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This handbook has been designed for employees of The Salvation Army Meighen Health 
Centre (MHC).  Its purpose is to acquaint new employees with policies that apply to them and 
their working relationship with the MHC. 

 
As an employee at MHC, you are a member of a team that has a very responsible mission of 
The Salvation Army: We exist to share the love of Jesus Christ, meet human needs and be a 
transforming influence in the communities of our world. 
 
This handbook provides information pertinent to your general employment.  It is not a job 
description, nor is it a formal agreement.  This booklet may be changed without notice. 
 
You will be asked to sign a form, to be kept in your personnel file, which states that you have 
received, read and understand the contents of this booklet and that you are prepared to work 
with The Salvation Army to achieve our purpose, both stated and implied. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

        IINNTTRROODDUUCCTTIIOONN    
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On behalf of the management and staff, I want to welcome you as a valued employee of the 
Salvation Army Meighen Health Centre. 
 
An interesting and challenging experience awaits you as you share in furthering our mission 
and vision to assist and help others. By participating in the work of The Salvation Army I am 
sure that you will find joy and will experience personal growth. 
 
I wish you great success in your position, and trust that your employment relationship with us 
will be a rewarding experience. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  WWEELLCCOOMMEE  TTOO    

TTHHEE  SSAALLVVAATTIIOONN  AARRMMYY    
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             It is a dream of a better world where people live up to what God wants them to be.  
It is a battle against everything that enslaves and dehumanizes people, against hunger, poverty, and 
despair - a battle fought with faith and compassion. 

It is people - ordinary people - who accomplish heroic things every day, and who are determined to make 
their dream a reality.  
 

 
 
 
 
 
 

WE ARE AN INTERNATIONAL RELIGIOUS AND CHARITABLE MOVEMENT! 
 
The Salvation Amy is a branch of the Christian Church that is organized and operated in military fashion.   Members of The 
Salvation Army include: 

 Officers (Ministers – Ordained and Commissioned Pastors) 

 Soldiers/Adherents (Laity – members of our church) 

 Employees 

 Volunteers  ‘The Army Behind The Army’ 
 

The Salvation Army is motivated by a LOVE OF GOD and a concern for the NEEDS OF HUMANITY.  This motivation is expressed 
in the work of The Salvation Army - truly a spiritual ministry.   
 
Its purposes are to: 

 PREACH the gospel 

 SPREAD Christian truths 

 PROVIDE basic human necessities, such as food, clothing and shelter 
 
 
 
 
 
 ‘The Salvation Army gladly helps all people in need - regardless of race, colour, creed, sex or age’.  

 

  WWHHAATT  IISS    

TTHHEE  SSAALLVVAATTIIOONN  AARRMMYY??        
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The Salvation Army 
Meighen Health Centre 

 

OUR MISSION AND VALUES INSPIRE OUR WORK  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

VISION STATEMENT 
 

The Meighen Health Centre is a leader in person-centered care primarily to seniors, and is a 
model for excellence.  We demonstrate Christian values and are a transforming influence in the 

lives of our residents, families, staff, volunteers and community. 
 

MISSION STATEMENT 
 

The Meighen Health Centre’s Mission is to deliver a suite of wellness and health services 
primarily to seniors in our Long-Term Care Home, Retirement Residence and in the 

community.  We demonstrate Christian values and provide excellent person-centered care. 

 
CORE VALUES 

Compassion 

We will serve with kindness, respect and compassion. 

Accountability 

We will be accountable to those we serve. 

Relevance 

We will remain relevant through a continuous learning environment and through regular 
evaluation of our services. 

Excellence 

We will strive for excellence. 
 
 
 

Mission and Values 
 

The Salvation Army is an international 
Christian church. Its message is 
based on the Bible; its ministry is 
motivated by love for God and the 
needs of humanity. 
 
Mission Statement 
 

The Salvation Army exists to share the 
love of Jesus Christ, meet human 
needs and be a transforming influence 
in the communities of our world. 
 

 

Revised January 7, 2013 

 

Core Values 
 

There are three core values of our faith – Salvation, 
Holiness and Intimacy with God.  Rooted in these three 
values are the seven core operational values which guide 
all aspects of The Salvation Army in Canada & Bermuda. 
 
Compassion: We reach out to others and care for  them. 
Respect: We promote the dignity of all persons 
Excellence: We strive to be the best at what we do and a 
 model for others to emulate. 
Integrity: We are honest, trustworthy, and accountable. 
Relevance: We are committed to the pursuit of innovation 
and  effectiveness. 
Co-operation: We encourage and foster teamwork and 
 partnerships 
Celebration: We give thanks by marking milestones and 
 successes. 
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The Salvation Army was founded in London, England, by the Reverend William Booth in 1865 and was originally known as The 
Christian Mission.  
 
The prime mission of its founder, the Reverend William Booth, was to preach Christianity to those who were not being reached 
by the established churches. However, William Booth was a realist and recognized that, in addition to spiritual rebirth, the 
people to whom his ministry was directed also needed physical, emotional and social restoration and material assistance. 
 
To meet these dual needs he developed a balanced ministry that combined a program of practical assistance and counseling 
with spiritual nurturing in an effort to achieve the spiritual, moral and physical reformation and reclamation of the 
underprivileged. 
 
William and Catherine Booth believed that acceptance of the Christian faith would bring marked improvement in the convert’s 
life.  Practical and cost-effective programs for the social betterment of the poor and poor in spirit have always been integral 
parts of the Army’s message. 
 
Bramwell Booth (founder’s son) wrote that without giving such help, “The Army would only be partially qualified for the work 
God has given it to do.”  He went on to say, “It is incumbent upon the Army to imitate its Master, and to go about doing good to 
the body as well as the souls of men, and to do so on an effective and therefore in a systematic way.” 
 
As members of an evangelical component of the church universal, with roots in the Wesleyan-Armenian tradition, Salvationists 
practice total abstinence from alcohol, and demonstrate their Christian faith and beliefs through practical concern for the social 
well being of all mankind. 
 
The Salvation Army adopted a quasi-military organization with uniforms, flags, ranks and terminology that reflected both the 
recurrent scriptural theme of the Christian church engaged in spiritual warfare and the military structure that was a visible 
presence in every 19th century European country. In1878 the name of “The Salvation Army” was brought into use. 
 
Salvationists find their motivation in Christian concern, derive their spiritual strength from worship of the Divine, and express 
their faith through a unique combination of religious and social activity. 
 
Its mission is to preach the Gospel of Jesus Christ and meet the basic human needs of all persons in need who come within its 
sphere of influence, is still as vital today as it was in England nearly 140 years ago. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

TTHHEE  SSAALLVVAATTIIOONN  AARRMMYY  

                                    ……IITTSS  HHIISSTTOORRYY 
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I GENERAL INFORMATION 
 
POLICY APPLICATION 
 
The policies in this handbook are available in full in the Policy and Procedures Manual for each department and are available through your 
supervisor. In case of conflict or uncertainty, The Salvation Army Territorial Operating Policies will be considered authoritative. 
 
In instances where there is a clause in the collective agreement that speaks specifically to a topic contained in this handbook and/or the 
Policy and Procedures Manual, the terms of the collective agreement will have primacy for bargaining-unit members. 
 
The policies stated in this handbook are subject to change at the sole discretion of The Salvation Army.  From time to time you may receive 
updated information concerning changes in policy.  If you have questions regarding any policies, please ask your Supervisor or contact the 
Director of Employee Relations. 
 
HOURS OF WORK 
 
Bargaining unit employees please refer to the collective agreement. 
 
Hours of work are based on a five day, thirty-seven and one half hour work week, Monday to Friday.  The standard hours are dependent 
upon your position and/or collective agreement.    Specific times will be communicated to you by your Supervisor at the time of hiring.  It is 
recognized that some staff have a forty hour work week.  If you have any questions about hours of work please contact the Employee 
Relations Department.  
 
OVERTIME 

 
Employees are not permitted to work overtime unless they receive specific prior approval from their supervisor.  However, when someone 
is asked to work overtime they will be paid in accordance with the Employment Standards Act of Ontario and/or the collective agreement, 
or may be taken as “lieu” time.   
 
ORIENTATION AND EDUCATION  
 
The Salvation Army MHC provides orientation to all new employees and on-going education for all staff. We are utilizing Surge Learning, 
an on-line education provider as well as one-on-one training, mentoring and classroom instruction. You will be provided with your login and 
a password to access Surge Learning. All employees are required to complete mandatory training via Surge Learning on an annual basis. 
Failure to complete the mandatory training may result in suspension from duties or other disciplinary action. 
 
The Salvation Army supports the ongoing training and education for its employees within their area of responsibility.  Appropriate 
application forms are available from the Director of Employee Relations, and must be signed by your Supervisor prior to registering for any 
courses or workshops. 
 
During your annual performance review you and your Supervisor will have the opportunity to discuss any training or upgrading that is 
necessary for your work.  Your Supervisor will then advise the department head so that consideration can be given to providing financial 
assistance.  Whenever financial assistance is granted you will be required to sign a statement indicating your intent to remain in our employ 
for a minimum of two years following completion of the course.  If you leave during that period you must provide the MHC with a full refund 
of the financial assistance. 
 
 
ACCOMODATIONS 
 
It is our policy to make reasonable efforts to provide suitable temporary alternative employment to an employee who is unable to perform 
his or her normal duties due to pregnancy, injury, illness, diminished capacity or any circumstances beyond their control. Each case will be 
assessed on its individual merits. 
 
We may ask that you be examined by a physician who can assess the seriousness of the illness or physical disability and recommend 
which restrictions would limit your ability to work.  This information will be kept strictly confidential.   
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EMPLOYEE RELATIONS 
 
The MHC believes in an open door policy, and encourages you to talk directly with us and with each other.  If something happens that 
disturbs you and upsets your peace of mind, take advantage of the following procedures: 
• Whenever possible, try to resolve the problem with those directly involved.  Bring your supervisor into the problem if this is necessary. 
• If after this, you feel the issue is still not resolved, request a meeting with the Executive Director or the Director of Employee Relations.  

