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Boardroom 

 
Members:    Cliff Casey (Chair), Bill Chopp, Dan Dignard, Carol Luciani, Bonnie McKinnon, Rick Petrella 
                      
                     Chris N. Roehrig (Director of Education & Secretary); Thomas R. Grice (Superintendent of  
                     Business & Treasurer), Patrick Daly, Michelle Shypula and Leslie Telfer (Superintendents of  
                     Education) 
 
 

1. Opening Business 
 

 1.1 Opening Prayer – Cliff Casey  

 1.2       Attendance   

  1.3 Approval of the Agenda                                                                                                       Page 1  

1.4 Approval of Minutes from the Policy Committee Meeting –  December 12, 2017          Pages 2-4 

1.5 Business Arising from the Minutes 

 

2. Committee and Staff Reports  

 2.1 Accessibility Standards Policies & Administrative Procedures (revised)                     Pages 5-46 
  Presenter: Michelle Shypula, Superintendent of Education 
 

 2.2 French Immersion Program Policy & Administrative Procedure 200.30 (revised)     Pages 47-51 
  Presenter: Leslie Telfer, Superintendent of Education   
 

 2.3 Student Attendance Policy & Administrative Procedure 200.03 (revised)                 Pages 52-66 
  Presenter: Chris N. Roehrig, Director of Education & Secretary 
 

3. Discussion Items  

 3.1        Video Security Surveillance Policy & Administrative Procedure 400.11                    Pages 67-79 

 3.2        Inclement Weather & Temporary School/Facility Closures Policy 400.01                 Pages 80-84 

           3.3        Trustee Expenses Policy 100.0 and Employee Expenses Policy 700.04                  Pages 85-92                                                                                                                       

 3.4        Transportation of Students Policy 400.19                                                                  Pages 93-96 
 

4. Trustee Inquiries 

5. Adjournment 
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Policy Committee 
Tuesday, December 12, 2017  ♦  1:00 p.m. 

Boardroom 
 
  Trustees: 
Present:  Dan Dignard (Chair), Cliff Casey, Bill Chopp, Carol Luciani, Bonnie McKinnon, Rick Petrella 

Absent:   

  Senior Administration:  
Chris N. Roehrig (Director of Education & Secretary), Thomas R. Grice (Superintendent of 
Business & Treasurer), Patrick Daly, Michelle Shypula (Superintendents of Education) 

 

1. Opening Business 

1.1  Opening Prayer 

The meeting opened with prayer led by Chair Dignard. 
 

1.2 Attendance    

As noted above. 
 
 1.3 Approval of the Agenda 
 

  Moved by: Rick Petrella 
  Seconded by: Carol Luciani 
  THAT the Policy Committee approved the agenda of the December 12, 2017 meeting. 
  Carried 
 

 1.4 Approval of the Policy Committee Meeting Minutes – June 8, 2017 

Moved by:  Carol Luciani  
Seconded by:  Bonnie McKinnon 
THAT the Policy Committee approves the minutes of the June 8, 2017 meeting. 
Carried 

 1.5 Business Arising from the Minutes – Nil 
 

2. Committee and Staff Reports 
 

2.1       Leaves of Absence for Management Employees Policy (new)   

Director Roehrig presented the draft Leave of Absence for Management Staff policy and 
outlined the best practices surrounding the approval of management leaves of absence. He 
reviewed the process for requesting a leave of absence, recent changes to the Employment 
Standards Act and examples of leaves of absence. 
 
Chair Petrella requested that Section 2 be amended to reflect the need of a consultation with 
the Board of Trustees for requests for leaves of absences that exceed one month. 
Vice Chair Dignard discussed providing a link to the Employment Standards Act in the policy. 
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Moved by: Cliff Casey 
Seconded by: Carol Luciani 
THAT the Policy Committee recommends that the Committee of the Whole refers the changes 
to Policy 300.14 Leaves of Absence for Management Employees, as amended, to the Brant 
Haldimand Norfolk Catholic District School Board for approval. 
Carried 

 
 2.2 Principal and Vice-Principal Assignments Administrative Procedure 300.41 (revised)                  

Director Roehrig reviewed the procedure for principal and vice-principal assignments and 
advised that the changes align with the academic hiring policy, principal input and consultation 
with school advisory councils. He advised that administrators have the opportunity to meet 
individually to discuss interests and goals to help determine assignments. 
 
Moved by:  Bonnie McKinnon 
Seconded by:  Bill Chopp 
THAT the Policy Committee recommends that the Committee of the Whole refers the Principal 
and Vice-Principal Assignment Administrative Procedure to the Brant Haldimand Norfolk 
Catholic District School Board for receipt.  
Carried 

 

 2.3 Hiring – Academic Staff Administrative Procedure 300.10 (revised)                                                      

Director Roehrig advised the procedure was reviewed as part of the regular review cycle for 
policies and administrative procedures. The revised procedure removes the requirement of 
consulting with school advisory councils as it is not required for the appointment or transfer of 
principals. 

 
Moved by:  Bonnie McKinnon 
Seconded by:  Rick Petrella 
THAT the Policy Committee recommends that the Committee of the Whole refers the Hiring – 
Academic Staff Administrative Procedure to the Brant Haldimand Norfolk Catholic District 
School Board for approval. 
Carried 

 
 2.4        Administration of Oral Medication to Students Under the Age of 18 200.19 (revised)             

  Superintendent Shypula outlined revisions made to the policy including the application of 
procedures, manner of which medication is administered and safe facilitation for the 
administration of medication. She reported that the policy was vetted by numerous groups 
including all administrators, union presidents and the Regional Catholic Parent Involvement 
Committee Chair. Superintendent Shypula responded to inquiries regarding who is designated 
to administer medication and procedures during emergency situations. 

 

 Moved by:  Carol Luciani 
 Seconded by:  Bill Chopp 
 THAT the Policy Committee recommends that the Committee of the Whole refers the revised    
Administration of Oral Medication to Children Under the Age of 18 to the Brant Haldimand 
Norfolk Catholic District School Board for approval. 

 Carried 
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3. Discussion Items 
 

 3.1       Transportation of Students Policy 400.19 
 

Trustee Chopp inquired as to the distance required to qualify for transportation. He requested a 
review of the cost if distance was reduced from 1.6km to 1.4km and to 1.2km. Trustee Chopp 
hoped that courtesy rides will not be eliminated. 
 
Trustee Casey requested that the cost of implementing a distance requirement of 0.5km for 
kindergarten students be reviewed also. 
 

 3.2       Community Use of Schools Policy 400.05 
 

Trustee Chopp raised concerns regarding a desire for CYO to use schools on PA days and long 
weekends. 
 
Director Roehrig advised that cleaning and construction projects are usually scheduled on dates 
when schools are vacant which is why some schools may have not been open to user groups 
during those times. Staff have met with user groups and have reached an agreement regarding 
using schools on the dates in question in the future. 
 
Trustee Casey requested that staff meet with user groups every six months to review comments 
and concerns. 
 

4. Trustee Inquiries - Nil   

5. Adjournment 

Moved by:  Bonnie McKinnon  
Seconded by:  Carol Luciani 
THAT the Policy Committee adjourns the meeting of December 12, 2017. 
Carried 

 
 
 
 
 
 
 

Next Meeting:  At the Call of the Chair 
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC 
DISTRICT SCHOOL BOARD POLICY COMMITTEE 

 
Prepared by: Michelle Shypula, Superintendent of Education 
Presented to: Policy Committee  
Submitted on: April 5, 2018 
Submitted by: Chris N. Roehrig, Director of Education & Secretary 
 

ACCESSIBILITY STANDARDS & INTEGRATED PLAN 
Public Session 

 
BACKGROUND INFORMATION: 
 
On December 14, 2001, the Ontarians with Disabilities Act, 2001 (ODA) was passed to 
improve access and opportunities for people with disabilities. The Act provides for the 
involvement of those with disabilities in the identification, removal and prevention of 
barriers so they can fully take part in the life of the province. ODA 2001 was followed 
with the passing of the Accessibility for Ontarians with Disabilities Act (AODA) in 2005 
and the standards within the Act pertaining to school boards are being disseminated.  
 
The Integrated Accessibility Standards Regulation (Ont. Reg. 191/11), which includes, 
Customer Service, Information and Communications, Employment and Transportation 
standards became law in June 2011. Public sector organizations were required to 
comply with these standards by January, 2014. On January 1, 2013 the Integrated 
Accessibility Standards  
Regulation was amended to include accessibility requirements for the Design of Public 
Spaces with compliance expected by January 1, 2016.  
 
The AODA applies to all public sector institutions including cities, municipalities, 
hospitals, school boards, colleges and universities, public transportation providers and 
government ministries and agencies. Measures under the Accessibility for Ontarians 
with Disabilities Act require public sector institutions to develop, implement and enforce 
accessibility standards with the aim of achieving accessibility for persons with disabilities 
with respect to goods, services, information, accommodation, facilities, employment, 
buildings structure and premises in the whole province by 2025. 
 
DEVELOPMENTS: 
 
The board has completed the final year of the multi-year Integrated Accessibility Plan 
2018-2023. Under the Ontario’s Accessibility for Ontarians with Disabilities Act, all public 
sector organizations as well as private and non-profit organizations with 50 or more 
employees must create written multi-year accessibility plans and update them at least 
once every five years.  
 
Below summarizes recent developments in processes to maintain compliance in 
accessibility standards: 

 Revised Accessibility Standards Policy 200.33 
 Revised Multi-Year Integrated Accessibility Plan 2018-2023 Policy 200.32 
 Revised Integrated Accessibility Standards Regulation: Customer Service AP 

200.34 
 Revised Integrated Accessibility Standards Regulation: Employment AP 200.35 
 Revised Integrated Accessibility Standards Regulation: Information and 

Communication AP 200.36 
 Revised Integrated Accessibility Standards Regulation: Transportation AP 200.37 
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 Integrated Accessibility Standards Regulation: Design of Public Spaces AP 
200.38 

 Revised Multi-Year Integrated Accessibility Plan 2018-2023 
 
Since September 2017, the Brant Haldimand Norfolk Catholic District School Board 
Accessibility Committee has met on a number of occasions to revise and develop the 
above accessibility polices and administrative procedures that reflect  
AODA and O. Reg. 191/11 compliance. The committee includes: 
 

 Board of Trustees  
 OSSTF 
 OECTA 
 Senior Administration 
 Principals 
 Facilities 
 Information Technology 
 Orientation and Mobility support staff 
 Communications 
 Special Education Services 
 Human Resources 

 
These policies and administrative procedures were vetted by principals, OECTA, 
OSSTF, SEAC and school councils. Once approved by the Board of Trustees, the 
integrated Plan will be posted on the Board’s website. 
 
 
 
 
 
 
 
 
 
RECOMMENDATION: 
 
THAT the Policy Committee recommends that the Brant Haldimand Norfolk Catholic 
District School Board approves the revised Accessibility Standards Policy 200.33. 
 
THAT the Policy Committee recommends that the Brant Haldimand Norfolk Catholic 
District School Board approves the revised Multi-Year Integrated Accessibility Plan 2018- 
2023 Policy 200.32. 
 
THAT the Policy Committee recommends that the Brant Haldimand Norfolk Catholic 
District School Board approves the revised Multi-Year Integrated Accessibility Plan 2018-
2023.  
 
 

 

6 of 96



  
 Brant Haldimand Norfolk 
 Catholic District School Board  
   
  

1 

 

Policy:  Accessibility Standards 

 Policy Number:                                                  200.33

Adopted:                          January 29, 2013 Former Policy Number:                                         n/a 

Revised:                                              N/A   Policy Category:                                            Students

Subsequent Review Dates:               N/A   Pages:                                                                         1  

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board, as followers of Jesus, is a Catholic learning community 
committed to providing services to our students, parents/guardians, the public and our staff that are free of barriers and 
biases. The Brant Haldimand Norfolk Catholic District School Board strives to ensure that key principles of independence, 
dignity, integration and equality of opportunity are reflected and valued in our Catholic learning and working environments. 
Our conduct will demonstrate our Catholic belief in the strength that diversity brings to our communities. 

Policy Statement: 
It is the policy of the Brant Haldimand Norfolk Catholic District School Board to provide an environment in all of its facilities 
that fosters independence, dignity and respect for our students, parents/guardians, the public and our staff. We are 
committed to ensuring that people with disabilities have the same opportunity of access to our services in the same 
location and in a similar way as these services are available to all others we serve. We are committed to meeting the 
accessibility needs of people with disabilities, in a timely manner, in the provision of services related to customer service, 
design of public spaces, information and communications, employment and transportation. 
 
Glossary of Key Policy Terms:  N/A 

References 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Accessibility Standard for Customer Service, Ontario Regulation 429/07 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontario Human Rights Code 
Equity and Inclusive Education Policy, 200.23 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Employment Administrative Procedure 200.35 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Transportation Administrative Procedure 200.37 
Integrated Accessibility Standards Regulation – Design of Public Spaces 200.28 
Integrated Accessibility Plan 2013-17  2018-2023 Policy 200.32 
Multi-Year Integrated Accessibility Plan 2013-207 2018-2023 
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Policy:  Multi-Year Integrated Accessibility Plan 2013-2017  2018-2023 
 Policy Number:                                                  200.32

Adopted:                         January 29, 2013   Former Policy Number:                                         n/a 

Revised:                                              N/A   Policy Category:                                             Students

Subsequent Review Dates:               N/A  Pages:                                                                               1 

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board is committed to improving access to facilities, policies, 
programs, practices and services for students, staff, parents/guardians, volunteers and members of the Catholic 
community. 

Policy Statement:  
The Brant Haldimand Norfolk Catholic District School Board will establish established an integrated multi-year 
Accessibility Plan, commencing January 1, 2013. This plan will: 
 

 Document for a five-year period the Board’s strategy to prevent and remove barriers related to customer service, 
employment, information and communications, and transportation and design of public spaces and address any 
other barriers the Board has identified;  

 Be posted on the Board’s website; 
 Be made available in an accessible format upon request; and 
 Be reviewed and updated every five years. 

 
In establishing, reviewing and updating its Multi-Year Integrated Accessibility Plan, the Board will: 
 

 Consult with persons with disabilities; 
 Consult with the Board’s Accessibility Advisory Committee. 

 
The Board will prepare an annual status report on the progress of measures taken to implement strategies documented in 
the Multi-Year Integrated Accessibility Plan. This status report will: 
 

 Be posted on the Board’s website; 
 Be made available in an accessible format, upon request. 

Glossary of Key Policy Terms: N/A 

References 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Education Act 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontarians with Disabilities Act, 2001 (ODA) 
Ontario Human Rights Code 
Equity and Inclusive Education Policy 200.23 
Accessibility Standards Policy 200.33 
Multi-Year Integrated Accessibility Plan 2013-2017 2018-2023 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Employment Administrative Procedure 200.35 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Transportation Administrative Procedure 200.37 
Integrated Accessibility Standards Regulation – Design of Public Spaces Administrative Procedure 200.38 
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Integrated Accessibility Standards Regulation – Customer Service 

AP 200.34 
 
Procedure for:      All Board Employees    Adopted: December 8, 2009 
Submitted by:       Superintendent of Education, Special Education Revised: June 28, 2016 
Category:              Students 

Purpose 
The Brant Haldimand Norfolk Catholic District School Board is committed to providing services to our students, 
parents/guardians, the public and our staff that are free of barriers and biases. The Brant Haldimand Norfolk Catholic 
District School Board strives to ensure that key principles of equal opportunity is reflected and valued in our Catholic 
learning and work environments. Our actions will demonstrate our belief in the strength diversity brings to our 
communities. 
 
The Brant Haldimand Norfolk Catholic District School Board is also committed to ensuring that people with disabilities 
have the same opportunity of access to our services in a similar way as these services are available to all others we 
serve. We are committed to meeting, in a timely manner, the accessibility needs of students with disabilities in the 
provision of services related to customer service. 

Responsibilities 

Supervisory Officers, Principals and Managers will ensure that all staff, volunteers and others providing customer service 
on behalf of the Board are trained in and adhere to the requirements of this Administrative Procedure. 

Procedures    

1.0 Monitoring and Feedback on Accessible Customer Service 
 

1.1 The Director of Education and/or designate will implement a process for feedback on Accessible 
Customer Service that has the following components: 

 
1.1.1 Information on the Board and school websites inviting users of Board services to provide 

feedback on their experience with or concerns about access to services for people with 
disabilities. 

1.1.2 Printed information available through school offices and public offices of the Board to invite 
people with disabilities to provide feedback on their experience with or concerns about 
accessibility of services. Consideration should be given to providing information in alternate 
formats. 

1.1.3 Information on how the Board will respond to feedback. 
 
The Director of Education and/or designate will create a process for reviewing the implementation of the 
policy on Accessibility Standards for Customer Service that includes consultation with various 
constituency groups including Special Education Advisory Committee (SEAC), Federations, unions and 
citizens’ groups. 
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1.2 Methods of feedback: 
 

1.2.1 A range of methods for soliciting feedback will be employed to ensure optimum access to the 
feedback process by people with disabilities. Feedback methods could include e-mail, verbal 
input, suggestion box or feedback card. 

1.2.2 The feedback process should include the title(s) of the person(s) responsible for receiving 
feedback and indicate how the Board’s response to the feedback will be made known.  
(Appendix A) 

 
1.3 Proactive measures for accessible customer service: 

1.3.1 To ensure ongoing efficient and effective adherence to the Board’s policy on Accessibility 
Standards for Customer Service, its school-based administrators and its managers including 
those representing the Board in multi-board consortia, will take into account the impact on people 
with disabilities when purchasing new equipment, designing new systems or planning a new 
initiative. 

 
2.0 Use of a Service Animal by the General Public 
 

2.1 Recognizing service animals: 
 

2.1.1 A service animal is an animal that is being used because of a person’s disability and this is either 
readily apparent or is supported by a letter from a designated health professional. Examples of 
service animals include dogs used by people who have vision loss, hearing alert animals for 
people who are deaf, deafened or hard of hearing, and animals trained to alert an individual to an 
oncoming seizure and lead them to safety. The customer service standard’s provisions also apply 
to animals providing other services to people with disabilities. It is “readily apparent” that an 
animal is a service animal when it is obvious by its appearance or by what it is doing. For 
example, it may be readily apparent that an animal is a service animal if it is wearing a harness, 
saddle bags, a sign that identifies it as a service animal or has a certificate or identification card 
from a service animal training school or and identification card from the Attorney General of 
Ontario. It may also be readily apparent if a person is using the animal to assist him or her in 
doing things, such as opening doors or retrieving items. 

 
2.2. Responsibilities: 

 
2.2.1 Supervisory Officers, Principals and Departmental Managers will ensure that all staff, volunteers 

and others dealing with the public are properly trained in how to interact with people with 
disabilities who are accompanied by a service animal. 

2.2.2 Any person with a disability who is accompanied by a service animal will be welcomed on Board 
and/or school premises with his or her service animal and will be accompanied by the service 
animal while on the premises unless otherwise restricted (2.3). Access will be in accordance with 
normal security procedures. 

2.2.3 This requirement applies only to those areas of the premises where the public or third parties 
customarily have access and does not include places or areas of the school or Board offices 
where the public does not have access. 

2.2.4 This procedure deals solely with the individual’s right to be accompanied by a service animal. 
Access to classrooms for service animals used by students and staff is covered under separate 
procedures. 
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1.3  Exclusion of service animal: 
 

2.3.1 A service animal can only be excluded from access to the premises where this is required by 
another law. Examples include the Health Protection and Promotion Act and the Food Safety and 
Quality Act. The former Act prohibits services animals in places where food is prepared, 
processed, or handled (e.g., kitchen of school cafeteria or culinary arts classroom) although 
service dogs are permitted where food is served and sold (e.g. school cafeteria or lunchroom). 

2.3.2 Where there is a risk to the health and safety of another person as a result of the presence of a 
service animal, consideration must be given to options available prior to exclusion of a service 
animal. An example would be a situation where an individual has a severe allergy to the service 
animal. It is the Board’s expectation that the situation be fully analyzed and all measures to 
eliminate the risk be considered, e.g. creating distance between the two individuals concerned, 
making reasonable alterations to schedules, etc. 

2.3.3 A service animal can be excluded if it is of a breed that is prohibited by law. An example would be 
the Ontario Dog Owners’ Liability Act which places restrictions on pit bull terriers. 

2.3.4 In the rare instance where a service animal must be excluded, the Board must make every effort 
to put alternative arrangements in place to provide the services required by the person with a 
disability. This could involve leaving the animal in a secure area where it is permitted by law and 
discussing with the person how best to serve them, e.g., a person with a vision disability might 
need someone (a member of staff or volunteer) to guide them. 

 
2.4 Confirming the status of a service animal: 
 

2.4.1 At times it may be necessary to confirm that an animal is a service animal. Where an animal is 
not a trained guide dog and it is not readily apparent that the animal is a service animal, the 
school or Board staff member may ask the person using the animal for a letter from a designated 
health professional confirming that the animal is needed because of the disability. The letter does 
not need to identify the disability, why the animal is needed or how it is used. 

