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Victoria Park Community Homes 

155 Queen Street North 
Hamilton, Ontario, L8R  2V6 

 

 

Human Resource Specialist Report 
to the Human Resource Committee 

October 11, 2018 
 

PURPOSE 
 

The purpose of this report is to provide information to Members of the Human Resource 
Committee about  issues of significance that have transpired since the last report was submitted to 
the Human Resource Committee at its Thursday, June 21,  2018 meeting. 

 
 

1. STRATEGIC PLAN 2018-2020 
 

Strategic Priority # 3: Support and sustain a highly engaged and effective workforce. 
[Note: At every meeting I will update the HR Committee on the status of each task and milestone 
and after each one is reported as having been achieved, I will drop it from subsequent reports and 
report on the next task and milestone so only real-time progress will be reported.] 

 

• Tactic 3.8 Investigate Core-Competency Based Model 
 

Phase 2 – Task and Milestones 
2.2. Three (3) workshops were held for staff on the importance of a core competency-based job 
 description. 
 DONE. Workshops were held in June. 
Next Steps: 
2.3 Create a job description template. 
2.4 Review template from an organizational standpoint. 
2.5 MILESTONE 1: Job descriptions reviews and up to date.  
 Due date: December 2018. 
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• Tactic 3.9 Develop a succession plan for all key staff. 
 

Phase 1 - Task and Milestones 
1.1 Each Manager ensures new updated job descriptions include service delivery. 
 Due date:  End of 2018. All staff have begun reviewing their job summaries and were 
 informed that the deadline is December 2018. 

 

• Tactic 3.10 Support employee growth, productivity, and competency through individual 
performance plans. 

 

Phase 1 - Task and Milestones 
1.2 Workshop: Change Management 

DONE. All staff met with George Vandermey, Workshops were held in June and September 
(the latter, held on September 19, replaced the one for RMs that was cancelled in June due 
to a family emergency).  

1.3 Workshop: Leadership Development 
DONE. Senior and middle managers met in September for a half-day session with George 
Vandermey on September 17. 
 

• Tactic 3.11 Determine measurements for staff efficiency, workload, and engagement. 
1.1 Senior Management Team reviews all descriptions looking at workload and pressure points. 

Due date: May 2019. 
 

 

2. BILL 148  
 

3.1 Scheduling Requirement 
 

I reported at the last two HR Committee meetings that as of January 1, 2019 it appears that we will 
have to pay employees who are on call for three (3) hours of work at their regular wage rate (or 
higher, if applicable) for each 24-hour period they are on call. This applies even if, despite being 
available to work, they are either not called in to work or work less than three (3) hours. The legal 
advice we received is that the new scheduling requirement applies to our Resident Managers since 
the requirement does not expressly exclude them; however we also understood that the Ontario 
Non-Profit Housing Association (ONPHA) was seeking legal advice because it had heard similar  
 



Page 3 of 9 
 

 
 
 
 
concerns from providers across the province and would issue a communique on our exact concern 
in the coming months. We decided to wait for ONPHA’s direction. 

 
Since then there was a change in the provincial government in June and as recently as this month 
talk that the new government will scrap Bill 148  
(e.g. https://toronto.citynews.ca/2018/10/02/ontario-scrapping-bill-148/). 

  
 I followed up with ONPHA on October 3rd and was advised that: 

“…we do not have anything definitive on Bill 148 due to the election of a new government and the likelihood that 
there will be changes. Having said that, however, we did get some preliminary legal advice last spring and the 
consensus seemed to be that the requirement to pay a minimum of 3 hours for employees on call, even if they 
worked less than that would likely be applicable to non-live-in superintends but would likely not apply to live-in 
supers. This is based on the fact that while Bill 148 does not speak to residential superintendents directly, the 
existing Employment Standards Regulations exempt live-in supers from a number of statutory entitlements that 
other workers enjoy. As far as there being an exemption if  one is on call for an emergency, the Bill indicates that 
the 3 hour rule will not apply if the employee was on call for the purposes of ensuring continued delivery of 
essential public services. I would think that means that the nature of the emergency would determine whether it is 
applicable or not.” 

