criminal 
Background Check. Therefore each employee in the identified positions and/or 
volunteer who meets the criteria will be required to obtain a Criminal Record 
Background Check and a Vulnerable Sector Check (CPIC) as per legislative 
requirements.  This applies to: 
 


(i) Town of Gananoque employees 18 years of age and older in the following 
positions: 


 
Parks, Recreation and Marina Manager 
Marina and Recreation Coordinator 
Recreation Summer Students & 
Seasonal Staff 
Fire Chief 
Firefighter 
Chief Building Official  


 
(ii) All volunteers and placement students who are 18 years of age and older, where 


it is deemed necessary due to the nature of their assigned duties. 
 
All other positions not listed above will be required to provide a standard criminal record 
background check (CPIC) in accordance with the timeframes listed in this policy. 
 
Objective 
 
The Town’s objective in requiring a criminal record check as a condition of employment 
acknowledges the high volume of confidential, personal and sensitive information dealt 
with by the Town and the nature of the many vulnerable populations served. By 
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ensuring all employees and volunteers have an acceptable and satisfactory criminal 
record check and in some positions that they are declared suitable for vulnerable sector 
employment, the employer can be confident that it is addressing this aspect of 
employee/volunteer suitability consistently and thereby protecting the interests of the 
Town. 
 
Procedure 
 
Any costs associated with obtaining the pre-employment/pre-volunteer criminal record 
background check (CPIC) are covered by the Town of Gananoque, when the CPIC is 
processed through the Gananoque Police Department. 
 
CPICs are required only after an offer of employment has been made to an applicant. 
Upon the provision of a valid CPIC which is acceptable and satisfactory to the Town, the 
prospective employee/volunteer will be deemed to have met one of the conditions of 
employment/volunteering. 
 
At the time of a conditional offer of employment, the Town will accept a CPIC that is 
declared suitable for vulnerable sector employment that has been conducted within the 
last six (6) months from the date of offer as long as the prospective employee/volunteer 
is prepared to sign the Criminal Record/Conviction Declaration Form (Appendix A). 
 
The presence of a criminal record shall not necessarily be a barrier to employment or 
volunteer status, but in arriving at a final decision regarding the candidate’s suitability for 
employment or volunteer status, the Town shall take into account the following factors: 
 


(i) the nature and number of conviction(s); 
(ii) the length of time since the conviction(s); 
(iii) rehabilitative efforts made by the candidate; 
(iv) duties and responsibilities associated with the position and the 


relevance of the criminal conviction; and, 
(v) the potential risk to vulnerable persons as a result of employing the 


candidate. 
 
Appendix: A – Criminal Record/Conviction Declaration 


 2/2 10/30/2014 9:24 AM 







 
 
   
Human Resources – Employee Driver’s License  


Policy Type:  Human Resources 
Policy # HR-200-12 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
This Policy applies to all employees and students who are required to operate a vehicle 
that is owned, leased, or rented by the Town of Gananoque either as a regular or 
occasional part of their job responsibilities. 
 
Objective 
 
The Province of Ontario, under the authority of the Highway Traffic Act, requires each 
person to hold a valid driver’s license to operate a vehicle. The Town of Gananoque as 
a responsible employer using both private and corporately owned vehicles requires staff 
to provide verification of a valid driver’s license. 
 
Therefore, all employees who drive Town of Gananoque vehicles (whether owned, 
rented or leased, or, employees who are required to use their personal vehicle for Town 
of Gananoque purposes), shall at all times be in possession of a valid driver’s license 
with the appropriate class. Upon conditional offer of employment, a certified copy of a 
valid driver’s license shall be provided to the employer for the purpose of validating the 
driver’s license. 
 
Public Works Supervisor and Labourers are required to hold a valid class “D” driver’s 
license with a “Z” air brake endorsement. 
 
Firefighters are required to hold a valid class “D” driver’s license with a “Z” air brake 
endorsement. 
 
All other staff and students that operate vehicles are required to hold a valid class “G” 
driver’s license. 
 


Definition 
Ignition Interlock: 
A device or system connected to the car's ignition that checks for the presence of 
alcohol in the driver. The driver must blow into the machine to start the car and continue 
to periodically blow into the device to keep the car in motion. If the device senses 
alcohol, the car will not start or will turn itself off. 
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Procedure 
 
1.0 Pre-hire Driver’s License Checks and Offer of Employment 


 
1.1 The requirement to hold a valid driver’s license shall be indicated in a 


position’s job posting. 
 
1.2 Human Resources will request a copy of the driver’s license upon conditional 


offer of hire and will hold a copy of the employee’s driver’s license in the 
employee file. 
 


1.3 If a potential employee who is required to operate a Town vehicle and/or 
equipment has a suspended license for any reason, the offer of employment 
shall be rescinded.  
 


1.4 The potential employee will be required to submit a current Driver’s Abstract 
from the Ministry of Transportation which includes the following information: 
• Confirmation of the class of license and restrictions; 
• Demerit Points. 


 
2.0 License Suspensions, Downgrade or Cancellation 
 


2.1 Any probationary employee who is required to hold a valid Ontario driver’s 
license or equivalent as a condition of employment and has such license 
cancelled, suspended or downgraded due to a legal conviction shall have 
his/her employment terminated immediately. 


 
3.0 License Suspension 
 


Where an employee is required, as a condition of employment, to have a valid 
driver’s license to drive a vehicle, or his/her own vehicle on Town business, and 
where such employee is served with a license suspension and/or driving 
prohibition for medical or legal reasons, the following shall apply: 


 
4.1 Temporary or Permanent Loss of License for Medical Reasons (without legal 


conviction) 
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• Where an employee’s license is suspended/revoked on a medical 
ground, the employee must notify the employer immediately upon 
notification. The employer may endeavour to place the employee in 
suitable alternative employment. Such consideration will take into 
account the availability of work, the length of service with the employer, 
the employee’s past record, the health status of the employee, the 
qualifications of the employee and the employee’s ability to do the job. 


 
4.2 License Suspension Arising from a Legal Conviction 
 
Where there is a change in the status of an employee’s license due to legal 
conviction, the following shall apply to those who require a driver’s license for their 
classification: 
 


• For the period of the license suspension, the employee shall be 
suspended from work without pay and benefits unless the employer is 
able to provide alternative employment for the period of the license 
suspension.  Please refer to the relevant collective agreements for 
unionized employees. The employer shall not be expected to create a 
position to provide suitable alternative work. Where alternative work is 
provided, the employee will be paid at the applicable rate of pay for the 
work being performed. The reassignment of the employee is at the 
discretion of the employer and will take into account the following: 


 
o The length of the suspension and the nature of the driving offence; 
o The availability of suitable alternative work that does not incur 


unreasonable expense to the employer;  
o The qualifications of the employee and his/her ability to perform 


alternate work; 
o The employee’s past record and length of service.  


 
• The employee shall be allowed at such time that his/her license is 


restored with no “Ignition Interlock” restrictions to return to the 
classification held prior to losing their license, should it exist or shall be 
returned to a vacant position at the same or lower level and applicable 
rate, provided the employee is qualified. 


• In those cases in which the employer is unable to provide suitable 
alternative work without unreasonable expense, the employee shall be 
granted a leave of absence without pay and benefits for the duration of 
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loss of his/her license to a maximum of two years. It is understood that 
this shall apply for one instance only for any employee. 


 
4.3 Any subsequent suspension based on a legal conviction will result in 


discharge. 
 


4.0 Change in Status 
 


4.1 All employees are required to immediately notify the employer in writing of 
any change in the status of the driver’s license required for his/her job. Failure 
to immediately notify the employer of a license suspension, temporary 
removal, or change in status may result in immediate discharge of his/her 
employment. 
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Policy  
 
The Town of Gananoque supports fair and constructive disciplinary practices as well as 
the concept of progressive discipline, which is designed to correct behaviour rather than 
punish it.  It is important to ensure that employees perform their duties in compliance 
with Town of Gananoque rules, directives, regulations, instructions, policies and 
procedures, as well as the general law, since the objectives of the Town cannot be 
achieved without this acceptance and conformity. 
 
Objective 
 
To achieve the objectives of the Town through acceptance of and conformity with the 
rules, directives, regulations, instructions, policies and procedures established by the 
Town, as well as general law. 
 
To ensure staff are aware of the disciplinary process and its purpose. 
 
Procedure 
 
This policy shall be applied in accordance with the Collective Agreement(s) if applicable. 
 
Supervisors are responsible for guiding employees in their behaviour at work. 
 
The manner in which guidance is given is all-important.  Employees should receive 
clear, unambiguous instructions on the code of behaviour and standards of performance 
expected of them. 
  
Supervisors are held accountable for the completeness and accuracy of documentation 
that may be relied upon for discipline.  Proper documentation is essential to the process 
of administering fair and reasonable discipline. 
 
Discipline should be imposed based on a fair assessment of all of the circumstances of 
each specific case. 
 
In some cases, it may be necessary to put an employee on a leave of absence with pay 
(non-disciplinary) during an investigation.  Such periods should not be prolonged. 
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Before discipline is imposed at any step of the process, it is essential to give the 
employee a reasonable opportunity to explain his/her actions. 
  
Follow-up is also important.  In many instances, it is not enough to discipline an 
employee and “let the case rest.”  A systematic and controlled review of job 
performance may be required.  
 
The progressive disciplinary process involves increasing the severity of the discipline 
incrementally against persistent misconduct with the intention of inducing employees to 
reform their conduct.  Under progressive discipline the seriousness and frequency of the 
employee’s misconduct, the employee’s service, the employee’s disciplinary record as 
well as any mitigating or aggravating factors are taken into consideration in determining 
the appropriate discipline to be taken. 
 
Progressive discipline generally involves up to four steps: 
 


1) Verbal Reprimand 
2) Letter of Warning 
3) Suspension Without Pay 
4) Dismissal/Termination 


 
The Town reserves the right to begin the process at any step and to skip or repeat steps 
depending on the facts and the circumstances of each case. 
 
Whenever required by a collective agreement, a bargaining unit employee shall be 
given the opportunity for Union representation. 
 
All verbal reprimands, letters of warning and suspension will come from the 
Supervisor/Manager in consultation with the Department Head or his/her designate and  
Human Resources.  Letters of discharge/termination will come from the Department 
Head in collaboration with the Supervisor/Manager and Human Resources.  Any 
questions regarding disciplinary procedures are directed to the Department Head. In the 
absence of the Department Head the matter is referred to the CAO. 
 


 2/5  







 
 
   
 Human Resources – Discipline  


Policy Type:  Human Resources 
Policy # HR-300-01 
Approved By Council on: 
  
 
By-Law #  


 


Verbal Reprimand 


A Supervisor/Manager may give a verbal reprimand to an employee for minor 
infractions. 
 
This reprimand is given in private so that the employee and Supervisor/Manager may 
both benefit from a free interchange of opinion. 
 
The Supervisor/Manager is responsible for ensuring a written notation of the verbal 
reprimand is provided to Human Resources by email or personal delivery.  It will be kept 
in the employee’s file maintained in the Human Resources office.  This notation does 
not constitute a letter of warning.  It provides documentation of the first step of 
progressive discipline.   
  


Letter of Warning 


If it is deemed necessary to issue a letter of warning following discussion by the 
Supervisor/Manager, Department Head or his/her designate, the following shall apply: 
 
The letter should include a description of the infraction(s): a warning that repetition of 
the infraction(s) may result in further disciplinary action up to and including dismissal; a 
reminder that the Employee Assistance Program is available (where applicable), and, in 
the case of incompetence or work performance related infractions, a time period during 
which work is to be brought up to a required standard. 
 
This letter is signed by the Supervisor/Manager or Department Head or his/her 
designate and delivered to the employee with copies provided to the Human Resources 
and Union representatives, where applicable.  It will be kept in the employee’s file 
maintained in the Human Resources office.   
 
Suspension Without Pay 
 
If the infraction(s) is deemed serious by the Supervisor/Manager and Department Head 
or in the event of repeat infractions, it may be decided to suspend the employee. 
 
A letter of suspension is sent to the employee indicating the period of time for which the 
employee is suspended without pay.  The letter should also include:  a description of the 
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infraction(s); a warning that repetition of the infraction(s) may result in further 
disciplinary action up to and including dismissal; a reminder that the Employee 
Assistance Program is available (where applicable), and in the case of incompetence or 
work performance related infractions, a time period during which the employee must 
bring his/her work up to a required standard. 
 
The letter is signed by the Department Head and sent to the employee with copies sent 
to the Supervisor/Manager, Human Resources and applicable Union representatives. 
 
Dismissal 
 
A letter of dismissal is issued promptly to the employee by the Department Head.   
 
This letter should include a description of the infraction(s), a description of disciplinary 
action taken to date (if applicable), as well as the effective date of the termination of 
employment. 
 
This letter is signed by the Department Head and sent to the employee with copies sent 
to the Supervisor/Manager, Department Head, Human Resources and Union 
representatives if applicable. 
 
An employee who commits any misconduct and/or any violation of Town rules, 
directives, regulations, instructions, policies or procedures, or who contravenes the 
general law, including any of the following infractions shall be subject to disciplinary 
action up to and including discharge.  Examples of such misconduct can include but are 
not limited to:  
 


• Late in reporting for assignment 
• Waste of material 
• Pranks or horseplay 
• Negligence in performance of assigned work 
• Failure to notify employer when absent 
• Incorrect attendance reporting 
• Use of profane language in presence of clients 
• Lying 
• Abuse of leave 
• Disregard of safety practices 
• Neglect of tools or equipment 
• Failure to report work accident 
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• Incompetence 
• Sleeping or attempting to sleep on duty (Except for Firefighter’s who are 


permitted to sleep on their night shift) 
• Away from assignment without permission 
• Refusing to obey an order or perform assigned work 
• Encouraging others to commit infraction(s)  
• Breach of confidentiality 
• Failure to comply with established policy 
• Insubordination 
• Interfering with work of others 
• Damaging Town property  
• Falsifying a Town record 
• Obstructing a Town investigation 
• Obtaining materials or services on a fraudulent order 
• Away from work without permission 
• Negligence resulting in injury 
• Dishonesty 
• Assault 
• Fighting 
• Drunkenness or disorderly conduct 
• Reporting for duty while under the influence of alcohol or drugs 
• Stealing 
• Harassment 
• Accessing pornographic material or accessing sites identified as inappropriate 


use of Town software 
• Verbal or physical abuse of residents or clients 
• Workplace violence 


 
This list is not intended to be an exhaustive or complete list.  Discipline and/or dismissal 
may be imposed for infractions or offences not included herein. 
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Policy  
 
Both the Town of Gananoque and its employees have the right to discontinue the 
employment relationship. The Town of Gananoque will ensure that terminations, either 
voluntary or involuntary, are initiated with notice, where appropriate, and properly 
documented for payroll processing. 
 
Objective 
 
To ensure a consistent approach to terminations within the Town. 
 
To ensure documentation is complete. 
 
Procedure 
 
The following shall apply to Voluntary Terminations or Resignations: 
  


• An employee who resigns his/her position is requested to state the resignation in 
writing.  If the employee refuses to state the resignation in writing, the resignation 
may not be accepted. 


• The resignation must be signed. 
• Employees are expected to give a minimum of two (2) weeks notice of 


resignation with the exception of managers, who are expected to give a minimum 
of thirty (30) days notice (unless otherwise previously negotiated). 


• All resignations will be acknowledged/confirmed by the Department Head by mail 
within three (3) working days of the date of submission of the employee’s 
resignation.  


 
The following shall apply to Involuntary Terminations  
(Please refer to applicable collective agreement as well for unionized employees) 
 
An employee’s employment with the Town may be terminated: 
 


• Without notice or pay-in-lieu of notice where cause exists for such termination; or 
 


• At any time, without cause, in which case the employee’s entitlement on 
termination will be as set out in his/her written contract of employment.  In the 
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event the employee does not have a written contract of employment, he/she will 
be entitled to notice or pay in lieu of notice and severance pay (if applicable) in 
accordance with the Employment Standards Act, 2000.  Employees will not be 
entitled to any further notice or severance either under the common law or 
otherwise; or 


 
• For any reason during the probationary period, or at the end of the period, 


without notice or pay-in-lieu of notice, except in accordance with the Employment 
Standards Act, 2000, if applicable. 
 


Return of Property 
 
In any termination situation all Town of Gananoque property shall be returned by the 
employee to the Employer.  Property must be returned to the Employer on or before the 
last working day; unless mutually agreed with the Department Head or defined in a 
collective agreement. 
 
Exit Interviews 
  
An exit interview may be conducted when an employee leaves the employ of the Town. 
  
The exit interview will normally be conducted by the employee's supervisor to determine 
the employee’s reason(s) for leaving so that, where appropriate, action can be taken to 
correct any problems that come to light, and to gather information about the employee’s 
overall impressions of the job or the Town. 
 
Documentation 
 
In order that all terminations are correctly administered the following process and 
documentation is required. 


1. The Department Head must forward to Human Resources the termination 
package which includes: 
a) Signed resignation letter (voluntary) or 
b) Termination Letter (involuntary) 
c) Department Head letter confirming the termination (voluntary) 
d) Signoffs for return of property 
e) Complete the Employee Departure Check List 


 
Once all the aforementioned information is received by Human Resources they will 
inform payroll for processing. 
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Policy  
 
Employees are asked to provide notice when retiring from the Town so that replacement 
procedures may commence, appropriate paperwork can be processed, and service can 
be recognized. 
 
Objective 
 
To ensure a consistent approach to retirement within the Town. 
 
To ensure documentation is complete. 
 
Procedure 
 
Consult the appropriate Union Contract for any deviations to the following procedures. 
 
Employees who are retiring are encouraged to provide three months written notice prior 
to their last day of work of their intention to retire in order to ensure continuity of income. 
 
The written notice must be submitted by an employee to his/her Department Head in 
advance of the employee requesting the Employer to process his/her retirement 
paperwork. 
 
Exit Interviews 
  
An exit interview may be conducted when an employee leaves the employ of the Town. 
  
The exit interview will normally be conducted by the employee's supervisor to determine 
the employee’s reason(s) for leaving so that, where appropriate, action can be taken to 
correct any problems that come to light, and to gather information about the employee’s 
overall impressions of the job or the Town. 
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Policy  
 
An employee may be granted a leave of absence without pay for legitimate personal 
reasons upon consultation with their Department Head and after obtaining the approval 
of the CAO. 
 
Objective 
 
To ensure the well-being of staff. 
 
Procedure 
 
Union or Bargaining Unit Employees 
As it relates to union or bargaining unit employees, this policy is subject to, and shall be 
applied in accordance with the applicable Collective Agreement. 
 
Non Union Employees 
All leaves of absence without pay must be requested in writing to the Department Head.  
All requests for such leave of absence shall be in writing as far in advance as 
practicable. 
 
The Department Head will consider the request in light of operational requirements and 
provide their recommendation for approval or denial to the CAO.  A written response will 
be sent to the employee by the CAO with a copy to Human Resources for the 
employee’s personnel file. 
 
The employee will not lose service or seniority for the purpose of vacation, sick leave or 
short term disability benefits, wage progression, or any other entitlement affected by 
service. 
 
An unpaid leave of absence affects an employee’s OMERS pension and employees 
should investigate the impact of the unpaid leave to their pension with OMERS before 
requesting the leave. 
 
The employer will continue to provide the benefits under the Town’s approved plan, the 
premium of which will be recovered when the employee returns to work, by payroll 
deduction. 
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Policy  
 
An Employee will be granted a leave of absence without pay or benefits if they are a 
military reservist who is called up for active service. 
 
“Reservist" is defined in the Employment Standards Act to mean a member of the 
reserve force of the Canadian Forces referred to in s. 15(3) of the National Defence Act 
(Canada) 
 
Objective 
 
To demonstrate the Town of Gananoque’s support for our troops by allowing employees 
who are members of Canada’s Reserve Force unpaid leave to perform their military 
duty. 
 
Procedure 
 
Reservists who have worked for the Town of Gananoque for at least six (6) consecutive 
months are entitled to an unpaid, indefinite leave of absence, where the Employee will 
not be performing the duties of his or her position because of a domestic or international 
deployment. The duration of the leave will depend on the operation to which the 
reservist is deployed, and may include participation in both pre- and/or post-deployment 
activities. 
 
When an Employee who is a military reservist is called to duty, they must make all 
requests for leave in writing.  Employees shall make a reasonable effort to provide 
notice in accordance with the following provisions: 


i) Training and Non-Emergency Domestic Operation:  Employees requesting this 
category of leave must notify they supervisor in writing at least fifteen (15) days 
prior to commencement of the exercise. 


ii) Emergency Domestic Operation:  In the event of emergency domestic operations 
when employees cannot provide written notice of leave within the stated 
deadline, employee must notify their Department Head as soon as possible after 
being called up. 


iii) International Operation:  Employees considering applying for an international 
operation are advised to discuss their intentions with their Department Head prior 
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to applications.  In cases where short notice is given by the military, written notice 
must be provided as soon as feasible. 


The Town of Gananoque reserves the right to seek verification from the employee’s 
Commanding Officer that confirms the request for leave. 


Employees must provide notice to the Employer before returning to their job.  Upon the 
reservist's return from leave, the Employer is required to reinstate the reservist to the 
same position if it still exists or to a comparable position if it does not.  The Town of 
Gananoque may defer such reinstatement for one pay period or up to two (2) weeks, 
whichever is longer, after the return date subject to the Employment Standards Act, 
2000.  In the event that the Town of Gananoque defers reinstatement in accordance 
with this paragraph, benefits contributions shall commence on the return date. 
 
This leave of absence will bear no cost to the Employer as the Employee will be paid 
and provided benefits from the military. 
 
If the absence exceeds thirty (30) calendar days, the Employee shall not accumulate 
service or seniority for the purpose of vacation, sick leave or short term disability 
benefits, wage progression, or any other entitlement affected by service.   
 
Upon reinstatement, the employee will be paid the greater of the wage rate he or she 
earned most recently as an employee of the Town or, the rate the employee would be 
earning had he or she worked throughout the leave as an employee of the Town. 
 
The military reservist leave period will result in a pension plan break in service with 
OMERS.  The employee has the option of purchasing the service with OMERS and 
must sign a Leave Period Election Form 165 indicating whether they wish to purchase 
service or not.  As per OMERS regulations, if the employee elects to purchase the 
service with OMERS, the employee is responsible for paying his/her portion of the 
contributions and the Town will pay the Town’s portion. 
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Policy  
 
The Town of Gananoque is committed to its mission to provide the best quality of 
service to everyone who utilizes those services.  It is the intent of the Town to adhere to 
full operations insofar as it is possible. 
 
The Town recognizes that inclement weather may temporarily prevent the availability 
and operations of Town services. As these situations can, at times, create difficult and 
dangerous travel and work conditions, this may subsequently interfere with the normal 
business operation of the Town. 
 
Employees are expected to make arrangements during periods of inclement weather 
which will enable them to arrive as soon as possible. 
 
Scope 
 
The Town’s Emergency Plan and any union’s collective agreement take precedence 
over this Policy. 
 
Exceptions to the application of this policy apply Fire Services due to a high number of 
essential positions. 
 
Objective 
 
To provide Employees and management staff with guidelines regarding inclement 
weather as well as establish guidelines for treating Employees consistently and fairly 
when regular attendance at work is complicated by severe weather conditions. 
 
