
THE HAMILTON-WENTWORTH CATHOLIC 
 

DISTRICT SCHOOL BOARD 
 
 
 

 
 

Believing, Achieving, Serving 

 
 

SAFE SCHOOLS MANUAL 
 
 
 
 
 
 
 
 
 
 

SEPTEMBER, 2008 



H.W.C.D.S.B.  
 Safe Schools Manual 

 
INTRODUCTION 

 
 
Since 1991, the Hamilton-Wentworth Catholic District School Board has enacted a series of specific 
initiatives to help ensure a safe and nurturing learning environment.  During these years, a number of 
committees examined the issues of violence in schools, studied operating guidelines with respect to 
violent and other high risk behaviour and developed pro-active procedures designed to address the 
ongoing safety of the students and staff of this system. 
 
In the Spring of 2007, a new review committee was established, with the mandate to examine the 
current Safe School initiatives in an effort to: 
 

�  ensure compatibility with new Ministry guidelines and regulations, in particular Bill 
212 and Ministry Policy/Program Memoranda 

 
�  identify and address areas requiring modification/development; 

 
This revised Safe Schools Document reflects the results of the review.  It is a testimony to the 
committee’s broad range of expertise, and the value of its consultations with law enforcement and 
social service agencies, the Joint Elementary Parent Advisory Group, the Special Education Advisory 
Committee, and internal staff groups.   Thank you to everyone who was involved in this important 
project. 
 
Our steadfast commitment to maintaining and enhancing a safe and nurturing learning environment is 
reflected by the dedication of the many persons who have been involved in this initiative over the past 
decade.  We are confident that this document will continue to assist us in making our schools 
welcoming, secure, inclusive places for students, staff and the communities we serve. 
 
 Marcel Castura           
 Director of Education  
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HAMILTON-WENTWORTH CATHOLIC 
 DISTRICT SCHOOL BOARD 
 
 
 MISSION 
 
 

The mission of Catholic Education in Hamilton-Wentworth, in union with our Bishop, is to 
enable all learners to realize the fullness of humanity of which our Lord Jesus Christ is the 
model. 

 
The Catholic Community of Hamilton-Wentworth believes the learner will realize this 
fullness of humanity. 
 
 
�  if the learning process 
 

�  begins at home and is part of family life 
�  is nurtured within the Parish 
�  is anchored in the Catholic Faith 
�  takes place within the context of worship, sacraments, and the life of the 
 Church  
�  is enhanced by the school community 
�  is embraced by the learner as a personal responsibility for life 
 

�  if learning takes place in an appropriate and challenging environment 
 

�  in which members of the school community exemplify the  teachings 
of Jesus Christ 

�  which reflects Gospel values and responsible use of human, 
 financial and natural resources 
�  which promotes academic excellence and clear indicators of 
 achievement. 
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HAMILTON-WENTWORTH CATHOLIC 
DISTRICT SCHOOL BOARD 

 
 

VISION 
 
 
 
Learners from Hamilton-Wentworth Catholic Schools will demonstrate 
 

�  knowledge and practice of their Catholic faith 
�  the capability of nurturing a strong family unit 
�  esteem, respect and responsibility for self and others 
�  academic competence 
�  the ability to listen accurately and express knowledge 

clearly 
�  independence, critical thinking and effective problem 

solving 
�  proficiency with technology in order to adapt to a changing 

world  
�  the values, attitudes and skills for effective partnerships 
�  the ability to transform our society. 

 
To enable learners to achieve this vision, the faith community of Hamilton- 
Wentworth Catholic District School Board will reflect 
 

�  the centrality of Jesus Christ in our lives 
�  the teachings of the Catholic Church 
�  exemplary role models 
�  social justice, respect and fairness for all 
�  a dedicated staff 
�  a curriculum that is dynamic, practical and relevant 
�  high standards 
�  an environment conducive to learning 
�  accountability at all levels. 
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USE OF THIS DOCUMENT 
 
 

The Safe Schools Manual is a working document designed to facilitate the safety and security of the 

inclusive school community of the Hamilton Wentworth Catholic District School Board and especially its 

students and staff.  Its intent is to provide individuals with direction especially when engaged in difficult 

or potentially dangerous situations.  It is not meant to replace common sense. 

 

The majority of situations that occur in schools can be handled and should be handled in as informal yet 

efficient a manner as possible.   

 

The ultimate effectiveness of this manual will be dependent entirely upon those who use it. 

 

It is the hope of the Safe Schools Steering Committee that it serves you well.  Staff input is always 

encouraged.  

 

 
 

 
   

 
WHERE A DIFFERENCE EXISTS BETWEEN THE CONTENT OF THIS 

DOCUMENT AND THE SAME MATERIAL PUBLISHED UNDER DIFFERENT 
COVER, THE CONTENT OF THIS DOCUMENT SHALL PREVAIL. 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
  

SAFETY INITIATIVES 
QUICK REFERENCE GUIDE 

 
While the material contained in the Safe Schools Manual primarily addresses the day to day physical safety of students and 
staff, it must be noted that numerous other policies and protocols have been established within the Board that are also designed 
to promote/preserve safety and well-being. 
 