Talking together in a friendly and intelligent fashion should result in an acceptable resolution.  The Salvation Army MHC’s policy is to 
RESOLVE misunderstandings by using this procedure. 

  
LABOUR RELATIONS 
 
The MHC is a unionized facility. The Ontario Nurses’ Association represents Registered Nurses and Registered Practical Nurses. The 
Service Employees International Union represents the Personal Support Workers, Support Services and Activation staff. All employees are 
encouraged to meet and know their union stewards. 
Unionized employee relation matters are governed by collective agreements, which have been negotiated between the MHC and the 
unions. Bargaining unit employees are to obtain their copy of the collective agreement from their union steward. 
Management believes in open dialogue with your union stewards and other representatives of the union concerning workplace matters. 
 
COMPLAINT PROCEDURE 
 
In the event of a complaint, an employee should discuss the complaint with his/her Supervisor. The Supervisor will attempt to rectify the 
situation.  
 
If after three working days the Supervisor has not been able to rectify the complaint, the employee may present his or her complaint, in 
writing, to the Director of Employee Relations or the Executive Director. 
 
The Director of Employee Relations or the Executive Director will consider the complaint and respond in writing.   
 
Bargaining unit employees will follow the provisions in the collective agreement. 
 
HEALTH AND SAFETY 

 
The Management of the MHC recognizes the importance of respecting all of its resources and assets, both human and material. Our 
foremost concern is for the safety and well being of our employees and Residents. 
In fulfilling this commitment, the MHC will provide and maintain a safe and healthy work environment for all employees in compliance with 
all relevant legislation.  
The Joint Health and Safety Committee is responsible to conduct regular inspections throughout the facility to address any health and 
safety issues.  If you have concerns, please discuss them with your Supervisor. 
 
All workplace injuries MUST be reported to your Supervisor immediately.  Forms are available from the Receptionist, or in the Nursing 
Department Scheduling Binder. 
Employees and management share equally in the responsibility for reducing accidents and time lost by performing our jobs in a safe and 
healthy manner.  
 
Injuries and workplace health and safety can be controlled through good management systems and practices, combined with your active 
involvement and co-operation. 
 
All employees are required to undergo a Mantoux (tuberculosis) screening as soon as they have been hired.  It is also 
recommended and encouraged for employees to have the annual flu shot. 
 
LOCKERS 
 
MHC has a locker room for both male and female employees. Coats, shoes and large bags should be left in the locker rooms. Bags other 
than small purses are not allowed on the units and at a work station for safety and infection control. Lockers will be assigned based on 
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availability and first come first serve basis with the consideration for full time employees first, than part time employees and casual 
employees. 
There are a number of shift lockers available in the locker room. Those lockers can be used during the shift and must be vacated at the 
end of each shift. 
There are small lockers on each unit for personal possessions such as purses and wallets. Those lockers must be emptied at the end of 
each shift. 
Lunches should be left in the staff room fridge. 
 
LUNCHROOM SERVICES 
 
Both the Meighen Manor and Meighen Retirement Residence have a staff lunchroom, equipped with small fridge, microwave, kettle, etc.  
Each employee must ensure to clean up the area after using it. 
 
Food and beverages are not permitted in public or resident areas.  An exception is made for the night staff as a security measure; however, 
their breaks must be taken only in the resident dining room or activity room. 
 
Employees can purchase a meal from the facility at a  cost of $3.50 per meal. You must purchase your ticket before 10am for the lunch 
service. 
 
REST AND LUNCH BREAKS 
 
Each employee is entitled to two fifteen minute coffee breaks and one half hour lunch. The breaks are to be taken outside of the resident’s 
areas. All personal food and drink must be consumed in the designated areas such as employee lunch room and outside of public and 
residents’ areas 
 
EMERGENCIES 

 
You may be assigned responsibilities, other than those normally undertaken, during an emergency or outbreak/pandemic situation.  This 
will be reviewed during your orientation.   
 
MHC is committed to ensuring the safety of all parties in the Home.  In the event of an emergency, MHC will develop individual 
accommodation emergency plans with employees, students, volunteers and frequent visitors who have a disability that could prevent them 
from remaining safe in the event of an emergency.  Director of Care or Designate is responsible for the development and maintenance of 
the plan.    

PPAARRKKIINNGG  
 
MHC has free employee parking on the east side of the Manor, which is accessible from Davisville Avenue.  All employees must obtain a 
parking tag from the ER office. 
 
ACCESSIBILITY PLAN 
 
In fulfilling its mission, The Salvation Army MHC strives at all times to provide its goods and services in a way that respects the dignity and 
independence of people with disabilities. The Salvation Army MHC is also committed to giving people with disabilities the same opportunity 
to access goods and services and allowing them to benefit from the same services, in the same place and in a similar way as other 
customers.  
The Salvation Army MHC is committed to providing a barrier-free environment for our residents, employees, volunteers, students, visitors 
and contractors and other stakeholders who enter our premised and access our information. 
We are committed to ensuring our organization’s compliance with accessibility legislation by incorporating policies, procedures, equipment 
requirements, training for employees and best practices. For more detailed information on our accessibility policies, plans, and training 
programs, please contact Employee Relations. 
 
For more information refer to the Accessibility Manual (Policy Manual #6) 
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II.  HIRING POLICIES AND PROCEDURES 
 

RECRUITMENT AND STAFFING 
 

When filling vacant positions, The Salvation Army and MHC, through a position posting process, will first attempt to draw from its current 
employee candidates who possess the required skills and knowledge. 
 
External candidates are only considered when there are no qualified employees available, or when specific qualifications and special skills 
are required. 
 
All job opportunities are posted on bulletin boards. The Salvation Army’s job postings external to the facility are also posted on the website 
www.salvationarmy.ca.  
 
Internal MHC bargaining unit jobs are posted as per the collective agreement.  
 
Bargaining unit employees are responsible for monitoring job vacancy notices and for completing and directing an application and /or 
resume to the address and individual specified on the posting. The application and /or resume must be received on or before the deadline 
indicated on the posting.  Employees are required to inform their supervisor when applying for a position outside their department.  
 
In fulfilling its mission, The Salvation Army MHC strives at all times to provide its goods and services in a way that respects the dignity and 
independence of people with disabilities. The Salvation Army MHC is committed to giving people with disabilities the same opportunity to 
access employment and allowing them to benefit from the same process, in the same place and in a similar way as other candidates. If you 
require accommodations during the recruitment process please advise Employee Relations.  
 

POLICE CHECKS 
 
All employees whose work involves working with children, vulnerable adults and residential and hostel clients are required to undergo a 
police criminal records check with vulnerable screening.  This check is required at the time of hiring and periodically thereafter. All staff will 
be asked to sign a declaration stating no changes in the background status annually. 
 
Depending on the results of the police check, a decision may be made to terminate employment.  Upon a job offer, you will be asked to 
provide a current police check with vulnerable screening, however if you already have  the police check completed within the past 3 months 
it will be accepted by the facility. 
 
REFERENCES 

 
Employee Relations will contact and document employment references provided by the candidate before offering employment to any candidate.  
A minimum of two references are required for external candidates.  Supervisors of internal successful candidates will also be contacted for 
references. 
 
If you leave our employ and wish to have your manager or supervisor contacted for a reference, you must provide your permission to 
release information in a written statement.   
  
It is common courtesy to advise your manager in advance, both verbally and in a permission letter, to expect a reference call or letter. 
 
PROBATION PERIOD 
 
Upon appointment to a position at the MHC a non-bargaining unit employee will be on probation for 90 working days.  However, this period 
may be extended for management employees for an additional 90 days if required. 
 
Permanent status is confirmed at the end of the probationary period.  There is no increase in salary at the conclusion of the probationary 
period. 
 
Bargaining unit employees will follow provisions in the collective agreement. 

http://www.salvationarmy.ca/
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PERSONNEL FILE AND PERSONAL INFORMATION 

 
Employee personnel file includes: hiring paperwork, records of events including promotions, transfers, special assignments, and other 
changes, education, medical notes, performance appraisals, and discipline. Employees are encouraged to submit information on 
community and other honors they receive. MHC is interested in employee’s outside achievements and wants to know about them. 
 
All employees have the right to look at their personnel file.  Should you wish to review your file, please make arrangements with the 
Director of Employee Relations to do so at a mutually convenient time.  Employees are not permitted to add to or remove from their file, nor 
are they permitted copies of correspondence unless such correspondence has been written to or by them, or they have received a copy. 
  
It is the employee’s responsibility to keep information such as address, phone number, banking information, emergency contact and name 
current with the payroll and ER office. Changes in dependents and beneficiaries should be communicated immediately to the ER office.  
 
MHC keeps employees personal information confidential and does not disclose any personal information to entities such as banks, 
collection agencies, other employers etc. without the employee’s written permission. 
 
EMPLOYMENT OF RELATIVES 
 
The MHC may hire relatives of employees provided that relatives do not work in a supervisory relationship with another relative.  “Relative” 
includes spouse or common-law spouse, grand- parent, parent, brother, sister, child or grandchild, in-law, niece, nephew and cousin. 
Relationship status to a potential employee must be declared as per the Conflict of Interest policy. (Operating Policy 7922: Relatives 
Employment) 
 
PERFORMANCE EVALUATION 
 
Performance evaluation at the MHC is intended to be a constructive and positive experience.  It should be viewed as an opportunity for 
employees to learn where they stand relative to their expected job performance, goals and objectives, and a tool for assisting employees to 
maximize their skills, and requires open communication between you and your supervisor.  At the same time it offers employees a chance 
to become involved in determining their future career development, and to map out ways in which they can be true participants in the 
mission of The Salvation Army.    
Performance reviews take place bi-annually during the first quarter of the calendar year, but may be more frequent if your supervisor feels 
it is necessary. Although they often coincide in timing, successful performance does not guarantee any level of salary increase. 
 