Procedure 
 
All employees shall make every reasonable effort, consistent with personal safety, to 
report to work unless instructed otherwise.  
 
In the event of inclement weather, all employees will make a good faith effort to report to 
work on time. This includes, but is not limited to, allowing sufficient travel time and using 
alternate routes or alternate methods of transportation 
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The CAO or designate is authorized to make a decision in regards to absences 
regarding severe weather.  Absences may be approved for such circumstances of 
inclement weather which can include severe weather such as severe ice, whiteout 
conditions, excessive snowfall, hurricane, tornado, flooding or any unforeseen acts of 
nature.   
 
The CAO or designate has the authority to close Town Hall following the guidelines of 
this procedure. 
 
If an Employee determines that it is unsafe to proceed to work, then the Employee must 
notify his/her Department Head or designate immediately.   
 
It is important to note that approval for leave due to inclement weather cannot be 
assumed.  Factors influencing a Department Head or designate decision regarding the 
requested time off for this time include, but are not limited to:  


a) the seriousness of the Employee's need to be absent 
b) travel distance to and from work 
c) availability of other transportation options 
d) departmental work priorities and operational needs 


 
It is anticipated that the need for any Employee to be absent from work due to inclement 
weather will be rare. 
 
Subject to the discretion of the Department Head or designate the adjustment for time 
granted may take one of the following forms: 


• Vacation time to cover the absence 
• Lieu time to cover the absence 
• Leave of Absence without Pay to cover the absence 


 
An Employee may not use sick leave pay in substitution for time missed due inclement 
weather. 
 
Regular reviews of requests for leave due to inclement weather will be conducted by 
management staff. 
 
This policy will be reviewed and amended as required. 
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Policy  
 
The Town of Gananoque is committed to recognizing employees for their dedication 
and years of service in order to build employee satisfaction and morale; to celebrate 
milestones; and to promote teambuilding. 
 
Objective 
 
An effective Employee Recognition Program has the potential to build employee 
commitment, reinforce loyalty and communicate corporate values. 
 
Procedure 
 
All permanent full-time employees of the Town of Gananoque will be recognized at 
these milestone years of continuous service: 
 


5-9 
Years 


10-14 
Years 


15-19 
Years 


20-24 
Years 


25 + 
Years 


$60 $120 $180 $240 $300 
 
Employees have their service milestone recognized and are presented with a service 
pin at the last Council meeting in November. 
 
Funding of the Program 
 
Each Department will budget annually per employee to cover the cost of the Employee 
Recognition Program. Any surpluses will be reserved for the next year’s program. 
 
Retirement Recognition 
 
Employees retiring from the Town of Gananoque who have reached the age of 55 and 
have at least 10 years of service with the Town will be presented with a gift.  The value 
of the retirement gift will be in accordance with the following chart: 
 


10-19 Years 20 + Years 
$250 $500 


The presentation of the gift will be made by the employee’s Department Head, CAO and 
the Mayor. 
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Policy  
 
The Town of Gananoque recognizes that many human problems can be successfully 
treated or resolved provided referrals are made to appropriate persons and the 
appropriate assistance resources.  This is true whether the problem involves personal 
or workplace matters, including personal, financial or substance abuse issues.  It is also 
recognized, however, that the successful resolution of such problems requires a high 
degree of the employee’s personal motivation and willing cooperation in dealing 
effectively with these matters. 
 
It has also been recognized that preventative approaches, such as health promotion 
and stress management can be useful in minimizing future disabling personal or health 
problems. 
 
Objective 
 
This policy has been developed to formalize the joint support of the Town of Gananoque 
and its employee groups to the ongoing provision of the Employee Assistance Program 
(EAP).  The EAP is designed to be preventative, voluntary and confidential in its 
delivery of services. 
 
Procedure 
 
Nature of the Program 


 
The EAP of the Town of Gananoque shall: 


 
• be primarily preventative and rehabilitative 
• be completely voluntary with respect to the employee’s participation 
• be employee-initiated by the individual requesting assistance 
• provide individual employees with the following services:   


 a confidential assessment;  
 a coordinated referral to an appropriate community resource; and 
 supportive after-care, when appropriate 


• be strictly confidential with respect to all matters of record keeping and reporting 
• arrange for the delivery of information programs focused on prevention and 


dealing with lifestyle-related health or personal problems 
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The EAP shall not be part of the disciplinary process.  Participation in the EAP shall not 
result in recrimination against any employee who chooses to access its services. 
     
Type of Referral 
 
Participation in the EAP is voluntary.  The program may be accessed through either a 
self-referral or through encouragement from a co-worker, supervisor or union 
representative. 
 
This program is separate from and not related to the disciplinary process.  Persons 
participating in the program will be expected to meet existing job performance standards 
and established work rules. 
 
If, in a situation where a supervisor has discussed work performance difficulties with an 
employee, the supervisor may record that an employee has been informed of the EAP.  
However, the employee’s decision to utilize the EAP will remain confidential. 
 
Neither acceptance nor refusal of a referral to participate in the EAP will itself be 
grounds for disciplinary action.  However, if work performance continues to deteriorate, 
or fails to return to an acceptable level within a reasonable time, then disciplinary 
procedures as per the Collective Agreement or Town policy will be followed. 
 
Confidentiality Assurances 
 
Anyone who contacts the EAP provider is protected by agency policy and professional 
ethics, which means that a strict code of confidentiality is maintained.  Employers do not 
receive information about employees who use the service, except where the employee 
has signed a release of information to the EAP provider.  Statistics sent to the 
employers have no identifying authorization, except as required by law, as in a case of 
child abuse or upon clear, concrete evidence of planned or committed acts of violence. 
 


 2/2  







 
 
   
Human Resources – Performance Management Program  


Policy Type:  Human Resources 
Policy # HR-500-03 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
Developing employees who are effective, dynamic, productive, and successful in their 
jobs enables the Town of Gananoque to deliver quality services to the public. The Town 
is committed to a Performance Management Program that incorporates a goal-oriented 
approach and clear, ongoing, two-way communication between supervisors and 
employees.  Employees will receive support and recognition in their efforts to develop 
and to improve performance. 
 
Objective 
The Performance Management Program is intended to be a tool used by staff members 
at all levels to facilitate self-management and appropriate empowerment, by having a 
clear understanding with their supervisor about performance expectations.  
Performance Management is a comprehensive program for: 


a) establishing performance expectations 
b) designing interventions including training programs to improve performance 
c) monitoring the success of those programs 
 


Procedure 
 
Human Resources will keep a master list of all Town employees and their date of hire.  
The annual formal performance appraisal should be completed by no later than the 
anniversary of the employee’s hire date, subject to some exceptions where the 
employee was absent from work for an extended period of time during the performance 
review period. 
 
Four weeks before the appraisal is due to be completed, Human Resources will:  


a) provide the employee with a copy of the previous  year’s appraisal (if applicable) 
and a blank performance appraisal form; 


b) advise the employee when the self-appraisal portion of the performance 
appraisal is due (7 days from date of issue) and to whom the appraisal should be 
returned; and 


c) notify the employee’s supervisor of the date the appraisal is due to be completed, 
to whom the self-appraisal is being returned and the date the appraisal form was 
sent to the employee. 
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The departmental supervisor will then complete their assessment of the employee.  If an 
employee has been under the direction of more than one departmental supervisor 
during the performance review period, he/she may be evaluated by both the previous 
and current supervisor.  However, the current supervisor has the primary responsibility 
for completing the appraisal form. 
 
In the event an employee regularly reports to more than one supervisor, the supervisor 
assigned to conduct the performance review must consult with the other supervisor(s) 
prior to the interview and ensure that the comments are comprehensive. 
 
The departmental supervisor will then meet with the employee to discuss the appraisal.  
Both successes and failures are to be reviewed at the meeting.  It is constructive to 
review why objectives set at the last appraisal meeting were successfully achieved.  It is 
equally constructive to discuss and/or to review what prevented the successful 
achievement of other objectives.  This review helps to set and achieve new objectives. 
 
Employees will be encouraged to discuss job expectations, developmental plans, 
concerns and areas in which they feel additional training would be helpful. 
The supervisor and employee will also discuss the employee’s self-appraisal during the 
discussion. 
 
Should the supervisor feel follow-up sessions are required prior to the next scheduled 
appraisal, the initial date for such follow-up should be set at the meeting. 
 
If the appraisal discussion is not satisfactory, problems and/or disagreements should 
first be discussed between the employee and the supervisor.  If problems still exist after 
this process, the employee and/or supervisor may contact the Department Head and/or 
Human Resources for assistance. 
 
Once the supervisor and employee have completed the annual performance appraisal 
discussion, the supervisor will sign, and the employee will be asked to sign, the 
appraisal form.  If an employee disagrees with the appraisal, he/she can provide a 
written explanation of any disagreement to be attached to the form.   
The package will be kept in the employee’s personnel file. 
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Probationary Employees 
 
Every probationary employee will participate in a formal performance appraisal with 
his/her supervisor prior to the extension of the probationary period or attaining non-
probationary status.   
 
If the appraisal discussion is not satisfactory, problems or disagreements should be 
discussed between the employee and the supervisor.  If problems still exist after this 
process, the employee or supervisor may contact Human Resources for confidential 
assistance. 
 
Once the supervisor and employee have completed the probationary performance 
appraisal discussion, the supervisor will sign the appraisal form (Appendix A) and 
employee will be asked to sign the form.  If an employee disagrees with the form, 
he/she can provide a written explanation of any disagreement that will be attached to 
the form.   
 
Should the supervisor feel that the employee’s probationary period needs to be 
extended or that the employee should not be granted non-probationary status, a 
recommendation should be made to the CAO and Human Resources. 
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Policy  
 
The Town assists employees in upgrading their knowledge and skills, to enable them to 
better perform the functions of their current jobs, and to develop themselves for future 
employment opportunities. 
 
Objective 
 
To assist Town employees in the upgrading of skills, knowledge and qualifications in 
order to increase job performance and potential for assuming increased responsibilities. 
 
Procedure 
 
Corporate Training Programs 
 
Courses sponsored by Human Resources and other Town departments are normally 
offered at no cost to employees. All employees, whether full-time or part-time, may be 
eligible to attend training programs with the approval of their supervisor. 
 
All employees are required to attend mandatory training which is provided as the result 
of legislation. 
 
External Training Programs 
 
External staff training opportunities, in the form of seminars, workshops and 
conferences, are normally available to Town employees through departmental training 
budgets. Employees must apply through their supervisor for approval to attend external 
training programs.  Managers will review the budget to ensure that there are enough 
funds to support the cost of the external training requested.   Not all requests can be 
approved due to budget and time away from the job required to attend these external 
training opportunities. 
 
During annual performance reviews training opportunities should be discussed so that 
they can be included in the budget if they are supported by the manager. 
 
If a request for training is initiated by an employee, upon successful completion of the 
approved training and submission of receipts and proof of completion, the employee will 
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be reimbursed.  If a request for training initiated by the employee is approved and the 
cost of the training exceeds $5000, the employee must reimburse half of the amount 
paid by the Town if they leave the employ of the Town within two (2) years following 
completion of the training. 
 
External staff training is normally available to employees who have completed their 
probationary period; however, final approval remains at the discretion of the Department 
Head.  
 
Please refer to Policy FS-06-2011 Conference, Convention, Travel and Operational 
Expense Policy for further information regarding conference and conventions. 
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Policy  
 
The Town of Gananoque 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. 
 
For more detail, please refer to the Town’s Health & Safety Policies & Procedures. 
 
Objective 
 
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. 
 
Procedure 
 
The Employer shall recognize two (2) safety representatives from those persons 
presently based at the Town Hall as applicable according to the Occupational Health & 
Safety Act. 
 
The Employer recognizes the Health & Safety committee with membership 
representatives from each department. 
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The Town promotes a safe work environment and provides information, instruction, and 
supervision on occupational health and safety as required.  
 
Responsibilities: 
 


• All supervisors and employees must be dedicated to the continuing objective of 
reducing risk of injury.  


 
The duties of Department Heads and Supervisors include the following:  
 


• ensure that employees use and/or wear the equipment, protective devices, or 
clothing that the Town requires;  


• provide safety equipment necessary for the employee’s job duties; 
• ensure that machinery and equipment are safe and that employees work in 


compliance with established safe work practices and procedures;  
• ensure that employees receive adequate training in their specific work tasks to 


protect their health and safety;  
• advise employees of the existence of any potential or actual danger to their 


health or safety, of which the Supervisor is aware;  
• take every precaution, reasonable in the circumstances, for the protection of an 


employee; and  
• be familiar with the provisions of the Occupational Health and Safety Act.  


 
The duties of Employees include the following:  
 


• employees must use and/or wear the equipment, protective devices, or clothing 
that the Town requires and follow health and safety policies and procedures;  


• work in compliance with the law and with safe work practices and procedures 
established by the Town;  


• report to his/her Supervisor the absence of, or defect in, any equipment or 
protective devices or the existence of any hazard of which he/she has 
knowledge; and  


• operate equipment and machines safely and conduct himself/herself in a safe 
manner.  


 
Safety information is provided to employees through established lines of Departmental 
organization.  
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In all Departments, the Supervisors will transmit safety information to their employees 
either through group meetings or by discussion with individual employees.  
 
Safety suggestions made by employees to their Supervisors are referred to the 
Department Head. All suggestions will be considered.  
 


 3/3  







 
 
   
Human Resources – Workplace Violence Prevention  


Policy Type:  Human Resources 
Policy # HR-600-02 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
The Town of Gananoque is committed to the prevention of Workplace Violence.  The 
intent of this policy is to ensure the provision of a healthy, safe and violence free 
workplace and to ensure that all workplace parties are familiar with the definitions of 
workplace violence and their roles in its prevention and in corrective action.  The Town 
commits to comply with the following relevant legislation governing workplace violence 
in Ontario: 
 


• The Occupational Health and Safety Act, as amended; specifically Section 32 
(known as Bill 168 An Act to amend the Occupational Health and Safety Act with 
respect to violence and harassment in the workplace and other matters); 


• The Criminal Code of Canada; 
• The Ontario Human Rights Code; 
• The Workers’ Compensation Reform Act; 
• The Compensation for Victims of Crime Act; and 
• The Regulated Health Professions Act 


 
The Town also recognizes that home and work issues cannot always be separated and 
domestic violence can impact greatly on the working life of someone who is being 
abused. Therefore, the Town is committed to assisting staff experiencing domestic 
violence wherever possible and to create a safe and supportive environment.  
 
The Town of Gananoque does not tolerate violence in the workplace perpetrated by or 
against staff, volunteers and clients or other third parties.  
 
Objective 
 
This policy establishes that the Town of Gananoque’s Employees, volunteers, and 
clients will be treated with respect, fairness and sensitivity in accordance with the 
operating principles, as a means of fostering a healthy and safe work environment. 
 
Procedure 
 
The Town of Gananoque supports zero tolerance for all types of workplace violence 
within the workplace or at work related activities. The Town is committed to control and 
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minimize the risk of workplace violence and to support employees who may be exposed 
to workplace violence. 
 
Definitions 
 
Under the Occupational Health and Safety Act, as amended: 


 
Workplace Violence means, 
 
(a) The exercise of physical force by a person against a worker, in a workplace, 


that causes or could cause physical injury to the worker,  
(b) An attempt to exercise physical force against a worker, in a workplace, that 


could cause physical injury to the worker,  
(c) A statement or behaviour that it is reasonable for a worker to interpret as a 


threat to exercise physical force against the worker, in a workplace, that 
could cause physical injury to the worker.  


 
Additionally, Workplace Violence is: 
 
“An act or a continuum of behaviours that jeopardizes one’s physical and 
psychological well-being.  It is a threat or perceived threat to one’s life and/or 
risk to one’s safety, health or integrity.  It is an act of verbal, psychological, 
sexual and/or physical abuse.  
 
It can be an attack on one’s person or personal beliefs or an attack on 
someone’s property.  The intent is to control or dominate, to injure or destroy, 
or to deprive a person of dignity.” (Source: Frema Engel)  
 
It is important to note that workplace violence can occur outside of work settings.  
It can occur during work-related functions at off-site locations such as 
conferences or social events.  It can also happen in an Employee’s home, yet be 
work related:  for example, threatening telephone calls from co-workers, clients 
or managers.  Workplace violence can be committed by anyone:  employees, 
supervisors, managers, residents, students, contract workers, visitors, families of 
residents, or friends of employees, or unauthorized intruders.  
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Examples of Workplace Violence:  


• Assault is any intent to inflict injury on another, coupled with an apparent ability to 
do so; any intentional display of force that causes the victim to fear immediate 
bodily harm. 


• Near miss is an act of striking out, but missing the target. 


• Physical attacks are aggression resulting in a physical assault/abuse with or 
without the use of a weapon.  Examples include hitting, shoving, pushing, 
punching, biting, spitting, groping, pinching, or kicking the victim, unwelcome 
displays of affection or inciting a dog to attack. 


• Poisoned work environment is a hostile and abusive work environment resulting 
from harassment by comment or conduct that ridicules or demeans an individual 
or specific group of employees:  for example, racial slurs or derogatory comments 
about sexual orientation. 


• Psychological abuse is an act that provokes fear or diminishes an individual’s 
dignity or self worth or that intentionally inflicts psychological trauma on another. 


• Sexual assault is the use of threat or violence to force one individual to touch, 
kiss, fondle, or have sexual intercourse with another. 


• Sexual abuse is any unwelcome verbal or physical advance or sexually explicit 
statement, such as jokes, displays of pornographic material, pinching, brushing 
against, touching, patting, or leering that makes a person feel humiliated, 
intimidated, or uncomfortable, thus interfering with work performance. 


• Threat (verbal or written) is a communicated intent to inflict physical or other 
harm on any person or to property by some unlawful act. A direct threat is a clear 
and explicit communication distinctly indicating that the potential offender intends 
to do harm, for example, “I am going to make you pay for what you did to me.”  A 
conditional threat involves a condition, for example, ‘If you don’t leave me alone 
you will regret it.”  Veiled threats usually involve body language or behaviours that 
leave little doubt in the mind of the victim that the perpetrator intends to harm. 


• Verbal abuse is the use of vexatious comments that are known, or that ought to 
be known, to be unwelcome, embarrassing, offensive, threatening, or degrading 
to another person (including swearing, insults, or condescending language). 


 
Discrimination is the differential treatment based on a personal characteristic which 
has an adverse impact on an individual or group. Examples of personal characteristics 
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include race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, 
sexual orientation, age, marital status, family status or handicap. 
Discrimination robs people of their dignity and their ability to fulfill their capabilities. It is 
important to note that any person or group can discriminate and any person or group 
can be the target of discrimination. Discrimination can take on several forms: 


• Sexual Discrimination is discrimination on the basis of gender, sex, sexual 
orientation, etc. 


• Racial Discrimination is discrimination on the basis of race, ancestry, place of 
origin, colour, ethnic origin, citizenship, creed, etc. 


• Discrimination on the Basis of Disability is discrimination against a person on 
the basis of their physical, psychological or mental ability or impairment. 


Please refer to HR Policy – Workplace Discrimination Prevention – HR-600-05 
 
Workplace Harassment means engaging in a course of vexatious comment or conduct 
against a worker in a workplace that is known or ought reasonably to be known to be 
unwelcome.  Please refer to HR Policy – Workplace Harassment Prevention – HR-600-
03 
 
Domestic Violence (also known as Domestic Abuse or Spousal Abuse) is when a 
family member, partner or ex-partner attempts to physically or psychologically dominate 
another. Domestic violence often refers to violence between spouses, or spousal abuse 
but can also include cohabitants and non-married intimate partners.  Please refer to HR 
Policy – Domestic Violence – HR-600-04 
 
Roles and Responsibilities of Workplace Parties: 
 
Employer 
 


• Prepare policies with respect to workplace violence and workplace harassment, 
and to review the policies at least annually 


 
• Develop a Program to implement the workplace violence policy: 


 
The Town of Gananoque’s Workplace Violence Prevention Program is inclusive of 
Workplace Violence Prevention (HR-600-02), Domestic Violence Prevention (HR-600-
04), Workplace Harassment Prevention (HR-600-03) and Workplace Discrimination 
Prevention (HR-600-05).   
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The following elements are contained in the Program:   
 


• Communication/Instruction to Employees 
 Communication to Employees on policies and procedures including 


updates 
 Identification of “Code Word” to signify an incident of workplace violence 


as it is unfolding and how it is to be used 
• Training/Education 


 New hire orientation 
 Training on the intranet 
 CMEs, in-service reviews 
 Legislative training requirements 
 External training consultation – as required 


• Control Measures/Evaluation 
 Risk Assessment 
 Hazard Identification Assessment 
 Statistical data – i.e. reported incidents, discipline records, near miss 


reports 
 Annual review of policies and procedures 


• Reporting/Investigation 
 Roles and responsibilities in each policy – expectation to report all 


incidents 
 Investigation Procedure (HR- 600-06) 


 
• Summon immediate assistance when workplace violence occurs, and for workers to 


report incidents of workplace violence 
 


• Set out how incidents and complaints of workplace violence will be dealt with 
 


• Assess the risks of workplace violence and to report the results of the assessment to 
the Joint Health and Safety Committee 
 


• Reassess risks as often as is necessary to protect workers from workplace violence 
 


• Take every reasonable precaution to protect the worker from domestic violence that 
is likely to expose a worker to physical injury which may occur in the workplace  
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• Provide a worker with information and instruction on the contents of the workplace 
violence policy and program 


 
• Deal with a worker’s right to refuse work in various circumstances where health or 


safety is in danger, to include the right to refuse work if workplace violence is likely 
to endanger the worker 


 
• Provide information, including personal information, related to a risk of workplace 


violence from a person with a history of violent behaviour if:  
• The worker can be expected to encounter that person in the course of his or 


her work; and  
• The risk of workplace violence is likely to expose the worker to physical injury 


 
• Post the Workplace Violence Policy at a conspicuous place in the workplace. 
 
• Train and educate of all Employees  


 
• Integrate safe behaviour into day-to-day operations 


 
• Review all reports of violence and/or threats of violence in a prompt, objective and 


sensitive manner.  This includes a review of all investigations associated with 
violence-related incidents 
 


• Take appropriate corrective and disciplinary action 
 


• Provide appropriate response measures 
 


• Facilitate medical attention and appropriate support for all those either directly or 
indirectly involved 


 
Management (Managers/Supervisors) 
 
• Enforce policy and procedures and monitor worker compliance 


 
• Facilitate an unbiased investigation of all incidents of workplace violence using the 


organization’s accident investigation procedure  
 


• Contact the police department as required when a criminal act has taken place on 
Town property 
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• Facilitate medical attention as required 
 
• Ensure that debriefing is completed for those either directly or indirectly involved in 


the incident 
 


• Contact Human Resources to ensure that the Employee receives further counseling 
regarding the Employee’s legal rights 
 


• Track and analyze incidents 
 
Employee 
 
• Complies with policy and all related procedures 


 
• Calls for assistance when a workplace violence incident is unfolding using the 


Employer’s Code Word 
 


• Reports all incidents of violence and/or threats of violence to any Management 
member immediately 
 


• Seeks appropriate support from available resources as required when confronted 
with violence or threats of violence 


 
Reporting and Investigation 
 
• As with all health and safety issues, workers are responsible to report all acts 


defined in the Workplace Violence Prevention Policy to the appropriate manager 
 


• Workers are to report all violence-related incidents to Management. This report can 
be made confidentially, at the Employee’s request, with the exception of the 
necessary steps to ensure the safety of others and prevention of re-occurrence.  For 
example, a police report can be made at the discretion of Management. 
 