The scope of this material is so broad as to preclude total incorporation into the Safe Schools Manual.  The following Quick 
Reference Guide is provided to facilitate quick and easy access to all information pertaining to school safety and security. 

 
 POLICY/PROTOCOL 

 
 INFORMATION SOURCE 

 
Accidents/Illnesses In School 
 
Allergic Reactions (Anaphylaxis Awareness) 
 
 
Bomb Threats 
 
Bullying Prevention 
 
Code of Student Conduct (Discipline) 
 
Criminal Reference Checks 
 
Emergency Evacuation Procedures 
 
Fire Safety/Explosion Procedures 
 
Harassment In Workplace/School 
 
HIV/AIDS 
 
Hostages 
 
Inclement Weather - Emergency School Closings 
 
 
Lunch Period Supervision 
 
Safe Arrivals (Students) 
 
Safe Schools (Code of Student Conduct/Discipline) 
 
School Bus Accidents 
 
School Emergency 
 
School Evacuation 
 
School Uniforms 
 
Student Pregnancy and Parenting 
 
Terrorist Activities 

 
Sec. 10 - S.M. 04 - Board Policy Binder 
 
Sec. 10 - S. M. 11 - Board Policy Binder 
                             - School Health Procedures Manual 
 
Sec. 04 - No. 11- Board Emergency Measures Manual 
 
Sec. 10 – S.M. 15 – Board Policy Binder 
 
Sec. 10 – S.M. 09 – Board Policy Binder 
 
Sec. 04 - H. M. 12 - Board Policy Binder 
 
Sec. 04 - Board Emergency Measures Manual 
 
Sec. 04 - No. 1 - Board Emergency Measures Manual 
 
Sec. 04 - H. M. 11 - Board Policy Binder 
 
Sec. 10 - S.P. 03 - Board Policy Binder 
 
Sec. 04 - No. 9 - Board Emergency Measures Manual 
 
Sec. 01 - A. 03 - Board Policy Binder 
Sec. 04 - No. 6 - Board Emergency Measures Manual 
 
Sec. 09 – S. 10 – Board Policy Binder 
 
Sec. 10 – S.A. 01 & S.M. 02 – Board Policy Binder 
 
Sec. 10 - S.M. 09 - Board Policy Binder 
 
Sec. 04 - No. 10 - Board Emergency Measures Manual 
 
Sec. 03 - Board Emergency Measures Manual 
 
Sec. 04 - No’s 3 & 4 - Board Emergency Measures Manual 
 
Sec. 04 – S. 17 – Board Policy Binder 
 
Sec. 10 - S. M. 13 - Board Policy Binder 
 
Sec. 04 - No. 8 - Board Emergency Measures Manual 
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THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

SAFE SCHOOLS POLICY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Catholic school is directed towards the total formation of the individual, by imparting sound 
knowledge, well-informed attitudes, and useable skills.  This goal can be achieved in part by ensuring a 
sense of physical and emotional stability for all individuals who are members of the school community. 
 
Individuals experience a sense of security when they believe that they belong to the community; when 
they believe they can impact on the decisions made within the community; when they believe they are 
responsible for their own actions and relationships; and when they believe that interpersonal problems can 
be solved in a positive, constructive and conciliatory manner. 
 
Schools encourage individuals to experience this sense of security through the establishment of a set of 
commonly held values.  These include: 
 

�  The dignity and inviolability of every member of the community 
 
�  Kindness and cooperation 

 
�  The safety and protection of everyone 

 
�  Universal cooperation 

 
 

….  a school is not only a place where one is given a choice of intellectual values, but a place 
where one has presented an array of values which are actively lived.  The school must be a 
community whose values are communicated through the interpersonal and sincere relationships 
of its members… 
 
…. the fundamental values underpinning Catholic schools are the Gospel values which include 
freedom, justice and peace …(1) 

 

Obviously these values will have an impact on all decisions concerning Catholic schools. 
 

(1) The Catholic School 
 The Sacred Congregation for Catholic Education 
 Rome, 1977 

1 
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 In order to create an environment where trust and security flourish, the daily routines of the school must 
be consistent with the stated value system of Catholic schools.  These routines include: 
 

�  Reasonable, negotiated expectations 
 

�  Clear, consistent rules 
 

�  Opportunities to reconcile differences 
 

�  Consequences that flow logically and consistently 
 
Reasonable expectations for each member of a school community can best be established through the 
development of a Board Safe School Policy. 
 
Clear, consistent, rules for the school community need to be developed collaboratively by staff, students 
and parents/guardians and must be reflective of the Board’s vision statement.   
 
Similarly, these rules of conduct must be observed by the collective school community in order for a safe 
and nurturing environment to be realized. 
 
The Hamilton-Wentworth Catholic District School Board is governed by the Education Act of Ontario 
and its statutes.   The Board is in concert with and actively promotes the basic tenets of the Ontario 
Schools Code of Conduct – its guiding principles and its stated roles and responsibilities and standards of 
behaviour for the inclusive school community. 
 
It is the steadfast commitment of the Hamilton-Wentworth Catholic District School Board through its 
programs, policies and procedures to provide safe learning and teaching environments  for its inclusive 
school community and, in particular, for it’s students and staff. 
 