  
So at the moment it appears that we are currently required to comply with Bill 148`s scheduling 
requirement starting in 2019. The Management Team has not yet discussed this matter. I will 
request that it be an agenda item at the next Management Team meeting. 

 
3. ADP SOFTWARE CONVERSION 
 

My thanks to Ewa Arnister for preparing the following report: 
 

Timeframe 
The go-live date has been deferred to November 27 for November 30 payroll.  On August 16 I was 
notified by ADP that our Implementation Specialist went on leave two weeks prior. ADP has since 
assigned us a new Implementation Specialist who has taken over the project. This however led to a 
delay in the project completion timeline. It took about 4 weeks to catch up with the new 
Implementation Specialist and the September 11 go-live date was no longer realistic. ADP has 
mentioned a couple of times that they are at full capacity regarding implementing such projects. 
They were unable to accommodate our request to go-live for October 31 and November 15 payroll.  
 
Progress to Date 
We have completed the start-up, analysis, and configuration phases. We are currently in the 
conversion phase of the project migration. Victoria Park has completed and submitted all required  

https://toronto.citynews.ca/2018/10/02/ontario-scrapping-bill-148/
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data and spreadsheets for payroll, benefits, and the GL interface. The Victoria Park project team 
has been provided access to the Workforce Now environment and may begin entering data on an 
ongoing basis. During the next 6 weeks Victoria Park will be working in the Workforce Now system  
to conduct dual maintenance to ensure information that is being entered into Pay@Work is being 
recorded in Workforce Now, ensure security permissions for all staff are accurate, ensure all 
required reports are available, and staff registration and training.  Training consists of the 
following: training practitioners on all features of the system, training managers on approvals, and 
training staff on how to access and navigate the system. The Victoria Park project team also has to 
continue with the training modules that assist with implementing the new system. All staff will also 
have to register as a self-serve user by replying to an email sent to them from ADP before the go-
live date.  
 
My postscript: Ewa has completed all of the “Payroll Practitioner” on-line training which consists 
of 20 self-training modules varying in length from 1 hour to all day.  I have completed 
approximately one-third of it to date. 
 
 
4. RECOGNITION PROGRAM  

 
Several Years of Service recognition certificates were presented in September: 
• At the Resident Managers meeting on Wednesday, September 19, three Resident Managers 

were presented with certificates by Board Chair Steve Holman and Manager of Resident 
and Property Services Manager Charlene Thornhill: Jim Cooper celebrated 15 years and  two 
couples celebrated 20 years: Hilda and Obed Canning; Yvonne and Michael Alexander. 

 

 
L to R: first row; Hilda Canning; Jim Cooper; Yvonne Alexander 

Back row: Charlene Thornhill; Steve Holman 
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• At the Corporate Update on September 24 Board Chair Steve Holman and Executive 
Director Lori-Anne Gagné presented Veronica Fowler, Manager of Finance and 
Administration, with her certificate for 15 years of service. 

 

 
L to R: Lori-Anne Gagné; Veronica Fowler; Steve Holman 

 

 
5. HEALTH AND SAFETY 

 
7.1 WSIB:  June 14 – October 4, 2018 
* One Form 7 was submitted. The employee did not lose time or wages. 
• As reported by Veronica Fowler, CGA, CPA, Manager of Finance and Administration at the 

August 22, 2018 meeting of the Finance Committee, all source deductions were submitted 
on their approximate due dates with the exception of the WSIB premium for the month of 
January which was paid on March 8th. In addition, due to the 2017 Annual Reconciliation for 
WSIB, Victoria Park has a credit on our account; therefore, of the 44,732.21 claimed for the 
month of March, we paid only $4,202.23 on April 26th. 

 
7.2  Fatality at The Village (VP25) 
 A man died by suicide after jumping from the 18th floor of the Village on Sunday night, 

September 16. As a result, the exit ramp of the garage was closed from approximately 11:00 
p.m. to 1:30 a.m. No media arrived on the scene; however, there was some difficulty getting 
Residents not to use their electronic devices at ground level. Village staff performed very 
well both in terms of cleaning up and supporting each other. Following consultation with 
Resident Services and Property Services Managers Charlene Thornhill and Cooper 
Donmoyer on Monday, I met with all Village Staff collectively to express Management`s  
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appreciation of their performance and support of each other and to remind them of Victoria 
Park`s confidential Employee Assistance Program and gave each of them an information 
card about the EAP. 