• Investigation procedures are detailed in HR-600-06 and will be followed to ensure 
appropriate measures are taken to safeguard Employees and curtail the violence.  


 
• All complaints of workplace violence or harassment will be forwarded to the CAO 


and Department Head. 
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• Any complainant and accused by will removed from the workplace during the 


investigation process at the discretion of the CAO and Department Head.  
 
Response Procedures 
 
• Management will document all reports of workplace violence and hazard reporting 


and measures taken to address them. 
 


• If the resolution of the incident is beyond the authority of the manager receiving the 
report, they must make the CAO and Department Head aware of the report.  An 
Investigation Team will be established as appropriate (for example: when the 
incident involves residents or employees under another manager’s area of 
responsibility). 
 


• Management will review all incident reports, monitor trends and will make 
recommendations for prevention and enhancements to the Workplace Violence 
Prevention program to the CAO. 
 


• The CAO will review reports of workplace violence and ensure appropriate actions 
have been taken. 
 


• The Investigation Team who investigates the reported incident of violence will 
ensure communication of potentially dangerous situations associated with a report to 
all staff potentially affected by the reported incident.  The same manager(s) are 
responsible to inform the Employee who made report of the outcome of the 
investigation to the extent necessary to optimize future safety from similar incidents. 


 
Supports for Employees Affected by Workplace Violence 
 
Management will respond promptly and will assess the situation and ensure that the 
following interventions are followed: 
 


• Facilitate medical attention 
• Offer debriefing 
• Provide referrals as required to community agencies, treating practitioners, 


and/or Employee Assistance Program 
• Complete Incident Reports and incident investigation 
• Report to police as required  
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• Conclude with team debriefing 
 
Risk Assessment 
 
Management (with worker involvement) assesses workplace violence hazards in all 
jobs, and in the workplace as a whole.  Risk assessments are reviewed annually and 
whenever new jobs are created, or job descriptions are substantially changed. 
 
Management initiates and maintains a violence prevention program, which includes 
annual training (or review) on general and job specific workplace hazards as well as job 
specific orientation for new employees and volunteers. 
 
All Employees are expected to be vigilant of violence risks.  Employees are required to 
report hazards to a Management member in a timely fashion. 
 
Management works together with employees to develop strategies and practices for 
ongoing reduction of risks of workplace violence.  These include but are not limited to 
education, information exchange, and reviews of practices and procedures. 
 
Confidentiality 
  
The Town of Gananoque will not disclose a complainant’s or respondent’s name, or any 
circumstances related to a complaint, to anyone, except as necessary to investigate the 
complaint or take disciplinary action related to the complaint, or as required by law.  
Managers involved in a complaint are reminded to keep all information confidential, 
except in the above circumstances. Any breach of confidentiality will be sanctioned 
upward and including dismissal. 
 
Retaliation 
 
Retaliation is considered a serious disciplinary breach.  Anyone who retaliates in any 
way against a person who has complained of harassment, given evidence in a 
harassment investigation, or been found guilty of harassment, will themselves be 
considered guilty of harassment and penalized accordingly.  The possible penalties are 
the same as those assessed against harassers. 
 
Education 
 
All new Employees will receive both general and department specific orientation to the 
Workplace Violence Prevention program.  In addition, Employees will receive an annual 
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review of both the general and department specific components of the Workplace 
Violence Prevention program. 
 
Review 
 
The effectiveness of the workplace violence prevention program is evaluated annually 
by management and reviewed by the joint health and safety committees. 
 
Accountability 
 
Workers and managers are accountable for following and enforcing policy and 
procedures related to workplace violence. These responsibilities fall under 
responsibilities to comply with health and safety policy in workers’ job descriptions. 
Managers’ responsibilities for investigation of a complaint of and response to workplace 
violence are also included in health and safety components of job descriptions. 
 
Failure to comply with the policy, program and procedures on behalf of any workplace 
party will result in progressive discipline. 
 
Records 
 
All records of reports and investigations of workplace violence are kept for a minimum 
period of five years following the report. 
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Policy  
 
The Town of Gananoque and its labour representatives are committed to providing a 
safe and respectful work environment for staff, volunteers and clients. 
 
The Town of Gananoque does not tolerate harassment in the workplace perpetrated by 
or against staff, volunteers and clients or other third parties.  
 
The Ontario Human Rights Code, the Canada Labour Code and the Occupational 
Health and Safety Act, as amended, protect individuals from harassment and the 
Criminal Code protects individuals from physical and sexual assault.   
 
This policy applies not only during working time, but to any activities on or off of Town 
premises during or outside of work time which could reasonably be associated with the 
workplace. 
 
The Town of Gananoque will treat all complaints of harassment seriously, whether they 
are made informally or formally.  The Town will undertake to act on all complaints to 
ensure that they are resolved quickly, confidentially and fairly.   
 
Discrimination is a form of harassment but this policy will not deal with this issue. For 
further information refer to Workplace Discrimination Policy – HR-600-05 
 
Objective 
 
This policy applies to all staff, volunteers and clients, or other third parties to the Town 
of Gananoque.  The purpose of this policy is to establish procedures to minimize or 
prevent harassment in the workplace; to foster the safety and security of Town of 
Gananoque staff, volunteers and clients, or other third parties at our work sites; and to 
assure Employees reporting incidents that the alleged matter will be treated 
confidentially and may be reported without fear of retaliation or reprisal. 
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Definitions 
 
Harassment means engaging in a course of vexatious comment or conduct against a 
worker in a workplace that is known or ought reasonably to be known to be unwelcome 
and/or related to one of the protected grounds in the Human Rights Code. 
 
Examples of harassment include: 


• Unwelcome remarks, slurs, jokes, taunts, or suggestions  
• Unwelcome sexual remarks, leering (suggestive staring) or other offensive 


gestures invitations, or requests (including persistent, unwanted contact after the 
end of a relationship) 


• Displays of explicit, or other offensive or derogatory material 
• Written or verbal abuse or threats 
• Practical jokes that embarrass or insult someone 
• Unwelcome physical contact  
• Patronizing or condescending behaviour 
• Humiliating an employee in front of co-workers 
• Abuse of authority that undermines someone’s performance or threatens his/her 


career 
 
Harassment is not: 


• Consensual banter or relationships (Two or more employees bantering back and 
forth do not represent harassment if everyone involved is in agreement.  But if 
any employee feels uncomfortable with this behaviour and the behaviour 
continues even after that person has expressed their discomfort, or if the other 
involved should have known the person was uncomfortable, then it is 
harassment.  This type of harassment can create what is known as a “poisoned 
work environment”, where employees do not feel safe and feel consistently 
humiliated.) 


• Employees flirting with each other or becoming involved in a romantic or sexual 
relationship are not harassing each other, as long as the relationship is 
consensual (If one of the employees changes his/her mind, and the other person 
persists in trying to continue the relationship, this is harassment) 


• Legitimate management intervention 
• Fair, consistent and appropriate performance reviews, counseling and discipline  
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Bullying is a form of harassment and means a repeated pattern of intentional 
inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, 
performed by one or more persons against another person or group of people, which 
could reasonably be regarded as undermining the individual’s right to dignity at work. 
 
Bullying Tactics include but are not limited to: 


• Falsely accusing target of “errors” not made 
• Nonverbal intimidation 
• Discounting target’s thoughts and feelings in meetings 
• Silent treatment 
• Inconsistent emotional behaviour  
• Disregarding satisfactory or excellent work 
• Rumours or gossip  
• Singling out and isolating 
• Verbal aggression 
• Stealing credit for work done 
• Abusing the evaluation process 
• Being "insubordinate”  
• Misusing confidential information 
• Retaliation 
• Sabotage  
• Stalking or spying  


 
Workplace means any place where business or work-related activities are conducted. It 
includes, but is not limited to, the physical work premises (e.g., offices, facilities and 
ferry), work-related social functions (e.g. parties, golf games, etc.), work responsibilities 
outside Town of Gananoque’s offices, work-related travel and work-related conferences 
or training sessions, etc. 
 
Prevention 
 
The Town of Gananoque shall establish program to reduce the risk of harassment in the 
workplace which is found in the Workplace Violence Prevention Policy – HR-600-02. 
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Roles and Responsibilities: 
 
Employer: 
 


• Offer its full support to any Employee experiencing harassment in the workplace  
 
• Investigate all complaints of harassment promptly and thoroughly 
 
• Administer disciplinary action up to and including termination as appropriate to 


Employees who harass others 
 
• Minimize the risk of harassment where reasonably possible 


 
• Ensure Employees are trained to: 


i. recognize harassment 
ii. follow the procedures and policies developed to minimize risk 
iii. respond to incidents appropriately and 
iv. report and document such incidents 


 
Management (Manager/Supervisor): 
  


• Do everything reasonable to stop harassment, whether or not a complaint has 
been made, as soon as harassment in his/her work area is identified 


 
• Will be held responsible if he/she should have known the harassment was going 


on and allows the situation to continue 
 
• Will be held legally responsible if harassment is ignored and will face discipline 


by the Employer 
 


More specifically, Management is responsible for: 
 


a) Promoting a positive, harassment-free work environment and intervening 
when problems occur 


b) Dealing with inappropriate actions that come to his/her attention 
c) Tracking and reporting incidents of harassment to the Joint Health and Safety 


Committee and the Employer 
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d) Ensuring proper health care is offered to anyone involved in an incident and 
for securing the safety of Employees before investigating the incident or 
taking reports 


e) Cooperating with police, Town investigators or other authorities, as required 
during any investigation related to workplace harassment 


 
Employee: 
   


• Inform any Management member or Union Representative of any harassment 
he/she experiences or witnesses.  


 
• Report to Management any incidents of harassment, according to the procedures 


set out in this policy 
 
• Participate in any training or information sessions provided by the Town to 


reduce harassment 
 
• Cooperate with the police, Town investigators or other authorities as required 


during any investigation related to workplace harassment 
  
Rights   
 
Complainant: 
 


• To file a complaint and have it dealt with promptly, without fear of embarrassment 
or reprisal 


 
• To have a person of your choice accompany you during the process 
 
• To make sure that no record of the complaint is placed on your personnel file, as 


long as it was made in good faith 
 
• To be informed about the progress of your complaint 
 
• To be informed of completion of the investigation 
 
• To receive fair treatment 
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Respondent: 
 


• To be informed of the complaint 
 
• To be given the opportunity to respond allegations 
 
• To have a person of your choice accompany you during the process 
 
• To be informed about the progress of the complaint 
 
• To receive fair treatment 


 
Procedure 
 
General 
 
Employees are encouraged to attempt to resolve their concerns by direct 
communication with the person(s) engaging in the unwelcome conduct or harassing 
behaviour.  Where an Employee feels confident or comfortable in doing so, he/she 
should communicate his/her disapproval in clear terms to the person(s) whose conduct 
or comments are offensive. 
 
The Employee should keep a written record of the date, time, details of the conduct and 
witnesses, if any. 
 
Employees who are not confident or comfortable with direct communication and who 
believe they are subjects of harassment, or become aware of situations where such 
conduct may be occurring, must report these matters to a Management member, union 
representative or Human Resources. 
 
If informal attempts at resolving the issue are not appropriate, or prove to be ineffective, 
a formal complaint may be filed.  To file a formal complaint: 
 


a) Provide a letter of complaint that contains a brief account of the offensive 
incident (i.e. when it occurred, the persons involved, and names of 
witnesses, if any). The letter shall also include the remedy sought and be 
signed and dated by the person complaining; 
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b) File the complaint with Management or Human Resources; and 
c) Cooperate with those responsible for investigating the complaint. 


 
Reporting and Investigation 
 
This section provides an overview.  For further details on the investigation procedure, 
please see Investigation Procedure – HR-600-06. 
 
Each and every incident of harassment in the workplace shall be reported immediately 
to Management, a union representative or Human Resources. 
 
All complaints shall be handled in a confidential manner. Information concerning a 
complaint, or action taken as a result of the investigation, will not be released to anyone 
who is not involved with the investigation. 
 
An investigation team shall assess and investigate the incident immediately and, 
 


• Determine if mediation is appropriate and if so, mediate or arrange for mediation 
of the situation 


• Contact the authorities as soon as possible (police or Ministry of Labour, where 
appropriate), to report the incident 


• Conduct the appropriate investigation immediately; and keep detailed notes of 
facts, times, witnesses, and witness accounts 


• Write a report outlining the details, facts and witnesses of the incident and submit 
the report to the Joint Health and Safety Committee and any other parties 
required by law 


  
If the perpetrator is an Employee, Management shall apply appropriate disciplinary 
measures based on the facts of the incident and the perpetrator’s employment record.  
 
Report of the Investigation 
 
An investigative written report will be submitted to the CAO that shall include: 
 


• Decision 
• Possible separation of the complainant and alleged harasser 
• Remedies for the victim 
• Corrective action 
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Disciplinary Action 
 
Disciplinary action for violations of this policy will take into consideration the nature and 
impact of the violations, and may include a verbal or written reprimand, suspension 
(with or without pay) or termination (with or without notice) as appropriate based on the 
facts of the incident and the perpetrator’s employment record.  
 
In all cases, other than dismissal, the harasser will also be required to attend an 
intensive anti-harassment training session. 
 
If the investigation does not find evidence to support the complaint, there will be no 
documentation concerning the complaint placed in the file of the alleged harasser.  
When the investigation reveals harassment occurred, the incident and discipline 
imposed on the harasser, will be recorded in the harasser’s file. 
 
Investigation Follow-up 
 
A written report on the investigation results will be provided to the appropriate parties.  
 
Results will be analyzed by the parties, and recommendations as well as actions must 
be taken to reduce as many risks as can be reasonably removed such as adapting work 
arrangements and the work environment to employee training and education.  
 
Unsubstantiated Complaints 
 
If a person, in good faith, files a harassment complaint that is not supported by evidence 
gathered during an investigation, that complaint will be dismissed and no record of it will 
be put in the accused harasser’s file.  As long as the complaint was made in good faith 
there will be no penalty to the person who complained, and no record in her or his file. 
 
Confidentiality 
 
The Town of Gananoque will not disclose a complainant’s or respondent’s name, or any 
circumstances related to a complaint, to anyone, except as necessary to investigate the 
complaint or take disciplinary action related to the complaint, or as required by law.   
Management involved in a complaint is reminded to keep all information confidential, 
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except in the above circumstances.  Any breach of confidentiality will be sanctioned up 
to and including dismissal. 
 
Retaliation 
 
Retaliation is considered a serious disciplinary breach.  Anyone who retaliates in any 
way against a person who has complained of harassment, given evidence in a 
harassment investigation, or been found guilty of harassment, will themselves be 
considered guilty of harassment and penalized accordingly.  The possible penalties are 
the same as those assessed against harassers. 
 
Malicious Reporting 
 
In the event that the complaint was made in bad faith (with malicious intent to harm 
another person’s reputation that person will be disciplined and a record of the incident 
will be put in her or his file. 
 
Penalties for someone who complains in bad faith will be the same as for a case of 
harassment and will depend on the seriousness of the situation.   
 
Education 
 
All new Employees will receive a copy of this Policy and all other related policies during 
that Employee’s documentation and orientation process. 
 
This Policy shall be posted so that it is available to all Employees. 
 
All Employees will be educated and trained on the Workplace Harassment Policy. 48 
Workplace violence and harassment prevention 
The training program for Employees shall include: 
 


a) The means to recognize harassment; 
b) Procedures, work practices, administrative arrangements and engineering 


controls that have been developed to minimize or eliminate harassment; 
c) The appropriate responses of Employees to incidents of harassment, 


including how to obtain assistance; and 
d) Procedures for reporting incidents of harassment. 
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Management will also be trained to safely supervise all Employees. 
 
Review 
 
The Employer and its Unions will monitor this policy and make adjustments where 
necessary to ensure it remains effective.  It will be reviewed annually.  Any Employee 
concerns with the policy should be brought to the attention of Management.  Comments 
are always welcome.   
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Policy  
 
The Town of Gananoque is committed to providing a safe, healthy, respectful and 
supportive working environment by treating its Employees with respect, fairness and 
sensitivity.  
 
The Town of Gananoque does not tolerate domestic violence in the workplace 
perpetrated by or against staff, volunteers, and clients or other third parties.  
 
The Town of Gananoque recognizes that home and work issues cannot always be 
separated and domestic violence can impact greatly on the working life of someone who 
is being abused.  Domestic violence can result in the deterioration of an Employee’s 
performance, increased absenteeism or poor timekeeping, threatening job prospects 
and job security.  People experiencing domestic violence are especially vulnerable once 
they attempt to leave abusive partners and may become vulnerable going to or coming 
from work or while they are at work as the abuser knows where they can be located.  
This can give rise to health and safety issues and an increased risk of workplace 
violence. 
 
The Town of Gananoque is committed to assisting its Employees experiencing domestic 
violence wherever possible and to create a safe and supportive environment.  The 
Town of Gananoque recognizes that supporting its Employees experiencing domestic 
violence is also of benefit to the organization, helping it to ensure the health, safety and 
welfare of the workforce and reduce absence-related costs and increase productivity. 
 
The Town of Gananoque is committed to the principle that domestic violence is 
unacceptable behaviour and that everyone has a right to live free from fear and abuse.  
Where domestic violence occurs or has the potential to occur in the workplace, the 
paramount consideration of the Town of Gananoque is to ensure the health and well-
being of its Employees. 
 
Objective 
In compliance with the Occupational Health and Safety Act, as amended, the purpose of 
this policy is to define domestic abuse, recognize how it impacts the workplace, and to 
establish roles and responsibilities if domestic violence is being experienced or 
perpetrated by a Town of Gananoque Employee. 
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Guiding Principles: 
 
The Town of Gananoque will: 
 


• Commit to early intervention by identifying ways of creating a supportive 
environment 


 
• Create confidential mechanisms for employees experiencing domestic violence 


to seek help and information 
 
• Offer ongoing support to employees experiencing domestic violence including 


time off for counseling, visits to a solicitor or support agencies, for re-housing or 
re-organizing childcare 


 
• Relocate or redeployment, if possible, where this would be appropriate and 


supportive of the employee 
 
• Train and educate staff on domestic violence involving some basic awareness 


training for all staff and more detailed training for managers and supervisors 
 
• Provide resources within the workplace, such as posters, to raise awareness 


about domestic violence help-lines and other support services 
 
• Provide mechanisms for monitoring and reviewing the policy’s effectiveness 


and for regularly updating information on help available and how to contact 
support services. 


 
The Town of Gananoque recognizes that it does not offer domestic violence counselors 
and therefore will not promise more than it is able to provide in the way of support 
particularly if it may be putting it or others into a dangerous situation.  
 
Definitions 
 
Domestic Violence (also known as Domestic Abuse or Spousal Abuse) occurs when 
a family member, partner or ex-partner attempts to physically or psychologically 
dominate another.   Domestic violence often refers to violence between spouses, or 
spousal abuse but can also include cohabitants and non-married intimate partners.  
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Domestic violence occurs in all cultures; people of all races, ethnicities, religions, sexes 
and classes can be perpetrators of domestic violence.  
 
Domestic violence is perpetrated by both men and women. 
 
Physical Violence is the intentional use of physical force with the potential for causing 
injury, harm, disability, or death, for example, hitting, shoving, biting, restraint, kicking, 
or use of a weapon. 
 
Sexual Violence and Incest are divided into three categories: 


• Use of physical force to compel a person to engage in a sexual act against his 
or her will, whether or not the act is completed;  


• Attempted or completed a sex act involving a person who is unable to 
understand the nature or condition of the act, unable to decline participation, or 
unable to communicate unwillingness to engage in the sexual act, e.g., 
because of underage immaturity, illness, disability, or the influence of alcohol or 
other drugs, or because of intimidation or pressure;  


• Abusive sexual contact.  
 
Emotional Abuse (also called Psychological Abuse) can include humiliating the victim, 
controlling what the victim can and cannot do, withholding information from the victim, 
deliberately doing something to make the victim feel diminished or embarrassed, 
isolating the victim from friends and family, and denying the victim access to money or 
other basic resources. 
 
Economic Abuse is when the abuser has complete control over the victim's money and 
other economic resources.  Usually, this involves putting the victim on a strict 
"allowance," withholding money at will and forcing the victim to beg for the money until 
the abuser gives them some money.  This also includes (but is not limited to) preventing 
the victim from finishing education or obtaining employment, or intentionally 
squandering or misusing communal resources. 
 
Stalking is often included among the types of Intimate Partner Violence. Stalking 
generally refers to repeated behaviour that causes victims to feel a high level of fear.  
 
Creating a Safe Work Environment 
 
The Town of Gananoque is aware that there may be additional issues facing employees 
and additional barriers to seeking help because of their ethnic background, religion, 
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age, sexual orientation or disability which might make them feel more vulnerable when 
talking about their situation. 
 
In order to encourage disclosure and/or discussion of domestic abuse, the Town of 
Gananoque will be committed to: 
 


• Creating an environment where employees feel safe and able to talk about 
issues that are affecting them 


 
• Providing information about the policy to staff e.g. on notice boards, in 


washrooms, and in staff areas. 
 
• Prioritizing safety through exploring with individuals experiencing domestic 


violence with the steps they can take to increase their personal safety 
 
• Taking time to talk to the employee and ensuring that any discussions take 


place in private 
 
• Providing a sensitive, non-judgemental response that includes providing details 


of the support systems that are available 
 
• Respecting the confidentiality of the individual concerned, with the exception of 


when there are concerns about the safety of children, or unlawful activity has 
been disclosed 


 
Identifying Domestic Violence in the Workplace 
 
Signs of violence should not be ignored, but Employees should not be pressured into 
disclosing any personal information that they do not feel comfortable sharing. 
 
Possible signs of domestic violence include, but are not limited to: 
 


• Late or high absenteeism rate without explanation 
• Uncharacteristic depression, anxiety, distraction or problems with concentration 
• Changes in the quality of work performance for no apparent reason 
• The receipt of repeated upsetting calls/faxes/e-mails, or the individual being a 


victim of vandalism or threats 
• Obsession with time 
• Needing regular time off for appointments 
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• Repeated injuries, or unexplained bruising or explanations that do not fit the 
injuries displayed 


• Increased hours being worked for no apparent reason 
 


Roles and Responsibilities 
 
Employer 
 
The Town of Gananoque is to ensure the health and well-being of employees and to 
ensure that, where appropriate, perpetrators of domestic violence are challenged and 
held accountable.  
 