 
 

2 



H.W.C.D.S.B.  
 Safe Schools Manual 

 
 
 
 
 
 
 
 

CODE OF CONDUCT 



H.W.C.D.S.B.  
 Safe Schools Manual 

THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

CODE OF CONDUCT 
 

PREAMBLE 
 
Distinctive expectations for graduates of Catholic schools are determined and shaped by the vision and 
destiny of the human person emerging from our faith tradition.  This Christian anthropology or world 
view, reveals the dignity and value of the person.  Our tradition tells us God creatively and lovingly calls 
each of us into the wonder of life, sustaining us by the power of the Holy Spirit, throughout the human 
journey, into life eternal.  We acknowledge that the journey includes moments of brokenness and sin.  We 
recognize in the person of Jesus, the risen Christ, the human fact of God sharing our life in order to heal 
us of our brokenness and liberate us from sin. 
 
This Christian vision of the human journey is best understood within the context of relationship.  It is 
accomplished in the community, in solidarity with brothers and sisters in the Church and beyond. 
 
Catholic Education views human life as an integration of body, mind and spirit.  Rooted in this vision, 
Catholic education fosters the search for knowledge as a lifelong spiritual and academic quest.  The 
expectations of Catholic graduates, therefore, are  described not only in terms of knowledge and skills, but 
in terms of values, attitudes and actions. 
 
As defined by the Institute for Catholic Education, a Catholic graduate is expected to be: 
 

(1) A discerning believer formed in the Catholic Faith community who celebrates the signs and 
sacred mystery of God’s presence through word, sacrament, prayer, forgiveness, reflection and 
moral living. 

 
(2) An effective communicator who speaks, writes and listens honestly and sensitively, responding 

critically in light of gospel values. 
 

(3) A reflective, creative and holistic thinker who solves problems and makes responsible 
decisions with an informed moral conscience for the common good. 

 
(4) A self-directed, responsible, lifelong learner who develops and demonstrates their God-given 

potential. 
 
(5) A collaborative contributor who finds meaning, dignity and vocation in work which respects 

the rights of all and contributes to the common good. 
 

(6) A caring family member who attends to family, school, parish, and the wider community. 
 

 
(7) A responsible citizen who gives witness to Catholic social teaching by promoting peace, 

justice and the sacredness of human life. 
 

1 
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To assist our students in realizing their potential, and our staff in enabling them to properly instruct and 
set good standards and our parents/caregivers in fulfilling the sacred ministry of responsible child 
guidance, the Ministry of Education of Ontario and the Hamilton-Wentworth Catholic District School 
Board have each established duties, requirements, rights and responsibilities that govern all members of 
the inclusive school community.  These are enshrined in the respective Codes of Conduct. 
 
Proper respect of and adherence to these codes will serve to promote responsible citizenship for all and 
render our schools safe and nurturing learning environments. 

  
 

INTRODUCTION 
 

The Code of Conduct of the Hamilton-Wentworth Catholic District School Board is strategically aligned 
with The Provincial  Code of Conduct. 
 
Both codes identify school as a place that promotes responsibility, respect, civility and academic 
excellence in a safe learning environment. 
 
Each code identifies students, parents, teachers and staff members as having the right to be safe and to 
feel safe in their school community and that with this right comes the responsibility of  contributing to a 
positive school climate. 
 
The Provincial Code of Conduct sets clear provincial standards of behaviour for all individuals involved 
in the publicly funded school system – students, parents/guardians, volunteers, teachers and other staff 
members – whether they are on school property, partaking of school – arranged transportation or at school 
authorized events and activities and in situations where students engaging in an activity may have an 
impact on the school climate. 
 
The Code of Conduct for the Hamilton-Wentworth Catholic District School Board  endorses and 
promotes those same standards and further has established other standards based upon  and entrenched in 
our Catholic heritage. 
 
The Board’s Mission and Vision statements remind us that we are challenged to live out our Gospel 
values by demonstrating esteem, respect and responsibility for self and others.  These qualities promote an 
environment in which individuals can develop their God-given talents and achieve their goals. 
 
The Catholic school is directed towards the formation of the individual…individuals experience a sense of 
security when they believe that they belong to the community; when they believe they can impact on the 
decisions made within the community; when they believe they are responsible for their own actions and 
relationships; and when they believe that interpersonal problems can be solved in a positive, constructive 
and conciliatory manner. 
 
 
The Hamilton-Wentworth Catholic District School  Board is committed to providing its inclusive school 
community with a safe, secure and nurturing environment; an environment that will foster individual 
growth and development. 
 

2 
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GUIDING PRINCIPLES 
 
All members of the Hamilton-Wentworth Catholic District School Board  Community - students, parents 
or guardians, volunteers, teachers,  other staff members and visitors – are included in this Code of 
Conduct whether they are on school property, using Board arranged transportation, or at school-
authorized event or activities. 

 
�  To ensure that all members of the school community are treated with respect and dignity, 

especially persons in positions of authority. 
 

�  To promote responsible citizenship by encouraging appropriate participation in the civic life of 
the school community. 

 
�  To encourage the use of non-violent means to resolve conflict.  