RESIGNATION 
 
Should you choose to resign, please notify your Supervisor in writing at least two weeks prior to the effective date of resignation.  During 
that period the Director of Employee Relations will meet with you for the purposes of conducting an “Exit Interview”. 

 
 
III.  EMPLOYEE CONDUCT 
 
CONFIDENTIALITY OF INFORMATION 
 
Confidential information about the MHC, its Residents, suppliers, employees or volunteers should not be divulged to anyone other than 
persons who are authorized to receive such information.  This policy applies to all employees, students and volunteers.  When you are in 
doubt as to whether certain information is confidential, seek management approval before disclosing it to anyone.  All media questions 
should be directed to the Executive Director’s office. 
Confidential information pertaining to finances, private business activities and plans of this Centre is considered the property of The 
Salvation Army. Use of such information for personal advantage or private speculation is strictly forbidden. 
 
Confidential information obtained as a result of employment with the MHC may not be used for furthering any private enterprise, or as a 
means of making personal gains.  Use or disclosure of such information can result in civil or criminal penalties, both for the individuals 
involved and for the Centre. 
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Breach of the duty of confidence is a serious matter and may result in discipline up to and including dismissal. 
 
CODE OF CONDUCT  
 
The MHC expects all employees to maintain a level of personal conduct that will not reflect negatively on themselves or on the reputation 
and credibility of The Salvation Army.  Employees whose conduct compromises the integrity of The Salvation Army may be subject to 
progressive discipline. 
 
No employee should act in any way which will diminish the credibility of any client, employee, supplier or other contact of The Salvation 
Army. 
 
All employees are expected to be respectful and courteous at all times and to convey a friendly, approachable image to our clients, other 
employees and suppliers.  Whether it is a telephone call or personal meeting, you are The Salvation Army to the person with whom you are 
providing a service or conducting business. Yelling, swearing, using insulting or abusive language and fighting are strictly forbidden and 
may lead to progressive discipline up to and including termination. 
 
Please refer to Employee Code of Conduct 05-4.1 for more information. 
 
CONFLICT OF INTEREST 
 
All employees have important responsibilities in connection with the work they perform for the MHC. It is expected that all employees will 
perform their duties in good faith and in the best interests of The Salvation Army.  In particular, employees are expected to avoid activities, 
agreements, business investments or interests, and other situations that are in conflict with the interests of or interfere with the individual's 
duty to serve the MHC to the best of his or her ability. 
 
Every employee will be asked to sign on annual basis Conflict of Interest Disclosure Statement. For more information please refer to 
Personnel Conflict of Interest Policy 05-8.1 
 
NON-DISCRIMINATION, ZERO TOLERANCE VIOLENCE, BULLYING AND HARASSMENT 

 
Employees have the right to be treated with respect in the workplace.  The Salvation Army MHC, in exercising its responsibility as the 
employer, will endeavour at all times to provide a safe work environment that supports productivity and the personal goals, dignity and self-
esteem of every person.  
 
The MHC is committed to providing a working environment where equal opportunity is promoted and discriminatory practices are 
prohibited.  Under Human Rights legislation discriminatory harassment is illegal.  
 
The policies that reflect the non-discrimination, zero tolerance violence, bullying and harassment are Workplace Harassment, 
Discrimination and Violence Prevention Policy OP 7907 and Code of Conduct Operating Policy 0203 and they are included in the 
Appendix 1 of the handbook. 
 
RESIDENT ABUSE – ZERO TOLLERANCE AND NON FRATERNIZATION 
 
The protection of our Residents is a primary concern.  This includes protecting Residents from potential abuse or misuse of power by staff 
members.  All Residents have the right to be treated with the utmost dignity and respect. Resident abuse of any type will not be tolerated.  
 
Residents are dependent upon, and thus easily influenced by staff members.  Residents may also be incapable of distinguishing between 
professional and personal relationships.  Thus, it is imperative that staff keep these relationships distinct.  As persons in a position of trust 
and power over Residents, staff members must ensure that their dealings with the Residents in their care remain professional at all times. 
 
For this reason, the MHC has a strict policy against fraternization between staff members and Residents.  This policy applies to all staff 
regardless of position.  Forms of “fraternization” which are prohibited include, but are not limited to: 

* social outings  
* coffees/lunches off-site 
* dating relationships 

* offers of personal assistance with finances, etc. 
* socializing with family members 
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Any staff member in violation of this policy will be subject to progressive discipline up to and including termination. 
 
For more information please refer to Resident Non-Abuse Policy #1.12 in the Appendix 1 and Non Fraternization Policy 05-4.18 
 
ABSENTEEISM AND TARDINESS 
 
The MHC expects all employees to assume responsibility for their attendance and promptness.  MHC has a biometric time clock. All 
employees must punch in and out at the clock closest to their work station.   
 
In the event that you will not be able to report to work on time, telephone your supervisor as soon as possible.  You must punch in and you 
will be paid from the time of arrival. 
 
If it is necessary for you to leave work early due to illness or a pressing appointment, request permission from your supervisor as far in 
advance as possible, informing him or her of the reason for the absence. You must punch out and you will be paid up to the time you 
worked. 
 
When you are going to be absent for an entire day or longer, a request for time off form should be completed at least two weeks in 
advance.  For a sickness of short but unknown length, contact your supervisor on the first day and every day thereafter. The Supervisor 
may ask you for a doctor’s certificate. 
 
Where you are required to contact your supervisor and cannot reach him or her, attempt to speak with your supervisor’s supervisor. Please 
do not leave messages for same day absence. We are 24/7 operation so there is always someone in the building. Depending on the time 
of your call you can speak with a scheduling clerk, reception on nurse on duty.  
 
Employees whose absenteeism, lateness or early leaving is excessive may be disciplined or entered in Attendance Management 
Program Policy 05-4.4.  The Employee Assistance Program is available to employees who require and are willing to accept help in 
resolving health or other personal problems affecting their ability to attend work regularly.  Employees who are unable or unwilling to 
improve their attendance to an acceptable level may be terminated. 
 
Bargaining unit employees must follow the provisions of the collective agreement. Please refer to Time and Attendance Policy 05-4.3 for 
more information. 
 
PERSONAL APPEARANCE/APPROPRIATE DRESS 
 
The MHC believes that the success of our organization is determined in part by establishing and maintaining a proper business 
atmosphere.  You are, therefore, expected to dress in a manner consistent with the nature of your work, and in keeping with the MHC 
policy.  In order to avoid embarrassing a co-worker, volunteer, visitor or resident, tight-fitting and/or revealing clothing are not permitted.  
Clothing must at all times be appropriate, with no tank tops, shorts, sweat pants, leggings, tight or low-cut t-shirts, or t-shirts with offensive 
slogans.  If there are questions as to what constitutes proper attire, you should consult management. 
If you have a work-related commitment outside the MHC, proper business casual attire must be worn. 
Nursing and support services personnel must wear uniform as per their departments and ER policy. 
Employees who are not dressed properly, may be sent home and will be required to return to work in acceptable attire.  The time away will 
be considered unpaid personal time off.   
Employees are also expected to observe good habits of grooming and personal hygiene at all times, and to avoid any personal practices or 
preferences that may prove offensive to others. 
Please see Personal Appearance and Dress Code Policy 05-4.10 
 
PERSONAL USE OF TELEPHONE , CELLPHONES, AND SMARTPHONES 
 
Although telephones are regularly available to office employees, everyone is required to only conduct personal telephone business during 
her/his your lunch hour or breaks.  Personal calls should be restricted to local calls when using MHC phones.  
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Employees family and friends should be advised to refrain from contacting the employee while on duty, unless there is a serious 
emergency. In case of an emergency they should be calling the main land line not your cell phone. 
 
Personal cell phones, including smart phones, internet and texting are not permitted while on duty and in resident home areas.  
 
Under no circumstances are employees permitted to use Resident’s phones. 

  
CANVASSING 
 
Canvassing and selling of goods on MHC property is permitted only with the prior approval of the Executive Director. 

COMPUTER ACCESS AND USAGE POLICY 

Please refer to the Appendix 1 of this booklet for a detailed Computer Access and Usage Policy. In general any use of the company’s 
computer other than business is strictly prohibited. 

 
SECURITY OF PROPERTY AND THEFT 
 
Preserving and safeguarding the MHC’s property is the responsibility of each of us as employees.  Equipment, materials and supplies are 
the property of the MHC and must be used only for organizational business and on organizational premises, and must be protected from 
theft, misuse or damage.  Also, no organizational property may be borrowed without the authorization of the Supervisor. 
 
Theft of the MHC’s property or of a fellow employee’s property will result in immediate termination and the possibility of criminal charges.  

ALCOHOL AND ILLEGAL DRUGS 
 
The Salvation Army recognizes that substance abuse is a danger to the health and safety of its employees and the public, and will try to 
ensure that the hazard is removed from the workplace.   
 
Alcohol and illegal drugs are not permitted on The Salvation Army’s property.  
  
Employees under the influence of drugs or alcohol at work will be subject to disciplinary action up to and including termination. Alert your 
supervisor when you are taking any legitimate prescription or over-the-counter medication, and of any possible side effects that may 
hamper your performance. 
 
PERSONAL PROPERTY 
 
The MHC assumes no responsibility for the maintenance, cleaning or safeguarding of an employee’s personal property.  Employees are 
encouraged to use one of the lockers provided if available.   
 
SMOKING 
 
The MHC is dedicated to providing a healthy, comfortable and productive work environment for our employees. Smoking will not be 
permitted in the workplace.  Specific areas have been designated for staff members.   The Employee Assistance Program is available to 
smokers who wish to obtain information on smoking cessation programs. People who violate the smoking policy will be subject to 
progressive discipline up to and including termination. 

