




TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

ADMINISTRATIVE REPORT 
 

 
DATE:   November 7, 2018 
  
TO:   Trustees 
 
SUBJECT: HR-4014 Smoke-Free Environment Policy  
 
ORIGIN: Dianna Scates, Superintendent of Employee Services 
  
REFERENCE:  Committee of the Whole – November 13, 2018 
 
 
PURPOSE: To present the reviewed and revised HR-4014 Smoke-Free Environment 

Policy to trustees for approval. 
 
CONTEXT: The HR-4014 Smoke-Free Environment Policy outlines the commitment 

of the Board to its responsibilities to ensure compliance with the Smoke-
Free Ontario Act, 2017 (SFOA).   

 
 The policy was due to be reviewed in 2018. 
 
CONTENT: A working group comprised of Trustee David Morrison, elementary and 

secondary administrators, union and federation representatives, and 
Employee Services representatives were provided copies of a draft HR-
4014 Smoke-Free Environment Policy for review in November 2017.  The 
draft policy was not forwarded for approval at that time in light of the 
pending legislation regarding the legalization of cannabis in Canada. 
 
The federal Cannabis Act received Royal Assent on June 21, 2018. 
Provincially, a number of Acts including the SFOA, were revised through 
Bill 36 as a result of the legalization of cannabis. Bill 36 received Royal 
Assent on October 17, 2018.  

 
 Minor changes to the wording of the policy were made.  

 
ACTION: Recommendation that the HR-4014 Smoke-Free Environment Policy be 

approved. 
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SMOKE-FREE ENVIRONMENT     
 

It is the policy of Trillium Lakelands District School Board to provides a healthy working and 
learning environment for the Board’s students, staff, and community membersstudents through 
compliance with the Smoke-Free Ontario Act, 2017 (S.O. 2006, c.10). 
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TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

ADMINISTRATIVE REPORT 
 

 
DATE:   November 7, 2018 
  
TO:   Trustees 
 
SUBJECT: HR-4015 Smoke-Free Environment Procedure  
 
ORIGIN: Dianna Scates, Superintendent of Employee Services 
  
REFERENCE:  Committee of the Whole – November 13, 2018 
 
 
PURPOSE: To present the reviewed and revised HR-4015 Smoke-Free Environment 

procedure to trustees for information. 
 
CONTEXT: The HR-4015 Smoke-Free Environment Procedure outlines the 

commitment of the board to its responsibilities to ensure compliance 
with the Smoke-Free Ontario Act, 2017 (SFOA). 

 
 The procedure was due to be reviewed in 2018. 
 
CONTENT: A working group comprised of Trustee David Morrison, elementary and 

secondary administrators, union and federation representatives, and 
Employee Services representatives were provided copies of a draft HR-
4015 Smoke-Free Environment Procedure for review in November 2017.  
The draft procedure was not forwarded for approval at that time in light 
of the pending legislation regarding the legalization of cannabis in 
Canada. 
 
The federal Cannabis Act received Royal Assent on June 21, 2018. 
Provincially, a number of Acts including the SFOA, were revised through 
Bill 36 as a result of the legalization of cannabis. Bill 36 received Royal 
Assent on October 17, 2018.  
 
In light of the changes to the SFOA, an updated draft procedure was 
distributed to the working group for their feedback. Changes to the 
procedure include: 

 
• the purpose was expanded to reflect the scope of the 

prohibition;  
• references and related documents were updated; 
• terms and definitions were updated; 
• a section dealing with exemptions for Indigenous cultural 

practices was added, including guidance for principals should 
they receive such a request.  
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SMOKE-FREE ENVIRONMENT  
 
1.0 PURPOSE 
 

It is the policy of Trillium Lakelands District School Board to provides a healthy 
working and learning environment for the Board’s students, staff, and 
studentscommunity members through compliance with the Smoke-Free Ontario 
Act, 2017 (S.O. 1994, c. 10) and the Education Act (R.S.O. 1990, c.e.2). 
 

 
1.1  The Trillium Lakelands District School Board prohibits smoking, vaping, and the 

use of tobacco products, cannabis, cannabis products, vapour products, and 
related accessories for these products.  This applies to all students, school 
board employees, and any other individuals on school board premises. 
 