 
�  To promote the safety of people in our schools. The possession, use or threatened use of any 

object to injure another person endangers the safety of oneself and others is not to be tolerated. 
 

�  To discourage the use of alcohol and illegal drugs.  Our Catholic schools will work cooperatively 
with police, drug and alcohol agencies to promote prevention strategies and, where necessary, 
respond to school members who are in possession of, or under the influence of, alcohol or illegal 
drugs. 

 
�  To maintain an environment where conflict and difference can be addressed in a manner 

characterized by respect and civility. 
 

ROLES AND RESPONSIBILITIES 
 

SCHOOL BOARDS 
 
School boards provide direction to their schools to ensure opportunity, academic excellence, and 
accountability in the education system.  It is therefore the responsibility of the Hamilton-Wentworth 
Catholic District School Board to: 
 

�  develop policies that set out how its schools will implement and enforce the Provincial Code of 
Conduct and all other rules that are related to the provincial standards that promote and support 
respect, civility, responsible citizenship and safety; 

 
�  seek input from school councils, their Parent Involvement Committee, their Special Education 

Advisory Committee, parents, students, staff members and the local community;  
 

�  review these policies regularly with students, staff, parents, volunteers and the community; 
 

�  establish a process that clearly communicates the Provincial Code of Conduct and the Board’s 
code of conduct to all parents, students, staff members, and members of the school community in 
order to obtain their commitment and support; 

3 
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�  ensure an effective intervention strategy and response to all infractions related to the standards for 

respect, civility, responsible citizenship and safety; 
 

�  provide opportunities for all staff to acquire the knowledge, skills and attitudes necessary to 
develop and maintain academic excellence in a safe learning and teaching environment; 

 
�  wherever possible, collaborate with other district school boards to provide coordinated prevention 

and intervention programs and endeavour to share effective practices. 
 
PRINCIPALS 
 
Principals, under the direction of the Hamilton-Wentworth Catholic District School Board, take a 
leadership role in the daily operation of a school.  They provide leadership by: 
 

�  demonstrating care for the school community and a commitment to academic excellence in a safe 
teaching and learning environment; 

 
�  holding everyone, under their authority, accountable for their behaviour and actions; 

 
�  empowering students to be positive leaders in their school and community; 

 
�  communicating regularly and meaningfully with all members of their school community. 

 
Other duties of a principal of a school are outlined in the Education Act.  These include: 
 

�  “ It is the duty of a principal of a school, in addition to the principal’s duties as a teacher, 
 
 (a) to maintain proper order and discipline in the school; 
 

(b) subject to an appeal to the board, to refuse to admit to the school or classroom a person 
whose presence in the school or classroom would in the principal’s judgement be 
detrimental to the physical or mental well being of the pupils.”   

(Education Act, Subsection 265) 
 

�  “The principal of a school, subject to the authority of the appropriate supervisory officer, is in 
charge of, 

 
 (a) the instruction and discipline of pupils in the school; 
 
 (b)  the organization and management of the school.”  

(Regulation 298, Subsection 11(1)) 
 

�  ” In addition to the duties under the Act and those assigned by the board, the principal of a school 
shall, except where the principal has arranged otherwise under Subsection 26(3), 

  
 (a) provide for instruction of pupils in the care of the school premises; 
 

 

4 
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(b) report promptly any neglect of duty or infraction of the school rules by a pupil to the parent 
  or guardian of the pupil.”  

(Regulation 298, Subsection 11 (3)) 
 
TEACHERS AND OTHER SCHOOL/BOARD STAFF MEMBERS 
 
Teachers and school staff, under the leadership of their principals, maintain order in the school and are 
expected to hold everyone to the highest standard of respectful and responsible behaviour.  As role 
models, staff uphold these high standards when they: 
 

�  help students work to their full potential and develop their self-worth; 
 
�  empower students to be positive leaders in their classroom, school and community; 

 
�  communicate regularly and meaningfully with parents; 

 
�  maintain consistent standards of behaviour for all students; 

 
�  demonstrate respect for all students, staff and parents; 

 
�  prepare students for the full responsibilities of citizenship. 

 
Other duties, rights and responsibilities of teachers of a school are addressed in the Education Act. These 
include: 
 

�  “ It is the duty of a teacher and a temporary teacher, 
 
 (b) to encourage the pupils in the pursuit of learning; 
 
 (c) in inculcate by precept and example respect for religion and the principles of Judaeo-

 Christian morality and the highest regard for truth, justice, loyalty, love of  country, 
 humanity, benevolence, sobriety, industry, frugality, purity, temperance and all other 
 virtues; 

 
(b) to maintain, under the direction of the principal, proper order and discipline in the 
 teacher’s classroom and while on duty in the school and on the school ground.”  

(Education Act, Subsection 264(1) 
 

�  “ In addition to the duties assigned to the teacher under the Education Act and by the board, a 
teacher shall, 

 
 (a) be responsible for effective instruction, training and evaluation of the progress of  pupils in 

the subjects assigned to the teacher and for the management of the class  or classes... 
 