Management (Manager/Supervisor) 
 


• Assess the risk of domestic violence among Town of Gananoque Employees 
and minimizing that risk where reasonably possible 
 


• Investigate and document all known or suspected incidents of domestic 
violence in accordance with the Town of Gananoque Policy – Investigation 
Procedure – HR-600-06 
 


• Facilitate medical attention or other suitable supports for the individuals 
experiencing domestic violence and securing his/her safety 
 


• Ensure that all Employees are appropriately trained to increase awareness of 
domestic violence, its signs, and response procedures  
 


• Review all reports of domestic violence and/or threats of domestic violence in a 
prompt, objective and sensitive manner including review of all investigations 
associated with domestic violence-related incidents 
 


• Take immediate measures to respond appropriately to all reported incidents of 
domestic violence against employees and to notify the appropriate authorities 
of such reports 
 


• Support staff who are being subjected to or have been victims of domestic 
violence 
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• Ensure that any staff member who may be perpetrating abuse during work time 
is made accountable and dealt with accordingly 


 
• Track and analyze incidents for trends and prevention initiatives 


 
Employee 
 


• Understands and complies with this statement of policy and all related 
procedures 
 


• Participates in education and training programs that are offered in order to 
increase awareness of the risk of domestic violence and its effect on the 
workplace 
 


• Responds to disclosure or witnessing/suspecting of any incident of domestic 
violence 
 


• Assists in maintaining a safe work environment 
 


• Cooperates with the police, the Town of Gananoque’s internal or external 
investigation team and/or other authorities during an investigation of domestic 
violence  
 


• Seeks medical attention when necessary 
 
Joint Health and Safety Committees (JHSC) 
 


• Assists with the monitoring and evaluation of the Domestic Violence Policy 
 
Perpetrators of Domestic Violence/Abuse 
 
The Town of Gananoque recognizes that perpetrators of domestic violence/abuse might 
use workplace resources such as telephone, fax or e-mail to threaten, harass or abuse 
their current or former partners, and may involve other colleagues, who may or not be 
aware of their motives, in assisting them. 
 
The Town of Gananoque will consider action against any domestic violence perpetrator 
upwards and including dismissal in addition to the contacting police. 
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Unsubstantiated complaints 
 
If a person, in good faith, files a domestic violence complaint that is not supported by 
evidence gathered during an investigation, that complaint will be dismissed and no 
record of it will be put in the accused file.  As long as the complaint was made in good 
faith there will be no penalty to the person who complained, and no record in her or his 
file. 
 
Confidentiality 
 
The Town of Gananoque will not disclose a complainant’s or respondent’s name, or any 
circumstances related to a complaint, to anyone, except as necessary to investigate the 
complaint or take disciplinary action related to the complaint, or as required by law.  
Managers involved in a complaint are reminded to keep all information confidential, 
except in the above circumstances. Any breach of confidentiality will be sanctioned up 
to and including dismissal. 
 
Retaliation 
 
Retaliation is considered a serious disciplinary breach.  Anyone who retaliates in any 
way against a person who has complained of harassment, given evidence in a domestic 
violence investigation, or been found guilty of domestic violence, will themselves be 
considered guilty of harassment and penalized accordingly.  The possible penalties are 
the same as those assessed against harassers. 
 
Malicious Reporting 
 
In the event that the complaint was made in bad faith (with malicious intent to harm 
another person’s reputation) that person will be disciplined and a record of the incident 
will be put in his/her file. 
 
Penalties for someone who complains in bad faith will be the same as for a case of 
harassment and will depend on the seriousness of the situation. 
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Policy  
 
The Ontario Human Rights Code (the "Code") states that it is public policy to recognize 
the inherent dignity and worth of every person, and to provide for equal rights and 
opportunities without discrimination.  
 
The Town of Gananoque’s policies state that dealings between Employees at all levels 
of the organization are to be based on high standards of justice and integrity.  The Town 
strives to create work environments where all individuals are treated fairly, with 
complete respect, and where personnel decisions are clearly made on the basis of job 
qualifications, competency and merit. 
 
The Town of Gananoque does not tolerate discrimination in the workplace perpetrated 
by or against staff, volunteers and clients or other third parties.  
 
Although harassment is a form of discrimination, this policy will not deal with this 
specific form. For specific information on workplace harassment, refer to the Town of 
Gananoque’s Workplace Harassment Policy – HR-600-03. 
 
Objective 
 
The objective of this policy is to establish procedures to minimize or prevent 
discrimination in the workplace; and to foster equality and fair treatment of Employees, 
contractor, members of the public and visitors to Town work sites.   
 
Scope  
 
This policy applies to all Employees of the Town of Gananoque, contractors, members 
of the public and visitors to the Town of Gananoque. 
 
Definitions 
 
Discrimination means unfair treatment because of ancestry, ethnic origin, colour, race, 
religion, citizenship, place of origin, sex (including pregnancy and gender identity), 
disability (including mental and physical disabilities), age, sexual orientation as well as 
family or marital status (opposite or same sex partners).  
 


 1/5  







 
 
   
Human Resources – Workplace Discrimination Prevention  


Policy Type:  Human Resources 
Policy # HR-600-05 
Approved By Council on: 
  
 
By-Law #  


 
Workplace means any place where business or work-related activities are conducted. It 
includes, but is not limited to, the physical work premises (e.g., offices or plants), work-
related social functions (e.g., parties, golf games, etc.), work assignments outside the 
Town of Gananoque’s offices, work-related travel and work-related conferences or 
training sessions. 
 
Roles and Responsibilities 
 
Employer  
 
The Town of Gananoque will not tolerate discrimination under any circumstances. Any 
Employee experiencing discrimination has the full support of the Town in resolving the 
issue.  All complaints of discrimination will be promptly and thoroughly investigated.   
  
Management (Manager/Supervisor) 
 


• Provide a work environment that is free from discrimination, including actively 
promoting a positive, discrimination-free work environment and intervening when 
problems occur 


 
• Deal with inappropriate actions of others that come to their attention 


 
• Cooperating with Town investigators or other authorities, as required during any 


investigation related to workplace discrimination 
 
Employee 
 


• Informs Management of any discrimination he/she experiences or witnesses  
 


• Reports to Management any incidents of discrimination, according to the 
procedures set out in this policy 


 
• Attends any training or information sessions provided by the Employer to reduce 


discrimination 
 


• Cooperates with Town investigators or other authorities as required during any 
investigation related to workplace discrimination 
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Procedure 
 
General 
 
Employees are encouraged to attempt to resolve their concerns by direct 
communication with the person(s) engaging in the discriminating behaviour.  Where 
employees feel confident or comfortable in doing so, they should communicate their 
disapproval in clear terms to the person(s) whose conduct or comments are offensive. 
 
The Employee should keep a written record of the date, time, details of the conduct and 
witnesses, if any. 
 
Employees who are not confident or comfortable with direct communication and who 
believe they are subjects of discrimination, or become aware of situations where such 
conduct may be occurring, must report these matters to his or her Supervisor, Manager, 
Union Representative or EAP Counselor. 
  
If informal attempts at resolving the issue are not appropriate, or prove to be ineffective, 
a formal complaint may be filed.  
 


To file a formal complaint: 
 


a) Provide a letter of complaint that contains a brief account of the offensive 
incident (i.e., when it occurred, the persons involved, and names of 
witnesses, if any)  


b) File the complaint with a Management member 
c) Cooperate with those responsible for investigating the complaint 


 
Reporting and Investigation 
 
This section is an overview of the investigation procedure.  For further details on the 
investigation procedure please review Town of Gananoque Policy – Investigation 
Procedure – HR-600-06. 
 
All complaints of discrimination shall be handled in a confidential manner.  Information 
concerning a complaint, or action taken as a result of the investigation, will not be 
released to anyone who is not involved with the investigation. 
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The CAO or designate shall assess the complaint and determine if an investigation into 
the complaint is warranted  
 
In the event an investigation is warranted, an Investigation Team will be established for 
the investigation process. 
 
Interviews will be held with the complainant, witnesses and accused to establish the 
facts of the complaint. 
 
Upon completion of the interviews the Investigation Team will determine the likeliness of 
the complaint as to whether or not it occurred. 
 
A written report of the findings will be provided to the CAO or designate for review and 
determination of any potential disciplinary action. 
 
Disciplinary Action 
 
Disciplinary action for violations of this policy will take into consideration the nature and 
impact of the violations, and may include a verbal or written reprimand, suspension 
(with or without pay) or termination (with or without notice). Reference will be made to 
the Discipline Policy – HR-300-01 when determining disciplinary action relating to this 
policy. 
 
Unsubstantiated Complaints 
 
If a person, in good faith, files a harassment complaint that is not supported by evidence 
gathered during an investigation, that complaint will be dismissed and no record of it will 
be put in the accused harasser’s file.  As long as the complaint was made in good faith 
there will be no penalty to the person who complained, and no record in her or his file. 
 
Confidentiality 
 
The Town of Gananoque will not disclose a complainant’s or respondent’s name, or any 
circumstances related to a complaint, to anyone, except as necessary to investigate the 
complaint or take disciplinary action related to the complaint, or as required by law.  
Managers involved in a complaint are reminded to keep all information confidential, 
except in the above circumstances. Any breach of confidentiality will be sanctioned 
upward and including dismissal. 
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Retaliation 
 
Retaliation is considered a serious disciplinary breach.  Anyone who retaliates in any 
way against a person who has complained of harassment, given evidence in a 
harassment investigation, or been found guilty of harassment, will themselves be 
considered guilty of harassment and penalized accordingly.  The possible penalties are 
the same as those assessed against harassers. 
 
Malicious Reporting 
 
In the event that the complaint was made in bad faith (with malicious intent to harm 
another person’s reputation) that person will be disciplined and a record of the incident 
will be put in her or his file. 
 
Penalties for someone who complains in bad faith will be the same as for a case of 
harassment and will depend on the seriousness of the situation. 
 
Education 
 
All new Employees will receive a copy of this Policy and all other related policies during 
that Employee’s documentation and orientation process. 
 
This Policy shall be posted so that it is available to all Employees. 
 
Review  
 
All aspects of the discrimination prevention plan including the policies will be reviewed 
annually to ensure the plan is effective. 
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Policy  
 
The Town of Gananoque is committed to investigating any formal complaint of 
workplace violence, domestic abuse, harassment and discrimination.  It is committed to 
a workplace of respect and dignity where Employees know they can come to 
management to report such incidents and know they will be appropriately dealt with in a 
consistent manner.   
 
The Town of Gananoque supports zero tolerance for all types of workplace violence, 
domestic violence, harassment and discrimination within the workplace or at work 
related activities.  The Town is committed to control and minimize the risk of workplace 
violence and to support Employees who may be exposed to workplace violence. 
 
This Investigation Policy applies to the following policies: 
 


• Workplace Violence Prevention – HR-600-02 
• Workplace Harassment Prevention – HR-600-03 
• Domestic Violence Prevention – HR-600-04 
• Workplace Discrimination Prevention – HR-600-05 


 
Objective 
 
To treat Employees (including volunteers, and clients) with respect, fairness and 
sensitivity by investigating their complaints in a consistent manner to foster a healthy 
work environment. 
 
Roles and Responsibilities 
 
Employer 
 


• Provide Management with the appropriate training to accept reports of 
workplace violence, domestic violence, harassment and discrimination 


• Provide Management with the appropriate training and resources to investigate 
complaints of workplace violence, domestic violence, harassment and 
discrimination 


• Create and maintain appropriate policies for consistent investigation for 
Employee complaints 
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• Review all reports of violence and/or threats of violence in a prompt, objective 
and sensitive manner, including investigation reports 


• Take appropriate corrective and disciplinary action 
• Provide appropriate response measures 


 
Management (Manager/Supervisor) 
 


• Initiate investigations for all formal reports of workplace violence, domestic 
violence, harassment and discrimination 


• Notify the CAO of all reports of workplace violence, domestic violence, 
harassment or discrimination lodged 


• Facilitate an unbiased investigation, through an Investigation Team made up of 
two members (one of whom may be from Human Resources), of all incidents of 
workplace violence, domestic abuse, harassment or discrimination using the 
Investigation Procedure (detailed below); 


• Complete the necessary paperwork required of the Investigation Process 
• Contact the police department as required when a criminal act is alleged to have 


taken place on Town property or at off-site events 
• Maintain confidentiality throughout the process 
• Ensure that debriefing is completed for those either directly or indirectly involved 


in the incident 
 
Human Resources 
 


• Provides support to Management throughout the process of accepting and 
investigating complaints 


• Participates as an Investigation Team member where appropriate 
• Assists with the arrangements to contract with an external investigator as 


required 
• Ensures that this and related policies are reviewed regularly to ensure 


compliance with appropriate legislation 
 
Investigation Team 
 


• Leads the investigation in an unbiased manner 
• Assigns one member to be the interviewer and the other to be the scribe 
• Provides a report of its findings to the CAO or designate 
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Employee (Complainant) 
 


• Reports all incidents of violence and/or threats of violence to any manager/ 
supervisor immediately 


• Complies with all policies and related procedures 
• Participates in the investigation process 
• Seeks appropriate support from available resources when confronted with 


violence or threats of violence 
 
Investigation Procedure 
 
1. Reporting 


• The Employee reports the complaint to Management (any manager/supervisor). 
 
2. Staging 


• Prior to receiving the complaint, Management must use and explain the 
C.A.R.E. method for receiving the complaint: 


o C→ Confidentiality 
Outline the commitment to confidentiality and preserving the integrity of 
the complaint process.  All parties must sign a Confidentiality Statement. 
o A→ Accountability 
Knowledge = Accountability and therefore Management, with knowledge, 
has a responsibility to act. 
o R→ Retaliation 
Remind the Employee that he/she is free from retaliation from individuals 
involved in the process to the best of our ability. 
o E→ Expectations 
Clarify who the Employee has talked to and when, determine outcome, 
explain process. 


• Willingness to Proceed – after the C.A.R.E. has been explained, the 
manager/supervisor needs to ask the complainant if he/she is prepared to 
proceed. 


• Once the complainant has agreed to proceed, the manager/supervisor may 
accept the complaint. 


 
3. Accepting the Complaint 


• Management must take every complaint/incident seriously and 
o Offer support to all complainants 
o Encourage the Employee to talk about the incident or concern 
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o Consider the Employee’s well-being 
o Provide counselling when necessary 
o Involve the Employee when creating solutions to address the concern 


• Management must write down the complaint as the Employee is explaining the 
situation, highlighting who, what, when, where, and the resolution, encouraging 
the Employee to provide as much detail as possible; 


• Management must make sure the discussion is date- and time-stamped.   
• Management must immediately notify the Department Head, CAO and Human 


Resources of the report who is responsible for immediately establishing the 
Investigation Team 


• The Investigation Team must follow up, possibly the same day, depending on 
severity of the allegations 


• The Employee must provide a written report of the complaint and deliver it to 
Management by an assigned date. 


 
4. Notification 


• Human Resources will coordinate the preparation and delivery of a letter signed 
by Management advising the accused that a complaint has been lodged against 
him/her and what is expected of him/her during the investigation. 


• Human Resources will coordinate the preparation of a letter to the witness(es) 
signed by Management explaining that a complaint has been lodged and he/she 
has been named as a witness and what is expected of him/her during the 
investigation. 


• Human Resources will coordinate the preparation of a letter to the complainant 
signed by Management acknowledging receipt of the complaint and the 
investigation steps. 


  
5. Assessing the Complaint 


• The Investigation Team will: 
o Assess the complaint in an unbiased manner 
o Identify the nature of the complaint and issues as presented 
o Review all applicable policies and the legislation, if necessary, to 


ensure a full understanding of the framework within which the 
complaint is considered 


 
6. Evidence Collection 


• The Investigation Team will: 
o Collect the necessary documents to further review the allegations of 


the Employee (e.g. documentation, photos, sketches, policies and 
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procedures, emails, visitor logs, phone records, equipment, 
assignment sheets, regulations, legislation, swipe cards, etc.) 


o Review any and all documentation that may be available 
 
7. Interviews 


• The Investigation Team will: 
o Interview the Employee first to establish the facts of the complaint and 


to gather more information; 
o Interview the witness(es) after the complainant to establish the facts 


provided by the Employee; 
o Interview the accused last, providing him/her with an opportunity to 


respond to the complaint.  
 
8. Evaluating Evidence 


• The Investigation Team will evaluate all the evidence that has been gathered 
during the course of the investigation and make a determination as to the 
likeliness of the complaint. 


• The evidence and resulting outcome must be considered within the applicable 
Town policies and the relevant legislation. 


 
9. Report 


• The Investigation Team will submit a report to the Department Head and CAO 
detailing the investigation undertaken including any recommendations for action. 


 
10. Outcome 


• Notification to the complainant will be provided upon conclusion of the 
investigation.  Information pertaining solely to the findings will be provided.  No 
disciplinary outcomes will be discussed. 


• Notification to the accused will be provided upon conclusion of the investigation 
including any disciplinary action or training required. 


• Notification to the witness(s) will be provided that the investigation has 
concluded. 


• Any disciplinary action will be as per the Town of Gananoque Discipline policy – 
HR-02-02. 


 
Retaliation 
 
No report of workplace violence, domestic violence, harassment or discrimination can 
be the basis of reprisal against the reporting Employee.  Any failure to respect this 
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prohibition against retaliation will be taken seriously and will be sanctioned upward and 
including dismissal.  This is inclusive of malicious reporting.  Malicious reporting is 
extremely serious and will not be tolerated and is a serious offence. 
 
Confidentiality 
 
The Town of Gananoque will not disclose the names of any person involved with a 
complaint (the Employee, the witnesses or the accused) , or any circumstances related 
to a complaint, to anyone, except as necessary to investigate the complaint or take 
disciplinary action related to the complaint, or as required by law.  All persons involved 
with an investigation can be expected to complete confidentiality statements when 
deemed necessary (copy appended).  Management involved with a complaint is 
reminded to keep all information confidential, except in the above circumstances.  Any 
breach of confidentiality will be sanctioned upward and including dismissal.   
 
 


 6/6  







 
 
   
Human Resources – Investigation Procedure - Confidentiality 
Statement   


Policy Type:  Human Resources 
Policy # HR-600-06 
Approved By Council on: 
  
 
By-Law #  


 
CONFIDENTIALITY STATEMENT 


 
Confidentiality as defined under the Investigation Procedure – HR-600-06 will be 
maintained ensuring that information is accessible only to those authorized to have 
access. 
 
In order to preserve the integrity of this investigation discussed on ________________ 
(insert date), all parties are being requested to sign a statement ensuring that 
confidentiality will be strictly maintained.  This process and any information shared 
(verbally or in writing) is to be kept confidential and not to be discussed during or after 
the process with anyone including co-workers or any other persons on staff, with the 
exception of Human Resources, legal counsel, union representation or the police. 
 
Any breach of confidentiality will result in serious consequences upward and including 
dismissal. 
 
Moreover, any act of retaliation as a result of this process will be taken seriously and 
acted upon by the organization with discipline upwards and including dismissal. 
 
In addition to maintaining confidentiality, there is an expectation that all statements 
made either verbally or in writing during this process will be true and accurate. 
 
 
Signed on: ________________________________ 
               (Date) 
 
 
Print Name:      Signature: 
 
____________________________  ________________________________ 
 
 
Print Name (Witness):    Signature: 
 
____________________________  ________________________________ 
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Policy  
 
The Town of Gananoque is committed to providing a safe workplace for its employees, 
its clients, residents, and the public.  Equally important to the Town is the promotion of 
employee health and well-being.  The use of drugs (both legal and illegal, as explained 
below) and alcohol, both on and off the job, can jeopardize employee health, safety and 
well-being as well as adversely affect job performance. 
 
The Town has adopted the following policy to establish and maintain a safe workplace 
and a healthy and efficient workforce free from the effects of drug and alcohol use. 
 
Objective 
 
The intent of this policy is to: 
 


a) establish and maintain a workplace which is free of the negative effects of drug 
and/or alcohol use 


b) clarify the respective responsibilities of the Town and its employees to ensure a 
workplace which is free of the negative effects of drug and/or alcohol use 


c) implement appropriate corrective disciplinary action up to and including 
dismissal where employees violate this policy 


d) identify, assist and, where appropriate, accommodate employees who are 
identified as having a drug and/or alcohol related disability. 


 
Procedure 
 
The use, sale, distribution or possession of alcohol and/or illegal drugs while on the job 
or at the workplace is cause for dismissal. 
 
Reporting for work while under the influence of alcohol and/or illegal drugs may lead to 
discipline up to and including dismissal.  The employee will not be allowed to work 
his/her shift and will be sent home immediately. 
 
An employee is not to be at work when his/her judgment is impaired or his/her 
behaviour is inappropriate due to the use of over-the-counter or legally prescribed 
drugs.  If an employee is undergoing prescribed medical treatment with drugs, which 
are likely to impair his/her performance, he/she should promptly report this treatment to 
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his/her immediate supervisor.  Failure to report may lead to discipline up to and 
including dismissal. 
 
Being unfit for scheduled work due to the use or after-effects of illegal drugs or alcohol 
may lead to discipline up to and including dismissal. 
 
Employees returning to work after seeking treatment for drug and/or alcohol 
dependency may be subject to conditions of reinstatement including regular attendance 
at work, satisfactory work performance or any other conditions deemed appropriate by 
the Town. 
 
Human Rights Considerations 
 
In dealing with violations of this policy, the Town will differentiate between behaviour 
that is properly characterized as relating to a disability – including alcohol and/or drug 
dependency – and behaviour that is not. 
 
If a violation of this policy occurs because an employee suffers from a disability – 
including alcohol and/or drug dependency – the Town’s response will be directed at the 
goal of rehabilitation.  Accommodation pursuant to the Ontario Human Rights Code will 
be offered, where appropriate. 
 
It is the employee’s obligation to advise the Town that he/she suffers from alcohol 
and/or drug dependency as soon as possible and to provide appropriate medical proof 
of his/her condition.  The employee also has a duty to cooperate with rehabilitation 
offered by the Town. 
 
If rehabilitation is not achieved, termination of employment may result, however, each 
case will be assessed on its individual merits. 
 
Employee Assistance 
 
The Town encourages any employee with a drug and/or alcohol problem to contact 
his/her Supervisor for assistance.   
 
Employees may also contact directly the Town’s Employee Assistance Program (EAP) 
provider at 613-549-5561 or toll free at 1-888-409-4499 for quick, professional, 
confidential help. 
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Confidentiality 
 
All actions taken and employee information obtained pursuant to this policy will be 
confidential and disclosed only on a “need to know” basis.  
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Policy  
 
The Town of Gananoque is dedicated to providing affordable and high quality services 
to the public and residents we serve and the operations we manage.  Healthy and work 
ready employees assure the Town’s ability to meet and maintain this level of quality. 
 
In order to facilitate return to work, the Town of Gananoque engages in a cooperative 
discussion with the employee, their Health Care Professional(s), the Insurance Carrier 
and/or the Workplace Safety and Insurance Board (WSIB) in order to determine the 
appropriate return to work plan and the availability of meaningful, purposeful work. The 
Town is also committed and complies with all applicable legislative Acts including but 
not limited to: the tenets of the Ontario Human Rights Code (OHRC) and the duty to 
accommodate set out in the Act as well as the Accessibility for Ontarians with 
Disabilities Act (AODA). 
 
Objective 
 
To expedite the safe and effective return to work for employees who have been absent 
for a period related to an occupational or non-occupational injury or illness. 
 
To assist an employee who requests an accommodation.  
 
Definitions 
 
Occupational illness/injury: 
Cases of illness, injury or medical conditions of both a physical and psychological 
nature incurred by an employee in the performance of, or in connection with, his or her 
work. 
   
Non-Occupational illness/injury: 
Cases of illness, injury or medical conditions of both a physical and psychological 
nature not incurred in the performance of, or in connection with his or her work. 
 
Modified work:  
Temporary work designed for employees returning from an injury or illness  Generally, 
recovery takes up to twelve (12) weeks. Modified work is designed for employees, who 
temporarily cannot fully perform the essential duties of their own positions, provided 
meaningful and purposeful work is available. 
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Work hardening:  
Temporary work designed for employees who have fully recovered from an injury or 
illness but require a short reconditioning period to prevent injury and build work stamina 
after a prolonged absence. 
 