 

2.0  REFERENCES/RELATED DOCUMENTS 
 

2.1 RELATED LEGISLATION/DOCUMENTS INCLUDE: 
 

a) Education Act and Regulations 
b) Smoke-Free Ontario Act  
c) Healthy Active Living (HEAL) Action Plan 
c) Cannabis Act, 2017 
d) Cannabis Act (Canada) 
e) Community Use of Schools Procedure BU-3046 

 
3.0 TERMS AND DEFINITIONS 
 

3.1 Two pieces of provincial legislation apply to smoking in school board 
buildings and on board property.  These are the Smoke-Free Ontario Act 
(S.O. 1994, c. 10) and the Education Act (R.S.O. 1990, c.E.2) 
 Cannabis: The Cannabis Act (Canada) subsection 2(1) defines cannabis 
as a cannabis plant and anything referred to in Schedule 1 but does not 
include anything referred to in Schedule 2: 
 
Schedule 1(Subsections 2(1) and 151(1)) 
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1. Any part of a cannabis plant, including the phytocannabinoids 
 produced by, or found in, such a plant, regardless of whether that  part 
has been processed or not, other than a part of the plant  referred to in 
Schedule 2 

  2. Any substance or mixture of substances that contains or has on it  
 any part of such a plant 

  3. Any substance that is identical to any phytocannabinoid produced  
 by, or found in, such a plant, regardless of how the substance was   
 obtained 

3.2 School: The Education Act (R.S.O. 1990, c. E. 2, s.1(1)) defines a 
 “school” as: 

 
 “(a) the body of elementary school pupils or secondary pupils 

that is organized as a unit for educational purposes under 
the jurisdiction of the appropriate board, or 

 
 (b) the body of pupils enrolled in any of the elementary or 

 secondary school courses of study in an educational 
 institution operated by the Government of Ontario,  

 
and includes the pupils who are enrolled in extended day 
programs in the unit or institution, the teachers, designated 
early childhood educators and other staff members 
associated with the unit or institution and the lands and 
premises used in connection with the unit or institution.” 

 
In the case of school board worksites that are geographically distinct from 
school sites, sub-section 12(2) of the Smoke-Free Ontario Act also 
includes an enclosed public place or an enclosed workplace as prohibited 
places.provides that “No person shall smoke tobacco or hold lighted 
tobacco in any enclosed public place or enclosed workplace.”   

  
3.3 Smoking: smoking (inhaling and exhaling) or holding lighted 

 tobacco or cannabis (medical or recreational) 
 

3.4 Tobacco product: any product that contains tobacco, and includes the 
package in which tobacco is sold 

 
3.5 Vaping: inhaling or exhaling vapour from an electronic  cigarette (e-

cigarette) or holding an activated e-cigarette, whether or not the vapour 
contains nicotine 

 
3.6 Vapour product: an electronic cigarette, an e-substance, or any 

component of an electronic cigarette and includes the package in which 
the electronic cigarette, e-substance or component is sold  

  
4.0 PROCEDURE 
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 4.1 With respect to school sites, the Smoke-Free Ontario Act, sub- section 

12(1) provides that “…no person shall  do any of the  following in a place 
mentioned in subsection (2):  

 
1. Smoke or hold lighted tobacco 
2. Smoke or hold lighted cannabis 
3. Use an electronic cigarette 
4. Consume a prescribed product or substance, in a prescribed         

manner…”. 
 

The prohibited places for the purposes of the Smoke-Free Ontario  Act 
sub-section 12(1), are defined in sub-section 12(2) and include  “a school 
within the meaning of the Education Act.” In the case of  school board 
worksites that are geographically  distinct from school  sites, sub-section 
12(2) of the Smoke-Free Ontario Act also includes  an enclosed public place or 
an enclosed workplace as prohibited  places. 

 
4.21 Smoking and vaping is prohibited by law in all Trillium Lakelands District 

School Board buildings and on all Board property, as well as in Board-
owned vehicles and contracted school buses. 

 
4.24.3 Leases to organizations renting Board property shall include a provision 

banning smoking and vaping in accordance with Board procedurethis 
policy, and individuals and organizations involved in community use of 
schools shall be advised of, and provided with, a copy of the 
procedurethis policy. 

 
4.34.4 Trillium Lakelands District School Board will work collaboratively with the 

local health units and local communities to support the legislation’s intent, 
consistent with the safety and well-being of its students,  and staff, and 
community members. 

 
4.44.5 Consistent with the HR-4014 Smoke-Free Environment Policy, Board 

curriculum will reflect and promote the “Healthy Active Living” program, in 
accordance with Ministry of Education curriculum documents in Health 
and Physical Education. 