 (h) cooperate with the principal and other teachers to establish and maintain  consistent 

 disciplinary practices in the school.”  
(Regulation 298, Subsection 20) 

 

5 
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Teachers have chosen and they have been chosen to teach because they are drawn to a life commitment of 
helping people grow in knowledge, wisdom, virtue and self-discipline.  Having chosen to teach in a 
Catholic school, “ they realize that to the greatest extent, they determine whether the Catholic school can 
bring its goals and undertakings to fruition.”   (The Hamilton-Wentworth Catholic District School Board 
Discipline Policy). 
 
Catholic Teachers are responsible: 
 

�  for being organized and prepared for each daily activity; 
 
�  for promoting decision making by their students; 

�  for modeling standards of behaviour; 

�  for accepting responsibility to adapt instruction in classroom organization to suit the variations in 
students’  needs; 

 
�  for clarifying the rules and expectations of the school system, school and the classroom in relation 

to behaviour and discipline; 
 

�  for developing positive relationships with students and for involving all students in the learning 
process; 

 
�  for ensuring that justice prevails in relationships, evaluation procedures and disciplinary actions in 

those aspects or areas of the school’s role for which they are directly or indirectly responsible; 
 

�  for promoting trust, reconciliation and acceptance in relationships within the school community; 

�  for sharing equitably in the curricular activities required to provide for the fullness of life within 
the school community; 

 
�  for equally sharing in the monitoring of school activities and student behaviour. 

 
The rights of teachers are very similar to those of workers in any other position in our society.  However, 
within the Catholic school, teachers have a right: 
 

�  to be treated with respect and courtesy by all members of the inclusive school community; 
 

�  to the necessary equipment and supplies that support the duties which have been assigned to 
them; 

 
�  to an environment which makes it possible for them to conduct their teaching role without 

undue disruption, fear or discomfort; 
 

�  to expect that the supervisory and administrative structure within the school will cooperatively 
provide for the follow-through on actions relating to disturbance, interruption or disciplinary 
problems associated with the conduct of students or fellow teachers; 

6 
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�  to supervisory practices which support them in effectively performing their responsibilities; 

 
�  to review and ensure due-process procedures which are fair and clearly understood. 

 
STUDENTS 
 
Students are to be treated with respect and dignity.  In return, they must demonstrate respect for 
themselves, for others and for the responsibilities of citizenship through acceptable behaviour.   Respect 
and responsibility are demonstrated when a student: 
 

�  comes to school prepared, on time and ready to learn; 
 
�  shows respect for themselves, for others and for those in authority; 

 
�  refrains from bringing anything to school that may compromise the safety of others; 

 
�  follows the established rules and takes responsibility for his or her own action. 

 
The Education Act further outlines the duties and responsibilities of students in the education system.   
These include: 
 
“A student shall, 
 
(a) be diligent in attempting to master such studies as are part of the program in which  

the student is enrolled; 
 
(b) exercise self-discipline; 
 
(c) accept such discipline as would be exercised by a kind, firm and judicious parent; 
 
(d)  attend classes punctually and regularly; 
 
(e) be courteous to fellow students and obedient and courteous to teachers; 
 
(f) be clean in person and habits; 
 
(g) take such tests and examinations as are required by or under the Act or as may be directed by the 

Minister; and 
 
h) show respect for school property.”     
 
“Every student is responsible for his/her conduct to the principal of the school that the student attends, 
 
(a) on the school premises; 
 
(b) on out-of-school activities that are part of the school program; and 
 

7 
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(c) while traveling on a school bus that is owned by a board or on a bus or school bus that is  under 
 contract to a board.”  

(Regulation 298, Subsections 23 (1) & (4)) 
 

Students also share with teachers and parents the responsibility for maintaining the special spirit and 
character of the Catholic school.  The welfare of the whole community depends upon the cooperation of 
its members, the mutual support rendered and the commitment of all to promoting its special mission as a 
school within the Catholic community. 
 
Each student, therefore, has a responsibility: 
 

�  to help each individual within the school community develop according to the Christian model 
promoted within the Catholic school; 

 
�  to show respect for all individuals; 

 
�  to accept the direction of the teachers; 

 
�  to show respect for and obey school rules; 

 
�  to show respect for school property. 

 
Along with duties and requirements come rights and responsibilities.  Everyone involved in Catholic 
education, the teacher, the student, the parent and the priest must be viewed as forming a partnership if the 
educational system is to reflect the Statement of Objectives and some basic tenets of Canon Law.  The 
knowledge, appreciation and respect for each other’s duties, rights and responsibilities must also be 
reflected in a discipline code for a Catholic School.  Some of the following points on the rights and 
responsibilities of each partner in a Catholic School are based on the Education Act, while others may be 
found in Ministry documents such as Ontario Secondary Schools, Grade 9-12, 1999.  The rest are results 
of practices and common beliefs that all have come to share. 

 
Students also have the right: 
 

�  to be treated with respect and courtesy by their fellow students, teachers and administrators; 
 
�  to expect the classes in which they are enrolled to commence at the proper time and finish on time; 

 
�  to receive instruction that is effective; 

 
�  to be provided within normal school hours with the support they will need from time-to-time to 

overcome problems encountered in their studies; 
 

�  to participate in the decisions within the school relating to student activities, athletics, student 
social affairs, the development and formulation of rules of conduct, and behaviour; 

 
�  to a clear statement of the levels of understanding, competence and skills required for satisfactory 

performance in each school program and activity; 
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�  to facilities which are clean, properly maintained, safe and generally conducive to good health; 

 
�  to a system of administrative fairness and necessary advice in the event of disciplinary action, 

dissatisfaction with examination or test results, decisions of teachers or administrators; 
�  to learn in an environment that is physically and psychologically conducive to learning and that is 

safely maintained; 
 

�  to learn in an environment that is free from violence and/or threats or fear of violence. 
 
