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Directional Policy Alignment:
This Administrative Procedure aligns with the Healthy Schools and Workplaces
Directional Policy 800. The Board recognizes that the health and well-being of our
students and staff are foundational to their success. A healthy environment involves
being respectful of one another’s social, emotional, spiritual and physical well-being. We
all have a collective responsibility to create healthy work environments to keep our
students and staff safe.

Alignment with Multi-Year Strategic Plan:
The Fitness for Duty and Substance Use Administrative Procedure supports the Board’s
Mission to educate students in faith-filled, loving, safe, inclusive schools to develop the
God-given abilities of each person. This Administrative Procedure aligns with the
Board’s Multi-Year Strategic Plan to Value Relationships, Nurture Mental Health and
Well-being and to Ensure Equity.
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Action Required:

1. Accommodation

Employees who suspect they have an addiction disability, or emerging issue related to
drugs and/or alcohol, are encouraged to seek medical and/or professional advice and
follow recommended treatment promptly. Employees are encouraged to consult their
supervisor, the Board’s Wellness Coordinator or designate and/or the Board’s Employee
and Family Assistance Program (EFAP) provider in the event they have concerns about
their own use of alcohol, recreational cannabis, misuse of prescription drugs or illicit
non-prescription drugs.

The Board is committed to working with employees who have or may have an addiction
disability. Employees are expected to adhere to work-related limitations that may be
imposed by the Board to appropriately accommodate them and to ensure the safety,
health, and welfare of the individual as well as students, other employees and the work
environment.

In order to promote a safe and healthy workplace, the Board is committed to providing
reasonable and appropriate accommodations and supports to employees who have
substance abuse addictions. Accommodations may include, but are not limited to:

● Modified duties or temporary reassignment;
● Providing information related to the Board’s Employee and Family Assistance

Program;
● Providing information related to available rehabilitation programs;
● Providing time to address treatment if medically documented and as per

Workplace Accommodation AP 503.

The Board understands that certain individuals may develop a dependency to certain
drug and/or alcohol substances, which may be defined as a disability under the Ontario
Human Rights Code. Employees play a role in the accommodation process and are
expected to cooperate with reasonable requests for medical documentation as per their
respective collective agreement if applicable, and to disclose if they suspect they have
an emerging addiction disability. Employees are also expected to seek appropriate
treatment promptly. Employees will not be disciplined for requesting help or due to
current or past involvement in a rehabilitation effort.

All medical information provided by an employee will be kept confidential by the Board,
unless otherwise authorized to be disclosed by law.

https://www.pvnccdsb.on.ca/wp-content/uploads/2018/10/AP503-Workplace-Accommodation.pdf
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2. Fitness for Duty

Employees are strictly prohibited from consuming alcohol while on Board property, at
school or Board sponsored events, unless specifically authorized by the Director of
Education (e.g. Board Annual Retirement Celebration). Employees are strictly
prohibited to use, possess, distribute, cultivate, and/or offer the sale of recreational
cannabis and illicit non-prescription drugs in the workplace.

The Board is committed to supporting the wellness of all employees and ensuring
fitness for duty when attending work. Employees have a professional responsibility and
are required to report to work fit for duty. This includes remaining fit for duty and doing
what is necessary to be in compliance with this administrative procedure while the
employee is at work.

Where there are reasonable grounds to believe that an employee may not be fit for duty
while on Board premises and/or at a Board sponsored event, a supervisor will follow the
steps outlined in Appendix A – Fitness for Duty Assessment Guidelines.

Where an employee is concerned about a co-worker who may not be fit for duty, they
must report such observations to their supervisor.

The Board reserves the right to discipline employees, up to and including termination of
employment, for failure to comply with this administrative procedure.

3. Prescription Medications

Employees on prescription medications which may impact their ability to perform their
duties safely must communicate to the Board’s Wellness Coordinator (or designate) the
usage of such prescription medication while at work, and any potential risk, or limitation
or restriction. Depending on the circumstances, duties may be modified, or employees
may be given a temporary reassignment if they are unable to safely perform the duties
of their position.

Employees seeking accommodation involving prescription medication must provide
medical documentation substantiating this requirement. Medical documentation
provided should also include details such as:

● What abilities, if any, are impaired, and for what duration;
● How long is it anticipated the medication will need to be taken; and
● Any behavioural side-effects.
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In order to promote a safe and healthy workplace, the Board is committed to providing
reasonable and appropriate accommodations and supports to employees who must use
prescription medications while at work that may impact their ability to perform their
regular duties. Accommodations may include but are not limited to:

● Changes in break schedules (for example, to allow people to take medication as
prescribed)

● Modified duties or temporary reassignment

Employees play a role in the accommodation process and are expected to co-operate
with reasonable requests for medical documentation, as per respective collective
agreements if applicable, and to disclose if they are taking prescription medication
which may impact their ability to perform their regular duties. Employees are not
required to disclose what prescription medication they are on, but must advise if the
side effects of the medication may impact their ability to perform their work safely.

All medical information provided by an employee will be kept confidential by the Board,
unless otherwise authorized to be disclosed by law.

4. Medical Cannabis

The Board has the same expectations for employees who use medical cannabis as those who
use all other types of prescription medication and will accommodate individuals up to the point
of undue hardship.

Employees may only use medical cannabis at work with appropriate documentation in their
names from a qualified health care practitioner as defined by the Cannabis Act.

If an employee must use medical cannabis while at work that may impact their ability to
perform their duties safely, they must inform the Board’s Wellness Coordinator (or
designate) as outlined in section 3 of this administrative procedure. The employee will
discuss their medical cannabis use schedule in the context of the accommodation plan
with the Board’s Wellness Coordinator (or designate) and their qualified health care
practitioner.