 
4.6 Interested permanent employees are encouraged to use the Smoking 

Cessation Program available through the Employee Assistance Plan 
(EAP). 

 
4.7 In accordance with the Smoke-Free Ontario Act, an exception may be 

made for the traditional use of tobacco as an Indigenous cultural practice. 
Consideration will be given to requests received by a Principal from a 
member of the Indigenous community to use tobacco for traditional 
cultural purposes at cultural educational events, meetings, or 
presentations in an appropriately designated space subject to proper 
safety measures. Principals receiving such requests will contact their 
Supervisory Officer to review the request, and the Health and 
Safety/WSIB Coordinator to discuss the required safety measures should 
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the request be approved. 
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TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

ADMINISTRATIVE REPORT 
 

 
DATE:   November 7, 2018 
  
TO:   Trustees 
 
SUBJECT: HR-4035 Inclement Weather Policy  
 
ORIGIN: Dianna Scates, Superintendent of Employee Services 
  
REFERENCE:  Committee of the Whole – November 13, 2018 
 
 
PURPOSE: To present the reviewed and revised HR-4035 Inclement Weather Policy 

to trustees for approval. 
 
CONTEXT: The HR-4035 Inclement Weather Policy outlines the commitment of the 

Board to ensure that there is a system in place to support employees to 
attend work safely when there is inclement weather and schools and 
worksites remain open.  

 
 The policy was due to be reviewed in 2019. 
 
CONTENT: A working group comprised of Trustee Gary Brohman, elementary and 

secondary administrators, custodial supervisors, transportation staff, 
union and federation representatives, and Employee Services 
representatives met on October 31, 2018 to review the policy. 

 
Changes to the policy include: 

• revision of the title to encompass the effect of inclement 
weather on Board operations when buses are cancelled, as well 
as on non-instructional days.   

 
ACTION: Recommendation that the HR-4035 Inclement Weather Policy be 

approved. 
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STAFF ATTENDANCE ON DAYS WHEN BUSES ARE CANCELLED 
FOR STUDENTS (INCLEMENT WEATHER DAY) 
 
Trillium Lakelands District School Board is committed to ensuring that a system is in place to 
assist support employees to attend work safely when there is an inclement weather day and 
schools / worksites are open. When schools / worksites are open, the expectation that staff 
attend work remains in effect. 
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TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

ADMINISTRATIVE REPORT 
 

 
DATE:   November 7, 2018 
  
TO:   Trustees 
 
SUBJECT: HR-4036: Inclement Weather Procedure  
 
ORIGIN: Dianna Scates, Superintendent of Employee Services 
  
REFERENCE:  Committee of the Whole – November 13, 2018 
 
 
PURPOSE: To present the reviewed and revised HR-4036 Inclement Weather 

Procedure to trustees for information. 
 
CONTEXT: The HR-4036 Inclement Weather Procedure outlines the commitment of 

the Board to ensure that there is a system in place to support employees 
to attend work safely when there is inclement weather and schools and 
worksites remain open. The procedure outlines the process for Board 
staff to follow on an inclement weather day. 

 
 The procedure was due to be reviewed in 2019. 
 
CONTENT: A working group comprised of Trustee Gary Brohman, elementary and 

secondary administrators, custodial supervisors, transportation staff, 
union and federation representatives, and Employee Services 
representatives met on October 31, 2018 to review the procedure. 

 
Changes to the procedure include: 

• revision of the title and processes to encompass the effect of 
inclement weather on Board operations when buses are 
cancelled, as well as on non-instructional days; 

• references and related documents were updated;  
• terms and definitions were updated; 
• roles and responsibilities were updated to reflect expectations 

and accountabilities; 
• the processes for various staff groups to follow on inclement 

weather days were updated and clarified; 
• the process for staff who encounter unusual and/or unexpected 

circumstances on inclement weather days was revised; 
• the flow chart appendices were deleted. 
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STAFF ATTENDANCE ON DAYS WHEN BUSES ARE 
CANCELLED FOR STUDENTS (INCLEMENT WEATHER DAY)  
 
1.0 PURPOSE 
 

Trillium Lakelands District School Board is committed to ensuring that a system 
is in place to assist support employees to attend work safely when there is an 
inclement weather day and schools / worksites are open. When schools / 
worksites are open, the expectation that staff attend work remains in effect. 
 