 
 7.3 Sick Time  

Attachment A shows an overview of employee attendance based on paperwork received to 
date for the period of January 1-September 17, 2018. Attendance for Office staff and for 
Resident Managers / Maintenance Staff is shown according to the following categories for 
this year and last year for comparison purposes: 
• Sick Days per day of the week 
• Number of Employees: Total Days Absent 
 
The comparison shows that: 
• Office Staff have taken a total of 44 sick days so far this year compared to 90 during  
  the same time last year. Note, however, that this year: 

 only one office employee has taken short-term disability leave whereas last 
year three employees took it during this period; and 

 13 employees have not taken any sick days compared to 11 last year during 
this period. 

• Resident Managers and Maintenance Staff took 20 sick days compared to 39 sick  
  days during the same time this year. Note, however, that this year: 

• No employees have taken short-term disability leave whereas one employee 
took it  last year during this period; and 

• 33 of these employees have not taken any sick time so far this year compared 
to 30 last year during this period. 

 
 7.4 Short-Term / Long-Term Disability Leaves 

• No employees are on short-term disability leave.  
• Two employees are on long-term disability leave. It has been determined that one of 
 these employees will not be able to return to work in any capacity for the foreseeable 
 future and his/her claim has been moved to the provider’s long duration team. They 
 will follow up for annual updates. 
• The other employee remains on long-term disability. There is no anticipated date for 
 return to work at this time. 
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7.5   New Health and Safety Policies 
 Attachment B contains four new Health and Safety policies drafted by the Joint Health and 
 Safety  Committee. Two of these were formerly HR policies and rescinded by the Human 
 Resource Committee during the recent policy review because they were operational in   

  nature; the other two policies are brand new. These policies are presented for your   
  information prior to being distributed to staff: 
 

• B1.3 Personal Protective Equipment 
• B1.4 Workplace Inspection Procedure 
• C1.1 Reporting Injuries and Illness 
• C3.5 Good Housekeeping at Work 

 
Many thanks and special recognition are due Lorna Mills, Property Manager, and Gail 
Stadnicki, Resident Manager, who were instrumental in developing these policies. 
  

6. GROUP INSURANCE COVERAGE FOR RESIDENT MANAGER COUPLES 
 
It has been a practice at Victoria Park, going back many years and regardless of the payroll 
arrangements, that when we hire a Resident Manager couple, one member of the couple enrolls 
in the group insurance plan and selects family coverage so both members of the couple (and 
their children, when applicable) are covered.  
 
Following an enquiry with Sun Life on a related matter, I was advised that if both members of a 
couple are VP employees and eligible for benefits, then both should be enrolled separately. The 
determining factor for eligibility is the number of hours each employee works: If an employee 
regularly works more than 20 hours a week, they are eligible for group insurance coverage. 
 
Based on this, we will be enrolling six new employees who are part of a Resident Manager 
couple in Victoria Park’s group insurance plan. Based on their coverage selection (single or 
family), there will be a cost impact on the property’s budget. 
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7. ANNUAL BASEBALL GAME 
 
Victoria Park`s 6th annual baseball game took place on Thursday, September 27th following a 
barbecue. Two teams of 12 players each consisting of Office staff, Resident Managers, and 
Maintenance staff were cheered on by their colleagues on a beautiful autumn day in the park. 
Many thanks go to Selim Elgharabli, Purchaser, Lorna Mills, Property Manager, and the Village 
staff for organizing the barbecue and the game. 
 

 
Maintenance Attendant Bill Sherry runs to the plate! 

 
 
 

8. FOOD FOR THOUGHT 
9.1 Source: http://reports.weforum.org/future-of-jobs-2018/ 

 

http://reports.weforum.org/future-of-jobs-2018/
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Respectfully submitted, 
 
Darlene Robinson, CHRL 
Human Resource Specialist 
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Workplace Inspection Procedure 
 
Purpose: 
This procedure provides a format for ensuring that workplace inspections are conducted and 
consistent.  This standard applies to all areas of the office and The Village workplace. 
 