2.4.2 Where the person using the service animal regularly attends at the school or Board facility, the 
principal or departmental manager may request to keep a copy of the letter on file but only as 
long as required by the circumstances. Alternatively, the person using the service animal may be 
asked to bring a letter with them on occasions when they visit the premises. The principal or 
departmental manager shall preserve the confidentiality of the letter and information contained in 
the letter, and shall not use or disclose the letter or information except as provided for in the 
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, cM56, or as 
otherwise required by law. 

 
3.0  Use of Support Persons by the General Public 
 

3.1  A support person is a person who assists or interprets for a person with a disability who accesses the 
services of the Board. A support person is distinct from an employee who provides support services to a 
student or staff person in the system – separate and specific procedures apply. A support person is an 
individual chosen by a person with a disability to provide services or assistance with communication, 
mobility, personal care, medical needs or with access to goods or services. Personal care needs may 
include, but are not limited to, physically transferring an individual from one location to another or 
assisting an individual with eating or using the washroom. Medical needs may include, but are not limited 
to, monitoring an individual’s health or providing medical support by being available in the event of a 
seizure. The support person could be a paid professional, a volunteer, a friend or a family member. He or 
she does not necessarily need to have special training or qualifications. 

 
 

11 of 96



  
 Brant Haldimand Norfolk 

 Catholic District School Board Administrative Procedure 
   
   
   

 

 
3.2  Supervisory Officers, Principals and Departmental Managers will ensure that staff members receive 

training in interacting with people with disabilities who are accessing Board services accompanied by a 
support person. 

 
3.3  Access to Board premises and school events: 
 

3.3.1 Any person with a disability who is accompanied by a support person will be welcomed on Board 
and/or school premises with his or her support person. Access will be in accordance with normal 
security procedures. 

3.3.2 This requirement applies only to those areas of the premises where the public or third parties 
customarily have access and does not include places or areas of the school or Board offices 
where the public does not have access. 

3.3.3 Where an individual with a disability who is accompanied by a support person wishes to attend a 
school, family of schools or Board-organized event for which a fee is charged, the admission or 
participation fee will be waived for the identified support person. 

3.3.4 The Board may require a person with a disability to be accompanied by a support person when 
on the premises, but only if a support person is necessary to protect the health or safety of the 
person with a disability or the health or safety of others on the premises. 

 
NOTE: This would be a highly rare situation and would only occur where, after consultation with 
the person with the disability, requiring a support person is the only means available to allow the 
person to be on the premises and, at the same time, fulfill the board’s obligations to protect the 
health or safety of the person with a disability or of others on the premises. It is further noted that 
people with disabilities are free to accept a reasonable risk of injury to themselves just as other 
people do. Different individuals will have a different tolerance for risk. Risk should be weighed 
against any benefit for the person with a disability, It is not enough that the support person might 
help to protect health and safety; a support person must be necessary or essential to protect 
health and safety before you can require one – the risk cannot be eliminated or reduced by other 
means. Any considerations on protecting health or safety should be based on specific factors and 
not on assumptions. Just because someone has a disability doesn’t mean they’re not capable of 
meeting health or safety requirements. 

 
3.4  Confidentiality 

3.4.1 Where a support person is accompanying a person with a disability, who is not the 
parent/guardian of a student, for the purpose of assisting in a discussion that may involve 
confidential information concerning the student, the superintendent, principal or other staff 
member must first secure the consent of the parent/guardian regarding such disclosure. 

3.4.2 Consent to the disclosure of confidential information in the presence of the support person must 
be given in writing. (See Appendix B) 

3.4.3 The support person must also provide assurance in writing to safeguard the confidentiality of 
information disclosed in the discussion. 

3.4.4 A copy of the signed consent document will be retained in the school/Board office. 

3.4.5 If the parent/guardian uses a different support person for subsequent meetings, a new signed 
consent will be required. 
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4.0  Use of Assistive Devices by the General Public 
 

4.1  Supervisory Officers, Principals and Departmental Managers will ensure that staff are trained to support 
parents and the general public who may use assistive devices while accessing Board services. 

4.2  Staff training is focused on how to interact with people using assistive devices rather than on the technical 
use of the assistive devices. (See Appendix C.) 

4.3  Special Note: Special needs students and staff have separate and specific procedures related to their 
personal use of assistive devices. 

4.4  Communication re: use of assistive devices: 

4.4.1 The Board website and each school website will indicate that all Board facilities provide services 
that respect the independence and dignity of people with disabilities and offer services that 
include the use of assistive devices. 

4.4.2 Each Board facility that is open to the public will post information in the front office/reception area 
that welcomes the use of assistive devices and encourages users to seek support from staff and 
volunteers as they require it. 

4.4.3 The Board website and school websites, as applicable, will indicate the availability of assistive 
devices provided by the Board* or school to assist in provision of services to people with 
disabilities. 

4.4.4 Each Board facility that is open to the public will, as applicable, post information in the front 
office/reception area that indicates the availability of assistive devices and encourage potential 
users to seek support from staff and volunteers as they require it. 
 
*Note – these could include but are not exclusive to: 
Assistive devices: TTY service, telephones with large numbers, amplifiers, lifts. 
Services: Sign language interpretation, oral interpretation, real-time captioning. 
Alternate service methods: Assistance of a staff person to complete a transaction, e.g., school  
           registration. 

 
5.0 Notice of Disruption of Service: 
 

5.1  As members of the general public, people with disabilities may rely on certain facilities, services or 
systems in order to access the services of the school or Board offices. Escalators and elevators, for 
example, are important to people with mobility disabilities because that may be the only way they can 
access the premises. Other systems and services designed to meet the needs of people with disabilities 
can include accessible washrooms, amplification systems, and note-taking or TTY services. When those 
facilities or services are temporarily unavailable or if they are expected to be temporarily unavailable in 
the near future, a notice of disruption of service is required. Generally, disruptions to any of the Board’s 
services, such as a major storm or power outage, do not require this special notice. However, if the 
disruption has a significant impact on people with disabilities, a notice of the disruption should be 
provided. 

5.2  Supervisory Officers, Principals, Departmental Managers, Co-ordinator of Communications and 
Community Relations will ensure that the users of Board and school services are notified when there is a 
disruption in services that may have an impact on access to services by people with disabilities. 

5.3  Notice may be given by posting the information at a conspicuous place at or in the school or at or in 
Board facilities. Other options that may be used include: posting on the Board and/or school website; 
through direct communication with users of the services in accordance with school practices. (See 
Appendix D). 
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5.4  Consideration should be given to providing notice in multiple formats. 

5.5  If the disruption is planned, notice should be provided in advance of the disruption. If the notice is 
unplanned, notice should be provided as soon as possible after the disruption has been identified. 

5.6  The notice of disruption of service must include information about the reason for the disruption, its 
anticipated duration and a description of alternative facilities or services, if any, that are available. 

Definitions – N/A 

References 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Education Act 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontarians with Disabilities Act, 2001 (ODA) 
Ontario Human Rights Code 
Equity and Inclusive Education Policy 200.23 
Accessibility Standards Policy 200.33 
Integrated Accessibility Plan 2018-2023 Policy 200.32 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Employment Administrative Procedure 200.35 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Transportation Administrative Procedure 200.37 
Integrated Accessibility Standards Regulation – Design of Public Spaces 200.38 
Multi-Year Integrated Accessibility Plan 2013-2017 Policy 200.32   2018-2023 
Integrated Accessibility Plan 2013-2017 
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APPENDIX A 
 

Sample Notice for Feedback 
 
 
The Brant Haldimand Norfolk Catholic District School Board is committed to ensuring that its services meet optimum 
standards of accessibility for people with disabilities using the facilities and services of the Board. Comments on our 
services regarding how well those expectations are being met are welcome and appreciated. 
 
Feedback regarding the way the Brant Haldimand Norfolk Catholic District School Board provides services to people with 
disabilities can be made by emailing TBD or by calling your local school or the Brant Haldimand Norfolk Catholic District 
School Board head office (519-756-) or by writing to the Brant Haldimand Norfolk Catholic District School Board (Box 217, 
322 Fairview Drive, Brantford, Ontario, N3T 5M8) or by completing the survey posted online at     
 . 
 
All feedback will be directed to TBD 
 
Responses to signed feedback will be provided in writing if a return postal or email address is given. Unsigned 
correspondence will not be answered. 
 

15 of 96



  
 Brant Haldimand Norfolk 

 Catholic District School Board Administrative Procedure 
   
   
   

  

 

APPENDIX B 
 

Sample Consent Form for Support Persons 
 
 
I, (parent/guardian) consent to the sharing of confidential information by (name of principal/teacher/other staff member) 
related to my child/ward (name) in the presence of my support person (name). 
 
My support person (name) consents to safeguarding the confidentiality of the information shared. 
 
Affirmation of consent: 
 
Parent/Guardian 
 
Signature       Date     
 
 
Printed Name of Parent/Guardian         
 
 
I undertake to safeguard the confidentiality of information shared between (school staff) and (parent/guardian) 
for whom I am a support person: 
 
Support Person 
 
Signature       Date     
 
 
Printed Name of Support Person         
 
Signature of Witness (Principal/Staff Member) 
 
Signature       Date     
 
 
Printed Name of Staff Person          
 
 
Notice of Collection: In accordance with Section 29(2) of the Municipal Freedom and Protection of Privacy Act, 1989. This 
information is collected under the legal authority of Section 265(1)(d) of the Education Act, R.S.O. 1990 c. E.2 as 
amended, and may be used as necessary for some or all of the following principle administrative purposes related to: the 
Board’s operation, school programs and educational services, student records, and Ministries of the Government of 
Ontario. If you have any questions, please contact the school principal and/or the Freedom of Information Officer, Brant 
Haldimand Norfolk Catholic District School Board, 322 Fairview Drive, Brantford, ON, N3T 5M8 (519-756-6505, Ext. 234). 
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APPENDIX C 
 

Information on Interacting with People Using Assistive Devices 
 
 
Many users of Board services and facilities who have disabilities will have their own personal assistive device. Examples 
of personal assistive devices include: 

 Wheelchairs 
 Scooter 
 Walker 
 Amplification device that boost sound for listeners who are hard-of-hearing without reducing background noise 
 Hearing aid 
 Oxygen tank 
 Electronic notebooks or laptop computer 
 Personal data manager 
 Communication board used to communicate using symbols, words or pictures 
 Speech-generating device that “speak” when a symbol, word or picture pressed 
 Assistive technology devices – software for use with a computer 

 
Key Point to Remember: One should not touch or handle an assistive device without permission. 
 
Moving personal assistive devices 
 
If you have permission to move a person in a wheelchair remember to: 

 Wait for and follow the person’s instructions 
 Confirm that the person is ready to move 
 Describe what you are going to do before you do it 
 Avoid uneven ground and objects that create bumpy and unsafe ride 
 Practice consideration and safety – do not leave the person in an awkward, dangerous or undignified position 

such as facing a wall or in the path of opening doors 
 Do not move items or equipment, such as canes and walkers, out of the user’s reach 
 Respect for personal space. Do not lean over a person with a disability or lean on their assistive device 
 Let the person know about accessible features in the immediate environment (automatic doors, accessible 

washrooms, etc.) 
(Copyright for the above resource is Queen’s Printer. The resource is excerpted from the e-learning course developed 
by the Accessibility Directorate of Ontario and modified for this use.) 
 

How to use TTY and Canada Relay Services 
 

How to make a call with TTY: 
 Push the ON switch 
 Push the DISPLAY switch if you wish to use the screen alone or the PRINT switch if you want what is typed both 

on screen and in print 
 Place the telephone receiver on the TTY’s rubber receptacles. Make sure that the receiver is firmly in place and 

that the telephone’s receiver cord is on the LEFT side of the TTY 
 Check the telephone indicator light; if it is lit, you have the line 
 Dial the number and watch the telephone light; if it is flashing slowly, this indicates that the device on the other 

end is ringing 
 When the person you are calling answers, you will see a phrase appear on the screen such as: “Hello, Richard 

Smith here, GA.” The “GA” stands for “Go Ahead”. Don’t forget to use it whenever you have finished speaking, so 
the other person will know it’s his or her turn to speak. The person who receives the call is always the one who 
starts typing first 
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 When the call is over and you want to advise the other person that you are ready to get off the phone, type “SK”. 
It means Stop Keying. The other person will respond by typing “SK” if he or she agrees that the call is completed. 
To be courteous, each person waits until the other one has indicated “SK” before hanging up the phone. Always 
switch the TTY “OFF” as soon as you have finished the call. 

 
How to make a call using the Relay System 

 Phone the number (1-800-855-0511) and tell the operator your name, the name of the person you are calling and 
the number you wish to reach. 

 The operator will make the call for you and you speak to the operator as if you were talking directly to the person 
you are calling. For example, say “Hi, how are you doing?” Do not say: “Tell him I said hello.” Remember to say 
“Go Ahead” when you finish speaking, so the person on the other end will know it is his or her turn to speak. 

 If you normally speak very quickly, the operator may ask you to speak slower so your message can be typed. 
There will be brief silences as the operator types to the TTY user and the user replies. 

 Operators will not betray confidences. 
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APPENDIX D 
 

Sample Notices of Disruption of Service 
 
 
Sample 1 – Access to School Building 
 
 
To:  Parents, Guardians and Community Users of our School 
 
Maintenance work will make the main door of the school and the access ramp inaccessible from May 1 to May 8. A 
temporary ramp has been set up that gives access to the door at the east of the school building. We regret this 
inconvenience. If you have questions or concerns, please contact    at (phone number). 
 
 
Thank you. 
Principal 
 
 
 
 
Sample 2 – Accessible Washroom 
 
 
To: Visitors to the Education Centre 
 
Our accessible washroom is out of service due to a broken pipe. Repairs are underway and the washroom is expected to 
be usable again by tomorrow. In the interim, we have made arrangements for our visitors to use the accessible washroom 
at 123 Main Street, which is located next door to our premises. We apologize for this inconvenience. 
 
 
Thank you. 
Manager of Facility Services 
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Integrated Accessibility Standards Regulation – Employment 
AP 200.35 

 
Procedure for:      Senior Administrators, Principals/Vice-Principals,  Adopted: January 29, 2013 
          Managers  
Submitted by:       Superintendent of Education, Special Education  Revised: December 21, 2016  
Category:              Students 

Purpose 
The Brant Haldimand Norfolk Catholic District School Board (the “Board”) is committed to ensuring that people with 
disabilities have the same opportunity of access to employment opportunities and services as do all employees and 
prospective employees. The Board is committed to meeting the accessibility needs of people with disabilities, in a timely 
manner, in the provision of services related to employment. 

Responsibilities 
1. Supervisory Officers, Principals, Departmental Managers and all other staff who have responsibility for hiring and 

employee selection and/or supervise the work of employees of the Board will ensure that the provisions in this 
procedure are implemented. 

2. The Board’s Human Resources department will ensure that the provisions of this procedure are incorporated in their 
practices. 

Procedures 

1.0 Recruitment 

The Board will ensure that in its recruitment outreach practices the public is made aware that the Board will provide 
accommodation for applicants with disabilities in its recruitment processes. 

Employees of the Board will be made aware that the Board provides accommodation for applicants with disabilities 
in its recruitment processes. 

When the Board selects job applicants for a job selection process, the Board will make applicants aware that, upon 
request, they have access to accommodations in relation to materials and processes that will be used for applicant 
selection and that they will be consulted about suitable accommodations that take into account their accessibility 
needs due to disability. 

When the Board makes an offer of employment, the Board will notify the successful applicant of its policy of 
accommodating employees with disabilities. 

2.0 Supports for Employees 

2.1 The Board will inform employees of the Board’s policies used to support employees with disabilities 
including procedures that provide for job modifications (temporary) or accommodations (permanent) that 
take into account an employee’s accessibility needs due to disability. See Board Policy and Administrative 
Procedure – Modified Work & Return to Work (300.05) and Disability Management (TBD). 

2.2 The Board will make this information available as soon as practicable to new employees and will provide 
updated information as policies and procedures on the provision of job modification or accommodation are 
revised. 
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3.0 Accessible Formats and Communication Supports 

3.1 Where an employee with a disability so requests, the Board will consult with the employee to provide or 
arrange for accessible formats and communication supports in relation to information that is generally 
available to employees in the workplace and that the employee needs to perform the employee’s job. 

3.2 The Board, in determining the suitability of an accessible format or communication as required in 3.1, will 
 consult with the employee. 

4.0 Workplace Emergency Response Information 

4.1 The Board will ensure that individualized workplace emergency response information is provided to 
 employees who have a disability, provided the disability is such that individualized information is 
 necessary and the Board has been made aware of the need for accommodation due to the disability. The 
 Board will provide the necessary information as soon as practicable after becoming aware of the need for 
 accommodation. 

4.2 If an employee who receives individualized workplace emergency response information requires 
 assistance, the Board will, with the consent of the employee, provide such information to the person(s) 
 designated to provide assistance to the employee. 

4.3  The Board will review individualized workplace emergency response information: 

a. when the employee moves to a different location in the Board; 

b. when the employee’s overall accommodation needs or plans are reviewed; and 

c. when the Board reviews its general emergency response procedures. 

5.0 Supports for Employees 

5.1 The Board will have in place a written process for the development of documented individual  
 accommodation plans for employees with disabilities. 

5.2 The Board’s written process will address: 

a. how the employee requesting accommodation can participate in the development of the individual 
accommodation plan. 

b. The means by which the employee is assessed on an individual basis. 

c. How the Board can request an evaluation by an outside medical or other expert, at the Board’s 
expense, to assist the employer in determining if modification or accommodation can be achieved 
and, if so, how it can be achieved. 

d. How the employee can request to have a representative of his/her bargaining agent, or another 
workplace representative if the employee is not a member of a bargaining agent, participate in the 
development of the individual accommodation plan. 

e. The steps taken to protect the privacy of the employee’s personal information. 

f. The frequency with which the individual accommodation plan will be reviewed and updated and how 
this will be done. 

g. How the reasons for denying an individual accommodation plan will be provided to an employee, if 
accommodation is denied. 

h. How the Board will ensure that the individual accommodation plan is provided in a format that takes 
into account the employee’s accessibility needs due to disability. 
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5.3 The Board will provide individual accommodation plans that: 

a. Include, if requested, any information regarding accessible formats and accommodation supports 
provided; 

b. Include, if required, individualized workplace emergency response information; and 

c. Identify any other accommodation to be provided. 

6.0 Return to Work Process 

This return-to-work process does not replaced or override any other return-to-work process created as a result of 
any other statutes, e.g., under the Workplace Safety and Insurance Act. 

6.1 The Board will develop, put in place and document a return-to-work process for its employees who have 
 been absent from work due to disability and require disability-related modifications or accommodations in  
      order to return to work. See Modified Work & Return to Work Policy and Administrative Procedure 300.05. 

6.2 The return-to-work process will: 

a. Outline the steps the Board will take to facilitate the return to work of employees who were absent 
because their disability required them to be away from work; 

b. Use documented individual accommodation plans (as in 6.0) as part of the process; and 

c. Ensure that all staff involved in program or course design, delivery and instruction will be provided 
with accessibility awareness training related to these responsibilities. 

7.0 Performance Management 

In administering performance appraisal processes in respect of employees with disabilities, the Board will take into 
account the accessibility needs of employees with disabilities as well as individual accommodation plans. 

8.0 Career Development 

Where the Board provides career development and advancement to its employees, the Board will take into 
account the accessibility needs of employees with disabilities as well as individual accommodation plans. 

9.0 Redeployment 

Where the Board has in place a redeployment process, the Board will take into account the accessibility needs of 
employees with disabilities as well as any individual accommodation plans during the redeployment process. 

Definitions 

Performance Management 
Performance management means activities related to assessing and improving employee performance, productivity and 
effectiveness with the goal of facilitating employee success. 

Career Development and Advancement 
Career development and advancement includes providing additional responsibilities within an employee’s current position 
and the movement of an employee from one job to another that may be higher in pay, provide greater responsibility or be 
at a higher level, or a combination of these. For both additional responsibilities and employee movement, this is usually 
based on merit or seniority or a combination of these. 

Redeployment 
Redeployment means the reassignment of employees to other departments or jobs as an alternative to lay-off, when a 
particular job or department has been eliminated. 

22 of 96



  
 Brant Haldimand Norfolk 

 Catholic District School Board Administrative Procedure 
   
   
  

4 

 

Information 
Information includes data, facts and knowledge that exist in any format, including text, audio, digital or images, and that 
conveys meaning. 

Communication 
Communication means the interaction between two or more persons or entities, or any combination of them, where 
information is provided, sent or received. 

Accessible Formats 
Accessible formats include, but are not limited to, options such as large print, screen readers, braille, audio format, or 
captioning. 

Conversion-Ready 
Conversion-ready is an electronic or digital format that facilitates conversion into an accessible format. 

WCAG 
WCAG refers to the World Wide Web Consortium Web Content Accessibility Guidelines. 