 
SECURITY 

 
Employees are provided with a swipe card and/or keys giving them access to areas of the facility that they are required to enter as part of 
their responsibilities.  These must be safe-guarded at all times.  Should they be lost or damaged, a replacement can be provided but the 
employee will be asked to pay the cost of the replacement. 
 



                                                                                                                                                                                                                                   

Edition August 

 2016 

 

17 

At no time should an employee allow anyone to borrow or use his or her key or swipe card. Employees are not permitted to reveal any 
entrance codes to anyone without the approval of a Supervisor or another member of the senior management team. 

 
IV.   COMPENSATION 
 
PAY PERIOD 
 
Our payroll operates on a bi-weekly basis from Saturday to Friday.  

DIRECT DEPOSIT 
 
MHC pays via direct deposit. In order to be set up on the direct deposit system employees are required to provide the following 
information/documents: 

 Bank Name 

 Branch/Transit Number 

 Account Number 

 Void Cheque or direct deposit form from bank 

 Address of Bank 

 TD 1 Forms 

 Copy of Social Insurance Number 

 
This information must be provided at time of hiring. Should your banking information change, please notify payroll immediately.   
PAY DAY 
 
All employees are paid by direct deposit to the financial institution of their choice on an every second week basis. Payday is Thursday.  
 
For new employees pay stubs are available via email only.  
 
All required deductions, including income tax, Canada Pension Plan and Employment Insurance, and all authorized voluntary deductions, 
will be withheld automatically from your pay. 
 
Please review your pay stub. If you find a mistake, report it to your supervisor immediately.  Your supervisor will assist you in taking the 
steps necessary to correct the error. 
 
REGISTERED RETIREMENT SAVINGS PLAN (RRSP) 
 
Bargaining unit employees please refer to the collective agreement.  

 
All regular non-unionized full-time and part-time employees (who are not receiving pension plan contributions) are eligible for enrolment in 
the Group RRSP plan and Salvation Army contributions on the completion of their probationary period. 
 
Eligible employees must complete the application form (available from payroll) and may choose to make voluntary contributions in addition 
to the contributions being made by The Salvation Army. 
 
V.  BENEFITS  
 
Bargaining unit employees please refer to the collective agreement. 
 

1. VACATION ENTITLEMENT 
2. STATUTORY HOLIDAYS 
3. PAID SICK LEAVE  
4. LIFE INSURANCE AND MEDICAL BENEFITS 
5. EMPLOYEE ASSISTANCE PROGRAM (EAP) 
6. OTHER LEAVES: 

a. Jury Selection 
b. Jury Duty and Witness Duty 
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c. Bereavement 
d. Unpaid Leave of Absence 
e. Emergency Family Leave 
f. Maternity/Parental Leave 
g. Specialists and Medical Appointments 

 
VI  APPENDIX 1 

 
 

THE SALVATION ARMY 
MHC 

 
05 HUMAN RESOURCES MANUAL  

SECTION: IV 

Employment Standards 

SUBJECT: 

Code of Conduct 
Page 18 of 35 POLICY: 05-4.1 

IAMM   MRR  

EFFECTIVE: 

January 2003 

REVISED: 

August 2008 
January 2010 
February 2013 

REVIEWED: 

February 2016 

APPROVED BY: 

Administrative Executive Committee 
 

 
STATEMENT OF POLICY 
 
This policy replaces policy 05-10 

 

The purpose of this Statement of Policy and Procedure is to provide guidelines, which may be changed from time to time, to promote 
understanding of what is considered acceptable and unacceptable conduct and behaviour; and to encourage consistency throughout the 
company. This Code clarifies the MHC’s expectations of its employees, and re-affirms our commitment to caring for our Residents’ needs 
and maintaining fiscal responsibility on behalf of the public and our employees. It provides a guide for consistent behaviour in delivering 
services and goods. This Code is simply a formal statement of the policies and principles of conduct the MHC has always embraced. 
Contravention of this Code is a serious matter to the MHC and will be treated as such.  
 
APPLICATION OF POLICY 

This Statement of Policy and Procedure applies to all employees, directors, executives, supervisors, managers, and officers. It is also 
expected that volunteers, contractors and guests observe the relevant statements in the code of conduct as normally accepted standard in 
a business enterprise. All should receive a copy of the Code and certify each year that they have complied with this Code.  

All employees are expected to be aware of, and comply with, this Code of Conduct and its related policies.  

1. RESPONSIBILITY  

1.01 Each employee including supervisors and managers is responsible for observing rules of conduct that are normally accepted as 
standard in a business enterprise.  

1.02 Employees, Supervisors and Managers of the MHC must follow the highest standards of ethical behaviour in the course of their work 
to ensure that public confidence and trust is maintained. The MHC and all its employees must be above suspicion and beyond reproach, 
and must be perceived in this manner.  

1.03 Supervisors and Managers are responsible for counseling employees promptly when their conduct or behaviour is inconsistent with 
the intent of this Statement of Policy and Procedure.  

1.04 We all share the obligation to ensure a professional, respectful work environment  
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2. PROCEDURE  

In order to earn and retain the trust and respect of each other within the MHC as well as external stakeholders – including families, 
suppliers, and the general public – principles of honesty, integrity, fair dealing and the highest ethical standards must underlie everything 
we do and every decision we make. We must not take unfair advantage of anyone through manipulation, concealment, abuse of privileged 
information, misrepresentation of facts, or any other unfair dealing or unethical activity. We will be judged not only in terms of how 
competent we are at conducting our business, but also on our integrity and how we behave at work, in community or political involvement 
and in the public expression of personal views. Accordingly, before embarking on any course of action we need to be able to answer “yes” 
to each of the following questions: Is it fair? Is it right? Is it legal?  

Each of us needs to be aware of and comply with applicable laws, rules and regulations of all levels of government, related public and 
regulatory agencies, as well as MHC’s policies that affect how we do our jobs. Corporately and individually, we must never knowingly 
violate laws or willfully blind ourselves to our legal or regulatory responsibilities or be a party to such actions or omissions  

We must be aware of the policy framework that guides and governs our behavior in the performance of our day-to-day activities and 
conduct ourselves in a manner consistent with those policies and the Code.  

The company's reputation rests on how families, suppliers and the public perceive us individually – not only in terms of how competent we 
are at handling their business, but also on our integrity and how we behave. The following are some examples of situations where our 
individual actions could affect that perception.  

Those who, in good faith, report concerns of the kind described below will be protected by the company.  

2.01 Appropriate Conduct and Behaviour includes but is not limited to:  

 Adherence to published policies, practices and procedures;    
 Competent performance of all job duties assigned;   
 Prompt and regular attendance at work;    
 Courtesy to and respect for co-workers, customers, suppliers or any other person who deals with MHC the conduct of its 

business;    
 Wearing proper business attire and footwear during working hours, appropriate to the job performed.    
 Conducting work and communicating in the English language at all times at the MHC 
 Holding in confidence any information obtained about a Resident, supplier or employee in the performance of their duties 

consistent with the requirements of the workplace and legislation.    
 Not engaging in, or condoning behaviour which causes unnecessary mental, physical distress or loss of dignity, privacy or 

autonomy to Residents, suppliers or employees.    
 Promoting and safeguarding the well-being and safety of the customers, suppliers and fellow employees at all times by ensuring 

that no act or omission on their part places them at risk or in harm's way. 

2.02 Inappropriate Conduct and Behaviour includes but is not limited to:  

 Loitering or loafing    
 Leaving work early or leaving department without supervisor's permission    
 Using obscene, abusive language; 
 Communicating and conducting business in language other than English while at the MHC   
 Spreading malicious gossip or rumour;    
 Harassing, threatening, intimidating, coercing any person at any time    
 Horseplay or throwing objects    
 Reporting to work or working while under the influence of alcohol, drugs, or prohibited substances    
 Creating or contributing to unsanitary conditions    
 Gambling, lotteries, or any other game of chance while on company premises    
 Insubordination    
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 Personal use of telephones, cell phones, other communication devices or computers.  

2.03 Unacceptable Conduct or Behaviour includes:  

 Perceived inappropriate comments directed at an individual related to the person's sex sexual orientation, racial background, 
religion, or physical ability  

 Possession of guns, weapons or explosives on company property    
 Possession, consumption or use of alcoholic beverages or illegal substances while on company premises    
 Solicitation of other employees, for any reason, during working hours, unless approved in advance by the Executive Director  
 Willful violation of safety rules and procedures  
 Willful neglect and/or mishandling equipment  
 Unsafe driving of company vehicles 
 Theft and/or falsification of company records  
 Threat of/or actual physical contact of any kind when there is a perception of physical violence. For example: Violent grabbing, 

pushing, or shoving and throwing of instruments, materials or equipment of any kind    
 Sexual harassment of any kind. Types of conduct which may constitute sexual harassment include but are not limited to: Sexual 

remarks or jokes causing embarrassment or offence after the person making the joke has been informed that they are 
embarrassing or offensive or that are by their nature reasonably known to be embarrassing or offensive. Sexual solicitation or 
advance made by a person in a position to confer, grant, or deny a benefit or advancement where the person making the 
solicitation or advance knows or ought reasonably to know it is unwelcome. Sexually degrading words used to describe a person. 
Sexually suggestive or obscene comments or gestures. Leering, touching, advances, propositions or requests for sexual favours. 
Derogatory or degrading remarks, verbal abuse, or threats directed towards members of one gender or regarding one’s sexual 
orientation. Inquiries or comments about a person’s sex life, sexual prowess, or sexual deficiencies. The display of sexually 
suggestive material in the workplace. Persistent unwanted contact or attention after the end of a consensual relationship. 
Comments which draw attention to a person’s gender and have the effect of undermining the person's role in a professional or 
business environment. Comments regarding a person's physical appearance or attractiveness   

 Indecency    
 Fighting  
 Poor or careless work 
 Sleeping while on duty    
 Accepting gifts, favours or gratuities from residents, families, organizations, agents, or other individuals who may or do conduct 

business with MHC. 