PARENTS/GUARDIANS 
 
Parents/Guardians play an important role in the education of their children and can support the efforts of 
school staff in maintaining a safe and respectful learning environment for all students. 
 
Parents/Guardians fulfill this responsibility when they: 
 

�  show an active interest in their child’s school work and progress; 
 
�  communicate regularly with the school; 

 
�  ensure their child be neat, appropriately dressed and prepared for school; 

 
�  ensure that their child attends school regularly and on time; 

 
�  promptly report to the school their child’s absence or late arrival; 

 
�  show that they are familiar with the Provincial Code of Conduct, the Board Code of Student 

Conduct and Discipline and other school rules; 
 

�  encourage and assist their child in following the rules of behaviour; 
 

�  assist school staff in dealing with disciplinary issues involving their child. 
 
Parents have the right: 
 

�  to have their children attend a Catholic school; 
 
�  to receive periodic reports from the school on the performance and conduct of their children; 

 
�  to be involved in the placement of their children within the various special education programs in 

the school system; 
 

�  to be made aware of any interventions, involvements, or processes over and above those present in 
the regular school program which might, in some way or other, significantly affect the moral, 
spiritual, physical or mental aspects of their children; 

 
�  to approve any deviation from the normal pattern of attendance at school, and involvement of their 

children outside of the regular school program; 
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�  to any other conditions specified in the Acts and Regulations of the Ministry of Education; 

 
�  to participate in school councils. 

 
Parents have the responsibility: 
 

�  for the regular and punctual attendance of their children at school; 
 
�  for explaining to the school authorities any absences or lates out of the ordinary; 

 
�  for keeping the school informed of those conditions of health or welfare which affect their child’s 

involvement in school and its curriculum; 
 

�  for sharing with the school in the exercise of the discipline, control and direction of their children 
while in school, on their way to and from school, and while engaged in school related activities; 

 
�  for co-operating with the education program of the school by ensuring that their children have 

properly scheduled times for homework and an appropriate location in which to conduct their 
private study; 

 
�  for working in a mutually supportive capacity with administrators, teachers, social workers and 

other resource personnel in situations involving the welfare of their children. 
 
COMMUNITY PARTNERS AND THE POLICE 
 
Police and community members are essential partners in making our Catholic schools and communities 
safer.  Community members need to support and respect the rules of their local schools.  Police 
investigate incidents in accordance with the protocol developed with the School Board.   The protocol is 
based on a provincial model developed by the Ministry of the Solicitor General and the Ministry of 
Education. 

 
STANDARDS OF BEHAVIOUR 
 
The following standards of behaviour apply to all members of the Catholic school community.  These 
standards address respect, civility and responsible citizenship, physical safety, alcohol and drugs, and 
physical aggression.  It is therefore expected that all members of the Catholic school community must: 
 

�  be witness to their Catholic faith and recognize the centrality of Jesus Christ in their lives; 
 
�  respect and comply with all applicable federal, provincial and municipal laws; 
 
�  show respect for themselves and all members of the school community especially those in 

authority; 
 

�  refrain from bringing anything to school that may compromise the safety of self or others; 
 

�  follow the established rules and take responsibility for his or her own action; 
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�  demonstrate honesty and integrity; 

 
�  respect differences in people, their ideas and opinions; 

 
�  treat one another with dignity and respect at all times, and especially when there is disagreement; 

 
�  respect and treat others fairly, regardless of for example, race, ancestry, place of origin, colour, 

ethnic origin, citizenship, religion, gender, sexual orientation, age or disability; 
 

�  respect the rights of others; 
 

�  show proper care and regard for school property and the property of others; 
 

�  take appropriate measures to help those in need; 
 

�  respect the need of others to work in an environment that is conducive to learning and teaching; 
 

�  seek assistance from a member of the school staff, if necessary, to resolve conflict peacefully; 
 

�  not swear at a teacher or at another person in a position of authority. 
 
SAFETY 
All members of the Catholic school community must not: 

 
�  be in the possession of any weapon, including firearms; 
 
�  cause injury to any person with an object; 

 
�  use any object to threaten or intimidate another person; 

 
�  be in possession of, or under the influence of, or provide others with, alcohol or illegal drugs; 

 
�  inflict or encourage others to inflict bodily harm on another person; 

 
�  engage in bullying behaviours including cyber bullying; 

 
�  commit sexual assault; 

 
�  traffic weapons or illegal drugs; 

 
�  give alcohol to a minor; 

 
�  commit robbery; 

 
�  engage in hate propaganda and other forms of behaviour motivated by hate or bias; 

 
�  commit an act of vandalism that causes extensive damage to school property located on the 

premises of the school.  
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STUDENT DISCIPLINE POLICY 
 
 
 
The Provincial Code of Conduct, the  Hamilton-Wentworth Catholic District School Board Code of Conduct and the 
Education Act create expectations for behaviour for all persons on school property. 
 