All employees will follow the standard and participate in workplace inspections.  All 
employees have roles and responsibilities in the workplace inspection procedure. The success 
of this procedure relies on the participation of all employees. 
 

Roles and Responsibilities/Procedure 

Inspections by Manager: 
 
The manager will complete a daily visual inspection and a monthly inspection. 

 
Daily visual: 
1. Identify health and safety hazards, equipment maintenance issues, hazard control 

effectiveness and housekeeping problems.   
2. Record any issues found and remedial action taken in Manager’s notebook. 

 
     Monthly: 

1. Identify health and safety hazards, equipment maintenance issues, hazard control 
effectiveness and housekeeping problems during monthly inspection with joint 
health and safety representative. 

Inspections by Workers: 

Employees are to report any health and safety hazards, equipment maintenance issues, 
hazard control effectiveness and housekeeping problems to any member of the joint 
health and safety committee.  Suggestions for improvement should be noted. 
1. Document the inspection including deficiencies on the checklist provided. 
2. Submit the completed checklist to Manager.  

Inspections by Worker Health and Safety Representative: 
 
The worker health and safety representative will schedule monthly workplace 
inspections.  The purpose of the inspection is to identify health and safety hazards, 
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equipment maintenance issues, completion of previous issues noted on past inspection 
forms, hazard control effectiveness, training needs and housekeeping issues. 
 

1. Prepare for inspection by reviewing previous reports. 
2. Be familiar with the work processes and work areas. 
3. Review workplace requirements as necessary (e.g. standard procedures, training 

records, etc.) 
4. Wear the required Personal Protective Equipment (PPE). 
5. Use Monthly Workplace Inspection Recording Form as a guide to 

ensure a thorough inspection. 
6. Document all substandard or unsatisfactory conditions using the 

Workplace Inspection Recording Form. 
7. Check to see if previous actions are complete. 
8. Recognize good practices and note when procedures are followed. 
9. Document suggestions for resolving on the Workplace Inspection Recording 

Form. 
10. Take corrective action immediately when possible/necessary. 
11. Submit the Workplace Inspection Recording Form to the Employer once the 

inspection is complete. 
12. Employer will review the Workplace Inspection Recording Form and initiate/plan 

appropriate corrective action where necessary within one week (or immediately if 
needed). 

13. Employer will post a copy of the completed Workplace Inspection Recording 
Form identifying action taken to resolve hazards noted during the inspection. 

14. Copies of the completed Workplace Inspection Recording Form will be: 
• Posted on the Health and Safety Board 
• Maintained on file by the Employer 
• Maintained on file by the Worker Health and Safety Representative 

 
Communication 

All Mangers, JHSC Members and/or Health & Safety Representative will 
attend workplace inspection training within 3 months of assuming their 
position. This inspection procedure will be communicated to all employees at 
new worker orientation, staff training sessions and/or meetings. Any changes to 
the inspection procedure will be communicated to employees at staff training 
sessions and/or staff meetings.  

 
Evaluation 

Employer will review compliance and effectiveness of inspection procedure at least 
annually by examining inspection records to look for trends, asking employees for 
feedback and walking around to see that inspection procedure is being followed. 
All workers will be evaluated on their understanding of the workplace inspection 
procedure. 

 
Forms 

Workplace Inspection Recording Form 
Inspection Checklists  
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Reporting Injuries and Illness 
 
Policy Statement 
 
Victoria Park Community Homes is committed to the provision of a safe and healthy workplace.    
In keeping with this goal, it is the policy of the company to ensure that all Employees are aware of 
the proper process for reporting a workplace injury or illness.  
 
Purpose 
 
To outline the obligations of the Employer and Employee for reporting accidental injury, disease, 
occupational illness, disabling injuries, fatalities and critical injuries.  
 
Terms of Reference 
 
OHSA – Occupational Health and Safety Act 
WSIB or Board – Workplace Safety and Insurance Board 
 
Roles and Responsibilities 
 
Employer/Manager 
 
Under the Workplace Safety and Insurance Act, upon learning of a work-related injury the 
Employee’s Manager will:  
 
First Aid: 
• Get first aid immediately, if needed.   
 
• Keep records of all first aid treatment or advice given to Employees who are injured or become ill 
 on the job.  
 