Sponsored work hardening: 
Temporary work designed for employees who have fully recovered from an injury or 
illness but require a longer (up to 6 weeks) reconditioning period to prevent injury. This 
period is financially sponsored by the Insurance Carrier. 
 
Accommodated work: 
Permanent alterations to an employee’s duties or working conditions which will enable 
them to return to their pre-injury/illness position. 
 
Employees who cannot fully perform the essential duties of their own position on a 
permanent basis or who have accessibility needs due to a disability will be 
accommodated provided: 


• the accommodation required does not necessitate the creation of a new position; 
• the alteration of one position to meet the accommodation needs does not require 


additional staffing  for that position on a permanent basis; 
• the employee is able to fulfill the bona fide requirements of the position. 


 
Health Care Professional: 
A member in good standing of one of the 26 regulatory colleges/licensing bodies in 
Ontario such as  Physicians, Nurses, Practitioners, Surgeons, Physiotherapists, 
Chiropractors, Chiropodists, Psychiatrists, Midwives, etc. 
 
Supervisor: 
For the purpose of this policy, the term “supervisor” refers to anyone in a supervisory 
role. This term would therefore include titles such as but not limited to supervisor, 
manager, director and CAO. 
 
Procedure 
 
Upon receipt of notification and/or documentation supporting an accommodation, 
Management will make every effort to expedite all return to work plans within five (5) 
business days. When additional or clarifying information is required and/or other 
extenuating circumstances arise, the commencement date may be delayed. 
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The employer can request an employee who is or has been absent due to illness/injury 
to be evaluated by a second, objective health care professional at the employer’s 
expense. 
 
Occupational Injury (WSIB) 
 
An employee should follow the procedures outlined in Health & Safety Policy Employee 
Occupational Illness/Injury Reporting when experiencing an occupational illness/injury. 
The supervisor will maintain regular contact with the ill/injured employee during their 
leave period the supervisor will initiate discussions of the return to work process and the 
modified work /accommodation program when appropriate. When ready to return to 
work from an occupational illness/injury, accommodation may be provided where 
applicable as per the following procedures; 
 
1. In collaboration with Human Resources the employee’s supervisor, will design an 


individualized modified work program to facilitate the early and safe return to work 
of the employee. The supervisor may utilize a standardized plan that has been 
designed for that position. 


 
2.  The employee and if requested by the employee, their union representative, will 


meet their supervisor and Human Resources to review and discuss the return to 
work plan and schedule of shifts. 


 
3. The employee is responsible for working within the identified functional abilities so 


as not to prolong recovery. 
 
4. The employee will maintain regular contact (at least weekly) with the supervisor to 


discuss progress and problem solve any obstacles or concerns. If any concerns 
exist about the appropriateness of assignments, the employee will advise their 
supervisor of their concern. 


 
5. As updated Functional Abilities Forms (FAF) are received, the supervisor and 


Human Resources will update the work assignment to reflect the changes. 
 
6. On occasion, a meeting of the workplace parties with a Return to Work Specialist 


from WSIB may be scheduled to facilitate the return to full duties. 
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7.    Management shall determine the place and duration of an employee’s 
individualized RTW taking into consideration what is in the best interests of the 
work hardening process.  


 
Non-Occupational Injury/Illness 
 


1. When an employee has incurred a non-occupational illness or injury, the supervisor 
will maintain regular contact with the employee during their leave period. Once the 
employee is ready to return to work, either the employee or the employer may 
initiate the discussion concerning the need for modified work where applicable.  The 
employee is then responsible for submitting their request in writing to their 
supervisor, along with a current FAF (completed by their Health Care Professional) 
outlining their precautions and prognosis.   
 


 *All confidential medical information will be maintained according to the applicable 
privacy legislative requirements in secured health care files. 


 
2. On receipt of this information, the supervisor/manager and Human Resources will 


meet to review the request.  The Employer has the right to request an Independent 
Medical Examination (IME) by a health care professional of their choice in any 
case. 


 
3. If the requirements can be met and there is sufficient meaningful and purposeful 


work available, the employee, supervisor/manager and Human Resources will 
collaboratively design and review an individualized work plan and schedule.  The 
use of an outside consultant or professional may be utilized if necessary. 


 
 If the requirements cannot be met, the supervisor and Human Resources will meet 


with the employee to advise of the reason for the decision. 
 
 The employee is welcome to bring union representation to any meeting      


concerning return to work. 
 
4. The employee will maintain regular contact throughout the modified work program 


with the supervisor/manager, the Health Care Professional, and the Insurance 
Carrier (if applicable). 


 
The plan will be amended each time there is a change in the FAF. Employees 
participating in modified work are expected to be re-assessed by a Health Care 
Professional at least every two weeks 
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The employee is responsible for working within the identified functional abilities so as 
not to prolong recovery. 
 
Whenever possible, the employer will try to place employees on modified work in their 
own position. However, as this is not always possible, the employer reserves the right to 
place the employee in another position according to their abilities and limitations and the 
requirements of the job assignment. 
 
Declared Disability 
 
When an employee has a permanent disability and requires permanent workplace 
accommodation, he/she is responsible for submitting this request in writing to their 
supervisor/manager. 
 
On receipt of this information, the employee, supervisor/manager and Human 
Resources will meet to review the application for workplace accommodation within the 
following parameters: 


• the accommodation required does not necessitate the creation of a new position; 
• the alteration of one position to meet the accommodation needs does not require 


additional staffing  for that position on a permanent basis; 
• the employee is able to fulfill the bona fide requirements of the position. 


 
The employer will make every effort to install any equipment or devices which would 
enable the employee to fulfill the requirements of the position. 
 
The Employer has the right to request an Independent Medical Examination (IME) by a 
health care professional of their choice in any case. 
 
A ‘buddy’ will be assigned to employees whose mobility is compromised to ensure their 
safety and/or assist them to evacuate in the event of an emergency situation.  
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Policy Statement  
 
The polices contained in the Non-Union Terms of Employment policies establish the 
conditions of employment and benefits for all permanent non-union employees of the 
Corporation of the Town of Gananoque not covered by a union, temporary or student 
agreement or an individual employment contract. 
 
Where benefits are negotiated either through an individual employment contract, 
temporary or student agreement, the conditions of that individual employment contract 
or temporary or student agreement shall apply.  Benefit enhancements will be applied to 
non-union employees that are equal to those in the CUPE 1707 collective agreement. 
 
The Corporation maintains the right to manage and direct all operations of the 
Corporation to maintain order, discipline and efficiency of the operations. The 
Corporation shall exercise these rights in a fair and reasonable manner. 
 
The Non-Union Terms & Conditions of Employment will remain in effect unless changed 
by Council through a By-Law and supersede previous versions of Non-Union Terms & 
Conditions of Employment. 
 
Objective 
 
To outline employment conditions governing Town of Gananoque Non-Union 
Employees. 
 
Procedure 
 
The Non-Union terms and conditions of employment outline specific employment 
conditions for this group of employees.  Non-union employees are still subject to and 
expected to comply as a condition of their employment with all Human Resources, 
Corporate, Departmental, Position specific policies and procedures and applicable 
legislation. 
 
Corporate Representation 
 
Non-Union employees will be provided with a name tag that clearly identifies them as an 
employee of the Town of Gananoque, with their name and their position.  Employees 
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are required to wear this when they are representing the Town with external clients, at 
an external meeting, conference or function. 
 
Non-Union employees who regularly attend meetings with external agencies, who 
represent the Town at conferences/trade shows/networking functions will be provided 
with one (1) business appropriate shirt with the Town of Gananoque logo to wear at 
such events.   
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Policy  
 
The Town of Gananoque hereby adopts the following categories of employment for non-
union employees.   
 
Objective 
 
To define employment categories for non-union employees. 
 
Procedure 
 
Probationary 
 
An employee who has not yet completed six (6) consecutive months of employment 
with the Town, and whose continued employment is subject to satisfactory performance 
during the six (6) months probationary period. 
 
A probationary employee may be dismissed for any reason at any time during this six 
(6) month probationary period, or at the end of the period, without notice or pay in lieu of 
notice except in accordance with the Employment Standards Act, 2000, if applicable.  
 
Permanent Full-Time 
 
An employee employed on a continuous full-time basis and regularly scheduled to work 
thirty-five (35) hours or forty (40) hours per week over five (5) days as defined in the 
employment contract.  These employees are entitled to staff benefits. 
 
Permanent Part-Time  
 
An employee regularly scheduled to work an average of less than 35 hours per week on 
a continuing basis.  These employees are only eligible for benefits (standard 
deductions) as specified by legislation, i.e. Employment Standards Act. 
 
Regular Part-Time 
 
An employee who is engaged to work scheduled shifts and may be “called in” to cover 
unscheduled, unforeseen or intermittent work.  These employees are only eligible for 
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benefits (standard deductions) as specified by legislation, i.e. Employment Standards 
Act. 
 
Casual  
 
An employee hired to cover unscheduled, unforeseen or intermittent work. These 
employees are only eligible for benefits (standard deductions) as specified by legislation 
i.e. Employment Standards Act.  
 
Student 
 
An employee who is registered and attends an educational institution on a full-time 
basis and is employed for the school vacation periods only. These employees are only 
eligible for benefits (standard deductions) as specified by legislation i.e. Employment 
Standards Act. 
 
Seasonal 
 
An employee who is hired for a temporary period to assist with duties of a periodic 
nature.  These employees are only eligible for benefits (standard deductions) as 
specified by legislation i.e.  Employment Standards Act. 
 
Contract 
 
An employee who is hired under a letter of agreement or formal employment contract to 
carry out special projects or duties for a specified period. These employees are only 
eligible for benefits as specified in the applicable employment contract and as specified 
by legislation i.e. Employment Standards Act. 
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Policy  
 
The Town shall provide annual vacation to all eligible employees. 
 
Objective 
 
To provide a period of vacation in recognition of the need of employees for rest and 
relaxation, to encourage continued employment and reward continuous service. 
 
Procedure 
 
Non Union Employees 
 
Vacation entitlement for non-union employees shall be as follows: 
 
Full-time employees shall earn an annual vacation with pay based on their years of 
service, calculated as of January 1 of each year, in accordance with the following 
schedule: 
 


Employment Period  
(in year employment completed) 


Entitlement 


Less than one (1) year of continuous 
service 


One (1) day for every month worked up to 
a maximum of ten (10) days 


One year and each year thereafter Two (2) weeks 
4 years and each year thereafter Three (3) weeks 
8 years and each year thereafter Four (4) weeks 
12 years and each year thereafter Five (5) weeks 
20 years and each year thereafter Six (6) weeks 
25 years and each year thereafter Seven (7) weeks 


 
All vacation entitlement will be provided to the employee on January 1st each year.  In 
the event the employee leaves the employ of the Town their vacation entitlement will be 
pro-rated based on actual service in that year.  If the employee has taken vacation time 
they have not earned, the value of any unearned time will repaid to the Town at the time 
of final financial settlement.  The employee will have the owing amount deducted from 
any outstanding payments.  If the employee is owed vacation time after it has been pro-
rated it will be paid out at the time of final financial settlement. 
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Employees shall be entitled to their vacation in an unbroken period, wherever possible.  
In meeting the overall staffing needs of the organization and to ensure all employees 
have an opportunity to take their vacation, the duration of vacations shall be kept to a 
maximum of two (2) weeks at a time consecutively.  Under special circumstances and 
considering operational needs an employee may request an additional week(s) be taken 
upon approval of the Department Head and CAO. 
 
Each year in January the CAO will request submissions for vacation leave on a 
prescribed “Application for Leave” form.  The form shall be completed and discussed 
with the Supervisor by April 15.  Upon approval by the Supervisor, the request shall be 
submitted to the CAO by April 25.  Depending on the sufficiency of adequate and 
appropriate staffing, the CAO shall review and authorize by May 1. 
 
Employees who are absent from work in excess of thirty (30) days in any calendar year, 
except employees on pregnancy or parental leave or any other legislated leave; shall 
have their vacation entitlement for the year prorated based on the actual time worked in 
the calendar year. 
 
Vacation Entitlement in Offers of Employment 
 
A starting vacation entitlement or a schedule of increments in vacation entitlements that 
varies from the vacation entitlement policy may be negotiated with a candidate for a 
non-union position where: 


a) The candidate’s experience is substantial and directly related to the position 
sought; and 


b) The entitlement negotiated does not exceed the vacation to which the candidate 
would have earned had all his or her previous experience been in the employ of 
the Town; and 


c) The approval of the Chief Administrative Officer or designate has been obtained. 
 
In such circumstances, a determination regarding the employee’s future vacation 
entitlement shall be determined by the CAO. 
 
Vacation pay shall be at the rate effective immediately prior to the vacation period. 
 
Part-time employees shall be paid vacation pay at the rate of four percent (4%) of their 
regular wages earned, to be paid on a bi-weekly basis and shall be provided time off in 
accordance with the Employment Standards Act. 
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Vacation Carryover 
 
Earned annual vacation entitlements must be taken in the calendar year and cannot be 
accumulated or carried over from year to year.  However it is recognized that there may 
be certain circumstances where employees are unable to take their full vacation 
entitlement during the calendar year. 
 
Up to two (2) weeks of vacation entitlement may be carried over into the next year only 
with the written approval of the Department Head, when circumstances beyond the 
control of the employee warrant such consideration.  Circumstances noted may include 
but are not limited to: situations where operational needs require deferral of vacation, 
illness or injury, or a very special vacation plan where an individual’s choice is limited.  
Any vacation entitlement remaining above the two (2) weeks carryover will be paid out 
at the end of the year.  
 
In considering such requests the Department Head shall first consider any banked 
overtime that is also outstanding so that the combined effect if carried over will not place 
an unmanageable burden on the following years vacation program.  The Department 
Head shall consider the number of employees making similar requests and ensure that 
the number is kept to a minimum in order to ensure effective operations. 
 
The Department Head will keep the CAO apprised on the status of the total department 
vacation carry over and banked overtime, with a clear plan of how these will be 
accommodated and eliminated by the end of the carry over year. 
 
Circumstances which cannot be resolved by the above may be brought to Council by 
the CAO for consideration. 
 
All employees should make an effort to use their vacation entitlement in the year it is 
provided. 
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Policy  
 
Full time employees of the Town of Gananoque are entitled to a designated number of 
paid holidays each calendar year.   
 
Objective 
 
To ensure compliance with legislation. 
 
Procedure 
 
Non Union Employees 
 
Full –Time Non-Union Employees shall be entitled to the following paid holidays: 
 
New Year’s Day Labour Day 
Family Day Thanksgiving Day 
Good Friday Christmas Day 
Easter Monday Boxing Day 
Victoria Day The last one half (1/2) of the day on the 


last working day before Christmas Day  
Canada Day The last one half (1/2) of the day on the 


last working day before New Year’s Day 
Civic Holiday Float Day (in lieu of Remembrance Day) 


 
The date and time for taking the Float Day shall be mutually agreed upon by the Town 
and employee.  The Float Day cannot be carried over from one calendar year to the 
next. 
 
If the Federal Government declares another Paid Holiday such holiday will be added to 
the above list and be effective on the day declared. 
  
When any of the above holidays falls on a Saturday or Sunday, the CAO shall declare 
either the preceding Friday or the following Monday as the holiday. 
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An employee who qualifies to receive pay for any holiday will not be entitled, in the 
event of illness or injury, to receive short term disability benefits in addition to holiday 
pay in respect of the same day. 
 
All other categories of employees will be entitled to statutory holiday pay as defined in 
the Employment Standards Act. 
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Policy  
 
The Town shall grant a leave of absence without loss of pay in the event of a death in 
the employee’s family in accordance with this Policy. 
 
Objective 
 
To provide employees the opportunity to grieve. 
 
Procedure 
 
Non-Union Full-Time Employees 
 
Bereavement leave without loss of pay, benefits or seniority will be granted to non-union 
full-time employees upon request in accordance with the following entitlement: 
 


a) In the event of the death of the following family member the employee will be 
provided up to a maximum of five (5) working days, including the day of the 
funeral. 
 


Employee’s spouse 
(including common-law & 
same-sex) 


Mother 
Step-Mother 


Father 
Step-Father 


Child  
(biological, adopted, step-
child or foster child) 


Grandparent  
Spouse’s Grandparent 


Grandchild 


Brother Sister  
 
 


b) In the event of the death of the following family member the employee will be 
provided one (1) working day. 
 


Daughter-in-law Son-in-law Sister-in-law 
Brother-in-law Aunt Uncle 
Step-Brother Step-Sister  
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Should the one (1) working day allowed not provide adequate time for travel, the 
Employee may make application for special consideration which will be decided 
by the Employer with due diligence and dispatch. 
 


c) One day of leave shall be granted without loss of pay to attend a funeral as a 
pallbearer, except where leave is granted under (a) or (b) above provided that 
this provision is not used by any single Employee more than once in any 
calendar year. 


 
Payment for bereavement leave will be based on time lost from regularly scheduled 
shifts, which the employee would otherwise have worked. 
 
An employee who has commenced his/her scheduled vacation and suffers a death in 
the immediate family shall have his/her vacation extended by the number of days to 
which he/she is entitled pursuant to (a) or (b) above. 
 
In special circumstances the CAO may, at his/her sole discretion, grant bereavement 
leave to employees upon request. 
 
Compassionate Leave 
 
There may be times when an employee is required to attend to a family member 
because of a serious illness.  The Department Head in consultation with the CAO may 
grant compassionate leave to employees upon request. 
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Policy  
 
Employees who have at least thirteen (13) weeks service with the Town of Gananoque 
are entitled to pregnancy and parental leave in accordance with this Policy. 
 
Objective 
 
To provide pregnancy and parental leave in accordance with the Employment 
Standards Act, 2000. 
 
Procedure 
 
Non Union Employees 
 
Non-union employees shall be granted pregnancy and parental leave as follows:  
 
Pregnancy Leave 
 


i. A pregnant employee who has been employed with the Town for at least thirteen 
(13) weeks prior to the expected date of birth is entitled to take a pregnancy 
leave without pay and without loss of service/seniority or benefits. The pregnancy 
leave is for a seventeen (17) week period commencing no earlier than the 17 
weeks before her due date and the day on which she gives birth; 


ii. An employee taking pregnancy leave must provide at least two (2) weeks written 
notice to the Town advising of the date that the leave is to begin; 


iii. In the event of complications with the pregnancy or a birth, still birth, or 
miscarriage that occurs earlier than the expected date of delivery of the child, the 
employee must, within two (2) weeks of stopping work, provide written notice to 
the Town of the date the pregnancy leave will begin or has begun; 


iv. If the Town requests it, the employee shall provide a certificate from a legally 
qualified medical practitioner stating, in the case of an employee who stops 
working because of a complication; and 


v. The pregnancy leave of an employee ends seventeen (17) weeks after the 
pregnancy leave began. If the employee wishes to return to work earlier, the 
employee must provide the Town at least four (4) weeks' written notice before the 
day she wishes to end her leave.    
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vi. Permanent Full-Time employees who qualify for pregnancy benefits under the 
Employment Insurance Act may elect to receive a supplementary maternity 
benefit for a maximum of fifteen (15) weeks equal to the difference between 
benefits payable under the Employment Insurance Act and ninety-three percent 
(93%) of the Employee’s regular pay.  Such benefit shall be funded by the 
Employee’s available short term disability benefits.  In no case shall the 
Employer be required to pay out more than is available to the Employee through 
their Short Term Disability benefits when the leave starts. 


 
 
Parental Leave (includes Adoption Leave) 
 


i. If an employee has been in the employ of the Town for at least thirteen (13) 
weeks and is the parent of a child, he/she is entitled to take an unpaid parental 
leave, without loss of service/seniority or benefits, for up to thirty-five (35) or thirty 
seven (37) weeks following the birth of the child, or the coming of the child into 
the employee’s custody, care, and control for the first time. The term "parent" 
includes a person with whom a child is placed for adoption and a person who is 
in a relationship of some permanence with a parent of a child and who intends to 
treat the child as his or her own;  


 
ii. Employees who wish to take a parental leave must commence such leave no 


later than fifty-two (52) weeks after the day the child is born or comes into the 
employee’s custody, care and control for the first time; 


 
iii. Employees who have taken a pregnancy leave and who also desire to take 


parental leave, must commence parental leave immediately when the pregnancy 
leave ends, unless the child has not yet come into the custody, care and control 
of the employee for the first time; 


 
iv. The employee must give the Town at least two (2) weeks' written notice of the 


date the leave is to begin. In the event that an employee who is a parent stops 
working because the child comes into his or her custody, care and control for the 
first time earlier than expected, the employee’s parental leave begins on the date 
that the employee stopped working and the employee, must give the Town 
written notice that he or she is taking parental leave within two (2) weeks of 
stopping work; and 
 


v. Parental leave ends thirty-five (35) weeks after it began if the employee also took 
pregnancy leave, and thirty-seven (37) weeks after it began, otherwise; or on an 
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earlier day if the employee gives the Town at least four (4) weeks' written notice 
before the earlier day. 
 


vi. Permanent Full-Time employees who qualify for Parental benefits under the 
Employment Insurance Act may elect to receive a supplementary maternity 
benefit for a maximum of thirty-five (35) weeks or thirty-seven (37) weeks if the 
employee has not taken Pregnancy leave, equal to the difference between 
benefits payable under the Employment Insurance Act and ninety-three percent 
(93%) of the Employee’s regular pay.  Such benefit shall be funded by the 
Employee’s available short term disability benefits.  In no case shall the 
Employer be required to pay out more than is available to the Employee through 
their Short Term Disability benefits when the leave starts. 


 
General Provisions Applicable to Pregnancy and Parental Leave 
 


i. An employee who has given notice to begin pregnancy or parental leave may 
change the notice to begin leave upon giving the Town at least two (2) weeks' 
written notice; 


 
ii. An employee who has given notice to end leave may change the notice to an 


earlier date upon giving the Town at least four (4) weeks' written notice before 
the earlier date; 


 
iii. Employees are entitled, during pregnancy and parental leave, to continue 


participation in the group benefit plans that they participated in prior to taking the 
leave. The Town will continue to make the Town’s contributions for such group 
benefit plans unless the employee gives the Town written notice that the 
employee does not intend to pay the employee's contributions during the leave 
period, in which case such benefits would cease; 


 
iv. While on Pregnancy and Parental Leave, employees continue to accumulate 


service for the purposes of determining their rights under an employment 
contract; and 


 
Upon the conclusion of an employee’s pregnancy or parental leave, the Town 
shall reinstate the employee to the position that the employee most recently held 
with the Town, if it still exists, or a comparable position, if it does not.  This 
provision does not apply if the employment of the employee is ended solely for 
reasons unrelated to the leave. 
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Human Resources – Jury/Witness Leave  


Policy Type:  Human Resources 
Policy # HR-700-07 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
Leave of absence without loss of pay or seniority shall be granted to an employee who 
reports for jury duty or who appears as a witness before a court pursuant to a summons 
or subpoena, subject to the requirements identified below. 
 
Objective 
 
To allow employees to perform their civic duty without loss of pay. 
 
