Presenter Notes:
The Road Map to Reporting Workplace Violence in Ontario School Boards: A Training
Resource for Principals and Staff (referred to as the Training Resource) supports the use
of the “Road Map” in Appendix H of the Ministry of Labour’s document Workplace
Violence in School Boards.
• The PowerPoint provides a step-by-step introduction to the Training Resource.
• Participants will benefit from having their own copies of the Training Resource on
hand during the PowerPoint presentation.
• A workshop using this PowerPoint to introduce the Training Resource can be
completed in about one hour.
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Presenter Notes:
Participants can be encouraged to follow the progress of the PowerPoint using their
own copy of the Training Resource.
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Presenter Notes:
(Contents)
The Training Resource introduces principals and school staff to the Road Map.
• The Training Resource highlights reporting requirements laid out in statutes and
policies.
• It sets out reporting duties.
• The appendices include a chart, definitions, scenarios, and additional information for
discussion and future use.
Please encourage participants to refer to the Training Resource for further information.
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Presenter Notes:
Here is the flow chart version of the Road Map.
Consider it a “bird’s-eye view” of the reporting processes that may be required in
response to a violent incident.
There are three main areas on the Road Map:
• The green section in the middle shows the required reporting process for workplace
violence under the Occupational Health and Safety Act.
• The blue section on the left shows the required reporting process for serious student
incidents under the Education Act and Ministry of Education policy.
• The aqua section on the right shows the required reporting process for work-related
injuries under the Workplace Safety and Insurance Act and Workplace Safety and
Insurance Board policy.
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Presenter Notes:
(Introduction)
• The Road Map is a practical tool for principals and staff to guide decision making
when following the reporting processes for violent incidents.
• These reporting processes are required by statute (laws) or policies.
• The Road Map focuses on reporting processes for violent incidents under the
Occupational Health and Safety Act (OHSA), the Education Act, and the Workplace
Safety and Insurance Act (WSIA).
• The Training Resource provides background information and additional resources to
support principals and staff in their use of the Road Map.
• The PowerPoint supports the use of the Training Resource.
The Provincial Working Group on Health and Safety.
• The Provincial Working Group on Health and Safety includes representatives from
school boards, teacher federations, education worker unions, principal associations,
and government.
• The Working Group members have a common goal: to help ensure that schools are
safe places to learn and work for all members of the school community.
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Presenter Notes:
(Roles, responsibilities, and rights)
In this section, the Training Resource takes a step back from the Road Map to review
some essentials on the next three slides:
• identifying workplace roles, even when different terms are used.
• workplace responsibilities that include required duties.
• the three basic rights for worker health and safety.
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Presenter Notes:
(oles, responsibilities, and rights -- Roles and responsibilities)
The statutes (laws) and polices that are included on the Road Map use different terms
to identify the school board, the principal, and board employees.
The use of these different but equivalent terms is carried into the Training Resource.
Each workplace party has an essential role in reporting processes for incidents of
violence:
• the school board as the employer;
• the principal as the supervisor; and
• school staff as board employees and workers.
In addition to their leadership role, the principal is also a board employee and a worker.
If the principal is a victim of workplace violence, with or without injury, reporting
requirements for board employees and workers also apply.
Under the OHSA, students on unpaid work experience programs are included in the
definition of “worker”. These students have the rights and responsibilities of workers
when they are on placement in a school board.
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Presenter Notes:
(Roles, responsibilities, and rights -- Roles and responsibilities)
Each statute identified on the Road Map sets out the duties of workplace parties in the
reporting process for violent incidents.
Following are more details about the examples provided, for your reference. Please also
refer to the Training Resource for more information.
Worker duty to report hazards.
Workers have a duty to report any contravention of the OHSA or the existence of
workplace hazards they know about to their employer or supervisor (OHSA, s. 28(1)(d)).
Reporting and investigating incidents of violence.
Under the OHSA, the employer must have a workplace violence program that includes
measures and procedures for workers to report incidents of violence to the employer or
supervisor; and also sets out how the employer will investigate and deal with incidents
or complaints of workplace violence (OHSA, ss. 32.0.2 (c) and (d)).
Reporting and investigating serious student incidents.
When a board employee becomes aware that a student may have engaged in a serious
student incident, the employee must report this matter to the principal, and the
principal must investigate the matter (Education Act, s. 300.2).
Employer’s duty to notify the WSIB.
The employer must notify the WSIB within three days after learning of an injury to a
worker that necessitates health care or results in the worker not being able to earn full
wages (WSIA, s. 21).