Employees do not have to disclose their specific medical diagnosis; however, they must
provide medical documentation from their doctor and a copy of the appropriate
documentation if accommodation is required.
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If an employee takes medical cannabis while at work, they shall do so only following the
recommended dosage and frequency of the doses.

Employees whose medical documentation supports the need to smoke or vaporize
medical cannabis during work hours must abide by all provincial smoking regulations
including, but not limited to, the Smoke Free Ontario Act.

In order to promote a safe and healthy workplace, the Board is committed to providing
reasonable and appropriate accommodations and supports to employees who are
prescribed medical cannabis. Accommodations may include but are not limited to:

● Changes in break schedules (for example, to allow people to take medical
cannabis as prescribed);

● Modified duties or temporary reassignment.

All medical information provided by an employee will be kept confidential by the Board,
unless otherwise authorized to be disclosed by law.

Responsibilities:

The Board of Trustees is responsible for:

● Ensuring alignment with the Healthy Schools and Workplaces Directional Policy.
● Reviewing the Fitness for Duty and Substance Use Administrative Procedure as

part of its regular policy and procedures review cycle.

The Director of Education is responsible for:

● Designating resources for ensuring the implementation of and compliance with
this Administrative Procedure.

Superintendents are responsible for:

● Ensuring Principals are consistent with the application of this Administrative
Procedure

● Ensuring that any employee for whom they have supervisory responsibility are
aware of the requirements under this Administrative Procedure.

● Ensuring steps are taken to protect the confidentiality and privacy of all
employees.
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Human Resource Services is responsible for:

● Working with the immediate supervisor to ensure the steps outlined in Appendix
A – Fitness for Duty Assessment Guidelines for Supervisors, are followed when a
concern is identified.

● Ensuring that all employees who suffer from an addiction disability are
appropriately accommodated to the point of undue hardship.

● Providing training to ensure that all supervisors are trained to recognize signs of
drug and/or alcohol use or misuse and identification of situations where an
employee may not be fit for duty.

● Referring or providing access to support as required, such as, but not limited to,
the Employee and Family Assistance Program (EFAP), disability management
and/or community supports.

● Ensuring steps are taken to protect the confidentiality and privacy of all
employees in accordance with the law.

Principals, Vice-Principals, Managers and Supervisors are responsible for:

● Ensuring staff whom they supervise are aware of the requirements under this
Administrative Procedure.

● Attending training to recognize signs of drug and/or alcohol use or misuse and
identification of situations where an employee may not be fit for duty.

● Addressing situations in which the supervisor observes behaviour which leads
them to reasonably believe that an employee is not fit for duty and/or appears to
be impaired and which impacts the employee’s ability to perform their job safely.

● Following the requirements of Appendix A - Fitness for Duty Assessment
Guidelines and working with Human Resource Services to safely remove the
staff member from their responsibilities in the workplace where there is a concern
about an employee’s fitness for duty.

● Referring or providing access to support as required, such as, but not limited to,
the Employee and Family Assistance Program (EFAP), the Board’s Wellness
Coordinator, and/or community supports.

● Ensuring steps are taken to protect the confidentiality and privacy of all
employees.

Staff are responsible for:

● Refraining from the use of alcohol, recreational cannabis and/or illicit
non-prescription drugs at work.

● Refraining from discussing their own use of alcohol, recreational cannabis and/or
illicit non-prescription drugs with students.

● Ensuring they are fit for duty while at work.
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● Reporting and maintaining ongoing reasonable communication with the Board’s
Wellness Coordinator while taking a prescription medication that may impact their
ability to safely perform their duties.

● Communicating an addiction disability to their supervisor and/or the Board’s
Wellness Coordinator or designate.

● Reporting to their supervisor if there is reasonable grounds to suspect another
staff member is not fit for duty due to the use of drugs and/or alcohol.

● Working with the Board to develop accommodation plans that are mutually
agreeable. 

● Taking medications as prescribed by a physician.
● Following the agreed upon accommodation plan and the guidelines of this

administrative procedure.
● Ensuring safe and secure storage of medications.

Progress Indicators:

Staff are healthy and well and are able to perform their job duties in a safe, secure, and
effective manner.

Definitions:

Addiction Disability - Severe substance abuse/ dependence as defined by s.5(1) of
the Ontario Human Rights Code.

Fitness for Duty – Able to perform duties in a safe, secure and effective manner; Not
under the influence of any drug (including but not limited to cannabis) alcohol, or
medications that will hinder job performance or compromise the safety of the employee
or others.

Medical Cannabis – cannabis which is prescribed by a physician with accompanying
medical documentation.

Substance - A substance is anything taken into the body that changes the way you
think, act and/or feel, including but not limited to:

● alcohol
● illegal narcotics
● recreational or medical cannabis
● over-the-counter and prescription medications
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RELATED DOCUMENTS:

APPENDIX A – Fitness for Duty Assessment Guidelines for Supervisors

REFERENCES:

PVNC Catholic District School Board Vision and Strategic Priorities
Workplace Accommodation AP 503
Smoke Free Ontario Act
Ontario Human Rights Code
Cannabis Control Act

https://drive.google.com/file/d/1zTwRMCfUItzqRpb_A27FsakmPyG-Ud7y/view?usp=sharing
http://www.pvnccdsb.on.ca/en/programsservices/strategicplanning.asp
https://www.pvnccdsb.on.ca/vision-mission-and-strategic-priorities/
https://www.pvnccdsb.on.ca/wp-content/uploads/2018/07/503-AP-Workplace-Accommodation.pdf
https://www.ontario.ca/laws/statute/17s26
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/17c26