 1.1 The purpose of this procedure is to set out the steps to be followed by 
employees to attend work when there is an inclement weather day 
declared and schools / worksites are open. 

 
1.2 The procedure outlines the responsibilities of the employees, the 

implications of not attending work, and the unusual and unexpected 
circumstances process. 

 
 
2.0 REFERENCES/RELATED DOCUMENTS 
 

2.1 Relevant sections of Education and Employment Statutes and 
Regulations of Ontario include: 

 
 2.1.1 The Education Act: S 19(1); S 170; S 264; S 265; Reg. 298,  
  S 11(1) 
 2.1.2 The Highway Traffic Act 
 
 2.2 Related Board Policies and Procedures are: 
 
  2.2.1 Emergency Preparedness Response Plan - Schools and 

 Worksites Procedure OP-6520 
  2.2.2 Transportation Procedure BU-3026 
  2.2.3 Community Use of Schools Procedure BU-3046 
  2.2.4 Field Trips and Excursions Procedure ES-5016 
  2.2.5 S.O. Memo S.O.-0048 Inclement Weather and Busing to and 

 from Events 
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 2.3 Union / Federation Collective Agreements, Employee Terms of 
Employment. 

 
3.0 TERMS AND DEFINITIONS 
 

3.1 INCLEMENT WEATHER DAY 
 

  Inclement weather day refers to: 
 
  a) situations when the Board’s transportation services are cancelled for 

students in the school district or in a geographic region of the Board in 
consultation with local bus operators in the school district or in a 
geographic region of the Board. The three geographic regions of the 
Board are: City of Kawartha Lakes, Haliburton County and the 
District of Muskoka; or 

 
  b) situations when Board operations are affected on non-

instructional days due to weather conditions.  
 

3.2 ALTERNATE WORKSITE  
 
An alternate worksite is the closest geographic TLDSB The most 
accessible alternate school / worksite to an employee’s home or a 
TLDSB school / worksite with the best travel accessibility rather 
other than the employee’s regular school / worksite. 
 

3.3 IN ATTENDANCE 
 

  Satisfying all the conditions of reporting to work at an employee’s own 
school / worksite or an alternate school / worksite. 

   
3.3 LATE 

   
  If an employee is unable to arrive at their normal start time due to 

weather conditions, they are considered late if they arrive at work 
Uup to two (2) hours following their normal start time for arrival time 
expected of the employee that day. 

 
3.4 DETERIORATING WEATHER CONDITIONS 

 
Deteriorating weather conditions will be determined by anThe 
announcement by Environment Canada of severe weather warnings 
during the school day for areas within the geographic region of the Board. 

 
3.5 TOWN  EXEMPT SCHOOLS 
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Exempt Sschools are those elementary schools which that have a 
limited number of bussed students.  A list of exempt schools is posted 
annually on Smart Find Express (SFE). 

 
3.6 DID NOT ATTEND (DNA) INCLEMENT WEATHER (IW)  

 
Inclement weather is anAn attendance code to be used when an 
employee diddoes not or was unable to attend at work on an inclement 
weather day. 

 
3.7 DISPATCH 

 
  Dispatch refers to the program and process for calling in of casual and 

occasional employees. 
 
 3.8 SHORT-TERM OCCASIONAL / CASUAL STAFF 
 
  Short-term occasional / casual staff are employees who are 

employed on a day-to-day supply basis (not LTO or temporary). 
 

3.7 GEOGRAPHIC REGION 
 

  Refers to the three areas of City of Kawartha Lakes, District of Muskoka, 
and Haliburton County. 

 
4.0 ADMINISTRATIVE PROCEDURE FOR STAFF 

 
 4.1  The purpose of this Procedure is to set out the steps to be followed by 

employees to attend work when there is an inclement weather day 
declared and schools / worksites are open. 

 
 4.2 The Procedure outlines the responsibilities of the employees, the 

implications of not attending,the impact of unusual and unexpected 
circumstances, and an appeal process. 

 
 4.1 GENERAL ROLES AND RESPONSIBILITIES 
 
 4.12.1 Employees will follow this procedure and will attend work when 

there is an inclement weather day as outlined in the procedure. In 
addition, employees are expected to communicate with their 
Principal / Supervisor (or designate) as outlined in this procedure.  