Legal Framework 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontario Human Rights Code 

Related Policies/Procedures 
Accessibility Standards Policy 200.33 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontarians with Disabilities Act, 2001 (ODA) 
Ontario Human Rights Code 
Accessibility Standards Policy 200.33 
Multi-Year Integrated Accessibility Plan 2018-2023 Policy 200.32 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Transportation Administrative Procedure 200.37 
Integrated Accessibility Standards Regulation – Design of Public Spaces 200.38 
Modified Work & Return to Work Administrative Procedure 300.05 
Disability Management Policy (TBD) 
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Integrated Accessibility Standards Regulation –  
Information & Communications 

AP 200.36 
 
Procedure for:      Senior Administrators, Principals/Vice-Principals,  Adopted: January 29, 2013 
          Managers  
Submitted by:       Superintendent of Education, Special Education  Revised: N/A  
Category:              Students 

Purpose 
The Brant Haldimand Norfolk Catholic District School Board is committed to ensuring that people with disabilities have the 
same opportunity of access to our services as all others we serve. The Board is committed to meeting the accessibility 
needs of people with disabilities, in a timely manner, in the provision of services related to information and 
communications. 

Responsibilities 
1. Supervisory Officers, Principals, and Department Managers will ensure that all staff, volunteers and others providing 

services and programs on behalf of the Board have received training in the requirements of the Integrated 
Accessibility Standards, including the Standards related to Information and Communications. 

2. The initial training will be completed by January 1, 2014. 

Procedures 

1.0 Procurement 

1.1  The Board and all its managers and school-based administrators will, wherever practicable, incorporate 
 accessibility criteria and features when procuring or acquiring goods and services, designing new 
 systems or planning new initiatives that are related to provision of information and communication 
 services. 

1.2  The above (1.1) will be in place by January 1, 2013. 

2.0 Provision of Information and Communications in Accessible Formats 

2.1  Upon request, the Board will provide, or arrange for the provision of, accessible formats and 
 communications supports for persons with disabilities to facilitate their access to the services of the 
 Board. 

2.2  Accessible formats and communications supports will be provided in a timely manner that takes into 
 account the person’s accessibility needs at a cost no greater than the regular cost charged to other 
 persons. 

2.3  The Board will determine the suitability of an accessible format or communications support and, in so 
 doing, will consult with the person making the request. 

2.4  The Board will notify the public, through websites, general publications and other relevant means, about 
 the availability of accessible formats and communications supports. 

2.5  The Board will ensure that the Provision of 2.0 are have been in place by as of January 1, 2014. 
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3.0 Accessible Websites 

3.1  The Board will ensure that, as Beginning January 1, 2014, all new websites and web content on these 
sites will  conform with the Web Content Accessibility  Guidelines (WCAG) 2.0 at Level A. 

3.2  The Board will ensure that, as of January 1, 2021, all its internet websites and web content will conform 
 with WCAG 2.0 at Level AA. 

3.3  These requirements do not include live captions or pre-recorded audio descriptions. 

3.4  These requirements apply to: 

a. websites and web content, including web-based applications, that the Board controls directly 
or controls through a contractual relationship that allows for modifications of the product; and 

b. web content published on a website after January 1, 2012. 

3.5  Where the Board determines that meeting these requirements is not practicable, such determination will 
 include consideration of: 

a. the availability of commercial software or tools or both; and 

b. significant impact on an implementation timeline that was planned or initiated before January 
1, 2012. 

4.0 Educational and Training Resources and Materials 

4.1  The Board will, upon notification of need, provide educational or training resources or materials in an 
 accessible format that takes into account the accessibility needs due to a disability of the person to whom 
 the material is to be provided. 

4.2  To do so, the Board will procure through purchase, or obtain by other means, an accessible or 
 conversion-ready electronic format, where available. 

4.3  If the resources cannot be procured or converted into an accessible format, the Board will arrange for the 
 provision of comparable resources. 

4.4  The Board will, upon notification of need, provide information on the requirements, availability and 
 descriptions of programs in an accessible format to persons with disabilities. 

4.5  The Board will, upon notification of need, provide student records in an accessible format to persons with 
 disabilities. 

4.6  The Board will ensure These services are have been in place as of January 1, 2013. 

5.0 Training for Program/Classroom Staff 

5.1  The Board will ensure that all staff involved in program or course design, delivery and instruction will be 
 provided with accessibility awareness training related to these responsibilities. 

5.2  The Board will keep a record of the training provided, including the dates on which training was provided 
 and the number of individuals to whom training was provided. 

5.3  The effective date for provision of this training is January 1, 2013. 

6.0 School Libraries 

6.1  The Board will ensure that school libraries are able to provide, procure or acquire an accessible or 
 conversion-ready format of print resources upon request by a person with a disability. 

6.2  The effective date of the Provision of 6.1 is commenced January 1, 2015. 

25 of 96



  
 Brant Haldimand Norfolk 

 Catholic District School Board Administrative Procedure 
   
   
   

  

3 

 

6.3  The Board will ensure that school libraries are able to provide, procure or acquire an accessible or 
 conversion-ready format of digital or multi-media resource materials upon request by a person with a 
 disability. 

6.4  The effective date of the provision in 6.3 is January 1, 2020. 

7.0 Feedback 

7.1  The Board will ensure that its processes for receiving and responding to feedback are accessible to 
 persons with disabilities. 

7.2  Upon request, the Board will provide or arrange for the provision of accessible formats and/or 
 communications supports to facilitate feedback. 

7.3  The Board will notify the public about the availability of accessible formats and communications supports 
 with regard to its feedback processes. 

7.4  The above Provisions will be for feedback have been in place by January 1, 2014. 

Definitions 

Information 
Information includes data, facts and knowledge that exist in any format, including text, audio, digital or images, and that 
conveys meaning. 

Communication 
Communication means the interaction between two or more persons or entities, or any combination of them, where 
information is provided, sent or received. 

Accessible Formats 
Accessible formats include, but are not limited to, options such as large print, screen readers, braille, audio format, or 
captioning. 

Conversion-Ready 
Conversion-ready is an electronic or digital format that facilitates conversion into an accessible format. 

WCAG 
WCAG refers to the World Wide Web Consortium Web Content Accessibility Guidelines. 

References 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Education Act 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontarians with Disabilities Act, 2001 (ODA) 
Ontario Human Rights Code 
Equity and Inclusive Education Policy 200.23 
Accessibility Standards Policy 200.33 
Multi-Year Integrated Accessibility Plan 2018-2023 Policy 200.32 
Multi-Year Integrated Accessibility Plan 2013-2017 2018-2023 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Employment Administrative Procedure 200.35 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Transportation Administrative Procedure 200.37 
Integrated Accessibility Standards Regulation – Design of Public Spaces Administrative Procedure 200.38 
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Integrated Accessibility Standards Regulation – Transportation 
AP 200.37 

 
Procedure for:      Senior Administrators, Principals/Vice-Principals, Adopted: January 29, 2013 
          Managers  
Submitted by:       Superintendent of Education, Special Education Revised: December 21, 2016 
Category:              Students 

Purpose 
The Brant Haldimand Norfolk Catholic District School Board is committed to ensuring that people with disabilities have the 
same opportunity of access to our services in a similar way as these services are available to all others we serve. We are 
committed to meeting, in a timely manner, the accessibility needs of students with disabilities in the provision of services 
related to transportation. 
 
The provision of accessible student transportation services will include the development of an individual school 
transportation plan for each student who has a disability that affects his/her transportation to and from school. The plan 
will be developed in consultation with the student’s parents or guardians. 

Responsibilities 

Superintendent of Education / Manager of Transportation Services 
The Superintendent of Education responsible for Special Education and the Manager of Transportation Services will 
ensure that the provisions of this Administrative Procedure are implemented. 

Procedures 

1.0 Individual School Transportation Plans 

1.1  The Student Achievement Lead for Special Education will, in consultation with school staff, parents or 
 guardians, annually identify students with disabilities who require specific transportation services; such 
 identification will, wherever possible, be made prior to the commencement of the school year. 

1.2  Following consultation with school principal or designate, the Student Achievement Lead for Special 
 Education will provide to the Manager of Transportation Services, or his/her designate, an individual 
 student transportation plan for each student with a disability who requires specific transportation services. 

2.0 Content of Individual School Transportation Plans 

2.1  An individual transportation plan shall, in respect of each student with a disability requiring specific 
 transportation services, include the following: 

a. details of the student’s assistance needs with respect to transportation to and from school 
b. provisions for the boarding, securement and deboarding of the student, as applicable. 

3.0 Communication of Responsibilities re Individual School Transportation Plans 

3.1  The Student Achievement Lead for Special Education and, where appropriate, the Manager of 
 Transportation Services, will identify and communicate roles and responsibilities with regard to the 
 implementation of the individual school transportation plan to the following: 

a. the transportation provider 
b. the parents or guardians of the student with the disability 
c. the operator (driver) of the student transportation vehicle 
d. the appropriate members of the school staff (e.g., principal, teacher, educational assistant) 
e. the student with the disability, when applicable. 
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Definitions 

Individual School Transportation Plan 
Individual school transportation plan is a plan that provides details of the arrangements that meet the transportation needs 
of an individual student who has a disability. 

Operator 
Operator means the driver of the school transportation vehicle. 

Transportation Provider 
Transportation provider is an entity or person who has entered into an agreement with the Board for the transportation of 
students in accordance with the Education Act. 

Transportation Services 
Transportation services means transportation that a Board provides for students in accordance with the Education Act. 

References 
Accessibility for Ontarians with Disabilities Act, 2005 (AODA) 
Integrated Accessibility Standard, Ontario Regulation 191/11 
Ontarians with Disabilities Act, 2001 (ODA) 
Ontario Human Rights Code 
Education Act 
Equity and Inclusive Education Policy, 200.23 
Accessibility Standards Policy 200.33 
Integrated Accessibility Standards Regulation – Customer Service Administrative Procedure 200.34 
Integrated Accessibility Standards Regulation – Employment Administrative Procedure 200.35 
Integrated Accessibility Standards Regulation – Information & Communications Administrative Procedure 200.36 
Integrated Accessibility Standards Regulation – Design of Public Spaces Administrative Procedure 200.38 
Multi-Year Integrated Accessibility Plan 2013-2017   2018-2023 Policy 200.32 
Multi-Year Integrated Accessibility Plan 2013-2017  2018-2013 
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Integrated Accessibility Standards Regulation – Design of Public Spaces 
AP 200.38 

Procedure for:  All Board Employees    Adopted: Month, dd, yyyy  
Submitted by: Superintendent of Education, Special Education Revised: Month, dd. yyyy or N/A  
Category:   Students 

Purpose 
The Brant Haldimand Norfolk Catholic District School Board is committed to providing services to our students, 
parents/guardians, the public and our staff that are free of barriers and biases. The Brant Haldimand Norfolk Catholic 
District School Board strives to ensure that key principles of equal opportunity are reflected and valued in our Catholic 
learning and work environments. Our actions will demonstrate our belief in the strength diversity brings to our 
communities.  

Responsibilities  
Supervisory Officers, Principals and Managers will ensure that the provisions of this Administrative Procedure are 
implemented.  

Information  
The Brant Haldimand Norfolk Catholic District School Board will meet the requirements of the Integrated Accessibility 
Standards Ontario Regulation 191/11 (“IASR”) for the Design of Public Spaces Standard set forth under the Accessibility 
for Ontarians with Disabilities Act, 2005 (“AODA”). This administrative procedure applies to removing barriers in buildings 
and public spaces. When referring to O Reg 191/11 (IASR), it is important to read the pertinent sections including 
exceptions in their entirety prior to considering a design or redesign of a public space.   

Procedures  

1.0 Procurement or Acquiring Goods and Services, or Facilities 

The Board will incorporate accessibility criteria and features when procuring or acquiring goods, services or 
facilities. The only exception is in cases where it is impractical to do so.  

2.0 Outdoor Play Spaces 

When constructing new or developing existing play spaces, the Board intends to maintain and ensure that these 
outdoor play spaces comply with sections 80.18, 80.19 and 80.20 of the IASR.  

3.0 Exterior Paths of Travel 

3.1 Under sections 80.21 to 80.31 of the IASR, exterior paths of travel applies to newly constructed and 
redeveloped exterior paths of travel that are outdoor sidewalks or walkways designed and constructed for 
pedestrian travel and are intended to serve a functional purpose and not to provide a recreational 
experience.  

3.2 The Board shall ensure that all new or redeveloped exterior paths of travel meet all appropriate AODA 
requirements.  

4.0 Off-Street Accessible Parking 

4.1 The Board will ensure that all new or redeveloped off-street parking facilities and access aisles meet all 
appropriate AODA requirements. 
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4.2 Off-street parking facilities must provide two types of parking spaces for the use of persons with 
disabilities as per the IASR, section 80.34. 

4.3 Access aisles is the space between parking spaces that allows persons with disabilities to get in and out 
of their vehicles and must comply with section 80.35 of the IASR.  

4.4 Off-street parking facilities must have a minimum number of parking spaces for the use of persons with       
disabilities in accordance with IASR, section 80.36. 

4.5 Signage for off street accessible parking will be in compliance with section 80.37 to 80.38 and section 11 
of Regulation 581 of the Revised Regulation of Ontario, 1990 (Accessible Parking for Persons with 
Disabilities) made under the Highway Traffic Act. O. Reg. 413/12 s. 6. 

5.0 Service Counters 

When constructing new service counters, which includes replacing existing service counters, the Board will 
ensure there is at a minimum one service counter that accommodates a mobility aid for each type of service 
provided and the accessible counter must be clearly identified with signage, where there are multiple queuing and   
service counters. The service counter that accommodates mobility aids must meet the requirements in section 
80.41 of the IASR.  

6.0 Waiting Area 

In accordance with section 80.43 of the IASR, when constructing a new waiting area or redeveloping an existing 
waiting area, where the seating is fixed to the floor, a minimum of three per cent of the new seating must be 
accessible, but in no case shall there be fewer than one accessible seat.  

7.0 Maintenance 

The Board will ensure that mechanisms are in place to provide for preventative and emergency maintenance of 
the accessible elements of public spaces, including provisions to address temporary disruptions when accessible 
elements are not in working order.    

Definitions 

Accessible Seating 
Accessible seating is considered a space in a seating area where and individual using a mobility aid can wait. 

Exterior Paths of Travel  
Refers to sidewalks and walkways designed and constructed for pedestrian travel and intended to provide a functional 
route from Point A to Point B, rather than a recreational experience.  

Maintenance 
This refers to activities that are intended to keep existing public spaces and elements in existing public spaces in good 
working order or to restore the spaces or elements to their original condition. Examples include painting and minor repairs.  

Off-Street Parking Facilities 
This includes open area parking lots and structures intended for the temporary parking of vehicles by the public, whether 
or not the payment of a fee is charged. This includes visitor parking spaces in parking facilities. 

Outdoor Play Spaces 
This space consists of an area that includes play equipment, such as swings, or features such as logs, rocks, sand or 
water, where the equipment or features are designed and placed to provide play opportunities and experiences for 
children and caregivers. 

Redeveloped 
This means planned significant alterations to public spaces, but does not include maintenance activities. 
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The Brant Haldimand Norfolk Catholic District School Board’s Multi-Year 
Integrated Accessibility Plan 2018-2023 is posted on the Board website at 
www.bhncdsb.ca and hard copies will be made available upon request. The 
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Phone Number: (519) 756-6369 ext. 234 
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taustin@bhncdsb.ca 
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AT-A-GLANCE REQUIREMENTS OF THE INTEGRATED ACCESSIBILITY REGULATION – All School Boards 

July 1, 2011 January 1, 2012 January 1, 2013 January 1, 2014 January 1, 2015 January 1, 2016 
January 1, 2020-

2025 
 
Transportation 

1. School boards 
to provide 
accessible 
transportation 
services for 
students with 
disabilities. 

 
Information & 
Communications 

1. Emergency 
procedure, plans 
and public safety 
information to be 
available in 
accessible formats. 
 
Employment 

1. Individualized 
workplace 
emergency 
response 
information for 
employees with 
disabilities. 

 
Customer 
Service 

1. Provide 
accessible customer 
service as a result of 
staff training, 
welcoming service 
animals, to offer 
feedback for those 
with disabilities. 

 
General 

1. Develop policies and 
organizational 
commitment on 
achieving accessibility. 
2. Review/update 
Accessibility Plans in 
consultation with persons 
with disabilities. 
3. Accessibility criteria for 
acquiring goods, 
services, facilities. 
 
Information & 
Communications 

1. School boards to 
provide: educational 
resources/ materials, 
student records, and 
program information 
upon request in 
accessible formats. 
2. School boards to 
provide all educators with 
accessibility awareness 
training re accessible 
program, course delivery, 
instruction and shall keep 
a record of the training 
provided. 

 
General 

1. Training of employees and 
volunteers on accessibility 
standards and  
2. Human Rights Code 
3. Self-Service Kiosks to be 
accessible. 
 
Information & 
Communications 

1. Feedback processes to be 
accessible. 
2. New internet websites and 
web content to conform to 
WCAG 2.0, Level A. 
 
Employment 

1. Accommodation in 
recruitment. 
2. Job information in 
accessible formats and 
communication supports. 
3.Workplace emergency 
response information 
4. Individual employee 
accommodation plans 
Return to work process. 
5. Accessibility in 
performance management, 
career development 
/advancement and 
redeployment. 
 
Transportation 

1. School boards develop 
individual student 
transportation plans. 
 

 
Information & 
Communications 

1. Provide accessible 
formats and 
communication 
supports. 
2. Producers of 
textbooks to provide 
accessible or 
conversion ready 
versions. 
3. School libraries to 
provide accessible or 
conversion-ready 
versions of print 
materials upon 
request.  
4. Accessible means 
for people with 
disabilities to provide 
feedback upon 
request. 

 
Design of 
Public Spaces 
(Built 
Environment) 

1. Make new or 
redeveloped public 
spaces accessible 
and AODA 
compliant 
including: outdoor 
play spaces; 
public outdoor 
paths of travel; 
parking lots; 
service counters; 
and waiting areas 
with fixed seating 
 

 
Information & 
Communications 

1. School libraries to 
provide digital and 
multimedia resources 
in accessible format 
upon request (by 
January 1, 2020). 
2. Producers of print-
based education 
supplementary 
learning resources to 
provide accessible or 
conversion-ready 
versions upon 
request (January 1, 
2020). 
3. All internet 
websites and web 
content to conform to 
WCAG 2.0, Level AA 
(By January 1, 2021). 

* WCAG: Web Content Accessibility Guidelines 
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1.0  Definitions and Terminology: 

  
 Disability: 

Disability covers a broad range and degree of conditions, some visible and some not 
visible. A disability may be present from birth, caused by an accident, or developed over 
time.  
 
Barrier: 
A “barrier” means anything that prevents a person with a disability from fully participating 
in all aspects of society because of their disability, including a physical barrier, an 
architectural barrier, an information or communication barrier, an attitudinal barrier, a 
technological barrier, policy or practice.  
 
Accessibility: 
Accessibility is defined as that which enables people to achieve their full potential. 
 
Accommodations: 
An accommodation is a means, through reasonable efforts, of preventing and removing in 
a timely manner, barriers that impede individuals with disability from participating fully in 
the services of the Board. 

 
2.0  Aim: 

  
The Integrated Accessibility Plan (the Plan) has been developed in accordance with 
Ontario Regulation 191/11 Integration Accessibility Standards under the Accessibility for 
Ontarians with Disabilities Act 2005 (AODA). This plan describes the measures the Brant 
Haldimand Norfolk Catholic School Board has taken in the past and the measures that will 
be taken moving forward in order to identify, remove and prevent barriers for people with 
disabilities who work, learn, use or attend board facilities and services including students, 
staff, parents, guardians, volunteers and visitors.  The Plan will be guided by the Board’s 
Accessibility Policies and Administrative Procedures including but not limited to: 

 Policy 200.33 Accessibility Standards 
 

 Administrative Procedure 200.34 Integrated Accessibility Standards Regulation – 
Customer Service 
 

 Administrative Procedure 200.35 Integrated Accessibility Standards Regulation – 
Employment 
 

 Administrative Procedure 200.36 Integrated Accessibility Standards Regulation –  
Information and Communications 
 

 Administrative Procedure 200.37 Integrated Accessibility Standards Regulation – 
Transportation 

 
 Administrative Procedure 200.38 Integrated Accessibility Standards Regulation – 

Design of Public Spaces  
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3.0  Objectives: 
  

This Plan: 
 Reviews the efforts of the Brant Haldimand Norfolk Catholic District School Board to 

remove and prevent barriers for people with disabilities; 
 

 Describes the process by which the Board will identify, remove and prevent barriers; 
 

 Describes the measures the Board will take in the period 2018-2023 to identify, 
remove and prevent barriers; 

 
 Makes a commitment to provide an annual status report on the Board’s 

implementation of the Multi-Year Integrated Accessibility Plan; 
 

 Makes a commitment to review and update the Plan at least once every 5 years; and 
 

 Describes how the Board will make this Accessibility Plan available to the public. 
 

4.0  Commitment to Accessibility Planning:  
 

This Plan will be reviewed and updated in consultation with persons with disabilities, the 
Board’s Special Education Advisory Committee (SEAC), the Accessibility Committee and 
other relevant stakeholders. It is the Board’s role to consider and approve the plan. The 
final plan will be posted on the Board’s website as a public document.  