8

Presenter Notes:
(Roles, responsibilities, and rights – Workers’ rights to health and safety)
Each worker has three basic rights under the Occupational Health and Safety Act.
Following are more details about the examples provided for your reference. Please also
refer to the Training Resource for more information.
The worker’s right to participate
As a member of the Joint Health and Safety Committee, a worker can participate in
making recommendations to the employer for the improvement of the health and
safety of workers (OHSA, s. 9(18)).
The worker’s right to know
The employer and the supervisor have a duty to provide information to a worker
related to a risk of workplace violence from a person with a history of violent behaviour
– if the worker is likely to encounter that person in the course of their work and the risk
of violence is likely to expose the worker to physical injury. The provision of information
about this person is limited to what is reasonably necessary to protect the worker
(OHSA, s. 32.0.5).
The worker’s right to refuse unsafe work
A worker may refuse to work or do particular work where they have reason to believe
that this work, including the threat of workplace violence, is likely to endanger them or
another worker (OHSA, s. 43(3)). Note that Regulation 857: Teachers limits a teacher’s
right to refuse unsafe work. School boards have procedures for work refusal that
include the work refusal process for teachers. Employee unions offer support and
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information to workers about the work refusal process.
The OHSA prohibits employers from penalizing workers in reprisal for exercising their
rights under the OHSA.
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Presenter Notes:
(Getting started with the road map)
• The chart on this slide, and the questions on the next two slides, provide a “warm
up” for using the Road Map.
• The Road Map is divided into three sections as shown in this chart, each one
focusing on a different reporting process.
• Note that not all serious student incidents meet the criteria of a workplace violence
incident, and not all workplace violence incidents result in injury.
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Presenter Notes:
(Getting started with the road map -- Making the link between the Road Map and realtime reporting decisions)
• The answers to these four key questions can be helpful when making decisions about
reporting requirements.
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Presenter Notes:
(Getting started with the road map -- What type of incident is this?)
• The question ”What type of incident is this?” may have more than one answer,
meaning that more than one reporting process is required.
• If a violent incident between students results in an injury to a worker, then the Safe
Schools Incident Reporting Forms must be completed and the school board’s
reporting process for work-related injuries must also be followed. This includes the
use of the school board’s WSIB Reporting System where indicated.
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Presenter Notes:
(Getting started with the road map -- Dual reporting requirement)
• The image on the right of this slide, “Dual Reporting Requirement”, is an excerpt
from the Road Map.
• The OHSA definition of workplace violence is included in the Training Resource (1.
Reporting Workplace Violence Incidents (OHSA)) and on the Road Map.
• The list of serious student incidents is included in Appendix 2 and Appendix 5 of the
Training Resource.
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Presenter Notes:
(Following the road map)
• This section of the Training Resource summarizes each of the Road Map’s three main
reporting processes (OHSA, Education Act, WSIA) and provides information about
each step that may be required. These steps are shown on the Road Map as boxes.
• Note that the content of each Road Map “box” becomes a subtitle in the Training
Resource.
• This section begins by covering the reporting process under the Occupational Health
and Safety Act (OHSA) – the green section in the middle of the Road Map; then the
Education Act – the blue section to the left; and finally the Workplace Safety and
Insurance Act (WSIA) – the aqua section on the right.
• Presenter notes include legal references (e.g., Education Act, section 306) for the
presenter’s information. It is not necessary to give these references as part of the
presentation.

14

Presenter Notes:
(Following the road map -- 1. Reporting Workplace Violence Incidents (OHSA))
• The Ministry of Labour administers the Occupational Health and Safety Act (OHSA).
• The OHSA definition of workplace violence is located in the first green box shown on
this slide. (Read aloud if desired.)
• If an incident meets this definition, there are reporting procedures under the
employer’s workplace violence program that must be followed (OHSA, s. 32.0.2).
Following is a brief summary of the steps in the reporting process:
• The worker must report the incident to the supervisor or employer.
• The employer’s workplace violence program sets out how the employer will
investigate and deal with the incident (OHSA, s. 32.0.2).
• If the incident results in a fatality or critical injury (as defined in Regulation 834), the
employer must meet time-sensitive requirements to give notice to the Ministry of
Labour, the Joint Health and Safety Committee (JHSC), the health and safety
representative, and the union (OHSA, s. 51).
• If the incident results in an injury to a worker that requires medical attention or
disables the worker so that they are not able to perform their usual work, the
employer must meet time-sensitive requirements to give notice to the JHSC, the
health and safety representative, and the union (OHSA, s. 52).
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Presenter Notes:
(Following the road map -- 2. Reporting Serious Student Incidents)
• The Ministry of Education administers the Education Act.
• Under the Education Act, serious student incidents are activities for which
suspension or expulsion must be considered by the principal (Education Act, ss. 306
and 310). The Act sets out the duties of board employees and of the principal with
regard to the reporting process.
• Appendix 2 of the Training Resource includes a list of serious student incidents for
reporting purposes.
• PPM No.144, “Bullying Prevention and Intervention”, and PPM No. 145, “Progressive
Discipline and Promoting Positive Student Behaviour”, include ministry direction
about the required reporting process, including the use of the Safe Schools Incident
Reporting Forms (reproduced in Appendix 5 of the Training Resource).
• PPM No. 120, “Reporting Violent Incidents to the Ministry of Education”, identifies
seven types of violent incidents that school boards must report on an annual basis to
the Ministry of Education.
Please refer to the Training Resource for further details about these requirements.
Note: On October 17, 2018, sections 306 and 310 of the Education Act have been
amended on the subject of cannabis.
• The activity of possessing alcohol or illegal drugs has been amended to read
“alcohol, illegal drugs or, unless the pupil is a medical cannabis user, cannabis”.
• The activity of being under the influence of alcohol has been amended to read