 
  Employees are responsible for monitoring the Board website and/or 

the Board intranet (Our Dock) and/or Board social media for system 
updates and information on the effect of inclement weather on 
Board operations. 
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  Employees organizing and participating in field trips and excursions 
are responsible for understanding the expectations with respect to 
travel in inclement weather conditions as outlined in S.O. Memo 
S.O.- 0048 – Inclement Weather and Busing to and from Events and 
Board Procedure ES-5016 Field Trips and Excursions. 

 
  If staff members choose to have their children attend school on a day 

when buses are cancelled for students (inclement weather day), the 
child’s attendance should must be at the school where the child is 
registered. Employees are responsible for making alternate child care 
arrangements in the same manner that other parents must if children are 
not able to be transported to their school due to bus cancellations. 

 
   Human Resources Administrator (or designate) has the responsibility of 

administering the appeal process. 
 
 4.1.2 The Director (or designate) shall be responsible for determining 

whether the expectation that staff attend work is modified in any 
way due to inclement weather conditions or deteriorating weather 
conditions. 
 

4.12.32The Human Resources Administrator Superintendent of Employee 
Services (or designate) shall post information to employees on the 
Board’s First Class system  intranet (Our Dock) regarding the 
application of this Pprocedure in the fall of each school year. 

 
 The Superintendent of Employee Services (or designate) is 

responsible for administering the unusual and unexpected 
circumstances process.  
  

4.12.43The Principal of each school will endeavour to ensure that sufficient staff 
is available at the school to provide for the needs and supervision of 
students in attendance at all times. 

 
 Principals will ensure that all staff are aware of S.O. Memo S.O.-0048 

– Inclement Weather and Busing to and from Events and Board 
procedure ES-5016 - Field Trips and Excursions and the 
expectations with respect to travel in inclement weather conditions 
in these circumstances.  

 
 The Principal (or designate) will complete required staff attendance 

reporting in a timely and accurate manner. 
 
4.1.5 Supervisors will complete required staff attendance reporting in a 

timely and accurate manner. 
 
 In addition, Custodial Supervisors will ensure that staffing in their 

assigned schools meet the requirements for those schools, which 

16/26



STAFF ATTENDANCE ON DAYS WHEN BUSES  
ARE CANCELLED FOR STUDENTS  
(INCLEMENT WEATHER DAY)   5    HR-4036 
_____________________________________________________________________________ 
 

  
  
 

TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

may include registered day cares and / or before and after school 
programs.  

 
  4.12.64The Superintendent of Business Services, or designate, shall be 

 responsible for school bus cancellations in consultation with the 
 Transportation Supervisor, along with the appropriate local bus operators. 

 
 4.12.75The Transportation Supervisor, or designate, will make the decision 

regarding bus cancellations generally by 6:30 a.m. Once the 
decision to cancel buses is made, the Transportation Supervisor will 
notify the media, update the Board’s website and social media and then 
make any other necessary notifications in the event of the declaration of 
an inclement weather day in the school district or geographic region of the 
Board. 

 
 4.1.8 Dispatch staff will send messaging and attendance reporting 

requirements to Principals / Supervisors on each inclement weather 
day. 

 
 4.1.9 The Communications Services Department will update the Board 

intranet (Our Dock) and Board social media in the event of the 
declaration of an inclement weather day in the school district or 
geographic region of the Board when buses are cancelled. 

 
  The Communications Services Department will post a system 

update on the Board intranet (Our Dock) if the expectation that staff 
attend work is modified in any way due to inclement weather on non-
instructional days. 

      
 4.23 TRANSPORTATION  CANCELLATIONS PERMANENT / LONG-TERM 

OCCASIONAL / TEMPORARY STAFF (EXCLUDING CUSTODIAL 
STAFF)  

 
  In the event that the Board’s transportation services are cancelled by the 

declaration of an inclement weather day, but schools / worksites are open, 
the expectation that staff attend work remains in effect, subject to the 
following (for short-term occasional staff see 4.4): 

 
  4.23.1 aAn employee will contact his/her Principal / Supervisor (or 

designate) should they  he / she expect to be late due to 
inclement weather conditions and; 

 
  4.3.2 indicate Indicate their expected time of arrival at their school / 

worksite; or 
 
  4.23.23 If weather conditions do not permit an employee to attend 

their regular school / worksite, the employee will indicate 
which alternate worksite they will report to and if the employee 
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is unable to meet the acceptable limit for lateness for arrival at 
their worksite, indicate the most accessible alternate Trillium 
Lakelands DSB worksite the employee will report to and their 
expected time of arrival at the alternate worksite; 