It is important that all students have a safe, caring and accepting school environment in order to maximize their 
learning potential and to ensure a positive school climate for all members of the school community. 
 
It is therefore incumbent upon the Hamilton-Wentworth Catholic District School Board to provide and maintain an 
environment that is safe and secure for all members of the school community.  While the vast majority of students 
are well behaved and responsible, some students occasionally have difficulty adhering to school guidelines and 
rules.  Schools should  not and cannot tolerate behaviour which threatens the rights and well being of individuals or 
groups.  In an effort to promote the safety and security of it’s school community, the Hamilton-Wentworth Catholic 
District School Board ascribes to a Non – Tolerance Code of Conduct.   This means that here is a non – 
acceptance of those behaviours that are in opposition to established rules of acceptable conduct.  It also takes into 
account relevant situational factors and is accompanied by a range of progressive disciplinary actions. 
 
Pursuant to the Education Act, principals are required to maintain proper order and discipline in schools, and 
students are responsible to the principal for their conduct and are required to accept such discipline as would be 
exercised by a reasonable, kind, firm and judicious parent. 
 
To meet the goal of creating a safe, caring, and accepting school environment, the Hamilton – Wentworth Catholic 
District School Board supports the use of positive practices as well as consequences for inappropriate behaviour, 
including progressive discipline, which includes suspension and expulsion where necessary. 
 
The Board does not support discipline measures that are solely punitive.  Schools are encouraged to implement 
proactive positive practices and corrective supportive practices when necessary. 
 
This policy authorizes the creation of procedures for implementation, which shall be considered guidelines pursuant 
to the Education Act. 
 
POSITIVE PRACTICES 
 
Prevention is the establishment and use of programs such as bullying prevention and citizenship development, as 
well as other positive activities designed to promote the building of healthy relationships and appropriate 
behaviours. 
 

Generally, prevention measures and initiatives include the whole school and all aspects of school life.  Schools that  
have preventative and intervention strategies foster a positive school climate that supports academic achievement 
for all students. 
 
A positive school climate is a crucial component of prevention; it may be defined as the sum total of all of the 
personal relationships within a school.   When these relationships are founded in mutual acceptance and inclusion, 
and modelled by all, a culture of respect becomes the norm.”    
 
A positive climate exists when all members of the school community feel safe, comfortable, and accepted. 
 
Programs and activities that focus on the building of healthy relationships, character development, and peer 
relations provide the foundation for an effective continuum of strategies within a school and school-related 
activities.  These supportive strategies and empowerment programs are the basis for creating a positive school 
climate. 
 
In addition to teachers and administrators, other staff such as educational assistants, Native education counsellors, 
social workers, child and youth workers, psychologists, and attendance counsellors all play 
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an important role in supporting students and contributing to a positive learning and teaching environment.  A 
positive school climate also includes the participation of the school community, including parents, as well as the 
broader community, which can have a major impact on the success of all students in the school. 
 
EARLY AND ONGOING INTERVENTION STRATEGIES 
 
Early and ongoing intervention strategies will help prevent unsafe or inappropriate behaviours in a school and in 
school-related activities.   Intervention strategies should provide students with appropriate supports that address 
inappropriate behaviour and that would result in an improved school climate.  For example, early interventions may 
include, but are not limited to, contact with parents, detentions, verbal reminders, review of expectations, or a 
written work assignment with a learning component. 
 
Ongoing interventions may be necessary to sustain and promote positive student behaviour and/or address 
underlying causes of inappropriate behaviour.  For example, ongoing interventions may include, but are not limited 
to, meetings with parents, volunteer service to the school community, conflict mediation, peer mentoring, and/or a 
referral to counselling. 
 

STRATEGIES FOR ADDRESSING INAPPROPRIATE BEHAVIOUR 
 
When inappropriate behaviour occurs, schools shall utilize a range of interventions, supports and consequences 
that are developmentally appropriate, and should include opportunities for students to focus on improving 
behaviour.   
 
In considering the most appropriate response to address inappropriate behaviour, the following should be taken 
into consideration. 
 

·  the particular student and circumstances (e.g., mitigating or other factors) 
·  the nature and severity of the behaviour 
·  the impact on the school climate (i.e., the relationships within the school community)(4) 

 
In order to promote and support appropriate and positive student behaviours that contribute to creating and 
sustaining safe, comforting and accepting learning and teaching environments that encourage and support students 
to reach their full potential, the Board supports the use of positive practices for: (1) prevention, and (2) positive 
behaviour management. 
 
Preventative practices include:  
 

�  Anti-bullying and violence prevention programs; 

�  Mentorship programs; 

�  Student success strategies; 

�  Citizenship development; 

�  Student leadership; and 

�  Healthy lifestyles. 

Positive behaviour management practices include but are not limited to: 

�  Program modifications or accommodations; 

�  Class/school placement;  

�  Positive encouragement and reinforcement;  

�  Individual, peer and group counselling;  

�  Conflict resolution;  

�  Mentorship programs; 
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�  Safety Plans; 

�  School, Board and community support programs; and 

�  Student success strategies. 