The Brant Haldimand Norfolk Catholic District School Board is committed to: 
 
 Maintaining an Accessibility Planning Committee; 

 
 Continuing consultation with various stakeholders, in particular those with disabilities 

and with the Special Education Advisory Committee in the development and review of 
accessibility plans; 

 
 Ensuring Board policies and procedures are consistent with the principles of 

accessibility and inclusive/universal design. The Accessibility Planning Committee will 
provide input re: accessibility issues, where appropriate, to new policies and procedures 
and to those under review; 

 
 Improving access to facilities, policies, programs, practices and services for students, 

staff, parents/guardians, volunteers and members of the community. Ongoing 
identification of barriers must be brought to the Accessibility Planning Committee for 
due consideration and incorporation into the Multi-Year Integrated Accessibility Plan; 
and 

   
The Director of Education has authorized the Accessibility Planning Committee 
to review and update the Multi-Year Integrated Accessibility Plan that will enable 
the Board to meet these commitments. 
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5.0 Description of the Brant Haldimand Norfolk Catholic District  
School Board: 

 
In January 1998, the Brant Haldimand Norfolk Catholic District School Board was founded 
through the amalgamation of two former school boards: The Brant County Catholic Board 
of Education and the Haldimand Norfolk Catholic District School Board. 

The Brant Haldimand Norfolk Catholic District School Board currently serves approximately 
10,000 students and their parents/guardians in three counties (Brant, Haldimand and 
Norfolk), providing elementary education in 28 schools, secondary education in 3 schools 
and offering alternative educational programming at St. Mary’s Catholic Learning Centre. 
The Brant Haldimand Norfolk Catholic District School Board provides all students with 
appropriate learning experiences in an inclusive, faith community setting. Such 
experiences provide the opportunities for personal growth and prepare all students for 
active participation in the community. Additionally, numerous volunteers and community 
partners assist in providing the opportunity for all students regardless of talents and needs 
to experience success while attending schools within the district. There are six Trustees in 
the Board and one student Trustee. 

 
I. Board Mission  

As a Catholic Learning Community, we provide faith formation and academic 
excellence, which enables our graduates to live a life of love and service in Christ. 

 
II. Board Core Values 

 We respect the dignity of the human person, created in the image and likeness of 
God; 

 We exercise a preferential option for the poor (financial, intellectual, social and 
spiritual); and 

 We continually strive to deepen our relationship with God and one another. 
 

III. Board Strategic Commitments  
 
Catholic Faith Formation: 
When we support the family and the parish in forming the faith of our students and 
we commit ourselves to the principles of our gospel values, as expressed through 
the example of Catholic Social Teaching, we help build the Kingdom of God. 

 
Student Achievement 
When we know, understand and respond to the unique learning needs using 
assessment-rich learning, we can respond to the individual needs of our students 
and improve their outcomes. 
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Safe and Accepting Schools 
When we foster positive relationships that emphasize mutual respect understanding 
and trust we are able to improve the cohesion of our community. 
 
Communication and Community Engagement 
When we communicate effectively to our internal and external stakeholders, we 
enhance the engagement of our community, which improves our ability to generate 
support for our system.  
 

6.0 Accessibility Planning Committee Members 
 

 
The Accessibility Planning Committee will meet 3 times during the school year to review and 
update the Multi-Year Integrated Accessibility Plan for 2018-2023. 

Member Position Contact 

Chopp, Bill Trustee bchopp@bhncdsb.ca 

Austin, Tracey 
Manager, Communications & Public 
Relations 

taustin@bhncsdb.ca 

Cicci, Norm Manager, Information Technology ncicci@bhncdsb.ca  

DeJesus, Fatima 
Elementary School 
Secretary/President OSSTF Support 

fdejesus@bhncdsb.ca 

Esposto, Jill 
Chairperson of SEAC/Director of 
Services Brant FACS 

Jill.esposto@brantfacs.ca 

Figueiredo, Anah 
Human Resources Coordinator (Non-
Academic) 

afigueiredo@bhcncdsb.ca 

Fortino, Carlo Teacher/OECTA President cfortino@bhncdsb.ca 

Freibauer, Caroline 
Librarian, Secondary- Assumption 
College School 

cfreibauer@bhncdsb.ca 

Grice, Tom Superintendent of Business tgrice@bhncdsb.ca 

King-Bonifacio, Debbie 
Disability Management & Safety 
Coordinator 

dkingbonifacio@bhncdsb.ca 

Kuckyt, Phil Manager of Transportation Services pkuckyt@stsbhn.ca 

Laracy Jr., Tom 
Teacher/OECTA Elementary 
Bargaining Unit President 

tclaracy@bhncdsb.ca 

Marchand, Peter 
Principal, St. Theresa Elementary 
School & Principal Lead- Library 
Services 

pmarchand@bhncdsb.ca  

Maunder, Donald Custodian/President, OSSTF Plan dmaunder@bhncdsb.ca 

McDermid, Carmen 
Student Achievement Lead, Special 
Education 

cmcdermid@bhncdsb.ca 

McDermid, John Elementary School Principal jmcdermid@bhncdsb.ca 
Oldman, Colleen Manager of Human Resources coldman@bhncdsb.ca 
Phee, Colin RCPIC Chairperson Bpat_chair@bhncdsb.ca 
Shypula, Michelle Superintendent of Education mshypula@bhncdsb.ca 
Slaght, Terre Principal of Continuing Education tslaght@bhncsb.ca 
Wdowczyk, Dianne Mental Health Lead dwdowzcyk@bhncdsb.ca 
Wu, Guo Teacher of Hearing Impaired gwu@bhncdsb.ca 
Zelem (Moreau), Rachel Orientation & Mobility Instructor rzelem@bhncdsb.ca 
Zelem, Don Manager of Facilities dzelem@bhncdsb.ca 
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7.0   Strategy for Prevention and Removal of Barriers 

 
The principles of inclusionary practice, freedom from barriers and accessible environments 
inform all Brant Haldimand Norfolk Catholic District School Board policies, procedures and 
services. Through the annual Accessibility Plan Status Report implemented under the 
Ontarians with Disabilities Act (ODA), 2001, the Brant Haldimand Norfolk Catholic District 
School Board’s programming, policies and practices have been assessed to ensure 
continuous improvement in accessibility. This process will continue through the 
establishment of the renewed Multi-Year Integrated Accessibility Plan, which places 
particular emphasis on the regulations made under the AODA with regard to Customer 
Service, Information and Communications, Employment, School Transportation, and the 
Design of Public Spaces, in accordance with legislation. 

 
8.0 Barrier Identification  
 
The Accessibility Planning Committee uses the following barrier-identification methods: 
 

Group Methods 

Students 

Barriers to accessibility are identified by students and parents. Staff 
in Elementary and Secondary Programs, Student Success, Special 
Education, Safe and Inclusive Schools, Facilities and Transportation 
Departments work with stakeholders to remove/prevent barriers and 
develop accommodation plans.  

Staff 
In consultation with staff, Human Resources and Health and Safety, 
identify barriers, restrictions and limitations and develop 
accommodation plans. 

Public 

Barriers to accessibility are identified by individuals accessing 
programs and services offered by the school board.  Members of the 
public may bring concerns to the attention of the school, the Catholic 
Education Centre or may use the Board website: 
http://www.bhncdsb.ca/page/accommodations-employees-and-
applicants-disabilities. Barriers identified by members of the public 
are referred to the Board’s Accessibility Planning Committee.  
Development of the Multi-Year Integrated Accessibility Plan and the 
ongoing feedback opportunities are additional important methods to 
identify barriers to accessibility.  

Board Wide 

Ongoing liaison with bargaining partners, provincial associations, 
school boards, and public sector agencies provides updates on 
emerging barriers to accessibility.  SEAC, OCSOA, ODA, AODA, 
IASR, and the Customer Service Regulation are examples of some 
of the resources used for barrier identification. Review of our 
facilities provides up-to-date identification of barriers and plans to 
remove/prevent such barriers and permits planning to 
remove/prevent such barriers. Barriers to accessibility are referred 
to the Board’s Accessibility Planning Committee for review. 
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9.0 Barrier Removal Achievements: 
 
Equipment:  

The Brant Haldimand Norfolk Catholic District School Board is committed to ensuring that 
students with special needs have the accommodations essential to access the Ontario 
Curriculum and/or attend school. The Special Equipment Amount (SEA) funding provided 
by the Ministry of Education assists school boards to support these accommodations for 
students with special needs. Any student with a recommendation from a qualified 
professional is eligible to receive equipment through the SEA process. These 
recommendations are based on the results of professional assessments. The 
recommendation determines the type of equipment the student requires to access school 
programs. The following include, but are not limited to, recognized qualified professionals 
able to recommend appropriate equipment based on their expertise: Psychologist; 
Physician; Audiologist; Speech-Language Pathologist; Occupational Therapist; 
Physiotherapist and Optometrist/Ophthalmologist. To support the implementation of 
appropriate computer hardware, software, training etc. Ministry of Education funding 
amounts are made available to meet these needs.  
 
Access to Program: 

 Our Education Technology, Elementary Program, Student Success and Special Education 
 staff work collaboratively to ensure that classroom programs are accessible to all students  

by using universal design and differentiated instructional strategies. Improvements to 
digital library resources with accessible conversion ready formats of print, digital or multi-
media resources for full compliance with the Integrated Accessibility Standards, January 
2020 are on-going and will be available upon request. 
 
Accessible Website: 

As per IASR, Brant Haldimand Norfolk Catholic District School Board website and web 
content will conform to WCAG (Web Content Accessibility Guidelines) 2.0, Level A and will 
meet WCAG 2.0 AA compliance by January 1, 2021. 
 
Early and Safe Return to Work: 

The Board is committed to early intervention and return to work for all employees, as well 
as, the successful recovery of injured and ill employees by assisting in early intervention 
and return to safe work. Employees with an occupational or non-occupational illness or 
injury who require accommodation to return to work are supported through the Board’s 
Modified Work Policy. The objective of the Policy is to return employees to their pre-
illness/injury status as soon as possible, consistent with their medical condition. The 
Ontario Human Rights Commission Policy and Guidelines of Disability and Duty to 
Accommodate have guided the development. 
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Transportation Services: 

The needs of each student, registered in the Brant Haldimand Norfolk Catholic District 
School Board, is reviewed annually to determine what services and supports need to be 
implemented to meet their needs as they relate to transportation services. Although full 
integration is our ultimate goal, vehicles of a variety of sizes and other assistive/safety 
devices are made available to meet the integrated, accessible needs of each student of 
the Board.  
 
Systemic: 

As policies and procedures are developed and/or revised, they are examined to reflect the 
Brant Haldimand Norfolk Catholic District Schools Board direction with regards to 
accessibility. 
 
Accessibility of School Buildings: 

The Brant Haldimand Norfolk Catholic District School Board’s Facilities Services 
Department takes a portion of their annual budget and dedicates funds to address building 
accessibility opportunities. Proposals for upgrades are submitted through the School 
Renewal/Annual Improvements   process. The capital plan proposes alterations to ensure 
that all our facilities will be compliant with AODA by 2025. Special Education Staff and 
Principals identify immediate and anticipated needs for barrier free participation in learning 
at specific school sites based upon existing and anticipated student needs at each school. 
Renovations are completed and new buildings are constructed to meet accessibility 
standards as defined in the Ontario Building Code. A list of accessibility features in all Brant 
Haldimand Norfolk Catholic District School Board facilities has been created and informs 
planning.  

 

 
10.0 Barriers to be Addressed under the Multi-Year Integrated 
Accessibility Plan 2018- 2023 
The Integrated Accessibility Standards Regulation 191/11 filed in June 2011 pursuant to 
the Accessibility for Ontarians with Disabilities Act, 2005 identified specific requirements to 
achieve accessibility in the areas of: 

 Information and Communications 
 Employment 
 Transportation 

These requirements build on the Accessibility Standards for Customer Service, which 
came into force in 2007. In January 2013, the IASR was amended to include accessibility 
requirements for the Design of Public Spaces.  
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Through this 2018-2023 Multi-Year Integrated Accessibility Plan, the Brant Haldimand 
Norfolk Catholic District School Board intends to take action to address barriers to 
accessibility related to the Standards areas of current Regulations. This is in addition to 
ongoing work with regard to identification and removal of barriers in the Board’s physical 
environment.  
 

TYPE OF 
BARRIER 

LOCATION ACTION RECENT ACTIVITY 
EFFECTIVE 

DATE 

Systemic Board-Wide 

Newly developed and revised 
policies/procedures will be 
reviewed by the Integrated 
Accessibility Committee or 
through Equity and Inclusive 
Schools to provide input from 
an accessibility lens.  

 Ongoing 

Attitudinal Board-Wide 

Provide training for all staff 
and volunteers on 
accessibility standards 
requirements and on Human 
Rights Code provisions re: 
disabilities and ensure third-
party providers have similar 
training.  

Mandatory AODA 
volunteer training and 
certification is now 
required and available 
on the Board Website.  

Policy 400.05 
Community Use of 
Schools being revised in 
the Spring/Summer 
2018 and will reflect that 
permit holders are 
aware of AODA and 
have the responsibility 
of understanding and 
complying with the Act.  

Comments, questions, 
concerns and feedback 
pertaining to 
accessibility can be 
emailed to 
info@bhncdsb.ca. 

Ongoing 

Attitudinal Board-Wide 

With the support of Student 
Achievement, Special 
Education, Student Success, 
Mental Health, FNMI, Equity 
and Inclusion Teams, etc., 
school staff design program 
content, assessment and 
instruction in an inclusive 
design framework. 

Board supports and 
interventions have been 
and will continue to be 
developed using a tiered 
approach. Differentiated 
learning in Literacy and 
Numeracy is a focus 
and eliminating barriers 
to accessing this 
curriculum will enable all 
students to reach their 
full potential.   

Ongoing 
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TYPE OF 
BARRIER 

LOCATION ACTION RECENT ACTIVITY 
EFFECTIVE 

DATE 

Information and 
Communications 

School Libraries 

Elementary and Secondary 
Library teams are able to 
provide accessible formats or 
conversion-ready versions of 
print materials upon request 
and are developing the 
capacity to provide digital 
and multimedia resources. 
  

 
Ongoing in 
preparation of 
2020 deadline 

Information and 
Communication 

Board-Wide 

Review accessibility features 
of all updates and purchases 
related to board and school 
websites in anticipation of 
WCAG 2.0 Level AA 
standards.  

Board public websites 
have the ability to allow 
the viewer to select the 
language in which the 
pages are displayed in.  

Ongoing 

Technology Board-Wide 

Educational Technology and 
Special Education staff 
provide training and support 
to teachers, support staff and 
students. This includes such 
supports as access to 
assistive technology, 
assistance for students who 
are hard of hearing, blind or 
low vision, training in the use 
of Brightspace (D2L) and 
development of Individual 
Education Plans (IEP).  

The Brightspace 
platform is being used 
across the district and 
has adaptive features 
built into the program.  
 
Staff have received 
training to provide 
effective support for 
students requiring SEA 
equipment.  

Ongoing 

Architectural Board-Wide 

Evaluate accessibility at 
schools, work sites, and 
incorporate 
recommendations into the 
capital plan: working toward 
full compliance with AODA 
standards at all sites by 
2025.  

Blessed Sacrament: 
Asphalt Ramp 2017 
 
Holy Trinity: Handicap 
Door Operator 2017 
 
St. Frances Cabrini: 
Handicap Door Operator 
2017 
 
St. John’s College: 
AODA Ramp to Portable 
Pack 2017 
AODA Sidewalk to North 
Entrance 2017 
New Front Doors with 
Handicap Door Operator 
2017 
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TYPE OF 
BARRIER 

LOCATION ACTION RECENT ACTIVITY 
EFFECTIVE 

DATE 

Assumption College 
School: 
Rebuilt paved lot 2017 
 
St. Theresa’s:  
Rebuilt paved lot 2017 
 
Future Activity: 
Rebuilt paved lots: 
St. John’s College 
St. Joseph’s 
Accessible Elevator 
St. John’s College 
Accessible Service 
Counter: 
St. John’s College 
Assumption College 
School 
Universal/ Accessible 
Washroom: 
St. Frances Cabrini 
Resurrection 
St. Leo 
St. Patrick (B) 
AODA Ramp: 
St. Frances Cabrini 
Our Lady of Fatima 
St. Stephen’s 
Front Door Handicap 
Operator: 
Christ the King 
Our Lady of Fatima 
Resurrection 
Sacred Heart Langton 
St. Bernard of Clairvaux 
St. Leo 
St. Michael’s Walsh 
St. Patrick (B) 
St. Patrick’s (C) 
St. Stephen’s 
St. Theresa 
Additional Handicap 
Door Operators: 
St. John’s College 
Assumption College 
School 
AODA Sidewalks: 
Our Lady of Fatima 
St. Stephen’s 

 
 
 
 
 
 
 
 
 
2018 
 
 
2018 
 
2018 
 
 
 
 
2018 
 
 
 
 
 
2018 
 
 
 
2018 
 
 
 
 
 
 
 
 
 
 
 
 
2018 
 
 
 
 
2018 
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TYPE OF 
BARRIER 

LOCATION ACTION RECENT ACTIVITY 
EFFECTIVE 

DATE 

Physical Board-Wide 

Continued evaluation of 
accessibility at schools and work 
sites and incorporate 
recommendations into the 
capital plan for school renewal 
using the Integrated 
Accessibility Plan checklist tool 

Refer to Integrated 
Accessibility Plan 
Annual Report 2016-
2017 

Ongoing 

 

 
11.0 Review and Monitoring Process 

 
The Accessibility Committee meets regularly during the year to consider feedback 
received, review progress, evaluate the effectiveness of implementation of barrier-removal 
and prevention strategies and to plan for increased accessibility throughout the Board. 

 
The Accessibility Committee will ensure that in respect of the Multi-Year Integrated 
Accessibility Plan the following steps take place: 

 
(a) An annual status report on the progress of the measures taken to implement 

the Plan is brought to the Board for approval at the Committee of the Whole 
meeting in November; 
 

(b) At least once every 5 years the Plan is reviewed and updated in consultation 
with persons with disabilities, with the Board’s Special Education Advisory 
Committee and other relevant stakeholders. The Plan will be brought to the 
Board for consideration and approval. 

 

12.0 Communication of the Plan 
 

In addition to the public availability of the Plan as referenced earlier on Page 2, the Brant 
Haldimand Norfolk Catholic District School Board will post an annual status report on the 
progress of the Multi-Year Integrated Accessibility Plan on the Board’s website. The Board 
will accommodate requests for accessible formats of the Plan. 

 
Questions, comments or feedback regarding the Multi-Year Integrated Accessibility Plan 
may be directed to: 

 
Chair 

Accessibility Committee 
Brant Haldimand Norfolk Catholic District School Board 

322 Fairview Drive 
Brantford, ON N3T 5M8 
webmaster@bhncdsb.ca 
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC 
DISTRICT SCHOOL BOARD POLICY COMMITTEE 

 
Prepared by: Leslie Telfer, Superintendent of Education 
Presented to: Policy Committee 
Submitted on: April 5, 2018 
Submitted by: Chris Roehrig, Director of Education & Secretary 
 

FRENCH IMMERSION PROGRAM POLICY 
Public Session 

 
BACKGROUND INFORMATION: 
 
The French Immersion Program Policy was adopted in January 2009 and revised in June 2014.  
The policy was most recently revised in January 2018 to reflect the Framework for French as a 
Second Language in Ontario Schools 2013 and the growth of French Immersion programs in 
the Brant Haldimand Norfolk Catholic District School Board.   
 
 
DEVELOPMENTS: 
 
The policy has been amended in 2018 to include the enduring and overarching statements that 
are intended to foster a common understanding of the importance of French as a Second 
Language found within the Framework for French as a Second Language in Ontario Schools 
2013. 
 
Additionally, the policy has been updated to include a change of language specific to the 
administration of the Primary Mathematics EQAO Assessment. Students in Grade 3 will now 
write the EQAO math assessment in English. 
 
There are also two new resources included in the references section that speak to inclusive 
practices in French as a Second Language Programs. The Ministry has developed Including 
Students with Special Needs in FSL Programs (2015) and Including English Language Learners 
in FSL Programs (2016). 
 
The revised policy and procedure was shared with all principals, managers, supervisors, union 
presidents and senior administration for vetting purposes.  
 
 
 
 
 
 
 
 
RECOMMENDATION: 
 
THAT the Policy Committee recommends that the Committee of the Whole refers the 
French Immersion Program Policy to the Brant Haldimand Norfolk Catholic District School 
Board for approval. 
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Policy:  French Immersion Program 

 Policy Number:                                                 200.30

Adopted:                                  January 27, 2009      Former Policy Number:                                         n/a 

Revised:                                       June 24, 2014 Policy Category:                                            Students

Subsequent Review Dates:                       TBD Pages:                                                                       1 

 
Belief Statement: 
 

The Brant Haldimand Norfolk Catholic District School Board believes that programs in our schools are guided by the 
Ontario Catholic School Graduate Expectations and are aligned by the tenets of the Catholic faith.  Specifically, the 
French Immersion program assists our students to light for the world (Matthew 5:13) through effective communication in 
both official languages, being responsible citizens and collaborative contributors.  
 