 
  4.23.34 The employee will report to the contact their Principal / 

Supervisor of the alternate worksite upon arrival and then 
contact their Principal / Supervisor at the alternate worksite to 
seek directions to attend at their own worksite at a later point in the 
day; and 

 
  4.23.45If the employee is remaining at the alternate worksite, the 

employee will notify the Principal / Supervisor of the alternate 
worksite of any directions to attend at their regular worksite and 
discuss the duties and responsibilities to be performed while in 
attendance at the alternate worksite with the Principal / 
Supervisor.  In such cases, these duties shall be within the 
parameters of the employee’s role under the direction of the 
alternate worksite Principal / Supervisor.  

 
 4.34 TRANSPORTATION CANCELLATIONS FOR SHORT-TERM 

OCCASIONAL / CASUAL STAFF (excluding casual custodial staff) 
 
  4.34.1 Short-term occasional / casual staff are expected to listen to 

media reports and check the Board website and/or Board 
intranet (Our Dock) and/or Board social media to determine if 
the buses to the school to which he / she has been assigned are 
cancelled. 

 
  4.34.2 If the buses are cancelled, the occasional / casual assignment for 

that day is also cancelled, and the occasional / casual employee 
is usually not expected to report to the school, unless the short-
term occasional / casual employee has been assigned to an 
exempt school.  If the occasional / casual employee has been 
assigned to a town school, the occasional / casual employee 
should report to the school as expected unless contacted by 
Dispatch.  Occasional / casual staff are not required to contact the 
Dispatchers. 

 
  4.34.3 a) If the occasional / casual employee has been assigned 

 to an exempt school, the occasional / casual employee 
 should report to the school as expected unless 
 contacted by Dispatch staff.  Occasional / casual staff 
 are not required to contact Dispatch staff. If the buses 
to the school to which he / she has been  assigned are only 
partially cancelled, or if the  occasional / casual employee has 
been assigned to a  town school, the occasional / casual 
employee should  report to the school as expected. 
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   b) If the occasional or casual employee is unable to report to 

 the exempt school to which he / she is assigned, they are 
 expected to contact the Dispatcher staff and the Principal / 
 Supervisor immediately to advise that they are unable to 
 fulfil their assignment for the day due to inclement weather.   

   
    The Secondary Principal (or designate) shall complete 

 the attendance report / timesheet accordingly. 
 
 4.4 CUSTODIAL STAFF (including casual custodial staff) 
 
  4.4.1 Custodial staff are expected to report to their regular 

worksite unless, due to extenuating circumstances, 
arrangements have been made with their Custodial 
Supervisor. 

 
  4.4.2 The procedure as outlined in 4.32 through 4.5.24.3.3 does not 

apply to employees custodial staff who normally report to work 
in the afternoon or evening.  

 
  4.46.32 On an inclement weather day, employees who normally report to 

work in the afternoon or evening may report to work only at their 
home school during the day shift to complete their scheduled 
hours, beginning at 9:00 10:00 a.m. or after as arranged with 
their Custodial Supervisor, subject to the following: 

 
a) Employees Custodial Staff who normally report to work in the 

afternoon or evening who intend to may report to work during 
the day shift must provided they contact the Custodial 
Supervisor or Head Custodian in for their home school prior 
to reporting to work to discuss their shift time. The 
Custodial Supervisor will convey to the Principal and/or 
Head Custodian the expected time of arrival of the 
employee if it has been altered. during the day shift 
indicating their expected time of arrival. The full time 
employee’s eight (8) hour shift or part-time employee’s shift 
will begin upon arrival; 

 
b) Custodial Supervisors and Head Custodians are required to 

ensure that custodial shifts meet the daily requirements for 
schools with registered day cares and / or before and after 
school programs. 

   
  4.46.43 As per BU-3046 Community Use of Schools procedure,, 

community use of schools is cancelled on inclement weather 
days.   

  

19/26



STAFF ATTENDANCE ON DAYS WHEN BUSES  
ARE CANCELLED FOR STUDENTS  
(INCLEMENT WEATHER DAY)   8    HR-4036 
_____________________________________________________________________________ 
 

  
  
 

TRILLIUM LAKELANDS DISTRICT SCHOOL BOARD 
 

 4.5 IMPLICATIONSCONSIDERATIONS 
 
  4.5.1 Employees who attend at their worksite or an alternate worksite 

on time, are in attendance and there will be no impact on their 
pay. 