Procedure 
 
Non-Union Employees 
 
An employee who receives notice to report for jury duty, or who receives a summons 
also known as a subpoena to testify as a witness, must provide a copy of the notice or 
summons to their supervisor prior to reporting for jury duty or to testify. 


 
The employee must repay to the Town any payments received in connection with the 
performance of jury duty or testifying as a witness (excluding any payments received for 
travel or meal expenses) within ten (10) calendar days of receipt of any such payments. 


 
Employees who are on jury duty or testifying in court must report back to work if 
excused for a half a day or an entire day. 


 
Provided the employee meets the above requirements, payment for jury leave shall be 
based on time lost from regularly scheduled shifts, which the employee would otherwise 
have worked. 
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Human Resources – Short Term Disability (Sick Leave)  


Policy Type:  Human Resources 
Policy # HR-700-08 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
The Town shall provide a short-term disability plan as outlined herein. 
 
Objective 
 
To minimize the financial hardship which may be created when an employee is 
temporarily unable to report to work due to illness or injury. 
 
Procedure 
 
Non-Union Full-Time Employees 
  
The provision of sick leave is to be utilized by employees when they are unable to report 
to work due to their own illness or injury.  Sick leave is not to be utilized to care for 
family members or for medical appointments of the employee or their family member. 
 
All permanent full-time employees shall be entitled to eighty five (85) sick leave days 
per annum, the use of which shall be subject to a letter of confirmation by their 
physician. 
 
Sickness must be reported by employees to the employer as soon as possible on the 
first day of absence. 
 
To ensure the continuation of short-term disability benefits, when requested by the 
Town, or where the employee is absent or expected to be absent for longer than three 
(3) days, employees must provide a medical certificate signed by a duly qualified 
medical practitioner: 
 


a) confirming that the employee is unable to perform his/her duties due to his/her 
medical condition;  


b) indicating the prognosis and/or probable or expected duration of the medical 
condition; and  


c) identifying the medical restrictions, if any, applicable to the employee’s return to 
work, where appropriate.   
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Human Resources – Short Term Disability (Sick Leave)  


Policy Type:  Human Resources 
Policy # HR-700-08 
Approved By Council on: 
  
 
By-Law #  


In any case of prolonged illness, the employee shall submit such periodic reports on 
his/her condition as the Town may require. 
 
Where written notice of termination of employment has been given, and the employee 
becomes disabled during the notice period, the Town will maintain disability payments in 
accordance with the short-term plan.  This notwithstanding, the Town will deem the 
employer/employee relationship to be severed at the end of the notice period. 
 
If an employee has approved vacation scheduled during the short-term disability period, 
the employee will be charged with the vacation unless he/she becomes an inpatient at a 
recognized hospital or attends a hospital emergency room for a serious illness, 
 


a) immediately preceding the scheduled vacation period and continues under the 
care of a physician during the scheduled vacation period; or 


b) during a scheduled vacation period and continues under the care of a physician 
during the scheduled vacation period,  


 
in which case, the vacation will be rescheduled at a time agreeable to the employee and 
the Town. 
 
During a period of short-term disability, the employer’s share of the contributions to 
maintain the employee’s enrollment in existing benefit plans will continue. 
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Human Resources – Employee Benefits  


Policy Type:  Human Resources 
Policy # HR-700-09 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
Benefits are an integral part of the remuneration provided to non-union employees. 
 
Objective 
 
To establish benefits provided by the Town to non-union employees.  
 
Procedure 
 
Permanent Full-Time Non-Union Employees  
 
Currently the following benefits are in effect for permanent full-time non-union 
employees: 
 


a) Group Life Insurance/Accidental Death & Dismemberment 
b) Long-Term Disability 
c) Extended Health 
d) Dental 
e) Prescription Vision  
f) Hearing Aids 


 
All full-time permanent non-union staff are eligible for benefit coverage. 
 
All benefits are provided in accordance with the benefit and insurance carriers. 
 
All benefits cease the day of the employee turning age 65 or when the employee leaves 
the employ of the Town whichever happens first.   
 
The Employer will pay 100% of the premiums for Extended Health and Dental Care, 
Long Term Disability (LTD) and Group Life/AD&D Insurance as provided by the Town’s 
approved plan. 
 
Upon retirement and with confirmation of at least fifteen (15) years of service with the 
Town of Gananoque the premiums of the Extended Health benefits under the Town’s 
approved plan or equivalent will be paid by the Corporation until the age of 65, at which 
time all benefits entitlements will be terminated. 
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Human Resources – Employee Benefits  


Policy Type:  Human Resources 
Policy # HR-700-09 
Approved By Council on: 
  
 
By-Law #  


 
Vision Care 
 
Employees, their spouse and children, children over the age of 18 and less than 25 
must be enrolled in full-time attendance at an accredited school, shall be entitled to 
reimbursement of up to $450.00 total every two years toward the cost of prescription 
eye glasses, contact lenses, laser surgery and the cost of an eye exam.  Proof of 
current enrollment must be provided to the Employer.  The cost will be reimbursed only 
where they are prescribed as the result of an eye examination and the Employee 
provides a receipt showing that the cost has been incurred. 
 
Hearing Aids  
 
Employees, their spouse and children, children over the age of 18 and less than 25 
must be enrolled in full-time attendance at an accredited school, shall be entitled to 
reimbursement of up to $450.00 for the purchase of hearing aids once every three (3) 
years.  Proof of current enrollment must be provided to the Employer.  The cost will be 
reimbursed only where the hearing aid is prescribed as the result of a hearing 
examination and the Employee provides a receipt showing that the cost has been 
incurred. 
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Human Resources – Long Term Disability  


Policy Type:  Human Resources 
Policy # HR-700-10 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
The Town shall pay the premiums necessary to maintain the non-union regular full-time 
employees’ enrollment in a Long Term Disability Plan as may be altered by the Town 
from time to time at its sole discretion. 
 
Objective 
 
To minimize the financial hardship which may result from a prolonged absence from 
work due to long term disability. 
 
Procedure 
 
Eligibility for and entitlement to benefits are subject to the terms and conditions of the 
policy or policies of insurance providing such plan.   
 
Refer to the LTD handbook for insurance coverage and specific information in regards 
to the LTD plan. 
 
The Town is only required to pay the premiums and has no further obligation. 
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Human Resources – Pension Plan  


Policy Type:  Human Resources 
Policy # HR-700-11 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
All permanent full time employees join the Ontario Municipal Employees Retirement 
System. Subject to enrolment requirements, other than continuous full-time employees 
(OTCFT) may participate in the O.M.E.R.S. pension system if they meet the OMERS 
requirements.   
 
It is also mandatory to participate in the Canada Pension Plan. 
 
Objective 
 
To meet legislative requirements. 
 
To ensure all eligible employees are enrolled in the pension plan at time of eligibility. 
 
Procedure 


Non-Union Employees 


Documentation is completed at the time of hire and submitted to the appropriate staff 
person. Payroll deductions are made in accordance with the OMERS Act and 
Regulations. 


Enrolment is mandatory for full-time employees from the first day of employment and 
premiums are shared by the employee and the Town. 


When a full time employee transfers from full time to part time (or vice-versa) the 
O.M.E.R.S. pension contributions continue.  


Voluntary membership 


Subject to specific legislated conditions, a part-time employee or OTCFT may 
participate in the O.M.E.R.S. plan.  These conditions are: 


a) Effective January 1, 1988, any employee who, in each of two immediately 
preceding calendar years is given the option to join the pension plan if, 
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Human Resources – Pension Plan  


Policy Type:  Human Resources 
Policy # HR-700-11 
Approved By Council on: 
  
 
By-Law #  


i. has earned including overtime and vacation pay, at least 35% of the 
Year’s Maximum Pensionable Earnings (YMPE) with any participating 
employer, or 


ii. has worked at least 700 hours (including overtime) with any 
participating employer. 


b) Waiver forms are completed every year by OTCFT employees who qualify for, 
but choose not to participate in, the O.M.E.R.S. Plan; and 
 


c) For OTCFT employees participating in O.M.E.R.S., premiums are shared by the 
employee and the Town. 


Details of the O.M.E.R.S. Plan are outlined in a brochure available on the website at 
www.omers.com  
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Human Resources – Non-Union Hours of Work  


Policy Type:  Human Resources 
Policy # HR-700-12 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
This policy applies to all non-union employees and is intended to establish the normal 
hours of work for non-union jobs as thirty-five (35) or forty (40) hours per week as 
outlined in the position’s offer of employment. 
 
Objective 
 
To provide a procedure that outlines the standard hours of work for full-time non-union 
employees. 
 
Procedure 
 
The normal work week shall consist of thirty-five (35) hours or forty (40) hours and the 
normal work day will be seven (7) working hours or eight (8) working hours respectively.     
 
Employees will be provided with a meal break of one (1) hour unpaid as well as two (2) 
fifteen (15) minute paid break periods in the morning and afternoon. 
 
Business hours for Town Hall are 8:30am - 4:30pm. 
 
Flexible Hours:  
 
In order to accommodate special or extenuating circumstances employees may by 
mutual agreement with their Department Head, and approval of the CAO alternate start 
and end times with respect to the normal work day provided the hours of work are 
maintained and fulfill the requirement of daily and weekly hours of work and meet the 
operational requirements of the department and Town. 
 
Operational Needs: 
 
There may be times when hours of work will need to be adjusted due to operational 
needs.  The Department Head should give the employee as much notice as possible 
when hours of week need to be altered.  If overtime is incurred, please refer the Non-
Union Overtime Policy #HR-700-13. 
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Human Resources – Non-Union Overtime  


Policy Type:  Human Resources 
Policy # HR-700-13 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
This policy applies to all non-union employees and is intended to compensate 
employees for approved time worked beyond regular hours only. 
 
Overtime shall be kept to a minimum and should not form a regular part of the work 
schedule. 
 
It is the responsibility of the senior manager to ensure that all overtime worked is 
authorized prior to such work being carried out. 
 
Objective 
 
To provide a procedure whereby employees required to work overtime are recognized 
and compensated for such work in a fair and reasonable manner. 
 
Procedure 
 
Employees, only when pre-authorized by their supervisor using the approved overtime 
form, shall be entitled to be paid or bank overtime worked at straight time.  Any overtime 
hours worked that are in excess of 44 hours per week up to the maximum of 48 hours 
per week shall be paid or banked at one and one-half (1.5) times their regular hourly 
rate. 
 
Overtime should be kept to a minimum and should not become a daily part of an 
employee’s work week.   
 
All overtime worked must be pre-authorized by an employee’s Supervisor in order 
to be eligible.  Employee’s must fill out the Overtime form (Appendix A) and 
submit for approval of overtime. 
 
Employees will receive compensating time off in lieu subject to the following: 
 


a) Time off in lieu of payment will be at a time mutually agreed upon by the 
employee and the employee’s supervisor and will not deny other employees of 
vacation entitlement; 


 







 
 
   
Human Resources – Non-Union Overtime  


Policy Type:  Human Resources 
Policy # HR-700-13 
Approved By Council on: 
  
 
By-Law #  


b) Employees will not bank more than thirty-five (35) hours of time in lieu, if the 
ceiling of 35 hours is reached all overtime hours will be paid out at the 
Employee’s current rate of pay; 


 
c) Employees will not carry over any banked time from one year to the next. A 


request to carry-over lieu time must be authorized by the CAO. 
 
Supervisors & Managers 
 
Supervisors and Managers are not eligible for overtime payments for any time worked 
outside of their normal working hours. 
 
However, recognizing that overtime is inevitable and must be worked by those in 
supervisory and management positions, an employee who is not eligible for overtime 
payment will be granted a maximum of thirty-five (35) hours of authorized leave with pay 
each year, at a time to be arranged between the employee and his/her supervisor, in 
accordance with the Town’s Vacation Policy.  Department Heads will be responsible to 
ensure that eligible employees work the amount of overtime sufficient to qualify for the 
authorized leave with pay.  This additional one week of authorized leave must be used 
within the year it is granted and cannot be paid out. This additional one week cannot be 
carried forward except in exceptional cases with the authority of the CAO. 
 
 







HR-700-13 – Appendix A - Non-Union Overtime Form 


 
 


Please Note:  All overtime must be pre-authorized by your direct Supervisor.  
Any claim for overtime that was not pre-authorized will be denied. 


As per Human Resource Policy #HR-700-13 
 


 
Name:  
 
Direct Supervisor:  
 
Date Overtime Worked:  


Rationale: 


 
 
 
 


 
 


Time Number of 
Hours Worked 


Total Hours @ 
Straight Time 


Total Hours 
@ 1 ½  


 
  


 
 


 
 
 
Signature of Employee:  
 
Signature of Direct Supervisor:  
 
 Approved  
Date: 
 


 


 


STAFF- NON-UNION 
Overtime Form 


Upon approval, submit to Payroll  







 
 
   
Human Resources – Non-Union Staff – Salary Administration  


Policy Type:  Human Resources 
Policy # HR-700-14 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
The Town is committed to a policy of salary administration which is internally and 
externally competitive and equitable and that also recognizes and encourages individual 
performance.  Salary administration for non-union staff is an effective part of the Town’s 
management process, therefore, the salary structure and its use must not become 
restrictive. 
 
Objective 
 
To provide guidelines for ongoing salary administration and direction to management 
and non-union staff as to how the non-union salary grid will be managed. 
 
Procedure 
 
Salary Structure and Rate Ranges 
 
The salary structure and rate ranges shall be those approved by the C.A.O. and the 
Town Council from time to time. 
 
Cost of Living Adjustments 
 
Salary ranges shall be reviewed regularly.  Adjustments to the salary schedule or salary 
ranges shall be determined by Council having reference to: 
 


a) the need to attract, retain and motivate employees 
b) variations in the cost of living as indicated by the Consumer Price Index reported 


by Statistics Canada 
c) compensation rate increases in the appropriate labour market in this and other 


municipal corporations of similar structure 
a) compensation rate increases bargained or unilaterally set by other public and 


private employers in the appropriate labour market. 
 
Annual cost of living adjustments are necessary to maintain an equitable compensation 
system for non-union employees; it assists with reducing the compression between 
unionized and non-unionized positions and provides an annual increase that is fair. 
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Human Resources – Non-Union Staff – Salary Administration  


Policy Type:  Human Resources 
Policy # HR-700-14 
Approved By Council on: 
  
 
By-Law #  


Council should consider the following criteria when determining the annual cost of living 
adjustment provided to non-union staff: 


1. Annual adjustments to non-union rates will be set in accordance with the annual 
Ontario Consumer Price Index for October of each year based on the annual CPI 
rate. 


2. If the Index falls below one and a half (1.5) percent, the average of the Town 
collective agreements wage increases for the year being adjusted should be 
applied to the non-union wage schedules to reflect a wage increase and maintain 
a margin between the unionized and non-unionized bands to curtail compression.   


3. Should the Index exceed three (3) percent, Council direction shall be sought. 
4. All adjustments will be effective January 1st of each year. 


 
Classification 
 
The various steps in the grid are meant to represent the following: 


• Steps 1 and 2 – Training and Orientation Phase 


• Steps 3 and 4 – Skill and Education Development 


• Step 5 – Represents the Full Job Rate, with the employee capable of 
performing all related tasks as outlined in their respective job descriptions. 


 
An employee will normally start at the first step or minimum rate on the salary range for 
his/her position unless otherwise approved by the C.A.O. (Town Council when dealing 
with the C.A.O.). 
 
Salary Increases 
 
No progression on the salary schedule shall be automatic but rather by 
recommendation of the Manager and approval of the C.A.O. (Town Council when 
dealing with the C.A.O.) at his/her discretion based on a positive performance review; 
and having achieved at least 80% or more of their goals and objectives as set at the 
previous performance review. 
 
Performance reviews will be done during probationary periods, and at a minimum 
annually on or before November 30th each year, with any relative annual increase being 
effective on January 1st of the following year. This will provide ample opportunity for the 
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Human Resources – Non-Union Staff – Salary Administration  


Policy Type:  Human Resources 
Policy # HR-700-14 
Approved By Council on: 
  
 
By-Law #  


financial impact of any salary changes to be accommodated in the subsequent year’s 
annual operating budget. Probationary increases will be relative to positive performance 
reviews at the end of the given probationary period agreed to in their Offer of 
Employment. 
 
Acting Pay 
 
When an employee is in an acting position they will receive the minimum rate within the 
salary range of the higher paid position, which affords an increase in pay.  The 
employee will return to their regular rate of pay upon the completion of their acting 
assignment.  An acting assignment must be approved by the CAO for all positions or 
Town Council when dealing with the CAO position, before it commences. 
 
Eligibility for Acting Pay is for any assignment in excess of two (2) weeks. 
 
Reclassification 
 
When an employee is promoted to a higher paid position, the employee shall receive 
the minimum rate within the salary range of the higher paid position, which affords an 
increase in pay. 
 
When an employee voluntarily moves to a lower paid position, the employee shall be 
paid a salary that does not exceed the maximum of the new salary range. 
 
When an employee is involuntarily demoted to a lower paid position for cause, or due to 
performance related issues, the employee shall be paid a salary that does not exceed 
the maximum of the new salary range.  
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 Human Resources – Dispute Resolution  


Policy Type:  Human Resources 
Policy # HR-700-15 
Approved By Council on: 
  
 
By-Law #  


 
Policy  
 
Where a dispute arises over the interpretation or application of any provision in the Non-
Union Conditions of Employment policies or any other employment matter it requires a 
procedure to ensure the matter is dealt with consistently and promptly. 
 
Objective 
 
To ensure employees can bring forward issues arising from the interpretation or 
application of any provision in the Non-Union Conditions of Employment. 
 
To ensure follow-up to these concerns as required. 
 
Procedure 
 
In a situation where a dispute arises over the interpretation or application of any 
provision in this policy or any other employment matter, the CAO, or designate, shall 
adjudicate with the decision binding on all concerned. 
 
Employees who bring forward complaints and/or problems should not have reason to 
feel threatened or guilty for making such complaints known. 
 
Prior to filing a formal complaint an employee is encouraged to discuss his/her concern 
with the individual(s) with whom he/she has the complaint. 
 
If the employee's concern is not addressed, then the employee can submit a formal 
complaint using the procedure outlined below: 
 
An employee having cause for complaint shall first discuss the matter with their 
Department Head.  The Department Head shall hear, or receive the complaint within 
five (5) working days of the occurrence giving rise to the complaint.   If the employee 
reports directly to the CAO the complaint may be heard by a Committee of Council.  
 
The Department Head shall investigate and provide a written response of their decision 
within five (5) working days of hearing the complaint.   
 


 1/2  







 
 
   
 Human Resources – Dispute Resolution  


Policy Type:  Human Resources 
Policy # HR-700-15 
Approved By Council on: 
  
 
By-Law #  


In the event that the Department Head fails to respond within the time specified, or the 
Employee is dissatisfied with the ruling of the Department Head, the Employee may file 
their complaint with the CAO within ten (10) working days.   
 
In the event that the Department Head fails to respond within the time specified, or the 
response is not satisfactory to the Employee, that Employee may submit his or her 
complaint directly to the CAO.  If the Employees’ Supervisor is the Department Head., 
the employee may submit his or her complaint directly to the CAO.  
 
The CAO shall hear or receive the grievance within five (5) working days of being 
requested.  If the Employee reports directly to the CAO the grievance may be heard by 
a Committee of Council. 
 
The CAO (or Committee of Council if complaint is in regards to CAO) shall provide a 
written response to the Employee of their decision within five (5) working days of 
hearing the complaint. 
 
In the event that the CAO fails to respond with the time specified, or the response is not 
satisfactory to the Employee, that Employee may submit her or her complaint with 
Council within ten (10) working days. 
 
Council shall hear the complaint within fifteen (15) working days of receipt of the 
complaint and communicate in writing their decision in the matter within five (5) working 
days of hearing the complaint. 
 
Any time limited specified in the procedure may be extended by the consent of both 
parties. 
 
The Employee may be accompanied by a representative (at his/her expense) at any of 
the foregoing meetings. 
 
Should the Employee be dissatisfied with the decision of Council, the Employee then 
shall have leave to pursue the matter at his or her expense through the civil court 
system provided by the Province of Ontario. 
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 Human Resources – Merger or Amalgamation  


Policy Type:  Human Resources 
Policy # HR-700-16 
Approved By Council on: 
  
 
By-Law #  


 
Policy Statement  
 
The employer agrees that in the event that the Municipality is merged or amalgamated 
with another municipal government, that prior to such merger or amalgamation the 
employer will develop an agreement that will address the following for non-union 
employees: 
 


a) Transfer of pensions 
b) Sick leave 
c) Severance for those Employees not offered employment in the new municipality 
d) Vacation and lieu time 
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BY-LAW NO. 2014-116 
 


 


BEING A BY-LAW TO ADOPT A MULTI-YEAR ACCESSIBILITY PLAN 
 


 


WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers of 
a municipal corporation are to be exercised by its Council; and 


 
WHEREAS the Municipal Act, 2001, S.O. 2001, c. 25, provides that the powers of 
every Council are to be exercised by Bylaw; and 
 
WHEREAS Ontario Regulation 191/111 and the Accessibility for Ontarians with 
Disabilities Act, 2005 (AODA) requires all public corporations to adopt a Multi-Year 
Accessibility Plan that provides for a guideline regarding accessibility within their 
respective community; and 
 
WHEREAS The Accessibility for Ontarians with Disabilities Act (AODA) establishes 
mandatory accessibility standards for public organizations which include specific 
timelines. 
 
NOW THEREFORE the Council of the Corporation of Town of Gananoque hereby 
enacts as follows: 
 


1) That the Multi-Year Accessibility Plan attached hereto as Schedule “A” is 
hereby adopted; 
 


2) That the Plan come into force and effect on the date of passing; 
 
 
READ THREE TIMES and finally passed this 17th day of November, 2014. 
 
 
 
_____________________________  _______________________________ 
Mayor, Erika Demchuk   Clerk, Bonnie Dingwall 
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SECTION 1 ‐ INTRODUCTION  
 
This multi‐year plan  is one piece of  the ongoing  commitment of  the Town of Gananoque  to 
making our services more accessible  for all.   The plan establishes clear directions  for how the 
Town will implement accessibility improvements, as well as the timelines by which we will do so.   


 


 


The Town of Gananoque 
 
The Town of Gananoque is a separated Town with  a  population  of approximately 5,200.   The 
Town consists of mainly a residential, commercial and industrial mix. 
 
The Town’s corporate structure is comprised of a number of departments led by the Chief 
Administrative Officer/Human Resources Manager (CAO) and they include:  
 


 Public Works (including Transportation and Water and Sewer);  


 Clerks/Administration;  


 Finance;  


 Planning, Building and Development; and By-law Enfrocement 


 Human Resources;  


 Parks, Recreation and Marina;  


 Economic Development. Communication Services and Visitors Centre.  


 Emergency Services consists of a Fire Department which consists of approximately 30 
volunteer fire firefighters with a full time Fire Chief and 3 Permanent Full Time fire 
personnel; and  


 The Police Department with approximately 19 police personnel.  
 


Ambulance services are provided through the United Counties of Leeds and Grenville; and the 
Town shares a Home for the Aged with the County at the St Lawrence Lodge in Brockville
where beds are available on a priority basis and the Town pays for them as used.  
  