Inappropriate and Unacceptable conduct could result in disciplinary action up to and including termination without notice or pay in lieu 
thereof.  

2.04 Required Action  

If we suspect an actual or potential breach of this Code – whether it be a conflict of interest, a breach of applicable law, regulations, rules or 
what appears to be unethical, fraudulent or other illegal behaviour on the part of a colleague – we must do something about it. Why? 
Because by simply looking away, we become part of the problem. In order to be part of the solution, we must all be alert to activities that 
may point to a breach of any laws, rules, and regulations, any MHC’s Policies or this Code.  

If we know of or suspect such breaches, either by ourselves personally or by another individual, we must immediately report to any one of 
the appropriate persons and departments. Those persons and departments are responsible for appropriately receiving, retaining, handling 
and, where appropriate, reporting and escalating verbal and written complaints and reports in relation to such matters in accordance with 
company policies. If you have already taken a concern to the appropriate persons and departments referred to above and you are not 
satisfied with the response, you should promptly refer the matter to the highest level of the company or any other designated person such 
as an ombudsman.  

Perceive and determine if any action is requested or required. It is not the intent of the Code to create a compulsion to report or an 
atmosphere of paranoia since this would not be in keeping with the spirit of the principles espoused.  



                                                                                                                                                                                                                                   

Edition August 

 2016 

 

21 

The following list is not meant to imply any chronological order for action. The action taken should be entirely up to the concerned party or 
parties. Possible action includes:  

 Reporting breaches of the Code on a confidential basis. If you wish to report a potential or actual breach of this Code on a 
confidential, anonymous basis you should promptly submit a verbal or written report to the appropriate persons and departments 
who receive such confidential report. 
   

 If you are unsure of the best way to proceed on reporting or making complaints relating to potential or actual breaches of this 
Code, you must immediately consult any one of the appropriate persons and departments.  
   

 The designated person who received the complaint will speak to the individual(s) deemed responsible, directly identifying the 
problem, and seeking to resolve the concern.  
   

 The designated person who received the complaint will speak to the appropriate supervisor, department head or manager for the 
individual or individuals about whom the complaint is being made;  
   

 If further action is required, a meeting will be set up with the parties concerned and with the designated person in charge of 
applying, mediating and issuing orders or dispute resolution related to the code of conduct policy. Results of this meeting are to be 
held confidential by all parties with reports going only to those individuals acceptable to both parties.  
   

 That designated person must establish a formal enquiry to validate the complaint and advise the head of the company or whoever 
is in authority in regard to an appropriate reaction. The nature of such an enquiry process will be at the discretion of head of the 
company or whoever is in authority.  
   

 Before any action is taken, individuals will be advised that vexatious or frivolous accusations of abusive behaviour constitute 
another form of inappropriate interaction Persons found to be engaging in this will be dealt with at the discretion of head of the 
company or whoever is in authority.  
   

 When, in the opinion of the designated person and head of the company or whoever is in authority a sufficient body of complaint 
has been built up to warrant it, he/she shall consult with the appropriate authority relating to the group or source of the problem in 
regard to establishing some form of educational experience aimed at heightening awareness of the issues in the group or unit as 
a whole without creating an atmosphere of accusation or defensiveness and to stop such behaviour subject in the complaint. 
Failure of this process, (i.e., continuing complaints) shall be brought to the attention of the one in authority immediately for action.  
   

 Need for further action or more stringent measures will be assessed and applied immediately or as soon as possible, taking into 
account the seriousness of the violation as well as any failure to cooperate in any investigation in relation to any violation. 
Disciplinary action can include, but is not limited to, counseling, an impact on the applicable individual's record or remuneration, 
suspension or termination of employment, pursuit of any and all remedies available to the company for any damages or harm 
resulting to it from a violation (including injunctive relief), and referral to the appropriate legal or regulatory body. Generally, any 
employee who seriously breaches MHC’s policy will be dismissed. Where applicable, the matter will be referred to the police. 

 
DEFINITIONS (if applicable) 
 
N/A 
 
 
REFERENCES and RELATED STATEMENTS OF POLICY AND PROCEDURE 
 
05-4.2 Confidentiality 
05-4.1.1 Code of Ethics for Social Services Personnel 
05-4.7 Personal Appearance and Dress Code 

05-4.13 Personal Communication and Visits 
05-4.14 Use of Cell Phones and Smart Phones 
05-4.15 Alcohol and Drug Use 
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05-4.15 Gambling 
05-4.17 Personnel Gratuities and Loans 
5-4.18 Non-Fraternization 
5-4.19 Purchasing and Selling 
05-4.20 Smoking 

 
 
The Salvation Army Operating Policy 0203: Code of Conduct 
The Salvation Army Operating Policy 7907: Workplace 
Harassment, Discrimination and Violence Prevention Policy

 

 
 

 

 
Operating Policies 

79. POLICY AND PROCEDURE 
7907 - Workplace Harassment, Discrimination and 
Violence Prevention Policy 
 
 

Effective:  August 12, 2009 
Revised:  June 04, 2014 

 

 

Policy Statement 

The Salvation Army Canada and Bermuda Territory is committed to providing a work environment that is free from harassment, 
discrimination and violence where all Salvation Army workers are treated with dignity and respect. All Salvation Army workers including 
officers, employees, volunteers and other individuals affiliated with The Salvation Army are expected to uphold this policy by maintaining a 
respectful work environment in which all work together to prevent harassment, discrimination and violence.  

In accordance with applicable legislation and regulations, the Workplace Harassment, Discrimination and Violence Policy will be reviewed 
annually, revised appropriately and posted at all Salvation Army workplaces. 

1.0 PURPOSE STATEMENT 

 The purpose of this policy is to: 

1.1 Establish and maintain a workplace that is free from harassment and violence 
1.2 Outline types of workplace behaviour which are considered to be harassing and/or violent. 
1.3 Ensure that all workers are aware that harassment, discrimination and violence in the workplace are unacceptable and 

will not be condoned.  Any worker, who is found to be in violation of this policy, may be subject to discipline. 
1.4 Establish a structure for the receipt of complaints.  
1.5 Provide a process for notification about allegations of violations to this policy.  
 

2.0 DEFINITIONS 

 In this policy, the following definitions are used: 

2.1 “Workers” includes officers, employees, volunteers and other individuals affiliated with The Salvation Army. 
2.2 “Workplace” is defined as any place where a worker performs work for the organization 

Note:  “workplace” can include vehicles, off-site business-related function locations (conferences, trade 
shows), social events related to work, and clients’ homes. 

2.3 “Workplace Violence” is defined as any actual, attempted or threatened exercise of physical force against a worker in a 
workplace that could cause physical harm, or where it is reasonable for a worker to interpret a threat: 

* physical attacks…..eg, hitting, shoving, pushing, kicking and biting 
* threatening behaviour….eg, shaking fists, destroying property or throwing things 
* verbal or written threats….eg, a threatening phone call to a worker’s home, or any expression of intent that 

could reasonably be interpreted as potential for physical harm 
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2.3 “Discrimination” is defined as a distinction, whether intentional or not, based on protected grounds relating to personal 

characteristics of a worker or group of workers. This distinction has the effect of imposing burdens, obligations, or 
disadvantages on an individual or group of workers. It could also include the withholding or limiting of access to 
opportunities, benefits, and advantages available to other workers. The prohibited grounds of discrimination include: 

* race, colour, ancestry, citizenship, ethnic origin or place of origin 
* creed, religion 
* age 
* sexual orientation 
*  family, marital or same sex or common law partnership status 
* disability or perceived disability (including the dependence on alcohol or drugs) 
*  gender 
* any other prohibited ground of discrimination under applicable human rights legislation 

 
2.4  “Workplace Harassment” is defined as a vexatious course of comment or conduct against a worker in a workplace that 

is known, or ought reasonably to be known, to be unwelcome. It may include unwelcome, unwanted, offensive, or 
objectionable conduct that may have the effect of creating an intimidating, hostile or offensive work environment, thereby 
adversely affecting an individual’s employment relationship and/or denying an individual dignity and respect. It may be 
directed at specific individuals or groups. 

* For workers in Saskatchewan (Saskatchewan Rider attached) 
* For workers in Manitoba  (Manitoba Rider attached)  
* For workers in Quebec  (Quebec Rider attached)  
 

2.5 “Domestic Violence” is defined as any actual, attempted or threatened exercise of physical force against a worker in a 
workplace by a person who is or was in a domestic relationship with the worker (for example, spouse, former spouse, 
current or former partner or family member) that could cause physical harm to a worker at the workplace. 

2.6 “Complainant” is defined as any worker(s) that makes a complaint under this policy. 
2.7 “Respondent” is defined as any worker(s) against whom a complaint is being brought against under this policy. 
2.8 “Investigator” is the individual assigned to investigate the complaint. This could include but not be limited to a senior 

employee, an officer, or a contracted third party. 
 

3.0  GENERAL PROVISIONS APPLYING TO WORKPLACE HARASSMENT, DISCRIMINATION AND VIOLENCE 

3.1 The Salvation Army will take appropriate action to deal with all concerns, complaints, or incidents of workplace 
harassment, discrimination and violence in a fair and timely manner while respecting workers’ privacy as much as 
possible. 

3.2 The Salvation Army reserves the right to discipline any worker, regardless of position or title, who is found to be in 
violation of this policy.  False accusations may also result in disciplinary action. 

3.3 Any person who retaliates or engages in reprisal against a worker for filing a complaint or claiming a right under this 
policy commits a serious violation of this policy and will be subject to discipline. 

3.4 Management actions conducted in a respectful non-vexatious manner; including measures to correct performance 
deficiencies or to impose discipline for workplace infractions, do not constitute workplace or psychological harassment.  

3.5 It is also recognized that in the course of employment/service some physical contact may be required (eg, when 
supporting elderly persons or persons with disabilities). It is expected that workers will treat one another and those they 
serve with the utmost respect, upholding the personal dignity of all. 