Information: 
“The Government of Canada considers linguistic duality not only as a basis of Canadian identity, but also an essential tool 
for ensuring Canadians’ openness to the world.  Through second-language education, the Government offers young 
Canadians a boost toward wider professional horizons and a key to the international stage.” 
       (Framework for French as a Second Language, Page 8) 
 
Policy Statement: 
 
It is the policy of the Board to offer French Immersion programs where feasible throughout its jurisdiction.  It is the policy 
of the Board that a French Immersion program, in which students receive instruction in the French language, is consistent 
with the philosophy and expectations outlined in the Ontario Curriculum.  Specifically, the program is intended to: 
 

 increase student confidence, proficiency and achievement in FSL; 
 increase the percentage of students studying FSL until graduation; 
 increase student, educator, parent and community engagement; 
 develop and refine students' ability to communicate (understand, speak, read and write) with confidence in the 

French language; and 
 help students understand and appreciate Canada's francophone heritage and the French culture and language 

throughout the world. 
 
It is the policy of the Board that administrative procedures be developed to address admission requirements, structure, 
program elements, procedures to withdraw from the program and promotional strategies. 
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French Immersion Program 
AP 200.30 

 
Procedure for:   Principals/Vice-Principals, Consultants,   Adopted: January 27, 2009  

       Teachers, Librarians 
Submitted by:    Leslie Telfer (Superintendent of Education)  Revised: June 24, 2014 
Category:       Students 
 

 
Purpose 
 
The purpose of the Administrative Procedure is to provide information with respect to the French Immersion program, its 
program elements and structure, admission requirements, procedures to withdraw from the program and promotional 
strategies. 
 
Information  
 
The French Immersion program is an optional, alternative second language program for English-speaking children that 
offers students the opportunity to learn French through other subject areas and to enhance their knowledge of the French 
language and culture in an immersive program.   
 
The following principles are enduring and overarching statements that are intended to foster a common understanding of 
the importance of French as a Second Language. 
 

 FSL programs are for all students. 
 Teaching and learning French, as one of Canada’s two official languages, is recognized and valued as an integral 

component of Ontario’s education system. 
 FSL education serves as a bridge between languages and cultures. 
 Learning FSL strengthens literacy skills as well as cognitive and metacognitive development. 
 Research informs decision making by all stakeholders. 
 Learning FSL is a lifelong journey. 

 
Procedures  
 

 
1.0 Program Elements and Structure  

 
1.1 The French Immersion program is an optional program offered to students in Kindergarten to 

Grade 8. Subject to admission requirements and availability, any parent who desires his/her child 
to study in French may enroll his/her child in the French Immersion program. 

 
1.2   The Primary French Immersion program: 

 

1.2.1  Kindergarten and Grade 1, 90% of instruction  in French; 
1.2.2 Grade 2, English Language Arts (reading, writing and oral communication) the 

percentage of French instruction is decreased to 80%.   
1.2.3 In Grade 3, 70% of the instruction is in French. 
1.2.4 The Mathematics program is taught in French from Kindergarten to Grade 3. Students 

in Grade 3 write the Mathematics portion of the Primary EQAO Assessment in 
English.  
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1.3       The Junior and Intermediate French Immersion program: 
 

1.3.1 Grades 4-8, 50% of instruction in French. 
1.3.2 The Mathematics program is taught in English from Grades 4-8. Students in Grade 6 

write the Mathematics portion of the Junior EQAO assessment in English. 
 

2.0 Admission Requirements 
 

2.1      A student may be granted admission into the French Immersion program at any time during their  
Kindergarten year. Pre-registration for the program is in January, prior to the start of the next 
school year.   

2.2 Students may be admitted into the Grade One French Immersion program without having attended 
the Kindergarten French Immersion program, at the discretion of the principal.  The principal is 
encouraged to hold a parent(s)/guardian(s) conference to ensure that the student has 
demonstrated good oral and literacy skills in the regular Kindergarten program. 

2.2      Admission into the French Immersion program beyond Grade 1 shall be considered after: 

2.2.1 An interview with parent(s)/guardian(s) by the principal and the French Consultant; 
2.2.2 Review of the two most recent report cards; 
2.2.3 Successful completion of informal testing of and interview with the student by an 

identified French Immersion program teacher in both English and French; and 
2.2.4 Evidence that the student is an independent worker demonstrating good listening and 

literacy skills (oral, reading, writing). 
2.3 All students admitted into the French Immersion program, after the Senior Kindergarten (SK) year 

shall be subject to a review by the classroom teacher, principal, parent(s) or guardian(s), and 
students after his/her first term in French Immersion to monitor and assess their progress and 
determine next steps to support their learning.  

2.4 Students who request admission, whose first language is French, may be directed to consider one 
of the French Language schools.  French first-language students may be admitted to the French 
Immersion program if the considerations noted in 2.2 have been met, as appropriate. 

 
3.0      Withdrawal Procedures 
 
Where the needs of a student may be best served by withdrawal from the program, such withdrawal may take 
place after following the implementation of reasonable intervention strategies by school staff such as program 
modifications, tutoring, and assistance from the Special Education Resource Teacher and, after review of ongoing 
assessments. Conferences with parent(s)/guardian(s) to discuss progress, options and future implications shall 
be conducted prior to final placement decisions. Notwithstanding the above, any parent(s)/guardian(s) has/have 
the right to withdraw his/her child from the program at any time and to have him/her return to their home school.  

 
4.0 Promotion of the Program 
 
Each year in January, a package of material about the French Immersion program is sent to all Catholic 
Elementary Schools in the Brant Haldimand Norfolk Catholic District School Board. This is given to each child in 
Junior Kindergarten for their parent(s) or guardian(s). An advertisement is placed in various media in 
January/February to announce registration.  The location of French Immersion sites are identified on the Board 
website. 

 
 

5.0 Transportation 

Transportation will be provided for students meeting the Board’s eligibility requirements as per the Transportation 
of Students Policy 400.19. Transportation to the French Immersion site will not be provided for siblings not 
enrolled in the French Immersion Program.  
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References  
 
The Ontario Curriculum: French as a Second Language 2013 (Core French Grades 4-8; Extended French Grades 4-8, 
French Immersion Grades 1-8) 
A Framework for French as a Second Language in Ontario Schools, Kindergarten to Grade 12 (2013) 
Learning for All-A guide for Effective Assessment and Instruction for all students, Kindergarten to Grade 12 
Growing Success, Assessment, Evaluation, and Reporting in Ontario Schools 
Including Students with Special Needs in FSL Programs (2015) 
Including English Language Learners in FSL Programs (2016) 
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REPORT TO THE BRANT HALDIMAND NORFOLK CATHOLIC 
DISTRICT SCHOOL BOARD POLICY COMMITTEE 

 
Prepared by: Chris Roehrig, Director of Education & Secretary 
Presented to: Policy Committee 
Submitted on: April 5, 2018 
Submitted by: Chris N. Roehrig, Director of Education & Secretary 
 

STUDENT ATTENDANCE POLICY 
Public Session 

 
BACKGROUND INFORMATION: 
 
As part of the ongoing policy and procedure review process, the Student Attendance Policy and 
the Safe Arrival Policy have been revised and are presented to the Policy Committee. 
 
DEVELOPMENTS: 
 
The Safe Arrival Policy is being recommended to be rescinded as it will rolled into the new 
revised Student Attendance Policy.  The revised Student Attendance Policy has been changed to 
reflect practices that have been adopted and refined since the last version was presented over 8 
years ago.  The policy has been streamlined to reflect processes desired by school principals 
and School Attendance Counsellors.  Other key changes include: 
 

 Consistency between panels; 
 Clear delineation between pathways of interventions for problematic attendance versus 

consecutive absences; 
 Flexibility to allow principals to use professional judgement when dealing with 

absenteeism; 
 Clarity on roles of the School Attendance Counsellor and all other staff; 
 Summaries for administration and social workers; 
 Roles of the students and parents/guardians; 
 Emphasis on cooperation and promotion of good attendance and  
 Consistency for required paperwork. 

 
This policy has been vetted according to the policy and practices of this Board.  We will monitor 
implementation to discern whether revisions need to be made.  Staff are recommending that this 
revised policy take effect September 1st, 2018. 
 
 
 
 

 
RECOMMENDATION: 
 
THAT the Policy Committee recommends that the Committee of the Whole refers the revised 
Student Attendance Policy to the Brant Haldimand Norfolk Catholic District School Board for 
approval effective September 1st, 2018. 
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Policy: Student Attendance  

 Policy Number:                                                  200.03  

Adopted:                                    January 27, 2009  Former Policy Number:                                     200.29 

Revised:                                     December 8, 2017   Policy Category:                                              Students

Subsequent Review Dates:                        N/A  Pages:                                                                        1  
 
Belief Statement: 
 

All students at the Brant Haldimand Norfolk Catholic District School Board are expected to be in regular attendance at 
school. Our common vision of the learner is that of a responsible citizen, a collaborative contributor, and a self-directed, 
responsible and lifelong learner. This vision of the learner can best be realized through regular attendance at school. 
The Brant Haldimand Norfolk Catholic District School Board believes that the responsibility for the daily attendance of 
students rests with the parents and/or guardians, the student where they are of age, and school board staff.   
 

Policy Statement:  
 

It is the policy of the Brant Haldimand Norfolk Catholic District School Board to support parents and/or guardians so that 
students can demonstrate regular and punctual attendance at school. 
 
It is the policy of the Board that administrative procedures be developed to: 
 
 Direct the appropriate staff regarding the process for maintaining student attendance records; 
 Have a process for communicating student absences/lates to parents/guardians; and  
 Monitor safe arrival, as well as the courses of action that may be taken for instances of truancy and habitual neglect 

of duty to attend school regularly and punctually.  
 
Glossary of Key Policy Terms: 
 

School Attendance 
For the purposes of these procedures, school attendance refers to regular day-school attendance at a Catholic 
elementary or secondary school. 
 
References:  
 

Education Act R.S.O. 1990 E.2 and Part II (School Attendance) 
O. Reg 298 
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Student Attendance 

AP 200.03 
 

Procedure for:   Principals, Teachers, Secretaries,  Adopted:  January 27, 2009  
      Student Support Services Staff                        Revised:   TBD 
Submitted by:    Director of Education     
Category:      Students 
 
 

Purpose 
 

The purpose of this administrative procedure is to provide direction to parents, principals, teachers and students regarding 
their respective responsibilities related to regular and punctual attendance at school. 
 
Responsibilities - as noted in Administrative Procedure 
 
Information  
 

Requirements for school attendance are outlined in the Education Act in statutes and regulations, as well as through 
guidelines provided to school districts related to the school register (Education Act R.S.O. 1990, Chapter E.2, Part II – 
School Attendance and O. Reg 298 s. 23). 
 
Procedures 
 
1.0 Student Attendance General Principles 
 

1.1 Cooperation - Maintaining an effective school environment where regular and punctual school 
attendance exists requires the cooperation and collaboration of students, families, district staff and, where 
necessary, community services.  

  
1.2 Promotion – It is critical that all staff promote regular and punctual attendance at school as a crucial 

mechanism to ensure improved student achievement. This promotion should be done through 
communication platforms such as newsletters and announcements on a regular basis.  Promotion of good 
attendance is greatly enhanced with school programs and co-curricular activities are relevant and 
accessible to students. 

 
 

2.0 Responsibilities for Students and Parents/Guardians 
 
2.1 It is the duty of a parent or guardian of a person who is required to attend school to cause the student to 

attend school regularly and punctually as required under the Education Act. 
   

2.1.1 A person is excused from attendance at school if: 
 
(a)  the person is receiving satisfactory instruction at home or elsewhere. 
(b)  the person is unable to attend school by reason of sickness or other unavoidable cause.  
(c)  transportation is not provided by a board for the person and there is no school that he or 

she has a right to attend situated: 
(i)  within 1.6 kilometres from the person’s residence measured by the nearest road if 

he or she has not attained the age of seven years on or before the first school day 
in September in the year in question, or 
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(ii)  within 3.2 kilometres from the person’s residence measured by the nearest road if 
he or she has attained the age of seven years but not the age of 10 years on or 
before the first school day in September in the year in question, or 

(iii)  within 4.8 kilometres from the person’s residence measured by the nearest road if 
he or she has attained the age of 10 years on or before the first school day in 
September in the year in question. 

 

(d)  the person has obtained a secondary school graduation diploma or has completed a course 
that gives equivalent standing; 

(e)  the person is absent from school for the purpose of receiving instruction in music and the 
period of absence does not exceed one-half day in any week; 

(f)  the person is suspended, expelled or excluded from attendance at school under any Act 
or under the regulations; 

(g)  the person is absent on a day regarded as a holy day by the church or religious 
denomination to which he or she belongs; or 

(h)  the person is absent or excused as authorized under this Act and the regulations.  2006, 
c. 28, s. 5 (1). 

 
2.2 All students shall attend classes punctually and regularly. 

 
2.3 It is the duty of a parent or a student where the student is an adult, to give a reason for any student 

absence or late arrival to the principal or designate before the absence or upon return to school after an 
absence. 

 
3.0 Record Keeping, Verification and Reporting 

 

3.1 Students shall be admitted to class if they are returning from an absence or are late once it has been 
verified by the principal or designate.   

 
3.2 Parents shall be promptly contacted by the school when a student is recorded absent and their absence 

has not been verified.  
 
3.3 Elementary Schools - Student attendance shall be recorded at the beginning of each school day and 

immediately following the lunch break (the second nutrition break for schools on the balanced school day 
schedule). 

 
3.4 Secondary Schools - Student attendance shall be recorded at the beginning of each period of the school 

day.  
 
4.0 Secretaries 

 

4.1 It is the duty of the school secretary to follow the processes and procedures set out by the administrative 
procedure and school principal for: 

 
4.1.1 Maintaining accurate records of student attendance in the Student Management System (e.g. 

PowerSchool); 
 

4.1.2 Recording and reporting to the principal or designate reasons regarding absence or lateness from 
parents/guardians or adult students (18+); and  

 
4.1.3 Running attendance summary reports at the request of the principal or designate (usually 

monthly). 
 
 5.0 Teachers 
 

5.1 It is the duty of the classroom teacher to maintain an accurate record of attendance for each class, to 
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report absenteeism and late arrivals promptly to the principal or designate, to follow the process 
established by the principal for admission of students who are late or are returning from an absence. 

 
5.2 Teachers shall not readmit a student who is returning to class from an unverified absence or who is late 

unless approved by the principal or designate. 
 

5.3 Teachers shall notify the parent/guardian or the adult student and report to the principal or designate in 
the instance when there are recurring absences that are resulting in a negative impact on student 
achievement (see Appendix A). 

 
6.0 Principals 

 

6.1 It is the duty of the principal to establish a process for recording daily attendance, promptly reporting 
unverified absenteeism to parents/guardians, admitting students and verifying reasons for absenteeism or 
lateness, maintaining accurate records of student attendance and to follow Section 8 of these procedures 
for supporting students and families with problematic attendance. 

 
6.2 When a teacher has reported to the principal or designate regarding recurring absences that are resulting 

in a negative impact on student achievement, the principal shall follow Section 8 of this procedure. 
 
6.3 Principals and vice-principals shall review school-wide attendance reports on a monthly basis (at a 

minimum), to identify students with habitual absenteeism or lateness that is having a negative impact on 
student achievement and subsequently follow Section 8 of this procedure. 

 
6.4 Principals shall communicate the process for attendance recording, verification and reporting to staff, 

students and parents on an annual basis (e.g., through staff handbooks, student handbooks and 
newsletters, etc.). 

 
6.5 Principals shall report to the School Attendance Counsellor the names of any compulsory school age 

student who has 15 unexcused consecutive absences and continue to notify the School Attendance 
Counsellor every 15 days thereafter (Appendix B). 

 
6.6 Principals shall report to the School Attendance Counsellor and school supervisory officer the names, 

ages and residences of all compulsory school-aged students who are not attending school as required by 
law. 

 
7.0 School Attendance Counsellors 
 

7.1 Upon request by the school principal, the School Attendance Counsellor shall assist with developing 
strategies and supports for students with irregular attendance as identified in this procedure.   

 
7.2 Upon notification by a principal that a student is failing to attend school, the School Attendance 

Counsellor shall contact the parent/guardian to address school concerns.  
 
7.3 Consecutive Unexcused Absences 15 – 30 – 45 – 60 Days 
 

7.3.1 The School Attendance Counsellor, upon receipt of written referral for a student with 15 
unexplained consecutive absences from school shall make contact with the parent or guardian 
regarding the reasons for the absenteeism and provide support for the family to re-engage the 
student in an approved educational program under the Education Act.   

 
7.3.2 The School Attendance Counsellor shall update the principal in writing at 15 day intervals with 

respect to the progress of the student regarding attendance and/or the involvement of community 
partners assisting in addressing factors which may be contributing to poor attendance.    
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7.3.3 If after several attempts to re-engage students are unsuccessful, the School Attendance 
Counsellor in consultation with the Superintendent may bring the student to the Attendance 
Review Committee.  The School Attendance Counsellor may also consult with the Provincial 
Attendance Counsellor.  
 

7.3.4 The Attendance Review Committee meeting may recommend proceeding with charges under the 
Education Act (for students ages 12-15 and parents of children under the age of 16).  If 
proceeding with charges, the School Attendance Counsellor shall give written notice to the parent 
or guardian for the student to attend and shall advise the parent or guardian, in writing, of the 
provisions of subsection 24 (2). R.S.O. 1990, c.E.2, s. 26 (4).  
 

8.0 Guidelines of Supports for Students and Families 
 
 8.1 Problematic Attendance Impacting Student Achievement - Supports and Interventions    

In the instance where a student has more than five absences or is habitually late and/or the student’s 
attendance is having a substantively negative impact on student achievement, the Principal shall 
establish strategies to improve student attendance and shall consider the following approaches (Appendix 
A): 
  
Step One    Teacher to contact parent/guardian, or adult student (where appropriate) to identify the 

reasons for the irregular attendance or punctuality, to collaborate on strategies to improve 
attendance, to implement the strategies, and to follow up on the success of the strategies 
in a timely fashion. If attendance does not improve sufficiently, teacher will notify the 
principal. 

 
Step Two      If attendance has not improved sufficiently as deemed by the principal, the principal or 

designate will consult with the student attendance counsellor, meet with the 
parent/guardian or student  (where appropriate) and other school staff to identify the 
reasons for the irregular attendance or punctuality, to collaborate on strategies to improve 
attendance, to implement the strategies and to follow up on the success of the strategies 
in a timely fashion.  

 
Step Three   If attendance has not improved sufficiently as deemed by the principal, a letter shall be 

sent home and a second meeting is to be set up with the parents and/or student where 
appropriate, and would include the Attendance Counsellor. 
 

Step Four  If attendance has not improved sufficiently as deemed by the principal, he/she will  
   continue to refer the student to the School Attendance Counsellor.  

 

9.0 Truancy and Habitual Neglect of Duty  
 

In the instance where a student is truant or demonstrates a habitual neglect of their duty to attend school punctually and 
regularly they may, at the discretion of the Principal, be subject to progressive discipline as set out in Board policy. 
 
Definitions 
 
Attendance Review Committee 
A committee consisting of Superintendent, Principal, School Attendance Counsellor and any other community 
representatives as appropriate. Purpose of the committee is to review case and explore other potential strategies 
 
Compulsory School Age Attendance 
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Subsection 21(1) of Education Act states that children aged 6-17 must attend school, unless excused. Pupils must 
continue to attend school until they reach the age of 18 or they graduate, or until June 30 of the year they turn 18 years of 
age.  
 
School Staff 
May include and are not limited to: classroom teachers, Chaplaincy Leader, guidance teachers, child and youth workers, 
early childhood educators, social workers (attendance counsellors), mental health leads, student success teachers, 
special education resource teachers, and the principal of Continuing and Alternative Education and other staff the 
principal deems appropriate. 
 
Student Attendance 
For the purposes of these procedures, student attendance refers to regular day-school attendance at a Catholic 
elementary or secondary school. 
 
School Attendance Counsellor 
The Board’s social workers are the Board’s student attendance counsellors as per the Education Act. 
 
Provincial School Attendance Counsellor 
The Lieutenant Governor in Council may appoint an officer, to be the Provincial School Attendance Counsellor, who shall, 
under the direction of the Minister, superintend and direct the enforcement of compulsory school attendance.  R.S.O. 
1990, c. E.2, s. 24 (1). 
 