 


SECTION 2:  EXECUTIVE SUMMARY 
 
 
a) Mission Statement: 
 
To maximize the independence and dignity of all individuals in our community and to create a 
user‐friendly community with opportunities for everyone’s participation in the  live work play 
atmosphere of the Town of Gananoque. 
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b) Statement of Commitment: 
 
The Town is committed to ensuring that the goods and services it provides and makes 
available to its residents and visitors are accessible to all.  Over the years the Town has 
maintained a proactive approach to addressing barriers to its buildings, facilities, programs, 
practices, and services by implementing positive changes geared towards improved 
accessibility for all. 
 
As a result of the provincial government’s enactment of The Ontarians with Disabilities Act 
(ODA), 2001, the Town was obligated to develop an Accessibility Plan which it uses as a 
mechanism to assist in the elimination of obstacles that inhibit full accessibility to its goods, 
services and facilities.  This plan describes the measures the Town has and will be taking during 
the current and subsequent years to identify, remove, and prevent barriers to people with 
disabilities who use the facilities and services of the Town, including employees and members 
of the community at large. 
 
The plan is reviewed annually in consultation with the Town’s annual budgetary review. 
 
c) Background: 
 
In 2005, the Province introduced legislation through The Accessibility for Ontarians with 
Disabilities Act (AODA).  Unlike the ODA which is specific to government bodies, the AODA 
established mandatory accessibility standards for both public and private businesses and 
organizations including specific compliance timelines.  The objective of the regulatory 
standards established under the authority of the AODA is to make Ontario fully accessible by 
2025 in the following areas: 


 
o Customer service; 
o Transportation;  
o Information and communications; 
o Employment; and  
o Built environment. 


 
The Province of Ontario is committed to a universally accessible Ontario.  For that reason, 
organizations that do not comply with the regulatory standards within the timeframes 
allotted may be required to pay an administrative penalty to a maximum of $100,000, based 
on the impact of the contravention.  Compliance reports will be required annually and must 
be available to the public.  In addition, an inspector my carry out an inspection to determine 
if the organization has met its compliance requirements.  During the inspection, an 
organization will be required to produce, on demand, any documents or reports requested 
by the inspector. 
 
Although the AODA is in place, until all accessibility standards have been enacted, the ODA 
will remain in force and municipalities will be obligated to comply with both pieces of 
legislation. 
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SECTION 3:  CUSTOMER SERVICE STANDARDS REGULATION 
 
The Customer Service Standards Regulation that came into effect  January 1, 2008, 
established standards that mandated every provider of goods or services to establish policies, 
practices and procedures governing the provision of its goods or services to persons with 
disabilities. 
 
As required by the Regulation, the Town of Gananoque’s Accessible Customer Service Policy, 
aims to ensure that service to those with disabilities is provided in a manner that promotes 
independence, dignity, integration and equal opportunity.  Accessible customer service 
training has been provided to all staff members.  Training is ongoing and continues to be 
provided to all new employees during orientation; and a periodic refresher for long term 
employees. 
 
The Accessible Customer Service Policy is made available to the public through the 
Town’s website, or in an accessible format upon request from the Municipal Administration. 
 


SECTION 4: INTEGRATED ACCESSIBILITY STANDARDS REGULATION 
 
The Integrated Accessibility Standards Regulation (IASR) that came into effect July 1, 
2011, established mandatory accessibility standards in four areas:  information and 
communications, employment, transportation and design of public spaces. 
 
Information and Communications 
 
The purpose of the Information and Communications Standard is to facilitate access for 
people with disabilities to sources of information and communications that those without 
disabilities depend on daily.  The requirements stipulated under this standard provide the 
framework necessary to assist both public and private businesses in achieving full accessibility 
in the areas of Information and Communication by 2025. 
 
Employment 
 
The requirements set out under the Employment Standard apply to paid employees. Through 
this Standard employers are mandated to provide for accessibility throughout the entire 
employment lifecycle.  Incorporating accessibility into all facets of the employment process 
benefits everyone by broadening the talent pool and assisting employers in supporting and 
maintaining a skilled workforce. 


 


While not required to do so, the Town of Gananoque believes it makes good business 
sense to apply the requirements of the Standard to unpaid staff and volunteers where 
applicable. 
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Transportation 
 
Unlike the other mandatory requirements established under the AODA, the Transportation 
Standard is sector specific and is applicable to transportation modes falling under the 
jurisdiction of local government, i.e. buses and taxis. 
 
By making public services and vehicles accessible, people with disabilities, whether a resident or 
visitor,  are  afforded  the  convenience  of  accessible  transportation  enabling  them  the 
opportunity to live, work and participate in communities throughout Ontario. 
 
Design of Public Spaces 
 
The goal of the Accessibility Standards for the Built Environment is to remove barriers in public 
spaces and buildings. This will make it easier for all Ontarians — including people with 
disabilities, seniors and families — to access the places where they work, travel, shop and play. 
 
The standards for public spaces will only apply to new construction and planned 
redevelopment. 
 
Enhancements to accessibility in buildings will happen at a later date through Ontario’s Building 
Code, which governs new construction and renovations in buildings. 
 
The Design of Public Spaces covers: 


 
o Recreational trails/beach access routes; 
o Outdoor public‐use eating areas like rest stops or picnic areas; 
o Outdoor play spaces, like playgrounds in parks; 
o Exterior paths of travel, like sidewalks, ramps, stairs, curb ramps, rest areas and 


accessible pedestrian signals; 
o Accessible parking (on and off street); 
o Service‐related elements like service counters, fixed queuing lines and waiting areas; 


Maintenance which includes procedures for preventative and emergency maintenance 
of the accessible elements in public spaces and procedures for dealing with temporary 
disruptions. 


 


SECTION 5: AIM OF THE MULTI‐YEAR ACCESSIBILITY PLAN 
 
 
The aim of this Multi‐Year Accessibility Plan is to identify the specific requirements applicable 
to the Town of Gananoque, as mandated by the Province of Ontario through the Integrated 
Accessibilities Standards Regulation, and the measures that have been taken or will be 
undertaken from 2014‐2021 to ensure compliance with the regulation. 
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SECTION 6: OBJECTIVES OF THE MULTI‐YEAR ACCESSIBILITY PLAN 
 
This plan: 
 


1. Identifies the specific regulatory accessibility standards that the Town must eliminate to 
achieve compliance with the IASR. 


 
2. Describes the process and measures the Town of Gananoque will undertake to 


fulfill the requirements within the mandated timelines. 
 


3. Highlights accomplishments. 
 


4. Makes a commitment to prepare an annual status report on the progress of the 
measures taken to complete the requirements, as required by the IASR. 


 
5. Makes a commitment to review and update the accessibility plan at least once every 5 


years. 
 


6. Describes how the Plan will be made available to the public. 
 
 


SECTION 7: CONTACT INFORMATION 
 
 
The Town of Gananoque Administration Office is located at 30 King St E., PO Box 100, 
Gananoque, ON K7G 2T6 
 
Any questions regarding the Accessibility Plan may be directed to the Director of Corporate 
Services/Clerk’s office at 613‐382‐2149 Ext. 1115 or clerk@gananoque.ca.  
 
 


SECTION 8: COMMUNICATION OF PLAN 
 
 
The Town of Gananoque’s Multi‐Year Accessibility Plan will be available on the Town’s web 
site at www.gananoque.ca. Copies of the plan will also be available from the Town Hall. 
 
The Town of Gananoque will make every attempt to make this plan available to those with 
disabilities for their perusal, review and input. 
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January, 2013  Deliverable  Status 


Accessibility Policies 
s.3 


Prepare and make available to the public in an accessible format
upon request. 


Each Department will develop 
policies on how best to meet the 
accessibility standards. 


Accessibility Plan 
s.4 


 


Prepare a multi‐year document which outlines the municipality’s
strategy to prevent and remove barriers and meet its 
requirements. 
Prepare an annual status report on the progress of measures 
taken to implement the strategy.  Post on Town’s website and 
provide an accessible format upon request. 
 
 


Plan is currently in draft format.
To be reviewed by the Sr. 
Management Team.  To be 
sent to Council at their second 
meeting in November 2014.  
 
 


Procurement of goods 
and services. s.5 


Incorporate accessibility criteria and features when procuring or 
acquiring goods and services, except where not practicable. 
Where not practicable – explanation must be provided upon 
request. 


Accessibility criteria have been
implemented in the procurement 
process. 


January 1, 2014  Deliverable  Status 


Training 
s.5 


Training of all employees and volunteers, persons who develop
policies, and those that provide goods and services on behalf of 
the organization on the requirements of the Integrated 
Accessibility Standards Regulation and on the Human Rights Code.


All new employees are required 
to complete the Accessible 
Customer Service Training with 
existing employees receiving a 
refresher at least once every two 
years. 
 


January 1, 2014  Deliverable  Status 


Service Kiosks 
s.6 


Incorporate accessibility features when designing, procuring or 
acquiring self‐service kiosks.  
This includes municipal election touch screens/kiosks. 


Election voting kiosks be installed 
for the 2014 municipal election 
and subsequent elections 
thereafter. 
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January 1, 2012  Deliverable  Status 


Workplace Emergency 
Response Information s.27 


Provide individualized workplace emergency response information 
to employees who have a disability, if the disability is such that the 
individualized information is necessary and the employer is aware 
of the need for accommodation due to the employee’s disability. 
With the employee’s consent, provide workplace emergency 
response information to the person designated to provide 
assistance to the employee.  Review individualized workplace 
emergency response information when employee moves to 
different location, when overall accommodations, needs or plans 
are reviewed, and when reviewing general emergency response 
policies. 


Established and communicated
to staff  
Communication was sent to all 
staff to identify process and 
appropriate contracts should 
support be required in the event of 
an emergency.  Also posted on all 
staff bulletin boards. 
Individual plans developed for 
some employees as requested. 


January 1, 2014  Deliverable  Status 


Recruitment Process s.22  Notify employees and the public about the availability of 
accommodation for applicants with disabilities 


Notification is standard on all 
internal and external employment 
job postings. Included in the 
Recruitment policy. 


Recruitment, 
Assessment or Selection 
Process s.23 


Notify job applicants, when they are individually selected to 
participate in an assessment of selection process that 
accommodations are available upon request in relation to 
materials and processes to be used. 


Notification is verbally provided to 
candidates when selected for an 
interview of Town’s 
accommodation options. 


Notice of successful 
applicants s.24 


When making an offer of employment, notify the successful
applicant of policies for accommodating employees with 
disabilities. 


New staff are provided with
copies of the Accessibility 
Standards Policies. 


 
Informing employees of 
supports. s.25 


 
Inform employees of policies used to support employees 
with disabilities, including, but not limited to, policies on the 
provision of job accommodations that consider an employee’s 
accessibility needs due to disability, and provide information 
required under this section to new employees as soon as 
practicable after they begin employment. 


Policies adopted by Council 
November 2014 
Questionnaire to existing staff 
encouraging them to share any 
barriers they may have. 
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Accessible formats and 
communication supports. s.26 


Where an employee with a disability so requests, consult
with the employee to provide or arrange for the provision of 
accessible formats and communication supports for information 
needed in order to perform job and information generally available
to employees in the workplace 


Process will be in place by
January 1, 2015.  


Documented individual 
accommodation plans s.28 


Where an employee with a disability so requests, consult with 
employee to provide or arrange for the provision of accessible 
formats and communication supports for information needed in 
order to perform job and information generally available to 
employees in the workplace. 


Process will be in place by
January 1, 2014. 


Return to work 
s.29 


Develop and have in place return to work process for employees 
who have been absent from work due to a disability and required 
disability‐related accommodations in order to return to work. 


The Town has a Return to
Work Procedure which includes 
this requirement and is 
implemented whenever an 
employee returns to work with a 
disability. 


Performance 
Management s.30 


Performance Management process shall take into account the 
accessibility needs of employees with disabilities, as well as 
individual accommodation plans. 


This is included in the policy and 
has been implemented. 


Career development and 
advancement s.31 


Consider the accessibility needs of employees with disabilities and 
any individual accommodation plans, when providing career 
development and advancement to employees with disabilities. 


This is included in the policy
and has been implemented 


Redeployment s.32  Consider the accessibility needs of employees with disabilities and 
individual accommodation plans when redeploying employees with
disabilities. 


This is included in the policy and 
has been implemented 
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January 1, 2012  Deliverable  Status 


Emergency procedure, plans 
or public safety information 
s.13 


Ensure information is available to the public in accessible format or 
provide appropriate communication supports as soon as 
practicable, upon request. 


Established in 2012


January 1, 2012  Deliverable  Status 


Feedback 
s.11 


Where processes for receiving and responding to feedback are in 
place, ensure that they are accessible to persons with disabilities 
by providing or arranging for the provision of accessible formats 
and communication supports, upon request.  Must notify the 
public about the availability of same. 


Policies for receipt of feedback
are in place. 


New Internet websites 
and web content s.14 


Conform with the World Wide Web Consortium Web Content
Accessibility Guidelines (WCAG) 2.0 – Level A. 


The Town’s new website which
was up and running in 2013 
complies with or exceeds the 
IASR requirements. 


Accessible formats and 
communication supports s.12 


Upon request, provide or arrange for the provision of accessible 
formats and communication supports for persons with disabilities 
in a timely manner taking into account person’s disability at a cost 
no more than the regular cost charged to other persons. 
Consult with person making request to determine suitable format 
or communication support. 
Notify public about availability of accessible formats and 
communication supports. 


Currently in practice.


January 1, 2021  Deliverable  Status 


All Internet websites and 
web content s.14 


Conform with the World Wide Web Consortium Web Content
Accessibility Guidelines (WCAG) 2.0 – Level AA 


The Town’s website and Tourism 
new website currently meets the 
WSAG 2.0 Level AA 
The Tourism website – new in 
2014 currently meets the WSAG 
2.0 Level AA requirement 
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TRANSPORTATION STANDARD REQUIREMENTS AND GUIDELINES 
 
 


 
 


DESIGN OF PUBLIC SPACES REQUIREMENTS AND TIMELINES 
 


January 1, 2016  Deliverable  Status 


Recreational Trails and 
Beach Access Routes 
s.80.8 


The Town of Gananoque shall consult on various specifications as
outlined in the standard before they construct new or redevelop 
existing recreational trails. 


 January 1, 2016


s.80.9  The Town of Gananoque shall ensure that any recreational trails 
that they construct or redevelop and that they intend to maintain, 
meet the technical requirements as outlines in the standard. 


January 1, 2016


January 1, 2016  Deliverable  Status 


s.80.10  The Town of Gananoque shall ensure that beach access routes 
that they construct or redevelop, and that they intend to 
maintain, meet the technical requirements as outlined in the 
standard 


January 1, 2016


January 1, 2012  Deliverable  Status 


Duties of Municipalities – 
Taxicabs 
s.80 


Ensure that owners and operators of taxicabs do not charge
a higher fare or additional fee for persons with disabilities than 
for persons without for the same trip, or charge a fee for storage 
of mobility aid/assistive device. 


By‐law 2014 ‐032 - includes 


Duties of Municipalities – 
Taxicabs 
s.79 


Vehicle registration and identification must be displayed on the
rear bumper of the taxicab. 
Vehicle registration and identification information must be 
made available in an accessible format to persons with 
disabilities who are passengers. 


By‐law 2014‐032 
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SECTION 9: GENERAL REQUIREMENTS 


 


Outdoor Public Use 
Eating Areas s80.17 


The Town of Gananoque shall ensure that where they construct 
or redevelop outdoor public use eating areas that they intend to 
maintain, the outdoor public use eating areas meet the 
requirements as outlined in the standard. 


January 1, 2016


Outdoor Play Spaces 
s80.19 


When constructing new or redeveloping existing outdoor play 
spaces The Town of Gananoque shall consult on the needs of 
children and caregivers with various disabilities. 
. 


January 1, 2016


Outdoor Play Spaces 
s80.20 


When constructing new or redeveloping existing play spaces
that they intend to maintain, The Town of Gananoque shall follow
the requirements of the standard 


January 1, 2016


Exterior Paths of Travel s80.23  When constructing new or redeveloping existing exterior paths of 
travel that they intend to maintain, The Town of 
Gananoque, shall ensure that new and redeveloped exterior 
paths of travel meet the requirements of the standard, including 
requirements for ramps, stairs, curb ramps, depressed curbs, 
accessible pedestrian signals, and rest areas. 


January 1, 2016


Accessible Parking s80.32  The Town of Gananoque shall ensure that when constructing new 
or redeveloping off‐street and on‐street parking facilities that 
they intend to maintain, the off‐street parking facilities meet the 
requirements of the standard. 


January 1, 2016


Obtaining Services 
s80.40 


The Town of Gananoque shall ensure they meet the requirements
set out in the standard with respect to all newly constructed 
service counters and fixed queuing guides and all newly 
constructed or redeveloped waiting areas. 


January 1, 2016.


   


   


   


 


 







 
SECTION 9: GENERAL REQUIREMENTS 


 


 


MAINTENANCE 


 


January 1, 2016  Deliverable  Status 


Maintenance 
s80.44 


The  Town of Gananoque shall  ensure that their  multi‐use
accessibility  plans  include  procedures  for  preventative  and 
emergency maintenance  of  the  accessible  elements  in  public 
spaces as required by the standard. 


January 1, 2016


Maintenance 
s80.44 


The  Town of Gananoque shall  ensure that their  multi‐use
accessibility  plans  include  procedures  for  dealing  with 
temporary  disruptions  when  accessible  elements  required 
under the standard are not in working order. 


January 1, 2016


Reporting 
s86.1 


The Town of Gananoque shall file an accessibility report with a
director in accordance with subsection 14(1) of the Act, every two 
years. 


End of each calendar year
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BY-LAW NO. 2014-117 
 


 


BEING A BY-LAW TO ADOPT AN INTEGRATED ACCESSIBILITY STANDARD 
 


 


WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers of 
a municipal corporation are to be exercised by its Council; and 


 
WHEREAS the Municipal Act, 2001, S.O. 2001, c. 25, provides that the powers of 
every Council are to be exercised by Bylaw; and 
 
WHEREAS Ontario Regulation 191/111 and the Accessibility for Ontarians with 
Disabilities Act, 2005 (AODA) requires all public corporations to adopt a Multi-Year 
Accessibility Plan that provides for a guideline regarding accessibility within their 
respective community; and 
 
WHEREAS The Accessibility for Ontarians with Disabilities Act (AODA) establishes 
mandatory accessibility standards for public organizations which include specific 
timelines. 
 
NOW THEREFORE the Council of the Corporation of Town of Gananoque hereby 
enacts as follows: 
 


1) That the Integrated Accessibility Standard attached hereto as Schedule 
“A” is hereby adopted; 
 


2) That the Plan come into force and effect on the date of passing; 
 
 
READ THREE TIMES and finally passed this 17th day of November, 2014. 
 
 
 
_____________________________  _______________________________ 
Mayor, Erika Demchuk   Clerk, Bonnie Dingwall 
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The Corporation of the Town of Gananoque  


POLICY AND PROCEDURE MANUAL 


POLICY NO. ADM 16-2014 POLICY TYPE: Administrative 


AUTHORITY Clerk’s Department 


APPROVAL DATE: Sept 17, 2014 


EFFECTIVE DATE: Sept 18, 2014 


LAST REVISION DATE: n/a 


 
SUBJECT 
 


Integrated Accessibility Standards Policy 


 
Purpose: 
 
To ensure the implementation of accessibility policies that are compliant with the Integrated 
Accessibility Standards Regulation under the Accessibility for Ontarians with Disabilities Act, 
2005, which takes into account the principles of dignity, independence, integration and equal 
opportunity. 
 
Policy: 
 
The Town of Gananoque is committed to treating all people in a way that allows them to 
maintain their dignity and independence. Through accessibility planning and policies, the Town 
of Gananoque shall ensure that the Town meets the needs of people with disabilities in a timely 
manner through the implementation of this policy. 
 
Application and Scope: 
 
This policy has been drafted in accordance with the Regulation and addresses how the Town of 
Gananoque achieves accessibility through meeting the Regulation’s requirements. It provides 
the overall strategic direction that will be followed to meet the accessibility needs of persons 
with disabilities in the provision of goods, services and facilities. 
 
This policy applies to all employees and volunteers; all persons who participate in developing 
the organization’s policies; and all other persons who provide goods, services or facilities on 
behalf of the organization. 
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Definitions: In this policy, the following meanings apply: 
  


a) “Accessible Formats”: includes, but are not limited to, large print, recorded audio 
and electronic formats, Braille and other formats usable by persons with 
disabilities;  
 


b) “Accommodation” means the special arrangement made or assistance provided so 
that persons with disabilities can participate in the experiences available to 
persons without disabilities. Accommodation will vary depending on the person’s 
needs; 
 


c) “Communication Supports” includes, but are not limited to, captioning, alternative 
and augmentative communication supports, plain language, sign language and 
other supports that facilitate effective communications; 
 


d) “Disability” as defined under the Accessibility for Ontarians with Disabilities Act, 
2005 includes:   


 
(i) 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, 
and 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 service animal or on a wheelchair or 
other remedial appliance or device  


(ii) A condition of mental impairment or a development disability;  
(iii) A learning disability or a dysfunction in one or more of the processes involved 


in understanding or using symbols or spoken language;  
(iv) A mental disorder; or  
(v) An injury or disability for which benefits were claimed or received under the 


insurance plan established under the Workplace Safety and Insurance Act, 
1997.  


 
e) “Information” includes data, facts and knowledge that exists in any format, 


including text, audio, digital or images, and that conveys meaning; 
 


f) “Self-Service Kiosk” means an interactive electronic terminal, including a point-of-
sale device, intended for public use that allows users to access one or more 
services or products or both.  


 
g) “Third Party” means a representative of a business or organization who is 


receiving Town of Gananoque goods or services or acting in an official capacity.  
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h) “Town” is defined as the Corporation of the Town of Gananoque 
 


i) “Accessible Taxicab” means an accessible taxicab as defined in section 1 of 
Regulation 629 of the Revised Regulations of Ontario, 1990 (Vehicles for the 
Transportation of Physically Disabled Persons) made under the Highway Traffic Act. 


 
Procedure: 
 


1.0  Regulations 
 


1.1 Accessibility Plan 
The Town shall produce a multi-year Accessibility Plan. The plan will be 
posted on the Town’s website and shall be made available in an 
accessible format and with communication supports, upon request. The 
Accessibility Plan shall be reviewed and, if necessary, updated at least 
once every five (5) years. 


 
1.2 Procurement Policy 


The Town shall incorporate accessibility design, criteria and features 
when procuring or acquiring goods, services or facilities, except where it 
is not practicable to do so.  If it is determined that it is not practicable to 
incorporate accessibility design, criteria and features when procuring or 
acquiring goods, services or facilities, the Town shall provide, upon 
request, an explanation. 


 
1.3 Self-Service Kiosks 


The Town shall have regard to the accessibility for persons with 
disabilities when designing, procuring or acquiring self-service kiosks and 
shall incorporate accessibility features when designing, procuring or 
acquiring self-service kiosks. 


 
  1.4 Training 


All Town of Gananoque employees, volunteers, persons who participate 
in developing the Town’s policies and third parties providing goods and 
services on the Town’s behalf shall be required to undergo training on 
the requirements of the Accessibility for Ontarian with Disabilities Act, 
2005 accessibility standards and on the Human Rights Code as it pertains 
to persons with disabilities. The training provided on these requirements 
shall be appropriate to the duties of the employee, volunteer or other 
persons. Training shall take place as soon as is practicable and upon 
completion, the Town shall keep a record of the training provided on 
these requirements including the dates on which the training was 
provided and the number of individuals to whom it was provided.  
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2.0 Information and Communication Standards 
 
2.1 Feedback 


The Town shall ensure that its processes for receiving and responding to 
feedback are accessible to persons with disabilities by providing or 
arranging for the provision of accessible formats and communications 
supports upon request and shall notify the public about the availability of 
accessible formats and communication supports. 
   