• Notify Health and Safety Committee or Representative.   
 
Accidental Injury or Disease: 
• If the Employee requires more serious treatment than first aid, the Employer arranges and pays for 
 transportation for medical care to a doctor, hospital or emergency center. 
 
• The Employer pays wages for day of injury. 
 
• Notify Health and Safety Committee or Representative.   
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• Complete and submit an Employer’s Report of Injury/Disease Form 7 within three calendar days, 
 each time that a work-related injury or disease causes a worker to: 
 - obtain health care and/or 
 - be absent from regular work require modified duties at less than regular pay 
 - require modified duties at regular pay for more than 7 calendar days from the date of incident  
 - earn less than regular pay at regular work 
 
• Answer all questions fully.  If you do not have all the required information, send in what you have, 
 making a note that you will provide the missing information as soon as possible.  
 
• Investigate the accident.  If you doubt the Employee’s version of the accident or injury, or if any 
 circumstances justify an investigation, state this on the form.  Attach a letter asking for an 
 investigation and give your reasons for the request. 
 
• Send the original to the WSIB, give a copy to the worker and keep a copy for your records. 
 
• When the Board assigns a claim number, attach it to your copy of the Form 7.  Make sure you 
 quote this number on all future reports and correspondence with WSIB.  
 
• Contact your worker as soon as possible after the injury.  
 
• Maintain communication throughout their recovery and return to work. 
 
Employee 
 
• All Employees are required to report any injury or illness to their Manager immediately or as soon 
 as is reasonable. 
 
• Get proper medical treatment immediately following a work-related injury or illness and follow 
 the recommendations of the health professional. 
 
• The Employee may either sign the Form 7 (in the appropriate space) or complete and return the 
 Worker’s Report of Injury/Disease Form 6 that will be sent to the worker by the Board.  The 
 Employee must give a copy of the Form 6 to the Employer.  
 
• In either case, the Employee is filing a claim and also agreeing to have the doctor release 
 functional abilities information to the Employer.  This consent is necessary in order to receive 
 benefits.   
 
• The Employee should also know the assigned claim number and that it should be quoted on all 
 correspondence with the Board.   
 
• Return to work after the injury with the second page of the Form 8, to discuss functional abilities 
 and workplace duties. 
 
• Be in regular contact with the Manager.  
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Health Care Professional(s) 
 
Health Care includes services provided at a hospital or health care facility and by health care 
practitioners, that is, doctors, registered nurses, chiropractors, physiotherapists or dentists. 
 
• The Employee’s Physician, Dentist or Chiropractor, as the case may be, must submit an initial 
 report to the Board.   
 
• When required, the Employee’s Physician must complete and return the Functional Abilities Form 
 for Timely Return to Work to the Board. 
 
• The Employee’s Chiropractor or Physiotherapist must submit to the Board the appropriate 
 Treatment Extension Request if treatment extends beyond the allowable time period.   
 
Employer/Manager 
 
While the Workplace Safety and Insurance Act deals largely with compensating workers wo suffer 
work-related injuries or illness, the purpose of the Occupational Health and Safety Act and the 
Industrial Establishments Regulations have requirements for reporting and/or recording workplace 
accidents that result in:   
 
Fatalities and Critical Injuries: 
• A critical injury is an injury that results in any of the following:  
 - places life in jeopardy 
 - produces unconsciousness 
 - involves the fracture of a leg or arm (but not a finger or toe) 
 - involves the amputation of a leg, arm, hand or food (but not a finger or toe) 
 - consists of burns to a major portion of the body 
 - causes the loss of sight in an eye 
 - results in a substantial loss of blood 
 
• If a worker is killed or critically injured on the job, immediately notify the following by telephone, 
 telegraph or other direct means: 
 - Ministry of Labour inspector 
 - Health and Safety Committee or Representative 
 - Trade Union, if any 
 
• Follow this up, within 48 hours, by a written report sent to the Ministry of Labour containing the 
 information specified in Content and Format of Reports.  
 