 
  4.5.2 Employees who attend late at their workplace or an alternate 

worksite as a result of the weather conditions will be regarded as 
being in attendance and there will be no impact on their pay. 

 
  4.55.35 Employees who are dismissed early in response to deteriorating 

weather conditions will be regarded as in attendance and there 
will be no impact on their pay. 

 
  4.5.43 If employees do not report to work at all, they will notify their 

Principal / Supervisor and they will be deemed to be absent from 
work with loss of pay and their pay will be adjusted accordingly 
on the next available pay period.and IW (Inclement Weather) 
DNA (Did Not Attend) will be recorded on the attendance report / 
timesheet. 

 
 4.8 APPEAL PROCESS 
 
  4.5.5 Any employee who has been recorded as IW (Inclement 

Weather) DNA is entitled to may forward an  submit an Unusual 
and/or Unexpected Circumstances Form appeal, in writing, to 
the Human Resources Administrator to the Superintendent of 
Employee Services (or designate) by 4 p.m. on the second 
business day following each inclement weather day.  Such an 
appeal The form shall set out the reason(s) for non-attendance, 
together with any relevant supporting documentation.  If the 
appeal is granted process form is approved, there will be no 
adjustment to the employee’s regular pay., the pay 
consequences shall be cancelled or adjusted at the next possible 
opportunity. 

 
  4.5.4 Persistent absence will be reported to the HR Department for 

investigation under the Progressive Discipline Procedure. 
 
  4.5.5 Employees who are dismissed early in response to deteriorating 

weather conditions will be regarded as in attendance and there 
will be no impact on their pay. 

 
  4.5.6 If staff members choose to have their children attend school on a 

day when buses are cancelled for students (inclement weather 
day), attendance should be at the school where the child is 
registered. Employees are responsible for making alternate child 
care arrangements in the same manner that other parents must if 
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children are not able to be transported to their school due to bus 
cancellations. 

 
 4.6 EVENING STAFF 
 
  4.6.1 The procedure as outlined in 4.3 through 4.5.2 does not apply to 

employees who normally report to work in the afternoon or 
evening.  

 
  4.6.2 On an inclement weather day, employees who normally report to 

work in the afternoon or evening may report to work only at their 
home school during the day shift to complete their scheduled 
hours, beginning at 9:00 a.m. or after, subject to the following: 

 
Employees who normally report to work in the afternoon or evening who intend to report 

to work during the day shift must contact the Custodial Supervisor 
or Head Custodian in their home school prior to reporting to work 
during the day shift indicating their expected time of arrival. The 
full time employee’s eight (8) hour shift or part-time employee’s 
shift will begin upon arrival; 

 
Custodial Supervisors and Head Custodians are required to ensure that custodial shifts 

meet the daily requirements for schools with registered day cares 
and / or before and after school programs. 

 
  4.6.3 As per BU-3046, community use of schools is cancelled on 

inclement weather days.    
  
  4.5.67 UNUSUAL AND/OR UNEXPECTED CIRCUMSTANCES 
 
    On an inclement weather day, it is acknowledged that there can  

  be many unusual and / or unexpected circumstances which will  
  impact on the employee’s ability to attend work., and / or meet the 
expectations set out in this Procedure.  For example, the Principal / 
Immediate Supervisor (or designate) may not be available to discuss the 
contemplated options with the employee.  In such circumstances, the 
employee should attempt to contact another Principal / Supervisor, and / 
or the office of the appropriate Superintendent to discuss the situation.  
Other unusual circumstances could include emergency road closure(s), 
and / or declarations from civil authorities (e.g. state of emergency).  It is 
recognized that employees living in one region of the Board and working 
in another region of the Board may have their attendance at work affected 
by the declaration of an inclement weather day in one or the other region 
of the Board.  Any such unusual circumstances should be diarized 
recorded and documented by the employee. , for possible use in the 
appeal process set out below. The Inclement Weather – Unusual / 
Unexpected Circumstances process form link can be found on the 
Employee Services page of the Board intranet (Our Dock).   
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 4.8 APPEAL PROCESS 
 
  Any employee who has been recorded as DNA is entitled to forward an 

appeal, in writing, to the Human Resources Administrator.  Such an 
appeal shall set out the reason(s) for non-attendance, together with any 
relevant supporting documentation.  If the appeal is granted, the pay 
consequences shall be cancelled or adjusted at the next possible 
opportunity. 