16

“alcohol or, unless the pupil is a medical cannabis user, cannabis”.
• The activity of giving alcohol to a minor has been amended to read “alcohol or
cannabis”.
These amendments have also been reflected in changes to PPM No. 145 and the
Ministry’s Safe Schools Incident Reporting Forms.
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Presenter Notes:
(Following the road map -- Provincial Model for a Local Police/School Board Protocol)
• PPM No. 145 notes that school boards must follow the direction provided in the
Provincial Model for a Local Police/School Board Protocol (2015) (also called the
Protocol) with respect to incidents that require police notification and response.
• The Training Resource lists the types of incidents that call for mandatory and
discretionary notification of police. See Section 2 and Appendix 2.
• The Protocol includes further information regarding mitigating factors and other
factors of particular interest to the principal, such as occurrences involving students
under age 12 and investigations involving students with special education needs.
• Note that the Protocol’s directions for police notification do not replace school board
procedures for a board employee to call 911 in case of emergencies.
• The Protocol outlines the 22 key elements that must be included in local
police/school board protocols across the province. It also includes provincial policies
for lockdown procedures and bomb threat procedures in elementary and secondary
schools. The Protocol was established jointly by the Ministry of Education and the
Ministry of Community Safety and Correctional Services.
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Presenter Notes:
(3. Reporting workplace injuries (WSIA))
• The Workplace Safety and Insurance Board (WSIB) administers the Workplace Safety
and Insurance Act (WSIA).
• A workplace injury resulting from a violent incident should be recorded on the
school board’s workplace violence report and reported on the school board’s
incident/injury report.
• School board procedures for reporting workplace injury and illness help to ensure
that injured workers get the help they need; that steps can be taken for future
prevention of injury and control of risk; and that requirements for reporting to the
WSIB, if applicable, are met.
• If a workplace injury involves contact with blood or other potentially infectious body
fluids then this information should be included in the worker’s injury report to the
principal. This information should also be considered in steps taken for first aid and
medical attention.
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Presenter Notes:
(Appendices)
The Appendices include a chart, definitions, scenarios, the definition of critical injury,
and the Safe Schools Incident Reporting Forms.
• Appendices 1 and 2 provide quick reference guides that can support the use of the
Road Map and the Training Resource. These appendices are included in this
PowerPoint.
• Appendix 3 provides four scenarios that require decision making about reporting
requirements, as well as a template for future use. One of the scenarios is included
in this PowerPoint.
• Appendices 4 and 5 are not included in this PowerPoint; please refer to the Training
Resource.
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Presenter Notes:
(Appendices -- Appendix 1: Chart of reporting requirements for various types of
incidents)
• The question “What type of incident is this?” is one of the four key questions about
reporting an incident (see the section “Getting Started”).
• More than one reporting process may be required.
• This chart shows the connections between the type of incident that occurred and
the reporting process that is required.
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Presenter Notes:
(Appendices -- Appendix 2: Definitions related to reporting violent incidents)
Appendix 2 collects the definitions related to violent incidents (according to the
relevant statutes) as a quick reference guide. Included are definitions of:
• workplace violence
• serious student incidents
• violent incidents as laid out in PPM No. 120, and
• occurrences for which police response is mandatory and discretionary.
It is important to consult the original documents for additional information. (See
“Resources”.)
Note: On October 17, 2018, sections 306 and 310 of the Education Act were amended
on the subject of cannabis.
These amendments were reflected in revisions to PPM No. 145 and the Ministry’s Safe
Schools Incident Reporting Forms.
Further details about these amendments were provided in the presenter notes for the
slide “Reporting Serious Student Incidents”.
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Presenter Notes:
(Appendices -- Appendix 3: Scenarios about reporting requirements)
• Appendix 3 provides four scenarios that involve decision making about the reporting
requirements for violent incidents. Here is one of the scenarios.
• The scenarios are designed to provoke discussion about how the Road Map is used.
• Each scenario includes a completed checklist of reporting requirements and a
version of the Road Map with the required reporting actions flagged.
• Appendix 3 also includes a master template of the checklist, which could be used to
create new scenarios or adapted for practical use.
Please refer to Appendix 3 in the Training Resource to review this scenario with its
completed checklist and flagged Road Map.
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Presenter Notes:
(Resources)
The resource list includes hyperlinks to all documents cited in the Training Resource.
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