Occupational Illnesses: 
• If the Employer is advised that a worker has an occupations illness or has filed a claim with the 
 WSIB the employer must give written notice, within four days to the following:   
 - Ministry of Labour Director 
 - Health and Safety Committee or Representative 
 - Trade Union, if any 
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• The notice must contain all the information specified in Content and Format of Reports.  There is 
 no time limit for an Employee to file an occupational disease claim with the WSIB. 
 
Disabling Injuries: 
• A disabling injury is an injury that disables a worker from doing their usual work.  In the case of a 
 disabling injury, where no other person is killed or critically injured as a result of the incident, 
 give written notice within four days to the following: 
 - Health and Safety Committee or Representative 
 - Trade Union, if any 
 
• A copy of the notice must be given to a Ministry of Labour Director, if an inspector requires 
 notification of the Director.  Here, too, the report must contain all the information specified in 
 Content and Format of Reports.   
 
Content and Format of Reports 
 
Depending upon which of the above categories you are reporting, the following information in 
whole or in part, will be required in written reports or notices: 
 

a) the company name and address 
b) nature of the injury description of the  
c) injury that caused it 
d) description of the machinery or equipment involved 
e) time and place of the accident 
f) name and address of victim 
g) name(s) and address(es) of witness(es) 
h) name and address of attending physician or surgeon 
i) the type of business conducted 
j) steps taken to prevent recurrence 

A format for the report is not specified; make sure all the required information is given within the 
prescribed time frame and that no personal information about the worker (e.g., social insurance 
number, wages, and medical history) appears in the report. 
 
Health and Safety Committee or Representative 
 
• Analysis first aid records and Form 7s to identify such trends as:  
 - where most accidents happen 
 - what injuries and illnesses are most common 
 - what process, equipment, tools or materials are involved 
 
• Identify the need to revise procedures, modify equipment, change processes, substitute material, 
provide personal protective equipment or upgrade employee training programs, if any, to improve 
the health and safety program. 
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Retention of Reports and Records 
 
Keep all reports and records on file for at least one year or for such longer period necessary to 
ensure that two most recent reports or records are kept. 
 
Forms 
WSIB Form 6 – Worker’s Report of Injury or Disease 
WSIB Form 7 – Employer’s Report of Injury or Disease 
WSIB Form 8 – Health Professional’s Report 
Letter to the Health Professional  
Functional Abilities Form  
Return To Work Program Plan  
Sample letter of offer  
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Good Housekeeping at Work 

Purpose: 

To provide guidelines on maintaining a professional, safe and healthy work environment.  Good 
Housekeeping means having no unnecessary items about and keeping all necessary items in their 
proper places. 

Policy: 

Victoria Park Community Homes expects employees to help keep the general and individual 
work areas clutter free. Accordingly, the following practices shall be observed: 

• Keep work areas clean. 
• Keep aisles clear – closing file cabinet drawers immediately after every use. 
• Keep exits and entrances clear. 
• Keep floors clean, dry and in good condition. 
• Vacuum or wet sweep dusty areas frequently. 
• Stack and store items safety. 
• Store all work materials (for example, paper products, flammable liquids, etc.) in 

approved, clearly labelled containers in designated storage areas only. 
• Use proper waste containers. 
• Keep sprinklers, fire alarms and fire extinguishers clear. 
• Clean up spills and leaks of any type quickly and properly. 
• Clean and store tools, items and equipment properly. 
• Fix or report broken or damaged tools, equipment, etc. 
• Keep lighting sources clean and clear. 
•     Follow maintenance requirements. 

‘Dangerous’ accidents are related to material handling and housekeeping.  Poorly stacked 
materials may fall or slide down and objects blocking areas could cause bumps, bruising or 
tripping. 
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When placing materials in storage areas: 

- Store heavy items (those weighing more than 6.8kg or 15lb) on shelves at a height 
between the shoulders and knees 

- Use a ladder or step stool to reach items on high shelves – avoid stretching 
 

� Store all objects securely on shelves and racks to keep them from falling over. 
� Leave enough room between the top of the stored goods and the ceiling in areas protected by a 
sprinkler system. 
� Always knock and slowly open the door of any walk-in storage area that enters directly into a 
high-traffic location. 
  Always watch for other staff when carrying hot food or beverages in the work space. 
�  Store flammable liquids in properly sealed containers and place them in a designated area. 
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