References 
 

Education Act R.S.O. 1990 E.2 and Part II (School Attendance) 
Ontario Regulation 298 
Home Schooling Policy 200.16 
Home Instruction Policy 200.17 
Supervised Alternative Learning Policy 200.06 
Student Behaviour Discipline and Safety Policy 200.09 
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                                                                               Appendix A 
15 Consecutive Absences Report  

 

School Name:  
 
 

Student Name:                                         
Student OEN #  

 
 
 

            Date of Birth:  

Grade: 
 
Medical:  
Doctor’s Note 
Received/Pending  

 
 
 

            Principal: 
 

 

 
Consecutive Absences 
 

 
Record of Contact with Parent or Guardian   

 
Method:  

 
 

Date:  

Notes: 
Enrolment Status Action Date 

 
o On Roll o Refer to Attendance Counsellor o Medical - please circle one 

and provide details (received 
Doctor’s note or Doctor’s note 
pending) 
 

o Off Roll o Removal From Roll  
o Refer to Alternative Learning 

(Secondary) 
Reason(s) for Removal: 
 
Signature of Principal    ________________________________ 
 
Signature of Attendance Counsellor  ________________________________ 
 
Action taken to support improved attendance by the school  
 
 
Copies to: o OSR o Parent/Guardian o Attendance 

Counsellor 
o ONSIS 
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Appendix B 

STUDENT/SCHOOL INFORMATION

          

          

          

      

 

 

 

 

 

 

 

 

 

PRINCIPAL SIGNATURE 

     

Principal   Date  

ATTENDANCE SUMMARY ATTACHED         Copies to:    

         

 

      

ATTENDANCE HISTORY 

PERIOD ATTENDANCE (Secondary) 

1       3            

2       4       

Intervention Dates and description 

      

     

 
     

 
     



  
 Brant Haldimand Norfolk  
                             Catholic District School Board 

  Administrative Procedure 
   
  

8 

 

Appendix C 

 

Attendance Support and Interventions Report 

School Name:  
 
 

Student Name: 
Student OEN# 

Date of Birth:  
 

IEP o Yes o No  

Grade: 
 

 Identification: 

Name of Teachers*: 
 

Medical:  
Doctor’s Note Received  
Doctor’s Note Pending 

 

  
 

  

  
 

  

 
Consecutive Absences  
15 ___30___  45___ 60___ 

 
                                                            Date of Step 2 Meeting: 

Meeting Participants: 
 

   

 
 

   

 
 

   

 
Agenda Checklist 

 
o Attendance summary provided. o Reasons for irregular attendance or punctuality discussed. 
o Strategies to improve attendance 

discussed and agreed upon. 
o Date set for follow-up meeting to assess success of the 

strategies. 
 

Possible Strategies 
 

o Referral to medical professional. o Changes to student schedule to improve organization. 
o Referral to school supports to improve 

achievement. 
o Referral to community services for support. 
o Refer to Alternative Learning (Secondary) 

 
Strategy to Improve Attendance: 
 
 
 
 
 
Dates for follow up 
Meetings: 

 
 
 

 

Copies/Routing: 
 

o OSR o Parent/Guardian o Attendance 
Counsellor 

o Teacher(s) 

 o  o  o  o  
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                                                                                                                                                                  Appendix D 
Attendance Support and Interventions Report 

 

School Name:  
 
 

Student Name: 
Student OEN# 

Date of Birth:  
 

IEP o Yes o No 

Grade: 
 

 Identification: 

Name of Teachers*: 
 

Medical:  
Doctor’s Note Received  
Doctor’s Note Pending 

  
 

 

 
Step Three  
 

 
                                                                              Date of Step Three Meeting: 

Meeting Participants: 
 

   

 
 

   

 
 

   

 
Agenda Checklist 

 
o Attendance summary provided. o Reasons for irregular attendance or punctuality discussed. 
o Strategies to improve attendance 

discussed and agreed upon. 
o Date set for follow-up meeting to assess success of the strategies. 

 
Possible Strategies 

 
o Referral to medical professional. o Changes to student schedule to improve organization. 
o Referral to school supports to 

improve achievement. 
o Referral to community services for support. 
o Refer to Alternative Learning (Secondary) 

 
Strategy to Improve Attendance: 
 
 
 
 
 
 
 
 
Dates for follow up 
Meetings: 

 
 
 

 

Copies/Routing: 
 

o OSR o Parent/Guardian o Attendance Counsellor o Teacher(s) 

 



   

  Appendix A 

Student Attendance Supports and Interventions Process 
 

 
Problematic Attendance Impacting Student 

Achievement 
 

 
Consecutive Absence Process 

10-15-30-45-60 

Step One – Teacher Contact with Parent/Guardian 
 

Teacher to contact parent/guardian, or adult student 
(where appropriate) to identify the reasons for the irregular 
attendance or punctuality, to collaborate on strategies to 
improve attendance, to implement the strategies, and to 
follow up on the success of the strategies in a timely 
fashion. If attendance does not improve sufficiently, 
teacher will notify the principal. * 

Step One (10 Consecutive Days Unexcused Absent) 
– Teacher Contact with Parent/Guardian 

 
Teacher to contact parent/guardian, or adult student 
(where appropriate) to identify the reasons for the 
irregular attendance or punctuality, to collaborate on 
strategies to improve attendance, to implement the 
strategies, and to follow up on the success of the 
strategies in a timely fashion. If attendance does not 
improve sufficiently, teacher will notify the principal. * 
 

Step Two – Principal Intervention 
 
If attendance has not improved sufficiently as deemed by 
the principal, the Principal or designate will consult with 
the School Attendance Counsellor, meet with the 
parent/guardian or student  (where appropriate) and other 
school staff to identify the reasons for the irregular 
attendance or punctuality, to collaborate on strategies to 
improve attendance, to implement the strategies and to 
follow up on the success of the strategies in a timely 
fashion.* 

Step Two (15 Consecutive Days Unexcused Absent) 
 

If attendance has not improved sufficiently as deemed by 
the principal, the Principal or designate will consult with 
the School Attendance Counsellor, meet with the 
parent/guardian or student  (where appropriate) and 
other school staff to identify the reasons for the irregular 
attendance or punctuality, to collaborate on strategies to 
improve attendance, to implement the strategies and to 
follow up on the success of the strategies in a timely 
fashion. In secondary schools, principals will notify 
attendance counsellors of any student who has 
reached 15 unexcused consecutive absences and 
the student may be removed from enrollment. * The 
student may be referred to the Attendance Review 
Committee. * 
 

Step Three – Principal and School Attendance 
Counsellor Intervention 

 
If attendance has not improved sufficiently as deemed by 
the principal, a letter shall be sent home and a second 
meeting is to be set up with the parents and/or student 
where appropriate, and would include the School 
Attendance Counsellor. * 

Step Three – Principal and School Attendance 
Counsellor Intervention (30 Consecutive Days 

Unexcused Absent) 
 

If attendance has not improved sufficiently as deemed by 
the principal, a letter shall be sent home and a second 
meeting is to be set up with the parents and/or student 
where appropriate, and would include the School 
Attendance Counsellor.  The student may be referred to 
the Attendance Review Committee. * 

Step Four – Principal and School Attendance 
Counsellor Intervention 

 
If attendance has not improved sufficiently as deemed by 
the principal, he/she will continue to refer the student to 
the School Attendance Counsellor. * 
 

Step Four – Attendance Counsellor Intervention (45, 
60 Consecutive Days Unexcused Absent) 

 
If attendance has not improved sufficiently as deemed 

by the principal, a letter shall be sent home and a 
third meeting is to be set up with the parents and/or 

student where appropriate, and would include the 
School Attendance Counsellor.  The student shall be 

referred to the Attendance Review Committee. * 
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  Appendix A 
 

* Parent Discussion Guide 
 

Agenda Checklist 
o Attendance summary provided. o Reasons for irregular attendance or punctuality 

discussed. 
o Strategies to improve attendance discussed 

and agreed upon. 
o Date set for follow-up meeting to assess success of the 

strategies. 
o Request medical documentation o Maintain detailed notes of all conversations. 

Possible Strategies 
o Referral to medical professional. o Changes to student schedule to improve organization. 
o Referral to school supports to improve 

achievement. 
o Referral to community services for support. 
o Refer to Alternative Learning (Secondary) 

Considerations 

o Detailed notes should be kept on file. o Medical documentation should be kept on file. 
o Teacher or principal meeting notes should 

include the student name, date of birth, OEN 
and IEP designation (if appropriate). 

o Maintain records of all contact and attempted contacts 
with parents/guardians and adult students. 
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  Appendix B 

 
 

Consecutive Absence Report (15-30-45-60) 
 

Student Name:  
 

Date:  

OEN:  
 

DOB: IEP:  Yes  No 

Teacher Name:  
 

Principal Name:  

Number of Days Absent:  
 

Number of Lates: Grade/Course:  

Date(s) of Parent/ Guardian Contact  
 

 

Notes from Parent Contact*: 
 
 
 
 
 
 
 
Enrolment Status Medical Documentation Program Recommendations 

 On Roll 
 Off Roll 

 Medical Documentation Attached 
 Medical Documentation Pending 

 Modified Program 
 Alternative Education  
 Other (specify) 

 Removal from Roll           -            Reasons for Removal from Roll: 
 
 

 Referred to School Attendance Counsellor 
 Warning Letter Sent to Parent/Guardian 
 Referred to Attendance Review Committee 

 Other Action (specify): 

Plan to Improve Attendance at School 
 
 
 
 
 
 
 
 
 
 
 
 
 

Signature of Principal: Signature of School Attendance Counsellor: 
 
 
 

 
Copies to:   Ontario Student Record      Parent/Guardian     School Attendance Counsellor          ONSIS 
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  Appendix B 

* Parent Discussion Guide 
 

 
Agenda Checklist 

 
o Attendance summary provided. o Reasons for irregular attendance or punctuality 

discussed. 
o Strategies to improve attendance discussed 

and agreed upon. 
o Date set for follow-up meeting to assess success of the 

strategies. 
o Request medical documentation o Maintain detailed notes of all conversations. 

 
Possible Strategies 

 
o Referral to medical professional. o Changes to student schedule to improve organization. 
o Referral to school supports to improve 

achievement. 
o Referral to community services for support. 
o Refer to Alternative Learning (Secondary) 

 
Considerations 

 
o Detailed notes should be kept on file. o Medical documentation should be kept on file. 
o Teacher or principal meeting notes should 

include the student name, date of birth, OEN 
and IEP designation (if appropriate). 

o Maintain records of all contact and attempted contacts 
with parents/guardians and adult students. 
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POLICY: VIDEO SECURITY SURVEILLANCE 

Adopted:       02/22/05 Policy No:                                                     400.11

Revised:    mm/dd/yy Policy Category:                                        Operations 

 
Policy Statement: 
     
The Brant Haldimand Norfolk Catholic District School Board and its schools/sites will strive to 
maintain safe and secure learning environments for students, staff and community members 
involved in school programs. 
 
In keeping with the Board's Safe Schools Policy, it is the Board's practice to use video security 
surveillance systems at schools and facilities, owned by the Board or on buses operated on behalf 
of the Board, as deemed necessary by the Director of Education.  
  
   
Policy Criteria: 
 
$ All video surveillance equipment must be approved by the Associate Director, Corporate 

Services and Treasurer or an appointed designate. 
$ Principals, the Manager of Facilities and Construction Projects and/or other designated 

employees at schools and facilities with video security surveillance, are authorized to 
operate the systems. 

$ The Supervisor of Transportation and/or bus operators are authorized to operate video 
surveillance systems on student transportation vehicles. 

$ Board employees and service providers are to review and comply with the Policy, 
Administrative Procedures, and relevant Acts in performing their duties and functions 
related to the operation of the video surveillance system. 

$ Cameras will be positioned to only record identified public areas. 
$ Video security surveillance systems complement other means being used to promote and 

foster a safe and secure learning environment under the Safe School Act.  
$ Surveillance activities involving the collection, retention, use, disclosure and disposal of 

personal information in the form of video surveillance must be in compliance with the 
Freedom of Information and Protection of Privacy Act.  

$ The Brant Haldimand Norfolk Catholic District School Board will maintain control of, 
and responsibility for, the video surveillance system at all times 

 

Brant Haldimand Norfolk Catholic District School Board 
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Glossary of Key Policy Terms: 
 
Personal information is defined as recorded information about an identifiable individual, which 
includes, but is not limited to, information relating to an individual's race, colour, national or 
ethnic origin, sex and age.  A simple image on a video surveillance system that is clear enough to 
identify a person, or activities in which he or she is engaged in, will be classified as "personal 
information" under the Act. 
 
Record means any record of information, however recorded, whether in printed form, on film, by 
electronic means or otherwise, and includes: a photograph, a film, a microfilm, a videotape, a 
machine-readable record, and any record that is capable of being produced from a machine-
readable record. 
 
Video Surveillance System refers to a video, DVR (digital video recorder), physical or other 
mechanical, electronic or digital surveillance system or device that enables continuous or periodic 
video recording, observing or monitoring of individuals in school buildings and on school 
premises.  The Information and Privacy Commissioner/Ontario includes in the term video 
surveillance system  thermal imaging technology or any other component associated with 
recording the image of an individual. 
 
Reception Equipment refers to the equipment or device used to receive or record the personal 
information collected through a video surveillance system, including a camera or video monitor 
or any other video, audio, physical or other mechanical, electronic or digital device. 
 
Storage Device refers to a videotape, computer disk or drive, CD-ROM, computer chip, DVR 
(digital video recorder) or other device used to store the recorded data or visual, audio or other 
images captured by a video surveillance system 
 

Statutory / Regulatory / Related 
 Board Policy Linkages: 

The Education Act    
The Freedom of Information and Protection of Privacy Act 
Guidelines for Using Video Surveillance Cameras in Schools, December 2003 
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ADMINISTRATIVE PROCEDURES: VIDEO SECURITY 
SURVEILLANCE 

Adopted:      02/22/05 Policy No:                                                400.11 

Revised:    mm/dd/yy Policy Category:                                       Operations 

 
 
1.  Responsibilities: 

 
Director of Education - is responsible for the overall Board video security surveillance 
program. 

 
Manager of Facilities and Construction Projects - is responsible for the development and 
review of the policy & supporting guidelines along with the technical aspects of the video 
security surveillance systems and the coordination of related audits.   The Manager of 
Facilities and Construction Projects is also responsible for the life-cycle management of 
authorized video security surveillance systems (specifications, equipment standards, 
installation, maintenance, replacement, disposal, and related requirements (e.g. signage)) 
and Principal/Facility Manager/Operator training at Board sites. 

 
Coordinator of Communications - is responsible for the Board's privacy obligations under 
the Acts and the policy. 

 
Principal/Facility Manager - is responsible for the day-to-day operation of the system in 
accordance with the policy, guidelines, and direction/guidance that may be issued from 
time-to-time. 

 
Supervisor of Transportation - is responsible for the operation of video surveillance 
systems on student transportation vehicles. 

 
Board Solicitor - is responsible for the provision of legal advice related to the Board's 
obligations under the Acts. 
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2. General 
Video security surveillance systems are a resource used by the Brant Haldimand 
NorfolkCatholic District School Board at selected schools and sites within the Board's 
jurisdiction to promote the safety of pupils, staff, and community members.  In the event 
of a reported or observed incident, the review of recorded information may be used to 
assist in the investigation of the incident.  The Board will maintain control of and 
responsibility for the video security surveillance system at all times.  Any agreements 
between the Board and service providers shall state that the records dealt with or created 
while delivering a video surveillance program are under the Board's control and subject to 
the Acts. 
 
These Guidelines do not apply to “covert surveillance”.  Covert surveillance refers to 
surveillance conducted by means of hidden devices, without notice to the individuals 
being monitored.  This type of surveillance should only be used as a last resort in time 
limited, case-specific circumstances.  Prior to deciding to use covert surveillance, a 
comprehensive assessment of the privacy impacts associated with the implementation of 
such a program shall be made.  An example of a situation in which time-limited covert 
surveillance may be justified is where there is an ongoing problem of computer theft from 
a school’s computer room.  Covert surveillance equipment may be installed in order to 
identify the thief. 
 
 

3. Collection of Personal Information Using a Video Surveillance System 
Any recorded data or visual or other images of an identifiable individual qualifies as 
"personal information" under the Acts.  Video security surveillance systems can be 
operated to collect personal information about identifiable individuals.  The Board has 
determined that it has the authority to collect this personal information in accordance with 
the Act.  Pursuant to section 38(2) of the provincial Act,  no person shall collect personal 
information on behalf of the Board unless the collection is expressly authorized, used for 
the purposes of law enforcement or necessary to the proper administration of a lawfully 
authorized activity.  The Board must be able to demonstrate that any proposed or existing 
collection of personal information by a video surveillance system is authorized under this 
provision of the Acts. 
 
 

4. Planning Considerations for Video Security Surveillance Systems 
Before deciding if a school or facility warrants a video security surveillance system, the 
Board will consider the following: 

(a) A video security surveillance system should only be considered after other 
measures of deterrence or detection have been considered and rejected as 
unworkable. 

(b) Video surveillance should only be used where conventional means are 
substantially less effective than surveillance or are not feasible, and the benefits of 
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surveillance substantially outweigh the reduction of privacy inherent in collecting 
personal information using a video surveillance system. 

(c) The acquisition, installation, and operation of individual video security 
surveillance systems should be justified on the basis of verifiable, specific reports 
of incidents of crime, vandalism or significant safety concerns. 

(d) An assessment should be conducted of the effects that the proposed video 
surveillance system may have on personal privacy, and the ways in which any 
adverse effects can be mitigated.  The Board shall utilize the Ontario Government's 
Privacy Impact Assessment tool. 

(e) Consultations should be conducted with relevant stakeholders as to the necessity of 
the proposed video security surveillance program at the school/facility. 

(f) The Board will endeavour to ensure that the proposed design and operation of the 
video security surveillance system minimizes privacy intrusion to that which is 
absolutely necessary to achieve its required, lawful goals. 

 
 

5. The Design, Installation and Operation of Video Security Surveillance Equipment in 
Buildings 
In designing, installing and operating a video security surveillance system, the Board will 
consider the following: 

(a) Reception equipment such as video cameras, or other devices, should only be 
installed in identified public areas where video surveillance is a necessary and 
viable detection or deterrence activity.  The equipment will operate up to 24 
hours/seven days per week, within the limitations of system capabilities (e.g. 
digital, tape), power disruptions and serviceability/maintenance. 

(b) The equipment should be installed in such a way that it only monitors those spaces 
that have been identified as requiring video surveillance. Cameras should not be 
directed to look through the windows of adjacent buildings. 

(c) If cameras are adjustable by operators, this should be restricted, if possible, so that 
operators cannot adjust or manipulate them to overlook spaces that are not 
intended to be covered by the video surveillance program. 

(d) Consideration should be given to the use of motion detectors to limit the time 
when the video surveillance cameras are in operation. 

(e) Equipment should never monitor the inside of areas where students, staff, and the 
public have a higher expectation of privacy (e.g., change rooms and washrooms). 

(f) Clearly written signs, prominently displayed at the entrances, exterior walls, and/or 
the interior of buildings having video security surveillance systems, shall provide 
students, staff, and the public reasonable and adequate warning that video 
surveillance is in effect. Signage will satisfy the notification requirements under 
section 39(2) of the provincial Act which include informing individuals of the 
legal authority for the collection of personal information; the principal purpose(s) 
for which the personal information is intended to be used and the title, business 
address and telephone number of someone who can answer questions about the 
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collection. This information can be provided at the location on signage and/or by 
other means of public notification such as pamphlets. Principals will be the Point-
of-Contact for schools and Facility Managers will be the Point-of-Contact for non-
school facilities. 

(g) The Board will endeavour to be as open as possible about the video security 
surveillance program in operation and upon request, will make available to the 
public, information on the rationale for the video surveillance program, its 
objectives and the policies and procedures that have been put in place.  This may 
be done in pamphlet or leaflet form. The Policy and Administrative Procedures 
will be posted on the Board's Web site. 

(h) Reception equipment should be in a strictly controlled access area. Only 
controlling personnel, or those properly authorized, in writing, by those personnel 
according to the institution's policy, should have access to the controlled access 
area and the reception equipment. Video monitors should not be in a position that 
enables public viewing. 

(i) Service providers should visit schools and facilities three to four times per year to 
ensure that video cameras, including image refocusing and lens cleaning, are 
operating properly.  Any issues or concerns regarding the performance of such 
equipment should be followed-up with immediately. 

 
 

6. The Use and Operation of Video Security Surveillance Equipment in Transportation 
Vehicles 

(a) A vehicle that is equipped with video cameras shall display a warning sign 
advising students that they are subject to video surveillance. 

(b) Storage devices (i.e., videotapes) currently being used on a transportation vehicle 
shall not be left in the vehicle overnight, with the exception of cameras that are 
secured and locked in a black box on the vehicle,  and must be maintained in a 
secure location by the driver. 

(c) Any storage device that has been used will be dated and labeled with the Bus 
Route #.  Storage devices containing data and waiting to be recycled for further use 
will be maintained in a secure location by the school transportation contractor. 

(d) Storage devices are the property of Transportation Services on behalf of the 
Boards served. 

(e) Storage devices (i.e., videotapes) will be purchased by Transportation Services on 
behalf of the Boards served. 

(f) The content of a storage device may be used to provide evidence to cause student 
discipline, i.e., suspension or expulsion.  A storage device can be viewed by a 
student and his/her parent/guardian if: 

i. all third parties (i.e., those whose images appear on the record) give 
permission for the record to be viewed, or 

ii. the images of other individuals who appear on the record (storage 
device) are severed from the record (i.e., digitally “blacking out”). 
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7. Access, Use, Disclosure, Retention, Security and Disposal of Video Security 
Surveillance Records 
Any information obtained by way of video security surveillance systems may only be used 
for the purposes of the stated rationale and objectives set out to protect students, staff and 
public safety or to detect and deter criminal activity and vandalism. Information should 
not be retained or used for any other purposes. Since video security surveillance systems 
create a record by recording personal information, each school/facility having a system 
will implement the following procedures: 

(a) All tapes or other storage devices that are not in use should be stored securely in a 
locked receptacle located in a controlled-access area.  Access to storage devices 
should be limited to authorized personnel.  Each storage device that has been used 
should be dated and labeled with a unique, sequential number or other verifiable 
symbol. The In-Use/Used Storage Device Register (Appendix A) is to be used. 
Access to the storage devices should only be by authorized personnel. Logs 
(Access to and Viewing of Recorded Material Log) (Appendix B) should be kept of 
all instances of access to, and use of, recorded material to enable a proper audit 
trail. 