3.6 The Salvation Army reserves the right to conduct its own investigations, provided that the investigation does not interfere 
or compromise an external authority’s investigation.  

3.7 The Salvation Army will take all reasonable steps to reduce the risk of harassment, discrimination and violence by clients 
towards workers.  In some instances, The Salvation Army may only have limited legal authority to terminate its client 
relationship or to impose restrictions on such clients for harassing or violent behaviour. Workers should report all 
workplace harassment, discrimination or violence from clients to their supervisor. 
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3.8 In the event of any conflict between this policy and applicable legislation, the applicable legislation will prevail. 
3.9 Each Salvation Army workplace will assess the risk of workplace violence in that location and develop, implement and 

post a specific workplace violence prevention program, which complies with this policy and applicable legislative 
requirements. 

4.0      COMMUNICATION 
4.1 A current copy of this policy shall be posted in a conspicuous place at all Salvation Army workplaces so it is available to 

all workers. 
4.2 Supervisors and managers shall give new workers a copy of this policy and all other related policies during the orientation 

process. 
4.3 Revisions of the policy shall be communicated to all workers. 

5.0       RESPONSIBILITIES AND REPORTING 

5.1       RESPONSIBILITIES OF WORKERS 
5.1.1 Promote and support a workplace that is free from harassment, discrimination and violence. 
5.1.2 Attend training and/or information sessions related to workplace harassment, discrimination and violence. 
5.1.3 Report to your supervisor any workplace harassment, discrimination, violence, or potential violence that you 

may be aware of, experience or witness. This also includes domestic violence issues that may have an impact 
on your safety or that of a co-worker. 

5.1.4 Assess the risk (along with your supervisor) associated with the situation and document the incident. 
5.1.5 Contact building security, or where necessary, dial 911 or the local emergency number for emergency services 

where immediate assistance is required and a supervisor is unavailable. 
5.1.6 Summon help when immediate assistance is required. Do not enter any situation or location where you feel 

threatened or unsafe. 
5.1.7 Advise your immediate supervisor at the earliest opportunity in the event that threats of workplace harassment, 

discrimination or violence are received by mail, telephone, fax, email or any other manner, or if you come into 
contact with an individual whose behaviour has the potential to result in workplace violence. 

5.1.8 Co-operate with the police, Salvation Army investigators, and other authorities during an investigation related to 
workplace harassment, discrimination or violence.  If you give evidence, information or if otherwise involved in 
the process, you must keep this information confidential, except when disclosure is necessary to effectively deal 
with an issue. 

5.2       RESPONSIBILITIES OF MANAGERS AND SUPERVISORS 
5.2.1 Promote and support a workplace that is free from workplace harassment, discrimination and violence. 
5.2.2 Attend training and/or information sessions related to workplace harassment, discrimination and violence. 

Ensure that each worker receives training on this policy, and the workplace prevention program for the location. 
5.2.3 Ensure a workplace violence risk assessment is conducted, a workplace violence prevention program is in 

place, and that the program is reviewed and updated annually for each location. 
5.2.4 Encourage workers to inform their immediate supervisor of any workplace harassment, discrimination and 

violence or potential violence that they may be aware of experience and/or witness. This also includes domestic 
violence issues that may have an impact on the safety of a worker or his/her co-workers. 

5.2.5 Advise your immediate supervisor at the earliest opportunity in the event that threats of workplace harassment, 
discrimination or violence are received by mail, telephone, fax, email or any other manner, or if you come into 
contact with an individual whose behaviour has the potential to result in workplace violence. 

5.2.6 Report all incidents of workplace harassment, discrimination and violence (including situations that could result 
in future workplace violence) to your senior manager.  

5.2.7 Ensure that the Divisional Commander/Department Head and his/her designate is advised.  The Divisional 
Commander/ Department Head is to advise the Territorial Headquarters Employee Relations Director and the 
Secretary for Personnel will be notified.  

5.2.8 Co-operate with the police, Salvation Army investigators and other authorities during an investigation related to 
workplace harassment, discrimination or violence.  If you give evidence, information or if otherwise involved in 
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the process, you must keep this information confidential, except when disclosure is necessary to effectively deal 
with an issue. 

5.3      RESPONSIBILITIES OF DIVISIONAL HUMAN RESOURCES  
5.3.1 Promote and support a workplace that is free from harassment, discrimination and violence, and offer worker 

training and awareness programs. 
5.3.2 Notify and consult the Territorial Director of Employee Relations when a formal investigation to a complaint is 

recommended. 
5.3.3 Provide guidance and support to the workplace parties involved in a complaint under this policy including the 

provision of information on Employee and Family Assistance Program (for employees) and Pastoral Services 
(for officers) as applicable. 

5.3.4 Ensure confidential records are maintained. 

5.4 RESPONSIBILITIES OF THE TERRITORIAL EMPLOYEE RELATIONS DIRECTOR OR DESIGNATE  
5.4.1 Promote and support the harassment, discrimination and violence prevention policy in the organization. 
5.4.2 Ensure the Secretary for Personnel is advised of all incidents. 
5.4.3 Assign investigators to complaints/incidents.  This may be in conjunction with the Secretary for Personnel if an 

officer is party to the complaint/incident. 
5.4.4 Provide guidance and support to the workplace parties involved in a complaint/incident under this policy 

including the provision of information on Employee and Family Assistance Program and Pastoral Services as 
applicable. 

5.4.5   Receive the formal investigation report from investigators. The report will be distributed to the Divisional 
Commander/Department Head and  to the Divisional Director of Employee Relations. Where a Salvation Army 
officer is the complainant or respondent, the Secretary for Personnel will also receive the report.  

 
  In cooperation with the Division/Department Head appropriate action will be taken based on findings of the investigation.  
 
 Where a Salvation Army officer is the complainant or respondent, the Secretary for Personnel will take appropriate 

action. 

5.5 RESPONSIBILITIES OF THE INVESTIGATOR 

5.5.1 Promote and support the harassment, discrimination and violence prevention policy in the organization. 

5.5.2 Conduct the investigation of a formal complaint or violent incident in accordance with the investigation 
guidebook. 

6.0  PROCEDURE FOR INVESTIGATIONS OF HARASSMENT & WORKPLACE VIOLENCE 

6.6.1 When a complaint of workplace harassment or violence has been received, the procedures outlined in the 
Investigative Reference Guide will apply. 

 
Note:      In addition to the definitions under “Discrimination” Salvation Army officers are bound by Orders & Regulations 
and the ecclesiastical standards set within.   In the event of a conflict between the provisions of this policy and by Orders 
and Regulations, the latter shall take precedence.  
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STATEMENT OF POLICY 

The Salvation Army MHC, has a duty to protect residents from abuse or neglect, and promotes a policy of zero tolerance of 
abuse and/or neglect of residents.  
 
It is the policy of The Salvation Army MHC that any form of abuse by any person interacting with residents and staff, whether it is verbal, 
physical, sexual, mental, or any form of neglect or negligence, is forbidden and is subject to discipline up to and including termination.  
Visitors, volunteers or other parties who violate this policy will be required to leave the premises immediately, and the appropriate police 
force will be immediately notified of any alleged, suspected or witnessed incident of abuse or neglect that the home determines may 
constitute a criminal offence.   
 
The Salvation Army MHC is equally committed to ensuring a safe and supportive work environment free of threats and abuse, for all its 
employees and volunteers caring for residents. Physical, psychological, verbal, mental, or sexual harm from residents cannot be used as 
defense for committing abuse of a resident. 
 
This policy of zero tolerance for abuse and neglect of residents will protect residents by providing: 
 

a) procedures or interventions to assist and support residents who have been abused and neglected, or allegedly abused and 
neglected  
b) procedures or interventions to appropriately deal with persons who have abused or neglected or allegedly abused and 
neglected, a resident 
c) measures and strategies to prevent abuse and neglect 
d) the manner of investigation of alleged, witnessed or suspected acts of abuse or neglect 
e) procedures or interventions to assist and support residents who have been abused and neglected, or allegedly abused and 
neglected.  

 
APPLICATION OF POLICY: 
 
Training of Staff Procedure 
 
1. All new and existing employees will be educated to the MHC policy to promote zero tolerance of abuse and/or neglect of 

residents, and informed of the home’s duty to protect residents from abuse or neglect.  

2. Education on the abuse policy is included as part of the orientation process for all staff, private companions, students and 
volunteers. This will be documented on the staff’s, private companion’s and volunteer’s orientation check list. 

3. Every year the Administrative Executive Committee will review the Resident Non-Abuse Policy and ensure educational in-services 
are available for staff within their department.  All persons in attendance must sign a sheet documenting proof of attendance. 
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4. In accordance with the home’s duty to protect residents from abuse and neglect, each staff member, private companion, and 
volunteer will be strongly encouraged to observe and report symptoms of stress in work situations that if, left unchecked, could 
result in resident abuse.  

5. Staff will be trained and informed that the consequences of not reporting witnessed or suspected abuse or neglect, or in 
participating in abuse or neglect, will lead to discipline, up to and including possible termination.  

Reporting of Abuse or Neglect Procedure 
 
1. Any employee or person who witnesses, suspects or is notified of an alleged incident of abuse or neglect, must immediately report 

it to their supervisor or most senior supervisor available.  
2. The supervisor must immediately report the alleged incident of abuse or neglect to the Territorial Abuse Advisor for guidance in 

the next steps. 
3. During evening and night hours, the Executive Director, the Director of Care and/or Manager on Call must be informed of the 

witnessed, alleged or suspected incident of abuse or neglect. The Executive Director or Designate must immediately report the 
suspicion and the information upon which it is based of abuse of a resident by anyone or neglect or the resident, to the Director as 
per the MOHLTCA 2007 Section 24. 

4. Employees who witness incidents of resident abuse and fail to promptly report the same to supervisory personnel are subject to 
disciplinary action, up to and including termination. 