2.2 Accessible Formats and Communication Supports 
Except as otherwise provided for in the Accessibility for Ontarians with 
Disability Act, 2005, the Town shall, upon request, and in consultation 
with the person making the request, provide or arrange for the provision 
of accessible formats and communication supports for persons with 
disabilities. Accessible formats and communication supports shall be 
provided in a timely manner, taking into account the person’s 
accessibility needs due to the disability and at a cost that is no more than 
the regular cost charged to other persons.  


  
This does not apply to products and product labels, unconvertible 
information or communications and information that the Town does not 
control directly or indirectly through a contractual relationship. If it is 
determined that information or communications are unconvertible, the 
department shall provide the person requesting the information or 
communication with: 
(a) an explanation as to why the information or communications are 


unconvertible; 
(b) a summary of the unconvertible information or communications 


 
The Town shall ensure that the public is notified about the availability of 
accessible formats and communication supports.  The notice shall be 
given by posting the information:  


(i) at a conspicuous place on the Town of Gananoque premises;  
(ii) on the Town’s official web site – www.gananoque.ca; or  
(iii) by such other method as is reasonable in the circumstances. 


 
2.3 Emergency Information 


When preparing emergency procedures, plans or public safety 
information and making same available to the public, the Town shall 
provide the information in an accessible format or with appropriate 
communication supports as soon as practicable, upon request. 
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2.4 Accessible Website and Content 
Internet websites and web content controlled directly by the Town or 
through a contractual relationship that allows for modification of the 
product shall conform to the World Wide Web Consortium Web Content 
Accessibility Guidelines (WCAG) 2.0, at Level A and AA in accordance with 
the schedule set out in the AODA Integrated Accessibility Standards.   


 
 
3.0 Employment Standards 


 
3.1 Recruitment 


The Town shall post information about the availability of 
accommodations for applicants with disabilities in its recruitment 
process. Job applicants who are individually selected for an interview 
and/or testing shall be notified that accommodations for material to be 
used in the process are available, upon request. The Town shall consult 
with any applicant who requests an accommodation in a manner that 
takes into account the applicant’s disability. Successful applicants shall be 
notified about the Town’s policies for accommodating employees with 
disabilities as part of their offer of employment. 


 
3.2 Employee Supports 


The Town shall inform employees of the policies used to support 
employees with disabilities, including policies on the provision of job 
accommodations that take into account an employee’s accessibility 
needs due to disability. The Town shall provide this information to new 
employees as soon as practicable after they begin their employment and 
provide updated information to all employees whenever there is a 
change to existing policies on the provision of job accommodations that 
take into account an employee’s accessibility needs due to disability.  


 
3.3 Accessible Formats and Communication Supports 


Upon an employee’s request, the Town shall consult with the employee 
to provide or arrange for the provision of accessible formats and 
communication supports for: 


a) information that is needed in order to perform the employee’s 
job; and 


b) information that is generally available to employees in the 
workplace. 


The Town will consult with the employee making the request in 
determining the suitability of an accessible format or communication 
support.  


 
3.4 Workplace Emergency Response Information 
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If an employee’s disability is such that workplace emergency response 
information is necessary and the Town is aware of the need for 
accommodation, this information shall be provided to employees. In 
addition, this information shall be provided, with the employee’s 
consent, to the person designated to provide assistance. The information 
shall undergo review when the employee moves to a different location, 
when the employee’s overall accommodation needs or plans are 
reviewed and when the Town reviews its general emergency response 
plan.  


 
3.5 Documented Individual Accommodation Plans 


A written process for the development and maintenance of documented 
individual accommodation plans shall be developed for employees with 
disabilities. If requested, these plans shall include information regarding 
accessible formats and communications supports. If requested, the plans 
shall include individualized workplace emergency response information. 


  
3.6 Return to Work Process 


The Town shall have in place a documented return to work process for 
employees returning to work due to disability and requiring disability-
related accommodations. This return to work process shall outline the 
steps that the Town shall take to facilitate the return to work.  


 
3.7 Performance Management, Career Development and Advancement, 


Redeployment 
The Town shall take into account the accessibility needs of its employees 
with disabilities as well as any individual accommodation plans when 
providing career development and advancement, performance 
management and when considering redeployment. 


 
 4.0 Transportation 
  


The Town of Gananoque does not provide any of the transportation systems 
outlined in the Transportation Standards; however recognizing that it will make 
it easier for people to travel in Ontario, including persons with disabilities, older 
Ontarians and families traveling with children with strollers, the Town will 
encourage private transportation providers to meet the requirements of the 
Transportation Standard. 
 
 
 
4.1 Taxicabs 
 


The Town shall: 
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 Identify progress made toward meeting the need for on-demand 
accessible taxicabs including any steps to be taken to meet the need; 


 Ensure that owners and operators of taxicabs are prohibited from 
charging a higher fare or an additional fee for persons with disabilities 
and from charging a fee for storage of mobility aids or mobility assistive 
devices; and 


 Ensure taxicabs have vehicle registration and identification information 
on the rear bumper of the taxicab, and available in an accessible manner 
to passengers with disabilities. 


 
5.0 Design of Public Spaces (Accessibility Standards for the Built Environment) 
 


The Design of Public Spaces Standard will make it easier for people to enjoy 
recreational activities in Ontario, including persons with disabilities, older 
Ontarians and families with children with strollers.  
 
The Town of Gananoque is committed to ensuring that its public spaces, in 
accordance with the Integrated Accessibility Standards (Ontario Regulation 
191/11) under the AODA and, in particular, Part IV.1, Design of Public Spaces 
Standards, of such Regulation are accessible to all. This will be accomplished 
through the development and implementation of policies, practices, procedures, 
resources, equipment and training in the provisions outlined in the Integrated 
Accessibility Standards Regulation under the AODA. 
 
The Town will comply with the Design of Public Spaces Standards with respect to 
public spaces that are newly constructed or redeveloped, including: 


 Recreational trails and beach access routes 


 Outdoor public use eating areas 


 Outdoor play spaces 


 Exterior paths or travel 


 Accessible parking 


 Obtaining services 
 


 6.0  Compliance  
An Administrative Monetary Penalties scheme has been established under the 
AODA which allows the Accessibility Directorate or a designate to issue an order 
against a person, organization or corporation to pay a penalty amount as a result 
of non-compliance with the AODA or the accessibility standard to a maximum of 
$100,000 in the case of a corporation and up to $50,000 in the case of an 
individual or unincorporated organization.   
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BY-LAW NO. 2014-118 
 


 
BEING A BY-LAW TO AUTHORIZE ENTERING INTO AN AGREEMENT TO AMEND THE 


ORIGINAL AGREEMENT WITH THE R.M.P. CONSTRUCTION & DEVELOPMENT LTD. FOR 
THE PURPOSE OF PROVIDING BROWNFIELD ASSISTANCE. 


 


 


WHEREAS the Town of Gananoque has adopted a Community Improvement Project 
Area in By-law 2012-034 on March 20, 2012 and amended by By-law 2014-097 on 
September 02, 2014; and 
 
WHEREAS the Town of Gananoque has adopted a Community Development Plan in 
By-law 2012-073 on August 14, 2012; and 
 
WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers of a 
municipal corporation are to be exercised by its Council; and 
 
WHEREAS the Municipal Act, 2001, S.O. 2001, c. 25, provides that the powers of every 
Council are to be exercised by Bylaw. 
 
WHEREAS the Council of the Town of Gananoque has entered into a brownfields 
assistance agreement with RMP Development as authorized in By-law 2014-013 
adopted on February 14, 2014. 
 
NOW THEREFORE the Council of the Corporation of the Town of Gananoque hereby 
enacts as follows: 
 
1) That the Town of Gananoque authorize an amendment to the brownfields 


assistance agreement with R.M.P. Construction and Development Ltd. for the 
property at 175 St. Lawrence Street. 
 


2) That the Mayor and Chief Administrative Officer are hereby authorized to enter 
into an amended brownfields assistance agreement as set out in Schedule ‘A’ 
attached hereto and forming part of this by-law. 


 
3) That this by-law come into force and effect on the date of passing. 


 
READ THREE TIMES and finally passed this 17th day of November, 2014. 
 
 
 
______________________________  _______________________________ 
Mayor, Erika Demchuk    Clerk, Bonnie Dingwall 


 







 


Town of Gananoque 


Brownfields Assistance Amending Agreement 


 


THIS BROWNFIELDS ASSISTANCE AMENDING AGREEMENT is made at the 
Town of Gananoque this __ day of ______________, 2014.    


BETWEEN: 


THE CORPORATION OF THE TOWN OF GANANOQUE 


(hereinafter referred to as the “Town”) 


And 


 (hereinafter referred to as the “Owner”)
R.M.P. CONSTRUCTION & DEVELOPMENT LTD. 


RECITALS:    


WHEREAS: 


A. the Corporation of the Town of Gananoque and the Island Harbour Club Inc. entered 
into a Brownfields Assistance Agreement dated June 16, 2014 ("Original 
Agreement"); 


B. the Corporation of the Town of Gananoque amended its Community Improvement 
Plan (hereinafter referred to as “CIP”) pursuant to the community improvement 
provisions of the Planning Act, as amended; 


C. the parties deem it expedient to amend the Original Agreement to ensure that the 
Original Agreement conforms to the CIP as amended; and 


D. the parties agree that except as otherwise amended by this Amending Agreement, 
the Original Agreement shall remain in full force and effect. 


NOW THEREFORE THIS AGREEMENT WITNESSETH THAT, in consideration of: 


(i) the premises, covenants and agreements to be observed, fulfilled and 
performed pursuant to this Amending Agreement and the Original 
Agreement;  


(ii) the conditional approval of the Owner’s application for Brownfields 
Assistance by the Town, subject to and in accordance with the terms 
and conditions hereinafter recorded in the Original Agreement and 
this Amending Agreement; and 


(iii) other good and valuable consideration, the sufficiency of which is 
hereby acknowledged by both parties, 


The parties do hereby agree to amend the Original Agreement as follows: 


1. Paragraph 17 shall be deleted in its entirety and replaced with the following: “The 
Owner acknowledges and agrees that the Town will provide Brownfields Assistance 
only to the registered owner of the Lands as disclosed on title to the Lands at the time 
any payment is made.  Where the Owner enters into an assignment agreement with a 
Purchaser to enable the Owner to receive the Brownfields Assistance otherwise 
payable to the Purchaser, the Owner shall provide the assignment agreement to the 
Town.  The Town shall make reasonable efforts to make Brownfield Assistance 
payments in accordance with the assignment agreement.  The Owner absolves the 
Town of any liability for distributing Brownfields Assistance to a party who is the 
legal owner of the Lands or any part thereof from time to time, regardless of the 
existence of any assignment agreement.” 


2. Paragraph 18 shall be deleted in its entirety and replaced with the following: “Where 
all or a portion of the Lands are sold, the Owner agrees to obtain from any purchaser 
an agreement whereby the purchaser shall assume all of the Owner’s obligations 
pursuant to this Agreement with respect to all or a portion of the Lands being 
purchased, failing which the Owner shall continue to be bound by this Agreement, 
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notwithstanding that it may not be entitled to receive any Brownfields Assistance 
related to the Lands or the portion of the Lands sold.  The Owner further 
acknowledges that any default of this Agreement by a future owner, in the absence of 
a valid assignment of this Agreement to that owner, shall entitle the Town to seek 
remedies under this agreement as against the Owner. The Town agrees that upon 
registration of a notice of this Agreement on title to the Lands, such registration shall 
be deemed to constitute the Town’s consent to assign this Agreement to the 
Purchaser, as it relates to that portion of the Lands being so purchased. The Owner 
agrees that it shall include in all deeds and transfers of any Units a clause obligating 
the Purchaser to assume all of the Owner’s obligations pursuant to this Agreement as 
this Agreement relates to the Unit(s) purchased.”   


3. Paragraph 19 shall be deleted in its entirety and replaced with the following: “Subject 
only to section 17, the Owner agrees that in the event of a sale of a portion of the 
Lands, that the Brownfields Assistance shall be apportioned between the Purchaser 
and the Owner on the basis of the proportion of the Lands sold in relation to the 
portion of the Lands to be retained.  The apportionment shall be as agreed to between 
the Owner and Purchaser and must be satisfactory to the Town in its sole discretion, 
acting reasonably. In particular, upon the transfer by the Owner to a Purchaser of a 
Unit, the Brownfields Assistance, then still payable, shall be apportioned to a 
Purchaser on the basis of the proportionate interest allocated to that Unit in 
accordance with and pursuant to the description and the declaration registered under 
the Condominium Act in respect of the Lands and the Project. Such apportionment 
shall be deemed satisfactory to the Town.”   


4. Paragraph 29 shall be deleted in its entirety and replaced with the following: “The 
Town acknowledges that the Lands and the Project will be registered and described 
under the Condominium Act and the Units to be created may be sold by the Owner to 
Purchasers and common assets are to be held in the name of the condominium 
corporation to be created. Each Purchaser shall be entitled to receive the benefit of 
Tax Cancellation based upon the municipal property taxes applicable to that 
Purchaser’s Unit (and deferral and cancellation, if any, of the education portion of 
property taxes levied thereon) if applicable.”   


5. Paragraph 38 shall be deleted in its entirety and replaced with the following: “The 
value of the annual Property Tax Grant shall be equal to the dollar amount that is the 
product of the municipal portion of property taxes levied on the Lands, or any unit, as 
the case may be, multiplied by: 


(A) in the first year after redevelopment is complete, 1.0;  


(B) in the second year after redevelopment is complete, .75; 


(C) in the third year after redevelopment is complete, .50; 


(D) in the fourth year after redevelopment is complete, .25.” 


6. Paragraph 41 shall be deleted in its entirety and replaced with the following: “Unless 
this Agreement is terminated earlier, the annual Property Tax Grant will cease on the 
earlier of: 


(A) when the total of all Property Tax Grants paid, when added to the value 
of all Tax Assistance provided, equals the Actual Rehabilitation Costs; or 


(B) after four (4) annual Property Tax Grants have been paid.”  


42 Paragraph 48 shall be deleted in its entirety and replaced with the following: “The 
Town acknowledges that where there is more than one owner of the Lands and, in 
particular, where Purchasers have taken title to Units (becoming Owners pursuant to 
this Agreement), a default by one Owner shall not constitute a default by any other 
Owner and failure of one Owner to remedy a default shall not constitute the failure of 
any other Owner to remedy a default. In the event the Town exercises any or all of 
the remedies it is entitled to hereunder or by law, such remedies shall be limited in 
exercise to that defaulting Owner and that Owner’s part of the Lands or Unit, as the 
case may be, who has committed a default under this Agreement and who has failed 
to remedy such default as provided for herein.  Without limiting the generality of the 
foregoing, the remedies available to the Town shall include remedies as against any 
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party that has received an assignment of any Brownfields Assistance in accordance 
with this Agreement, to the limit of the Brownfields Assistance provided.” 


43 Except as specifically amended by this Amending Agreement the Original 
Agreement shall remain in full force and effect. 


IN WITNESS WHEREOF the parties duly execute this Amending Agreement: 


This Amending Agreement shall be binding upon the parties and their heirs, executors, 
successors and assigns. 


 


Dated at the Town of Gananoque, this __ day of _________________, 2014 


 


R.M.P. Construction & Development Ltd.  
 
 
Per: _____________________________                                                              
 
 
Per: ______________________________                                                           


 
 
We have authority to bind the corporation 


 


Dated at the Town of Gananoque, this __ day of _________________, 2014 


 


THE CORPORATION OF THE TOWN OF 
GANANOQUE 
 


      


Erika Demchuk, Mayor


      


Robert Small, CAO 
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BYLAW NO. 2014-119 
 


 
BEING A BY-LAW TO AUTHORIZE THE APPROVEL OF THE TRANSFER/DEED OF LANDS 


FOR 93-95 TANNER ST FOR THE PURPOSE OF CLARIFICATION OF TITLE IN LAND 
TITLES. 


     


 
WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers of a 
municipal corporation are to be exercised by its Council; and 
 
WHEREAS Subsection 2 of Section 11 of the Municipal Act, 2001, S.O. 2001, c. 25, 
provides that the powers of every Council are to be exercised by Bylaw; and 
 
WHEREAS it is deemed expedient that the tile of the lands located at 93-95 Tanner St 
(McIninch Estate) be clarified as set out in Report 2014-29-CD. 
 
NOW THEREFORE the Council of the Corporation of the Town of Gananoque hereby 
enact as follows; 
 


1. That a Transfer/Deed of Lands for the property located at 93-95 Tanner St 
(McIninch Estate) be registered for the purpose of clarifying the title of said 
lands. 


 
2. The Mayor and Clerk are authorized and directed to execute all documents 


necessary in that behalf and to affix thereto the seal of the Corporation of the 
Town of Gananoque. 


 
READ THREE TIMES and passed this 17th, day of November, 2014. 
 
 
_________________________  _____________________________ 
Mayor, Erika Demchuk   Clerk, Bonnie Dingwall 
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THE CORPORATION OF THE TOWN OF GANANOQUE 
 


BY-LAW 2014-120 
 


 
Being a by-law to amend By-law No. 2007-54 a by-law respecting the  


regulating of traffic and parking on highways for the purpose of temporarily 
allowing Bay Road to be two way to allow for the duration  


of the Marina Dredging Project. 
 


 
WHEREAS the Municipal Act, 2001, c. 25, section 27 authorizes municipalities to 
pass by-laws in respect to a highway if it has jurisdiction over the highway; 
 
AND WHEREAS the Municipal Act 2001, c. 25 section 28, and section 8 of the Public 
Transportation and Highway Improvement Act, authorizes a local municipality to 
have jurisdiction over: 
 


(a) All road allowances located in the municipality that were made by the 
Crown surveyors; and 
 


(b) All road allowances, highways, streets, and lanes shown on a registered 
plan of subdivision. 


 
AND WHEREAS the Municipal Act 2001, c. 25 section 31 authorizes a local 
municipality to pass a by-law to assume highways for public use: 
  


(a) An unopened road allowance made by the Crown Surveyors; 
 


(c) A road allowances, highways, streets, and lanes shown on a registered 
plan of subdivision. 


 
AND WHEREAS the Municipal Act 2001, c. 25 section 11 authorizes a local 
municipality to pass a by-law respecting matters dealing with highways, including 
parking and traffic on highways; 
 
AND WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers 


of a municipal corporation are to be exercised by its Council;  


AND WHEREAS the Municipal Act, 2001, S.O. 2001, c. 25, provides that the powers 
of every Council are to be exercised by Bylaw. 
 
NOW THEREFORE the Council of the Corporation of The Town of Gananoque hereby 
enacts as follows: 
 







1) That Bay Road be closed to the general public vehicle and pedestrian traffic 
during the Marina Dredging project to facilitate a safe construction zone; 
 


2) That Bay Road be temporarily made a two way traffic zone to facilitate 
construction vehicles going to and from the construction area; 
 


3) That this by-law come into force and effect on the date of passing; 
 


4) That the ending term of this by-law shall coincide with the completion of the 
Marina Dredging project. 
 


READ THREE TIMES and finally passed this 17th day of November, 2014. 
 
 
 
 
___________________________  ___________________________ 
Mayor, Erika Demchuk    Clerk, Bonnie Dingwall 
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Regular Council Meeting Minutes for November 17, 2014 

MOTION NO: 2014-319 
Moved by: Councillor Abbott 
Seconded by: Councillor Sheppard 
Be it resolved that Council approve a grant of $500.00 to the Special Peoples 

Christmas Party. Further that the funds be expensed through Council Grants. 

ACCOUNTS 
NONE 

COUNCIL ENQUIRIES & REPORTS (Reports must be in writing) 

MOTION NO: 2014-320 
Moved by: Councillor Sheppard 

Seconded by: Councillor Abbott 

CARRIED 

Be it resolved that Council authorize the Town Hall to close from 12:00 noon on 

December 24, 2014 and remain closed till 8:30AM on January 02, 2015. 

CARRIED 

Councillor Sheppard expressed his thanks to the Community for electing him as a 

Councillor highlighting on how much he enjoyed the experience; and wished all of 
Council well in the new term. 

Councillor Abbot expressed her appreciation for the opportunity to serve as a 
Council member; and wished the new Council all the best in the new term. 

MEMBERS OF THE PRESS QUESTIONS OR COMMENTS 

A member of the press asked a question. 

CONFIRMATION BY-LAW 

MOTION NO: 2014-321 
Moved by: Councillor Abbott 
Seconded by: Councillor Sheppard 

Be it resolved that By-law 2014-119 being a by-law to confirm the proceedings of 

Council at their meeting held on November 17, 2014 be read three times and finally 
passed this 17th day of November, 2014. 

CARRIED 

ADJOURNMENT 

Moved by: Councillor Girling 

Be it resolved that Council adjourn this regular meeting of Council at 7:38 PM. 

Mayor, Erika Demchuk Clerk, Bonnie Dingwall 
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CORPORATION OF THE TOWN OF GANANOQUE 
 


BYLAW NO. 2014-121 
 


 
BEING A BY-LAW TO CONFIRM THE PROCEEDINGS OF THE COUNCIL  


OF THE CORPORATION OF THE TOWN OF GANANOQUE AT  
ITS’ MEETING HELD ON NOVEMBER 17th, 2014.  


     


 
WHEREAS by Section 5 of the Municipal Act, 2001, S.O. 2001, c. 25, the powers of a 
municipal corporation are to be exercised by its Council; and 
 
WHEREAS Subsection 2 of Section 11 of the Municipal Act, 2001, S.O. 2001, c. 25, 
provides that the powers of every Council are to be exercised by Bylaw; and 
 
WHEREAS it is deemed expedient that the proceedings of the Council of the 
Corporation of the Town of Gananoque at this meeting be confirmed and adopted by 
Bylaw. 
 
NOW THEREFORE the Council of the Corporation of the Town of Gananoque hereby 
enact as follows; 
 


1. The action of the Council of the Corporation of the Town of Gananoque at its 
meeting held on November 17th, 2014, in respect of each recommendation 
contained in the reports of the Committees and each motion and resolution 
passed and other action taken by the Council of the Corporation of the Town of 
Gananoque at its meetings is hereby adopted and confirmed as if all such 
proceedings were expressly embodied in this by-law. 
 


2. That Council confirm the motions adopted during the Committee of the Whole 
at their meeting held on November 17th, 2014.  


 
3. The Mayor and proper officials of the Corporation of the Town of Gananoque 


are hereby authorized and directed to do all things necessary to give effect to 
the action of the Council of the Corporation of the Town of Gananoque referred 
to in the preceding section hereof. 


 
4. The Mayor and Clerk are authorized and directed to execute all documents 


necessary in that behalf and to affix thereto the seal of the Corporation of the 
Town of Gananoque. 


 
READ THREE TIMES and passed this 17th, day of November, 2014. 
 
 
_________________________  _____________________________ 
Mayor, Erika Demchuk   Clerk, Bonnie Dingwall 
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