(b) Procedures on the use and retention of recorded information include: 
i. Only the Principal/Facility Manager and a delegated Alternate (designated by 

name and position,  e.g., Vice-Principal or another Principal) and/or the 
Transportation Services Manager and a delegated Alternative (designated by 
name and position) may review the information. Circumstances, which would 
warrant review, will normally be limited to an incident that has been 
reported/observed or to investigate a potential crime. Real-time viewing of 
monitors may be delegated by the Principal/Facility Manager to a very limited 
number of individuals (e.g., a secretary, a special event security guard). 

ii. The retention period for information that has not been viewed for law 
enforcement, school or public safety purposes shall be thirty-one calendar 
days. These time frames are based on experience, risk assessment, privacy 
considerations, and equipment capabilities. Recorded information that has not 
been used in this fashion, within these time frames, is then to be routinely 
erased in a manner in which it cannot be reconstructed or retrieved. 

iii. When recorded information has been viewed for law enforcement or 
school/public safety purposes, the retention period shall be one (1) year from 
the date of viewing. If personal information is used for this purpose, section 
5(1) of Ontario Regulation 460 under the provincial Act requires the recorded 
information to be retained for one year.  

(c) The Board will store and retain storage devices required for evidentiary purposes 
according to standard procedures until the law enforcement authorities request 
them. A storage device release form (Storage Device Release Form) (Appendix C) 
will be completed before any storage device is disclosed to appropriate authorities. 
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The form will indicate who took the device, under what authority, when this 
occurred, and if it will be returned or destroyed after use. This activity will be 
subject to audit. 

(d) Old storage devices must be securely disposed of in such a way that the personal 
information cannot be reconstructed or retrieved. Disposal methods could include 
shredding, burning or magnetically erasing the personal information. The Storage 
Device Disposal Record (Appendix D) is to be completed. 

(e) An individual whose personal information has been collected by a video 
surveillance system has a right of access to his or her personal information under 
section 47 of the provincial Act and section 36 of the municipal Act. Procedures 
must recognize this right. Access may be granted to one's own personal 
information in whole or in part, unless an exemption applies under section 49 of 
the provincial Act. Access to an individual's own personal information in these 
circumstances may also depend upon whether any exempt information can be 
reasonably severed from the record. 

(f) The application of the frivolous or vexatious request provisions of the municipal 
Act would occur in very rare circumstances. It can be concluded that a request for 
access to a record or personal information is frivolous or vexatious if: 

i. the opinion is, on reasonable grounds, that the request is part of a 
pattern of conduct that amounts to an abuse of the right of access or 
would interfere with the operations of the school/facility, or 

ii. the opinion is, on reasonable grounds, that the request is made in bad 
faith or for a purpose other than to obtain access. 

(g) Principals/Facility Managers will respond to any inadvertent disclosures of 
personal information based on direction provided by the Coordinator of 
Communications. Any breach of the Acts shall be reported to the Coordinator of 
Communications. 

 
 

8. Training 
Where applicable and appropriate, the policy and guidelines will be incorporated into 
training and orientation programs of the Board and service provider(s). Training programs 
addressing staff obligations under the Act shall be conducted as necessary. 
 
 

9. Auditing and Evaluating the Use of a Video Surveillance System 
The Board will ensure that the use and security of video surveillance equipment is subject 
to regular audits. The audit will address the Board's compliance with the operational 
policies, guidelines and procedures. The audit will be conducted under the direction of the 
Associate Director, Corporate Services and may include the retention of an external 
consultant.  The audit will normally review the following: 
 Policy and Administrative Guidelines. 
 Interior/exterior signage. 
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 Location of cameras. 
 Individuals having access to equipment, monitors, etc. 
 Security, location and storage of equipment, storage devices, etc. 
 Maintenance and completeness of records, logs and forms. 
 Vendor access. 
 Requests for access to personal information. 

 
The Board will endeavour to address immediately any deficiencies or concerns identified 
by the audit.  Employees and service providers should be aware that their activities are 
subject to audit and that they may be called upon to justify their surveillance program to 
ascertain whether it is still justified in accordance with the requirements in Paragraph 3.  
This evaluation shall occur at least once every three years and will include the 
review/update of the policy and the guidelines. 

 
 

75 of 96



 

Appendix A 
The Brant Haldimand Norfolk Catholic District School Board 

 
Video Security Surveillance System 

 

IN-USE/USED STORAGE DEVICE REGISTER 
 

IN-USE STORAGE DEVICE USED STORAGE DEVICE 
ID# Type of 

Device (Tape, 
CD, etc.) 

Location ID# Type of Device 
(Tape, CD, 

etc.) 

Location 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

 
School or Faculty  _____________________________________________Page _____of______ 

Conducted (Date/Time):  _______________________________________________________________ 

Auditor’s Name (Print Name): ___________________________________________________________ 

Audit Organization (Print Name):  ________________________________________________________ 

Signature of Lead Auditor:  _____________________________________________________________ 
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Appendix B 
The Brant Haldimand Norfolk Catholic District School Board 

 
Video Security Surveillance System 

 

ACCESS TO AND VIEWING OF RECORDED MATERIAL LOG 
 

 
ID #  

Type of Device 
(Tape, CD, etc.) 

 
Date of Viewing 

 
Accessed By 

Purpose of Access or 
Viewing 

 
Signature 

      

      

      

      

      

      

      

      

      

      

 
School or Faculty _____________________________________________________________________________________   Page _____ of ______ 
 
Audit Conducted (Date/Time): _________________________________________________________________________________________ 

Auditor’s Name (Print Name): _________________________________________________________________________________________ 

Audit Organization (Print Name): _________________________________________________________________________________________ 

Signature of Lead Auditor:  _________________________________________________________________________________________ 
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Appendix C 

The Brant Haldimand Norfolk Catholic District School Board 
 

Video Security Surveillance System 
 

STORAGE DEVICE RELEASE FORM 
           

Date: 
 
 
 

Time: Storage Device ID#: Form #: 

Name of School/ 
Facility 
 
 
 
 
 

Location of Storage 
Device 
 
 
 In-Use ________ 
 Used  ________ 

Type of Device 
 
 
 Tape                   CD                   Disk 
 
 Other (Specify) ___________________________ 

Name of Authorized BHNCDSB Individual 
Releasing Storage Device 
 
_________________________________________ 
Name (please print) 

Signature 
 
 
 
 

Position 
 
 
 

ID or Badge Number Organization and Telephone Number 
 
 
 

Purpose or Reason for Release 
 
 
 

Disposition Following Use:  To be Returned to School/Facility of Origin 
 To be Destroyed   
 Other (Specify) ______________________________________________ 

 

 
An Individual Storage Device Release Form is to be Completed for Each Device to be Released 

-- Copies to be Made and Distributed as Required -- 
 

Audit Conducted (Date/Time): ____________________________________________________________ 
Auditor’s Name (Print Name): ____________________________________________________________ 
Audit Organization (Print Name): ____________________________________________________________ 
Signature of Lead Auditor:  ____________________________________________________________ 
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The Brant Haldimand Norfolk Catholic District School Board 
 

Video Security Surveillance System 
 

STORAGE DEVICE DISPOSAL RECORD 
 

STORAGE DEVICE DISPOSAL 

ID # Type of 
Device 

(tape, CD, etc.) 

Location 
 

In-Use 
or 

Used

Method  
of 

Disposal

Date & Time 
of 

Disposal 

Signature 

Reason Name (Print) 

      

  

      

  

      

  

      

  

      

  

      

  

      

  

 
Not Applicable for the Routine Over-Write/Erasure of Unviewed Recorded Material 
 
School or Faculty ________________________________________________________  Page ______ of _____  

Audit Conducted (Date/Time): ____________________________________________________________ 

Auditor’s Name (Print Name): ____________________________________________________________ 

Audit Organization (Print Name): ____________________________________________________________ 

Signature of Lead Auditor:  ____________________________________________________________ 
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Policy: Inclement Weather & Temporary School/Facility Closures 

 Policy Number:                                                 400.01  
Adopted:                             April 23, 2013  Former Policy Number:                             n/a

Revised:                                         N/A        Policy Category:                              Operations

Subsequent Review Dates:                        N/A Pages:                                                                       1   

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board believes that the safety and well-being of staff and students is 
the highest priority.  From time to time, the district encounters inclement weather that can lead to delays and temporary 
closures of schools. 

Policy Statement:  
It is the policy of the Board that the Director of Education or designate is authorized to delay bus start times or to close 
schools in the circumstances that inclement weather prevents students and staff from arriving to school safely. It is the 
responsibility of parents/guardians to decide if they want their child(ren) to travel to school on inclement weather days 
when transportation is not cancelled.    

Glossary of Key Policy Terms:  N/A 

References 
http://www.stsbhn.ca/documents/Policies_Procedures/024.pdf 
Education Act, R.S.O. 1990, c.E.2 
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Inclement Weather & Temporary School/Facility Closures 
AP 400.01 

 
Procedure for:  All Staff      Adopted: April 23, 2013  
Submitted by: Chris N. Roehrig (Director of Education)  Revised: April 26, 2016 
Category:   Operations 

Purpose 
The purpose of this Administrative Procedure is to provide direction to all staff regarding the expectations and processes 
to address inclement weather. 
 
Responsibilities 
Direction is given in this Administrative Procedure to supervisory officers, principals, teachers, managers, supervisors and 
all staff. 
 
Information – N/A 
 
Procedures 
The Director of Education or designate, in consultation with Student Transportation Services, shall determine when school 
openings will be delayed or schools/sites will be temporarily closed due to inclement weather.1 The Director of Education 
or designate shall determine if a school/site is to be closed after the start of the day due to inclement weather. The 
Director of Education or designate is responsible for setting up a notification system to inform the district of any delays or 
temporary school/facility closures. All bus delays and temporary school closures shall be posted on the Student 
Transportation Services Brant Haldimand Norfolk website (www.stsbhn.ca) and communicated to local radio stations. 
 
1.0 Temporary School/Facility Closures 
 

1.1 Central Office and non-school facilities will remain open. Only in rare situations will the Central Office and 
non-school facilities be closed. Schools may be temporarily closed to employees at the direction of the 
Director of Education or designate. 
 

1.2 Schools shall remain open unless all bus transportation in the zone is cancelled, in which case the school 
shall be closed to students. 

 
 
2.0 Managers, Principals and Senior Administration  
 
             2.1 It is the principal’s or manager’s responsibility to review the content of this procedure with staff and to 

develop procedures to alert staff of closure, cancelled transportation, or delayed dismissal.1 

 2.2 The principal of each school shall endeavour to ensure that sufficient staff are maintained at school to 
provide for the needs and supervision of the children in attendance. Where that is not possible, the 
appropriate supervisory officer should be advised immediately. As per the provisions of the Child and 
Family Services Act – No person having charge of a child less than 16 years of age shall leave the child  
without making provision for his or her supervision and care that is reasonable in the circumstances.2 

 

                                                 
1 http://www.stsbhn.ca/documents/Policies_Procedures/024.pdf 

2 Child and Family Services Act R.S.O. 1990, c.C.11 
 

81 of 96



  
 Brant Haldimand Norfolk 

 Catholic District School Board Administrative Procedure 
  
  
  

 
 

 

2.3 In the event of a school closure before the school day starts, it is the responsibility of the Principal or 
designate to remain at the school until 9:30 a.m. to ensure that all students who come to the school are 
properly cared for and to ensure the safe return of these students to their homes. 

 
   2.4 In the circumstances that the Principal believes the school should be temporarily closed after the start of  

  the school day, they shall consult with the Director of Education or designate before conveying any  
  information regarding closing school early. 

 
3.0 Teachers and Other Non-Management Employees  
 
 It is expected that employees will make every reasonable effort to attend at their normal place of work. 
 

3.1 In the event of questionable road or inclement weather conditions: 
 

3.1.1 Employees shall be notified by the school principal or site supervisor (or designate) regarding the 
status of a school/site closure. If the normal place of work is open, employees shall report to work 
unless they deem travel to the normal place of work to be unsafe. 

 

3.1.2 If the normal place of work is closed or the employee deems travel to the normal place of work to 
be unsafe, the employee shall contact the supervisor and choose one of the four options below: 

 
Option A – Working at an 
Alternate School or Site 

Option B – Working from Home to 
Complete Online Training or  

Other Approved Duties 

Option C – Apply for a 
Day Off Without Pay 

Option D – Apply for a 
Banked Lieu Day or 

Vacation Day 
(12-month employees) 

Contact an alternative site 
supervisor (school principal) to 
inquire as to whether or not they 
need assistance. 

Report to the alternative site for 
assignment. 

On an emergency basis, 
employees need to be available 
for assignment to an alternate 
site.  

Complete alternate duties that include time 
for planning, professional development 
and/or work-related activities. Employees 
are encouraged to seek input from their 
supervisor regarding appropriate activities 
for working at home. Employees may 
complete online training that is required 
[e.g., WHMIS, Health and Safety, Safe 
Schools, Concussions, Accessibility for 
Ontarians with Disabilities Act (AODA)].   

Submit leave of absence 
request form to supervisor 
for consideration. 

Report absence in 
SmartFIND. 

Report absence in 
SmartFIND using Lieu 
Day or Vacation Day 
code. 

 Please refer to Appendix A – Frequently Asked Questions. 

3.1.3 Employees reporting to work late due to inclement weather will be considered to be present for  
that work day.  

3.1.4 Employees are expected to make ongoing efforts throughout the day to report to the school/work 
site if it is open, and to report to work when it is safe to do so. Should inclement conditions clear 
during the day, it is an expectation that employees working an afternoon shift attend work at their 
school/work site as per usual.   

3.1.5 Should inclement weather conditions become problematic after employees have arrived at work, 
they should consult their principal or supervisor to determine if early dismissal for the day can be 
arranged. As per the provisions of the Child and Family Services Act – No person having charge 
of a child less than 16 years of age shall leave the child without making provision for his or her 
supervision and care that is reasonable in the circumstances.3 

3.1.6 In an emergency situation (an open school is understaffed), an employee that resides in an open 
zone and is working from home may be assigned to an alternate site by the appropriate 
superintendent if the employee deems that travel is safe. 

 

3 Child and Family Services Act R.S.O. 1990, c.C.11  
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4.0 Winter Procedures for Plant and Facilities Staff 
 

4.1 All buildings are equipped with temperature sensing devices integrated into the building automation 
 system and monitored 24/7. An automated message will be sent to Facility Supervisors when room or 
 boiler water temperatures fall below a predetermined minimum set point. Facility Supervisors, at their 
 discretion, will call a contractor, facility staff or both to respond to the alert. 
 
4.2 Additional school checks may be made, at the discretion of the Manager of Facilities or designate, for 
 cold weather alerts or unusual winter weather conditions. Time, frequency and weather conditions will be 
 determined by the Manager of Facilities or designate. A cold weather alert is currently defined as 
 temperature below -20°C, including wind chill factor. 
 
4.3 Facility staff will be paid in accordance with the collective agreement. 

 
4.4 Any check of the building will include a systematic walk throughout the interior looking for broken or 

unsecure windows, water leaks and frozen pipes, and ensuring that power and heat are available in every 
room. Doors without exterior handles must be checked from the inside. 

4.5 A complete tour outside the building will be made, inspecting all doors to ensure they are secure and a 
 visual will be made for property damage or vandalism. 
 
4.6 Minor repairs or adjustments may be required and considered part of the school check. 

 
4.7 For safety reasons, some minor snow shoveling or sand/salting may be necessary at the entrance to the 
 building and considered part of the school check.   
 
4.8 Sidewalk and parking lot conditions will be entered into the Facility electronic snow sand/salt logbook. 
 
4.9 Facility staff will notify the Supervisor for emergency assistance or if additional follow-up work is required.  
 Work requests will be entered into the Facility electronic work order system. 
 
4.10 Facility staff will notify the Supervisor for removal of large snow drifts on roofs. 
 
4.11 Under no circumstance will staff climb outdoor ladders in winter weather to access roofs while working 
 alone. 

Definitions – N/A 

References  
 
http://www.stsbhn.ca/documents/Policies_Procedures/024.pdf 

Child and Family Services Act R.S.O. 1990, c.C.11 
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                                                                                                                                                                         Appendix A 
Inclement Weather - Frequently Asked Questions 

If my school is closed 
do I have to report to 

school? 

If your school is closed, you may report to your school if it is safe to do so.  If it is not safe to 
report to your school/site, you may report to a school near you that is open, safe to get to, and 
where your attendance is needed. If it is unsafe to report to an alternate site you should 
contact your supervisor and let them know you are working from home or request the day off 
without pay or (for 12 month employees) report absence in SmartFIND using Lieu Day or 
Vacation Day code. 

If my school is open 
and I feel it is unsafe 
to get there, what do 

I do? 

Call your supervisor to inform him/her that you will not be reporting to your school and report 
to the nearest school that is open, safe to travel to and where your attendance is needed. You 
should consider ongoing efforts to report to your school (for instance if weather patterns clear 
up). If it is unsafe for you to get to an alternate site, you should call your supervisor and let 
them know you are working from home or request the day off without pay or (for 12 month 
employees) report absence in SmartFIND using Lieu Day or Vacation Day code. 

In order to get to my 
school, I need to 

drive through a zone 
where buses are 

cancelled.  What do I 
do? 

If your school/site is open, you are expected to get there unless you feel it is unsafe to do so. If 
you feel it is unsafe to do so, call your supervisor to inform him/her that you will not be 
reporting to your school and report to the nearest school that is open, safe to travel to and 
where your attendance is needed or contact your supervisor and let him/her know you will be 
working from home or request the day off without pay. You should consider ongoing efforts to 
report to your school/site (for instance, if weather patterns clear up).    

After I have arrived 
at my school or site, 

it looks like the 
weather is getting 

worse and I want to 
go home early. What 

do I do? 

Our primary responsibility is for the safety of the children/youth that are in our care. As per the 
provisions of the Child and Family Services Act – No person having charge of a child less than 
16 years of age shall leave the child without making provision for his or her supervision and 
care that is reasonable in the circumstances. You should consult your principal / supervisor in 
this situation. Schools usually need to remain open until the end of the day if they start 
the day as open. There are many reasons for this: 

 Parents of bused students make arrangements for children to be received at the end of the 
school day – sending students home prior to this creates situations where children have 
nobody at home to receive them. 

 If buses are needed to get students home, bus drivers are often unavailable outside their 
normal driving hours.  

 Road crews often schedule road clearing based on the fact that extra traffic will be on 
roads at the end of the school day; therefore, it can be unsafe to be on the roads prior to 
the end of the school day. 

If I arrive to work late 
because of inclement 

weather, will I be 
penalized? 

No, employees who report to work late because of inclement weather will be considered in 
attendance and on time for that day. You should always notify your supervisor if you will be 
late for work. 

How do I find out 
what would be 
appropriate, 

productive and 
worthwhile for 

working at home? 

You should contact your principal/supervisor in this regard. Provided below is an incomplete 
list of considerations: 
 complete required online training in the portal (e.g., WHMIS, Health and Safety, Safe 

Schools, Concussions, Accessibility for Ontarians with Disabilities Act (AODA)] 
 preparation, planning and marking 
 review school/site-based policies and procedures 
 review school board policies and administrative procedures (www.bhncdsb.ca) 
 participate in an online collaboration for professional development 
 professional reading in a relevant subject area 
 review safety manuals and safety procedures 
 work on your annual professional growth plan 
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Policy: Trustee Expenses 

 Policy Number:                                                      100.10  

Adopted:                                        March 29,  2005 Former Policy Number:                           700.4 and 100.6 

Revised: June 26, 2007; January 26, 2010; June 28, 2011  Policy Category:                                            Governance

Subsequent Review Dates:                            TBD  Pages:                                                                             1

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board believes that trustees, in their role of stewards and guardians 
of Catholic Education, should be provided with resources, supports and reimbursements to fulfill their obligations, as 
allowed through the Education Act and the parameters and guidelines of this policy. 

Policy Statement:  
The Board will reimburse trustees for expenses incurred while conducting business on behalf of the Board, including 
hospitality expenses, which are in compliance with the Broader Public Services Expenses Directive. The Board also 
recognizes that, during their term of elected office, trustees require support services to effectively service their 
constituents. 

Glossary of Key Policy Terms: Nil. 
 
 
References 
Education Act 
Broader Public Sector Expenses Directive 
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Trustee Expenses 
AP 100.10 

 

Procedure for:   Trustees      Adopted:  March 29, 2005 

Submitted by:    Superintendent of Business & Treasurer  Revised:  June 26, 2007; January 28, 2010 

Category:      Governance                               June 28, 2011; January 27, 2015 
                 October 27, 2015; November 22, 2016 
   

Purpose  
The purpose of this procedure is to provide direction regarding expenses incurred by Trustees while on Board 

business. 

Responsibilities  
The Chair of the Board shall approve all expenses for Trustees subject to Board policies, procedures or as 

otherwise approved by the Board. The Treasurer of the Board shall approve the expenses incurred by the 
Chair of the Board as provided in this procedure. 