 
 4.69 PROFESSIONAL ACTIVITY (P.A.) DAYS AND DISTRICT MEETINGS 
 
  4.69.1 The inclement weather day is not declared on P.A. Days when 

transportation services for students are not operating. The 
expectation for staff who are normally scheduled to work on these 
days, to attend work is normally in effect. Organizers of PA day 
events will inform the Communications Services Department 
of any modifications to PA day activities due to inclement 
weather. Any modifications will be posted as a system update 
on the Board intranet (Our Dock) generally by 7 a.m. Staff 
may access Our Dock through www.ourdock.ca from any 
electronic device.  

 
  4.6.2 All meetings and professional development workshops in a 

geographic region of the Board are cancelled if the buses in 
that geographic region are cancelled. 

 
  4.6.3 All district meetings and district professional development 

workshops which involve staff from all three geographic 
regions of the Board are cancelled if buses in one of the three 
geographic regions are cancelled. 

 
  4.9.2 The Director (or designate) shall be responsible for determining 

whether the expectation that staff attend work is cancelled or 
modified due to inclement weather. 

 
  4.9.3 The Board’s Communications Department will notify the media, 

update the Board’s website and social media and make any other 
necessary notifications in the event that the expectation that staff 
attend work is cancelled or modified due to inclement weather. 

  
  4.9.4 Employees are expected to listen to media reports and check the 

Board’s website and social media to determine whether the 
expectation to attend work has been cancelled or modified. 
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5.0 APPENDICES 
 
 5.1 APPENDIX A - Flow Chart – Permanent and Temporary Long Term 

Occasional Employees 
 
 5.2 APPENDIX B - Flow Chart – Short Term Occasional / Casual Employees 
 
 5.13 APPENDIX AC -– Inclement Weather – Unusual / Unexpected 

Circumstances Appeal Process Form  
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Inclement Weather Procedure for Permanent  
and Temporary Long‐Term Occasional Employees (overview) 

 
 

 
 

 
 
 
 
 
 
 
  

Employees learn of bus cancellations due to 
inclement weather from media and/or Board 

website and social media

Permanent and long-term 
occasional employees go to work 

at their own workplace or an 
alternate worksite

Permanent and long-term 
occasional employees contact 
their Principal / supervisor and 

report that they will be late

Permanent and long-term 
occasional employees arrive at 

their workplace late

Permanent and long-term occasional 
employees are considered to be in 

attendance

Permanent and long-term 
occasional employees 

report to work late at an 
alternate worksite

Permanent and long-term 
occasional employees contact their 
Principal / Supervisor upon arrival 

and report to hosting Principal / 
Supervisor for assignment and 
should not be recorded on the 
attendance report/timesheet

Permanent and long-term 
occasional employees report to 
work at their own workplace as 

directed and should not be recorded 
on the attendance report/timesheet
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Inclement Weather Procedure for 
Short‐Term Occasional / Casual Employees (overview) 

 

 
   

Employees learn of bus 
cancellations due to inclement 

weather from media and/or 
Board website and social 

media

Short-term occasional / casual 
assignments cancelled when 
transportation services for 
students to workplace are 

cancelled, except in the case 
of a town school

Short-term occasional /casual 
staff report to assigned 

workplace when buses are  
late or partially running to 

assigned workplace

Short-term occasional and 
casual staff contact the 

Dispatcher and 
Principal/Supervisor indicating 

that they cannot fulfill 
assignment when buses 

partially running to workplace 
or when they are assigned to 

a town school with limited 
bussing
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Inclement Weather  
Unusual / Unexpected Circumstances Appeal Process Form 

 
 
 
 
 
 
 
 
 
 
Unexpected/Unusual Circumstances: 
(Please provide details of unexpected or unusual circumstances that prevented you from arriving on time or 
late to your school/workplace or to an alternate school/workplace.)(Please include all road names/numbers, 
relevant times, police reports, etc. that may be pertinent to the matter.) 
 
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 
2. You may upload documents here. You may upload a maximum of ten (10) documents. 
 
Please include all road names/numbers, relevant times, police reports, etc. that may be pertinent to the 
matter. 
 
 
Submitted by:       Date:      
______________________________________  _______________________________ 
Signature       Date 

STAFF ATTENDANCE ON DAYS WHEN BUSES ARE 
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Name:              
Position:             
School/Workplace:            
Home Address:             
Date Absence Occurred:            
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