5. The DOC, ADOC, Nurse Designate and/or Charge Nurse will be informed of the incident and will ensure that the resident is 
protected from any further risk of abuse, by taking immediate action.  This action may include: 
 

 immediately relieving staff person from their duties and sending them home, with pay, pending an investigation 

 re-assigning the duties of the staff person involved 

 immediate re-instruction and/or re-direction of staff person involved  

 continuous monitoring of staff person involved  
 

6. The Executive Director or Designate will immediately, upon becoming aware of an alleged, suspected, witnessed incident of 
abuse or neglect of the resident that has resulted in a physical injury or pain to the resident or that causes distress to the resident 
that could potentially be detrimental to the resident’s health or well-being, inform the substitute decision-maker and any other 
person specified by the resident. 

7. The Executive Director or Designate will immediately, upon becoming aware of an alleged, suspected, witnessed incident of 
abuse or neglect of the resident that  may constitute criminal offense, ensure that the appropriate police force is notified. 

 
Investigation Procedure 
 

1. As per the MOHLTCA 2007 the Executive Director or Designate shall ensure that every alleged, suspected or witnessed incident 
of abuse of resident by anyone and neglect of resident is immediately investigated 

2. The Nurse Designate and/or Charge Nurse to whom the incident has been reported will conduct an inquiry and complete a 
preliminary written report before going off duty.  

3. All staff having knowledge of the incident will remain on duty until they are excused by the individual conducting the inquiry.  
4. The Nurse Designate and/or Charge Nurse, will partner with another registered staff or employee, and immediately perform a 

physical assessment of the resident, whenever the incident involves alleged, suspected or witnessed, physical or sexual abuse or 
neglect.  

5. Documentation of the preliminary written report shall contain the following: 

 What happened? 

 When did it happen? 

 Who was involved and who was a witness to the event?  

 Is there anyone in the immediate vicinity who may have some direct or indirect knowledge of the circumstances? 

 Where did it happen?  

 Why did it happen and was there anything that could have prevented it from happening? 

 Written statements from witnesses. 
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 Any other significant information relating to the incident. 

 The resident will be assisted and supported and not left alone during the preliminary investigation.  
 

6. The Executive Director or Designate will ensure that a report of the results of the investigation is submitted to the Director  
RRIISSKK  MMAANNAAGGEEMMEENNTT  AACCTTIIVVIITTIIEESS  

 

     1. The findings of the preliminary inquiry must be conveyed immediately to the Executive Director and Director of Care or designate 
to determine whether: 

 Sufficient evidence exists to substantiate an allegation of abuse  

 Further investigation is required to substantiate abuse 

 If this constitutes a criminal offence and the need to involve the police  

 Staff termination is warranted. 
 

2. Mandatory reporting to the MOHLTC will occur for all incidents where improper or incompetent treatment or care of a resident, 
resulted in harm or risk of harm to the resident 

3. Where abuse has been confirmed, resources will be available to assist the abused resident and the person responsible for the 
abuse.  A list of local resources and supports is available through the Social Worker or Director of Care.   

4. The allegation of abuse must be dealt with immediately and a response to the complainant must be provided within 10 business 
days, specifying what has been done to resolve the complaint and whether it was substantiated 

5. Documentation of all the steps of the investigation, resolution and response will be kept by the Home and all incidents will be 
analyzed at least quarterly with documented improvements and action plan. 

 
INTERVENTIONS WITH STAFF- CONSEQUENCES 

 
Any staff or person participating in a confirmed situation of abuse or neglect is subject to discipline action, up to and 
including termination.  
Any alleged, suspected or witnessed incident of abuse or neglect, that the home determines may constitute a criminal offence, will 
result in the appropriate police force being immediately notified.  
Visitors, volunteers or other parties who violate this non abuse policy will be required to leave the premises immediately. 
Where a health professional (as defined by the Regulated Health Professions Act) is involved in an allegation of abuse, reporting 
requirements, which are outlined in the Regulated Health Professions Act, will be followed. In accordance with the requirements of 
their individual licensing body, the health professional will be reported to their respective professional college, where upon their college 
will be informed of any  confirmations of abuse or professional misconduct.   

 
PREVENTION AND EDUCATION 
 
Training and re-training of staff will include: 
 

 training on the relationship between power imbalances between staff and residents 

 the potential for abuse and neglect by those in a position of trust, power and responsibility for resident care 

 situations that may lead to abuse and neglect 

 strategies on how to avoid and prevent situations that may lead to abuse and neglect  
 
EVALUATION 
 
At a minimum, a quarterly evaluation is made to determine the home’s effectiveness in promoting zero tolerance of abuse and neglect. This 
evaluation will include:  
 

 prompt analysis of each incident of abuse or neglect of a resident  

 identifying changes or improvements which will prevent further occurrences 

 prompt implementation of recommended changes and improvements 

 documentation and communication of the evaluation- dates, persons involved, changes and improvements that occurred 
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DEFINITIONS 
 
ABUSE  
 
There is zero tolerance for either abuse or neglect of a resident within the MHC. Abuse can take many forms, and can occur as the 
unwarranted and/or inappropriate use of physical force, psychological stress, non-consensual physical contact of a sexual nature, or 
financial misuse of resident’s funds.   

PHYSICAL ABUSE 

a) The use of physical force by anyone other than a resident that causes physical injury or pain  
b) Administering or withholding a drug for an inappropriate purpose 
c) The use of physical force by a resident that causes physical injury to another resident 

 
Physical abuse includes but is not limited to: 
 

 attacking 

 slapping, striking 

 hitting, pinching 

 rough handling 

 pushing 

 misuse of restraints 

 forced confinement to room 

 beating, cutting, burning 

 over/under medication 
 
Indicators: unexplained injuries, untreated medical problems, history of accidents, signs of over/under medication   
 
The police will be notified immediately of any alleged, suspected or witnessed incident of abuse or neglect of a resident, that the 
home suspects may constitute a criminal offence. 
 
EMOTIONAL ABUSE 
 
Emotional Abuse is defined as any threatening, insulting, intimidating or humiliating gestures, actions, behaviours comments, or remarks, 
including imposed social isolation, shunning, ignoring, lack of acknowledgement or infantilization that are performed by anyone other than a 
resident.   
 
OR 
 
Emotional Abuse is defined as any threatening or intimidating gestures, actions, behaviours or remarks by a resident that causes alarm or 
fear to another resident where the resident performing the gestures, actions, behaviours or remarks understands and appreciates their 
consequences.  
 
Preventing a resident from making decisions which affect their own life is also considered to be abuse. 
 
Emotional abuse may cause emotional anguish, fear, or diminish the self esteem or dignity of an individual and includes but is not limited 
to: 
 

 Humiliation, Intimidation 

 Infantilization 

 Imposed or sudden isolation 
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 Threats and instilling fear 

 Withholding companionship or desired items 

 Removal of the decision making process 
 
Indicators: Fear, uneasiness, anxiety, depression, withdrawal, cowering, changes in behavior, avoidance of contact with caregiver.  
 
The police will be notified immediately of any alleged, suspected or witnessed incident of abuse or neglect of a resident, that the 
home suspects may constitute a criminal offence. 
 
FINANCIAL ABUSE 
 
Financial Abuse is defined as the misappropriation or misuse of a resident’s money or property, or assets.  
 
Employees must not be involved in the financial affairs or hold a Power of Attorney for any resident of MHC.  
 
Financial abuse includes but is not limited to 

 Theft 

 Extortion 

 Unauthorized consumption of resident food.  

 Misusing residents’ telephones to place local and long distance calls 

 Withholding money 

 Cashing a cheque without authority 

 Misusing a Power of Attorney 
 
Indicator: Irregular handling of a resident’s financial affairs, including misuse of Power of Attorney. Overdue accounts, forged signatures on 
cheques, over charging for services, or theft by a person holding a Power of Attorney 
 
The police will be notified immediately of any alleged, suspected or witnessed incident of abuse or neglect of a resident, that the 
home suspects may constitute a criminal offence. 
 
SEXUAL ABUSE 
 
Sexual Abuse is defined as any consensual or non-consensual touching, behaviour, or remarks of a sexual nature, or any sexual 
exploitation that is directed towards a resident by a staff member  
 
OR  
Any non-consensual touching, behaviour, or remarks of a sexual nature, or sexual exploitation directed towards a resident, by a person 
other than a staff member  
 
Sexual abuse includes but is not limited to: 
 

 Sexual Speech or inappropriate verbal exchange of a sexual nature 

 Unwanted Touching 

 Unsolicited sexual contact of any kind 

 Sexual Molestation 

 Rape 
 
Indicator: signs of sexual assault, discomfort, fear, uneasiness, anxiety, depression, withdrawal, cowering, changes in behavior, avoidance 
of contact with caregiver.  
Note: The definition of sexual abuse does not include the touching, behaviour, or remarks of a clinical nature that are appropriate to the 

provision of care or in assisting the resident with activities of daily living.  
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The police will be notified immediately of any alleged, suspected or witnessed incident of abuse or neglect of a resident, that the 
home suspects may constitute a criminal offence. 
 
VERBAL ABUSE 
 
Verbal Abuse is defined as any form of verbal communication of a threatening or intimidating nature, or any form of verbal communication 
of a belittling or degrading nature which diminishes a resident’s sense of well-being, dignity or self-worth, that is made by anyone other 
than a resident 
 
OR 
 
Verbal Abuse is defined as any form of verbal communication of a threatening or intimidating nature, made by a resident that leads another 
resident to fear for hi or her safety where the resident making the communication understands and appreciates its consequences 
 
Verbal Abuse includes but is not limited to:  
 

 Name calling 

 Scolding, Yelling 

 Abusive language, Swearing 

 Rude and offensive comments 

 Sarcasm, Mocking, Ridiculing 
 
Indicators: Fear, uneasiness, anxiety, depression, withdrawal, cowering, changes in behavior, avoidance of contact with caregiver.  