Information  
This procedure was developed using the guidelines outlined in the Broader Public Sector Expenses Directive 

issued by the Ministry of Finance, effective April 1, 2011. 

Procedures 
1.0 Travel Costs – Personal Automobile 

1.1 Mileage will be paid based on the number of kilometers from a trustee’s home to the meeting location or 
Board event and back to their home.   

 
1.2  Trustees must submit an approved Expense Report, in prescribed form, to the Finance Department when 

requesting reimbursement of travel expenses. Trustees should retain a copy of the form for their records 
as copies will not be provided.    
 

2.0 Travel Costs - Other 
2.1 Trustees may use the most cost-effective method of travel. If a method is used other than a personal 

automobile, reimbursement will be based on actual costs as supported by an invoice or receipt.  These 
costs must not be greater than the amount incurred if a personal automobile was used as determined in 
(1.2) above. 

 
2.2  Parking costs will be reimbursed based on actual receipts.  

 
3.0 Hotels and Meals 

3.1 Meal expenses will be reimbursed based on reasonable meal costs. Except in unusual circumstances, 
breakfast and an evening meal will be reimbursed only if trustees are required to be away from home 
overnight.  Lunch will be reimbursed if trustees are required to attend meetings over the lunch period.  
Actual receipts or invoices must be submitted. Credit card or debit card receipts are not acceptable. 

 
3.2 Reasonable costs for hotel rooms will be reimbursed if approved, in advance, by the Board. Costs such 

as movies, mini bar, personal telephone calls, etc., will not be reimbursed.   
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4.0 Professional Development 
4.1 Registration fees for conferences and workshops related to Board business will be paid directly by the 

Board or reimbursed, if approved by the Chair of the Board. 
 
4.2 Trustees will be reimbursed for travel to conferences, workshops and other events as approved by the 

Board. Attendance at the Annual General Meeting and Regional Meetings and other events sponsored by 
the Ontario Catholic School Trustees’ Association (OCSTA), the Annual General Meeting of the Canadian 
Catholic School Trustees’ Association (CCSTA) and When Faith Meets Pedagogy Conference are 
deemed approved for all trustees when these events are held in Canada.  Attendance at the Annual Chair 
and Vice-Chair Conference is deemed approved for the Chair and Vice-Chair of the Board when held in 
Canada.  

 
4.3 Other costs related to Board business, which are incurred while attending conferences and workshops, 

will be reimbursed if approved by the Chair of the Board. 
 
4.4 If the conference or workshop fee includes meals, trustees will not be reimbursed for meal costs they 

choose to incur.    
 
4.5 If a trustee registers for a conference or workshop, does not attend the conference or workshop and 

forfeits the conference/workshop fee, the reimbursement may not be approved unless there is an 
extenuating circumstance, as adjudicated by the Chair of the Board. 

 
5.0 Hospitality 

5.1 Hospitality expenses, approved in advance by the Chair of the Board, will be recognized when: 
 token gifts, value not to exceed $30, are given to individuals not employed or contracted by the Board 

in appreciation or recognition of service; 
 engaging in an appropriate event on behalf of the Board; or 
 sponsoring events related to the business of the Board.   

 
Hospitality may never be offered solely for the benefit of trustees, employees or contractors of the Board or other 

designated agency of the Broader Public Sector (BPS). 
 
5.2 When hospitality is extended to vendors, or possible vendors, it is imperative that such hospitality is not 

perceived to give the vendor preferential treatment. 
 
5.3 Other costs related to Board business, which are incurred while attending conferences and workshops, 

will be reimbursed if approved by the Chair of the Board. Board events involving employees are not 
considered hospitality functions and cannot be reimbursed as the Broader Public Expenses Directive 
states that hospitality may never be offered solely for the benefit of any individual covered by this policy.  
Expenses that are not considered hospitality and will not be reimbursed are office social events, personal 
retirement parties and holiday celebrations. Hospitality may be extended in an economical and consistent 
manner when:  
 it can facilitate the business of the Board; 
 it is considered desirable as a matter of courtesy or protocol; 
 engaging in discussions or hosting receptions regarding Board matters with representatives from 

other governments; the broader public sector; business and industry; public interest groups or labour 
groups;  

 providing individuals from national, international, or charitable organizations with an understanding or 
appreciation of Ontario and the workings of its government;  

 honouring distinguished individuals for exceptional public service in Ontario;  
 conducting prestigious ceremonies for heads of state, government or distinguished guests from the 

private sector;  
 the business of the Board includes hospitality functions. 
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5.4 Moderate and reasonable consumption of alcohol during an event described in 5.1 and 5.3 shall be pre-
approved by the Board of Trustees for hospitality events that are consistent with the OPS/BPS guidelines; 
otherwise, expenses for alcohol are not permitted. 

 
5.5 Original invoices or receipts, which clearly show costs and applicable sales taxes, must be submitted 

using the prescribed Expense Report form. Reimbursement for hospitality expenses are subject to 
approvals as are other expenses referred to in this policy. 

 

6.0 Service Equipment 
6.1 The following equipment will be provided to the trustee as required: 

 Cellular telephone, including hands-free device, connection fees, air time and long-distance charges. 
Any outside-Canada charges, such as U.S. or international long distance, texting or roaming charges, 
will not be reimbursed by the Board. 

 A mobile device plus a modem and printer/scanner/copier to a value up to $2,000 maximum per 
trustee, once every four years. 

 Connection and monthly charges for internet provision. 
 Calendaring devices. 

 
6.2 At the end of the trustee’s term of office, user fees for telephone and internet access will be terminated  

 

7.0 Other 
7.1 Standard Expense Forms, developed by the Finance Department, must be used when submitting 

expenses. Expense reports are to be submitted monthly if expenses incurred are over $250 or quarterly if 
expenses incurred are less than $250. 

 

7.2 The Chair of the Board will approve Expense Reports for trustees and the Director of Education. The 
Superintendent of Business & Treasurer will approve expense reports for the Chair of the Board. The 
approver cannot authorize expense claims if the claim includes expenses which benefit the approver.  

 

7.3 Original invoices or receipts, which clearly show costs and applicable sales taxes, are required for 
expenses other than automobile mileage costs.   

 

7.4 Cash advances will not normally be provided, however, a trustee who is unable to use a personal credit 
card may make a written request to the Superintendent of Business & Treasurer  at least ten business 
days prior to when the funds are required.   

 

7.5 Donations or gifts to community groups, political parties, schools and charities will not be reimbursed. 
 

7.6 Should there be a dispute regarding the eligibility of an expense, the trustee may contest the decision 
during a public session of the Board.  

 

7.7 Trustee expenses will be posted on the Board’s website annually following the close of the previous 
school year’s financial records. 

Definitions 

Hospitality 
The provision of food, beverages, accommodation, transportation and other amenities to individuals who are not elected 
trustees, appointees, employees, consultants or contractors engaged to work for the Board or other designated agencies 
of the Broader Public Sector (BPS).   

References 

Government of Ontario - Broader Public Sector Expenses Directive 
Government of Ontario - Travel, Meal and Hospitality Expenses Directive 
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Policy: Employee Expenses 
 Policy Number:                                              700.04 
Adopted:                                    March 29, 2005 Former Policy Number:                                      N/A 

Revised:          June 26, 2007; February 23, 2010;   
                                                           June 28, 2011 Policy Category:                                           Finance 

Subsequent Review Dates:                       TBD Pages:                                                                     1 

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board believes that expenses incurred for employees to 
fulfill their duties should be paid by the Board, provided such expenses are approved by a supervisor and in 
accordance with this policy. 

Policy Statement:  
The Board will pay expenses incurred by employees while conducting business on behalf of the Board, 
including hospitality expenses, which are in compliance with Board policies and procedures.   

Glossary of Key Policy Terms:  Nil. 

References:   
Education Act 
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Employee Expenses 
AP 700.04 

 

Procedure for:  All Employees     Adopted: March 29, 2005 
Submitted by: Associate Director & Treasurer   Revised: June 26, 2007; February 23, 2010;  

Category:  Finance                                                                                                               June 28, 2011; March 5, 2015 
 

Purpose  
The purpose of this procedure is to provide direction regarding expenses incurred by employees while on Board business. 

Responsibilities  
The supervisor shall approve all expenses for employees; subject to Board policies, procedures or as otherwise approved 
by the Board.  

Information  
This procedure was developed using the guidelines outlined in the Broader Public Sector Expenses Directive issued by 
the Ministry of Finance, effective April 1, 2011. 

Procedures 

1.0 Travel Costs – Personal Automobile 
1.1 Employees will be paid mileage based on the number of kilometers from their primary business location (in 

most cases, the location of the employee’s office) to other assigned locations and back to the primary 
business location. Itinerant employees will be assigned a primary business location each September by their 
supervisor. 

 
1.2 Employees must submit an approved Expense Report, in prescribed form, to the Finance Department when 

requesting reimbursement of travel expenses. Employees should retain a copy of the form for their records as 
copies will not be provided.    

2.0 Travel Costs - Other 
2.1 Employees may use the most cost-effective method of travel. If a method is used other than a personal 

automobile, reimbursement will be based on actual costs as supported by an invoice or receipt.  These costs 
must not be greater than the amount incurred if a personal automobile was used as determined in (1.2) 
above. 

 
2.2 Parking costs will be reimbursed based on actual receipts.  

3.0 Hotels and Meals 
3.1 Meal expenses will be reimbursed based on reasonable meal costs. Except in unusual circumstances, 

breakfast and an evening meal will be reimbursed only if employees are required to be away from home 
overnight.  Lunch will be reimbursed if employees are required to attend meetings over the lunch period.  
Actual receipts or invoices must be submitted.  Credit card or debit card receipts are not acceptable. 

 
3.2 Reasonable costs for hotel rooms will be reimbursed if approved, in advance, by the employee’s supervisor.  

Costs such as movies, mini bar, personal telephone calls, etc., will not be reimbursed.   
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4.0 Professional Development 
4.1 Registration fees for conferences and workshops related to Board business will be paid directly by the Board 

or reimbursed if approved by an appropriate supervisory officer with responsibility for professional 
development.  

 
4.2 Employees will be reimbursed for travel to conferences, workshops and other events as approved by an 

appropriate supervisory officer with responsibility for professional development. Attendance at conferences 
outside of Canada must be approved by the Director of Education.    

 
4.3 Other approved costs related to Board business which are incurred while attending conferences and 

workshops will be reimbursed if approved by the employee’s immediate supervisor. 
 
4.4 If the conference or workshop fee includes meals, employees will not be reimbursed for meal costs they 

choose to incur.    

5.0 Hospitality 
5.1 Hospitality expenses, approved in advance by a supervisory officer of the Board, will be recognized when: 

 token gifts, value not to exceed $30, are given to individuals not employed or contracted by the Board in 
appreciation or recognition of service; 

 engaging in an appropriate event on behalf of the Board; or 
 sponsoring events related to the business of the Board.   
Hospitality may never be offered solely for the benefit of trustees, employees or contractors of the Board or 
other designated agency of the Broader Public Sector (BPS). 

 
5.2 When hospitality is extended to vendors, or possible vendors, it is imperative that such hospitality is not 

perceived to give the vendor preferential treatment. 
 
5.3 Other costs related to Board business, which are incurred while attending conferences and workshops, will be 

reimbursed if approved by the employee’s immediate supervisor. Hospitality may never be offered solely for 
the benefit of any individual covered by this policy.  Expenses that are not considered hospitality and will not 
be reimbursed are office social events and holiday celebrations.  Hospitality may be extended in an 
economical and consistent manner when:  
 it can facilitate the business of the Board;   
 it is considered desirable as a matter of courtesy or protocol; 
 engaging in discussions or hosting receptions regarding Board matters with representatives from other 

governments; the broader public sector; business and industry; public interest groups or labour groups;  
 providing individuals from national, international, or charitable organizations with an understanding or 

appreciation of Ontario and the workings of its government;  
 honouring distinguished individuals for exceptional public service in Ontario;  
 conducting prestigious ceremonies for heads of state, government or distinguished guests from the 

private sector;  
 the business of the Board includes hospitality functions. 

 
5.4 Moderate and reasonable consumption of alcohol during an event described in 5.1 and 5.3 shall be subject to 

pre-approval by the Director of Education for hospitality events that are consistent with the OPS/BPS 
guidelines; otherwise, expenses for alcohol are not permitted.  

 
5.5 Original invoices or receipts, which clearly show costs and applicable sales taxes, must be submitted using 

the prescribed Expense Report form. Reimbursement for hospitality expenses are subject to approvals as are 
other expenses referred to in this policy. 
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6.0 Other 
6.1 Standard Expense Forms developed by the Finance Department must be used when submitting expenses.  

Expense reports must be submitted monthly if expenses incurred are over $250 and may be submitted 
quarterly if expenses incurred are less than $250. 

 
6.2 Supervisors are responsible for the review and approval of Expense Reports. 
 
6.3 Original invoices or receipts which clearly show costs and applicable sales taxes are acceptable for expenses 

other than automobile mileage costs. 
 
6.4 Cash advances will not normally be provided; however, an employee who is unable to use a personal credit 

card may make a written request to the Manager of Finance at least ten (10) business days prior to when the 
funds are required.   

Definitions 

Hospitality 
The provision of food, beverages, accommodation, transportation and other amenities to individuals who are not elected 
trustees, appointees, employees, consultants or contractors engaged to work for the Board or other designated agencies 
of the Broader Public Sector (BPS).   
 

References 

Broader Public Sector Expenses Directive 
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Policy:  Transportation of Students 

 Policy Number:                                                400.19 

Adopted:                                       May 25, 2010 Former Policy Number:                                       N/A 

Revised:                               November 22, 2016 Policy Category:                                        Operations

Subsequent Review Dates:                       TBD  Pages:                                                                        1 

Belief Statement: 
The Brant Haldimand Norfolk Catholic District School Board (Board) has a responsibility to provide pupil transportation 
services that are safe, efficient and economical through the Student Transportation Services of Brant Haldimand Norfolk 
(STSBHN), a consortia of the Brant Haldimand Norfolk Catholic District School Board, the Grand Erie District School 
Board and the Conseil Scolaire de District Catholique Centre-Sud. 

Policy Statement:  
It is the policy of the Board to supply transportation services, to and from school, to the students enrolled in its schools in 
accordance with the guidelines outlined in this policy and the procedures endorsed by the Governance Committee Board 
of Directors of the STSBHN. The Board reserves the right to withdraw transportation services at any time. 
 
The Board will take all reasonable precautions to ensure that all aspects of the transportation system comply with 
appropriate Acts, Regulations and Safety Standards. The Board will cooperate with provincial and local police 
departments in all matters related to school bus safety. 

Glossary of Key Policy Terms: 

Hazardous 
A situation with the potential to cause possible harm, loss or injury to life, health, property or environment.   
 
Courtesy Rider 
A student who does not qualify to receive transportation services, but who has been able to secure an empty seat on a 
bus during a current school year. 
 
Central Pick-Up Point 
Central locations for the loading/unloading of students from a school bus. 
 
Transfer Point 
locations where students transfer from one school bus to another. 

References 
Education Act 
Highway Traffic Act 
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Transportation of Students 
AP 400.19 

 
Procedure for:  Student Transportation Services   Adopted: May 25, 2010  
Submitted by: Superintendent of Business & Treasurer  Revised: November 22, 2016 
Category:   Operations 

 
Purpose 
To provide clarity on which students of the Board shall receive transportation services through the Student Transportation 
Services Brant Haldimand Norfolk (STSBHN).  
 
Responsibilities   
 
STSBHN Staff 
 Plan and monitor the daily operators of the services provided to ensure that they meet the rules as set out in this 

procedure. 
 
Principals and School Administration 
 Follow the rules and expectations as set out in this procedure in order to assist STSBHN in ensuring safe and reliable 

provision of services. 
 
Information   
Student Transportation Services Brant Haldimand Norfolk (STSBHN) is a separate legal entity owned and operated by 
three local school boards. STSBHN was created to create, implement and manage efficient home-to-school and school-
to-school transportation services for students enrolled at BHNCDSB, GEDSB and CSDCCS.  
 
Procedures      
       
1.0 Eligibility of Transportation 

 

To be eligible for transportation service, a student must: 
 
1.1 Be registered in and attending a school operated by the Board or be a student for  
 whom the Board is responsible for under agreement with another board or  
 agency. 

 
1.2  Reside in the attendance area for the assigned school.  

 
1.2.1  The maximum walking distance for elementary school students living in  

urban areas shall be 1.6 kilometers and the maximum walking distance for secondary school 
students living in urban areas shall be 3.2 kilometres. The maximum walking distance for 
students living in rural areas shall be 0.8 kilometres. All distances are to be calculated by the 
software utilized by STSBHN. 

 
1.2.2  Additionally, a student may be eligible for transportation if the Superintendent of Education 

assigns a student to attend a school for the purpose of receiving a program of studies not 
available at the school in the student’s home attendance area. If the student is withdrawn from 
the program, transportation will be withdrawn. 

 
1.3.1  The walking route is determined by STSBHN to be hazardous based on their review and 

assessment procedure. 
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1.3.2  The Superintendent of Education, in consultation with the STSBHN, will render decisions with 
regards to medical requests that are not short-term in nature as per the process established in 
STSBHN’s procedures.  

 
1.3  The Superintendent of Education responsible for Special Education, or designate, will approve 

transportation for students with special needs. 
 
1.4  The student has been designated a courtesy rider under the procedures of the STSBHN. 
 

2.0 Transportation Appeals 
 
2.1  Requests for exceptions to the Policy should be directed to the Manager of STSBHN. 
 
2.2  Requests to the Manager of STSBHN must be made in writing by the parent and are to detail all information the 

parent wishes considered. 
 
3.0 Loading and Unloading 
 

3.1 Where reasonable and efficient, buses will arrive at schools not earlier than 30 minutes before the regular 
start of the school day. 

 
3.2  Where reasonable and efficient, buses will depart from schools not later than 30 minutes after the regular 

dismissal time. 
 
3.3  Where reasonable and safe, students will not be required to walk more than 0.8 kilometers from the 

intersection of his/her driveway and the road to his/her pick-up point. 
 
3.4  Where houses are grouped together, and a safe stop location exists, students will be required to meet at 

a central pick-up point. 
 
3.5  Exceptional circumstances aside, no student will be discharged from a bus at a transfer point until all of 

the transfer buses have arrived. 
 
4.0 In Transit 
   

4.1 Elementary students will spend no more than 60 minutes on the bus each way on regular routes serving 
their home school, except in unusual circumstances. 

 
4.2  Secondary students will spend no more than 75 minutes on the bus each way on regular routes serving 

their home school, except in unusual circumstances. 
 
4.3  Students will not ride on more than two buses while travelling to or from school. 
 
4.4  Elementary and secondary students may be transported on the same bus at the same time. 
 
4.5  The number of students on a school bus will not exceed the manufacturer’s capacity for that vehicle. 

Students in Grades 9 7 -12 shall be counted as 1.5 students when determining the bus capacity. The 
loading of a bus may be altered from the manufacturer’s recommended capacity based on average 
anticipated ridership. 

 
4.6  Students are not permitted to travel on a bus while standing. 
 
4.7  Video cameras may be used on school buses for the purpose of promoting proper behaviour and safety 

of students on the bus. 
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5.0 Requests to Travel on an Alternate Bus on a Regular Basis   
 

The following conditions will be reviewed by STSBHN when a request for a student to travel on an alternate bus 
on a regular basis has been received:   

 
5.1  Completion of the STSBHN prescribed form. 
 
5.2  The student must be eligible for bus transportation from their home address. 
 
5.3  Alternate bus transportation will not be provided for out-of-area students, except as indicated in Section 

1.0, Eligibility for Transportation. 
 

5.4  The alternate bus does not exceed capacity. 
 
5.5  The alternate bus requested is part of a regularly-scheduled route. 
 
5.6  Approval to travel on an alternate bus on a regular basis will be granted for the current school year only 

and requests must be made, in writing, annually to STSBHN. 
 

  5.7  Requests to travel on an alternative bus on a regular basis may not granted during the month of  
September. This will allow STSBHN to assess bus capacity and to make changes to bus routes during 
the first few weeks of the school year. 

 
6.0 Transporting Equipment 

 

6.1  Items considered dangerous to public safety and peace must not be transported on school busses  
            (i.e., firearms, weapons, etc.). 
 
6.2  Subject to the following conditions, equipment recommended to support school programs may be carried 

on a bus provided: 
 

6.2.1  The bus driver determines there is enough space on the bus and that the item is not a hazard will 
not hinder the emergency evacuation process or could become a projectile during the course of 
the trip. It is recommended that approval is obtained from the school principal, the bus operator 
and STSBHN prior to transporting equipment.   

 

Definitions  
 
Hazardous 
A situation with a reasonable potential to cause harm, loss or injury to life, health, property or environment damages.   
 
Courtesy Rider 
A student who does not qualify to receive transportation services, but who has been able to secure an empty seat on a 
bus during a current school year. 
 
Central Pick-Up Point 
Central locations for the loading/unloading of students from a school bus. 
 
Transfer Point 
locations where students transfer from one school bus to another. 
 
References 
Education Act 
Highway Traffic Act 
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