NEGLECT 

This may be active or passive neglect which is manifested by a refusal or failure to provide a resident with the treatment, care, services, or 
assistance required for health, safety, or well-being. It also includes a pattern of action or inaction that jeopardizes the health, safety or 
well-being of one or more residents. 
 
Neglect includes but is not limited to: 
 

 Unreasonably ignoring a call for assistance. 

 Refusing to provide assistance to the bathroom when the resident requests or requires such assistance. 

 Neglect of physical needs with respect to cleanliness such as grooming, bathing, hair, oral and nail care 

 Sensory deprivation by not providing the resident with their glasses, hearing aids, dentures, or through prolonged inactivity 

 Withholding meals, snacks or nutritional fluids 

 Lack of necessary safety precautions to prevent injury to the resident 
 
 

Indicators: Malnourishment, dehydration, confusion, unkempt appearance, lack of personal aids, frequent and/or unexplained injuries.  
 
 
REFERENCES: 
 
Policy #1.1.26 Staff Reporting & Whistle-blowing Protection 
The Long Term Care Act, 2007 
Ontario Regulation 79/10 
The Salvation Army Operating Policy 0202 Whistleblower Policy 
The Salvation Army Territorial Abuse Policy 
The Salvation Army Abuse Prevention Policy Manual 
The Salvation Army Abuse Prevention Resource Manual 
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Preamble and Purpose 
 
This policy is part of the MHC’s ongoing efforts to identify and respond to any conduct that may pose a risk of harm to residents or staff, or 
to the operation of the Home.   
This policy reflects the strong whistle-blowing protections in the Long-Term Care Homes Act, 2007 
Section 26 of the LTCHA forbids retaliation or threats of retaliation against a person for disclosing anything to an inspector or the Ministry of 
Health and Long-Term Care Director, or for giving evidence in a proceeding under the LTCHA or during a coroner’s inquest.  Under section 
26, staff members, officers, and directors cannot discourage these disclosures. 
 
The purpose of this policy is as follows: 

1. To encourage and enable reporting within the MHC relating to breaches or suspected breaches of the MHCs policies, procedures or 
standards, and legislation that applies to the Home; 

2. To ensure that there is no retaliation against those who make reports in good faith under this policy; and 

3. To ensure compliance with reporting and whistle-blowing provisions of the LTCHA 

 
Staff Reporting 

Any staff or board member who is aware of or suspects any of the following must report it as soon as possible in accordance with the 
reporting procedures in this policy: 

1. Improper or incompetent treatment or care of a resident; or unlawful conduct that affects or may affect a resident 

2. Abuse of a resident by anyone, or neglect of a resident by a staff member or board member of the Home. This includes misuse or 
misappropriation of resident property 

3. Verbal complaints concerning resident care or operation of the Home 

4. Breach of the Home’s policies, standards, procedures or by-laws, or breaches of legislation or government policy that applies to 
the Home, including the LTCHA and its regulations 

5. Any retaliation against a person for making a report under this policy, or for disclosing anything to an inspector or the MOHLTC 
Director, or for giving evidence in a proceeding under the LTCHA or in a coroner’s inquest. 

 
No Retaliation or Discouragement of Reports 
The Home will protect staff members and board members from harassment, coercion, penalty or discipline in the context of the following: 

1. Reports in good faith under this policy, and 
2. Disclosure of anything to an inspector or the MOHLTC Director, or giving evidence in a proceeding under the LTCHA or during a 

coroner’s inquest. 
 
 
The Home will protect a resident (and his or her family members, SDM, and persons of importance) against any threats or discrimination in 
connection with the resident’s disclosure of anything to an inspector or the MOHLTC Director, or his or her giving evidence in a proceeding 
under the LTCHA or during a coroner’s inquest. 
 
Staff members and board members must not do anything to discourage any of the following: 

1. Reports under this policy, 
2. Mandatory/immediate reports under the LTCHA, and 
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3. Disclosures to an inspector or the MOHLTC Director, or the giving of evidence in a proceeding under the LTCHA or during a 
coroner’s inquest.  

 
A staff member or board member who retaliates, threatens a resident, or discourages a report in breach of this policy may be subject to 
disciplinary action, which may include termination or removal.  
 
Reporting in Good Faith 

In making a report under this policy, a person must not act maliciously or in bad faith. A person who makes a report maliciously or in bad 
faith may be subject to disciplinary action, which may include termination or removal. 

  

PPRROOCCEEDDUURREE  
 

A. Reporting 

1. The Home will process and respond to reports of resident abuse and neglect through its Policy to Promote Zero Tolerance of 

Abuse and Neglect. 

2. The Home will process and respond to verbal complaints through its complaints policy/procedures. 

3. All reports under this policy should be to a staff member’s immediate supervisor or manager.  Where an immediate supervisor is 

implicated, or where a staff member is uncomfortable reporting to their supervisor, the report should go to the next level of 

leadership or a member of senior management. 

4. Board members should report to the Chair or Vice-Chair, where appropriate.  

5. Reports concerning management staff members should be to the Administrator/CEO; or if the report implicates the 

Administrator/CEO, to the Board Chair.  

6. Reports concerning conduct of professional staff or service providers (physicians and medical students, dentists, nurses in the 

extended class, Director of Care, supervisors) should be to the Administrator/CEO.  

7. A staff member or board member who experiences any form of retaliation before or after submitting a report should immediately 

inform their supervisor or a member of the management team; or in the case of a board member, the Board Chair or a Vice-Chair. 

 

B. Investigation 

1. The person receiving the report will review, and if warranted, investigate and resolve the subject matter of the report.  Where 

necessary, that person will advise or involve members of senior management.  

2. Responsibility for investigation and resolution may be referred to senior management or the board.  The Homes expects staff 

members to cooperate during any investigation. 

3. If feasible and appropriate, the Home will inform the individual who made the report about the results of an investigation and the 

steps taken to address the conduct in question. 

  

C. Confidentiality 

The Home will accept reports under this policy on an anonymous or confidential basis.  The Home’s normal procedure will be to keep all 

reports confidential to the extent possible, subject to the need to conduct an effective investigation or to take action to comply with the 

LTCHA or other law.  The home will not tolerate any attempt by a person or group to identify a person who submits a report in good faith on 

an anonymous or confidential basis. 

 

D. Staff Orientation and Training  

Staff members will receive orientation and annual re-training on the reporting obligations under the LTCHA, the home’s internal procedures 

for reporting, and the whistle-blowing protections in the LTCHA.  
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APPENDIX A:  LTCHA MANDATORY/IMMEDIATE REPORTS 
 
The first excerpt sets out the matters that must be immediately reported to the MOHLTC Director - section 24(1). The second excerpt sets 
out certain staff to which this requirement does not apply – section 105 of the regulation and the definition of “staff” from the LTCHA. 
 
Reporting certain matters to Director 

24.  (1)  A person who has reasonable grounds to suspect that any of the following has occurred or may occur shall immediately 
report the suspicion and the information upon which it is based to the Director: 

1. Improper or incompetent treatment or care of a resident that resulted in harm or a risk of harm to the resident. 
2. Abuse of a resident by anyone or neglect of a resident by the licensee or staff that resulted in harm or a risk of harm to the 

resident. 
3. Unlawful conduct that resulted in harm or a risk of harm to a resident. 
4. Misuse or misappropriation of a resident’s money. 
5. Misuse or misappropriation of funding provided to a licensee under this Act or the Local Health System Integration Act, 2006. 

2007, c. 8, ss. 24 (1), 195 (2). 
Non-application re certain staff 

105.  Paragraph 4 of subsection 24 (5) of the Act does not apply to a staff member who, 

(a) falls under clause (b) or (c) of the definition of “staff” in subsection 2 (1) of the Act; 

(b) only provides occasional maintenance or repair services to the home; and 

(c) does not provide direct care to residents. O. Reg. 79/10, s. 105. 
 

“staff”, in relation to a long-term care home, means persons who work at the home, 

(a) as employees of the licensee, 
(b) pursuant to a contract or agreement with the licensee, or 
(c) pursuant to a contract or agreement between the licensee and an employment agency or other third party; (“personnel”) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2016 HEALTH AND SAFETY POLICY STATEMENT 

 

http://www.e-laws.gov.on.ca/html/statutes/french/elaws_statutes_07l08_f.htm#s24s1
http://www.e-laws.gov.on.ca/html/statutes/french/elaws_statutes_07l08_f.htm#s24s1
http://www.e-laws.gov.on.ca/html/regs/french/elaws_regs_100079_f.htm#s105
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The MHC is committed to providing safe and healthy environment for all employees and volunteers by “offering information, instruction and 
supervision to all employees and volunteers in order to protect the health and safety of employees and volunteers”. (25.(2)(a)OH&S Act 
and Regulations).  
 
To fulfil this commitment, everyone must work together to provide and maintain work environment that meets or exceeds all legislated and 
industry health and safety standards. MHC applies the continuous improvement process and strives to control or to eliminate all reasonably 
foreseeable hazards that may result in accidents, personal injury or illness, fire, security concerns, violence and other property damage. 
 
Health and safety in all workplaces is a shared responsibility. The Salvation Army, management, officers, supervisors, employees, 
volunteers, clients, visitors, contractors and subcontractors all have roles and responsibilities to work together to continually strive for 
health and safety excellence. Together we are responsible for accident prevention and therefore must be dedicated to workplace behaviour 
that supports a proactive approach. Everyone must lead by example and is expected to follow safe work procedures established in 
everyday transactions. 
We must all work with and support our health and safety program to ensure the necessary resources are made available to the program 
and to consider the health and safety impacts and opportunities in all decisions. 
 
Management, officers, employees and the Joint Health and Safety Committee must join together to control and eliminate hazards by 
continuing to support health and safety proactive prevention initiatives. Health and safety is a key requirement for our ministry’s success. 
 
 
With Blessings, 
 
 

Kris Coventry 
 
 
Kris Coventry  
Executive Director 
The Salvation Army Meighen Health Centre 
 