 
The Board recognizes that, in some circumstances, positive practices might not be effective or sufficient to address 
inappropriate student behaviour.  In such circumstances, the Board supports the use of consequences.  
 
Where a student receives a consequence for his/her behaviour, it is the expectation of the Board that the principle 
of progressive discipline, consistent with Ministry of Education direction and PPM 145, will be applied, if 
appropriate. 
 
DISCIPLINE  
 
Discipline must recognize the inherent dignity and rights of each individual.  When disciplining, actions must be 
taken in accordance with each individual’s best interest while considering the welfare of the school’s society. 
 
While school – based discipline is normally associated with actions by a student that take place in school, within a 
school setting or while engaged in school related activity, unacceptable behaviour by a student outside of school, 
the school setting or school related activity may also be cause for school disciplinary consequences in 
circumstances where such behaviour may be considered attributable to, or in consequence of, in whole or in part, 
incidents relating to the school, the school setting or school related activities or where the behaviour has an impact 
on the school climate. 
 

PROGRESSIVE DISCIPLINE  

 
The goal of this policy, with respect to progressive discipline, is to support a safe learning and teaching 
environment in which every student can reach his or her full potential.  Appropriate action must consistently be 
taken by schools to address behaviours that are contrary to the Provincial and Board Code of Conduct.   
 
Progressive discipline is an approach that makes use of a continuum of interventions, supports, and consequences, 
building upon strategies that promote positive behaviours.  The range of interventions, supports, and consequences 
used by the Board and all schools must be clear and developmentally appropriate, and must include learning 
opportunities for students in order to reinforce positive behaviours and help students make good choices.  For 
students with special education and/or disability related needs, interventions, supports and consequences must be 
consistent with the expectations in the student’s IEP and/or his/her demonstrated abilities. 
 
The Board, and school administrators, must consider all mitigating and other factors, as required by the Education 
Act and as set out in Ontario Regulation 472/07. 
 
The availability of a variety of early and/or on going intervention strategies and interventions, supports and 
consequences allows the principal/designate/teacher to choose an action that is the most appropriate behaviourally 
and developmentally, given the circumstances and one which may serve as a learning opportunity for the student. 
 
In considering the appropriate response to address inappropriate behaviour, the following should be taken into 
consideration:  
 

�  the particular student and circumstances (e.g. mitigating or other factors) 
�  the nature and severity of the behaviour 
�  the impact on the school climate (ie. relationships within the school community) 
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The following represents some progressive disciplinary actions available to school administrators.  This list is not 
all-inclusive and it does not imply that each action must be exercised before moving to subsequent actions. 
 

�  Informal interview with student 
�  Formal interview with student 
�  Parental involvement: phone call, correspondence, interview 
�  In involvement of school support staff (e.g., Guidance, Chaplain, Special Education, etc.) 
�  Withdrawal of privileges 
�  Restorative Practice 
�  Consultation 
�  Peer counselling/mediation 
�  Detention of student 
�  Withdrawal from class 
�  Transfer to another school placement 
�  Placement in an Alternative Education program 
�  Withholding course credit because of non-attendance 
�  Removal of privileges to attend school related functions or extracurricular/co-curricular programs 
�  Utilization of a behavioural, attendance or declaration of performance  
�  Requiring the student to make restitution where appropriate 
�  Involvement of, or referral to, outside agencies (e.g., Children’s Aid, Law Enforcement) 
�  Suspension as set out in the Education Act and Board Policy, Regulation and Procedure 
�  Expulsion as set out in the Education Act and Board Policy, Regulation and Procedure 
�  Exclusion as set out in the Education Act and Board Policy, Regulation and Procedure 

 
The nature of the discipline administered will be reviewed regularly and modified as deemed necessary. 
 
The Board recognizes that in some circumstances, short-term suspension may be a useful tool.  In the case of a 
serious incident, long-term suspension or expulsion, which is further along the continuum of progressive discipline, 
may be the response that is required. 
 
The Board supports the use of suspension and expulsion as outlined in Part XIII of the Education Act where a 
student has committed one or more of the infractions outlined below on school property, during a school-related 
activity or event, and/or in circumstances where the infraction has an impact on the school climate. 
 
SUSPENSION  
 
The infractions for which a suspension may be imposed by the principal include: 
 

1. Uttering a threat to inflict serious bodily harm on another person; 

2. Possessing alcohol or illegal drugs and/or use thereof; 

3. Being under the influence of alcohol/drugs or other hazardous substances. 

4. Swearing at a teacher or at another person in a position of authority; 

5. Committing an act of vandalism that causes extensive damage to school property at the student’s school or 

to property located on the premises of the student’s school; 

6. Bullying;  

7. Any act considered by the principal to be injurious to the moral tone of the school; 

8. Any act considered by the principal to be injurious to the physical or mental well-being of members of the 

school community; and 

9. Any act considered by the principal to be contrary to the Board or School Code of Conduct which includes, 
but is not limited to: 
 

a. hate-motivated violence 

b. gang – related activities 
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c. criminal harassment 

d. extortion  

e. supply, sale, distribution or trafficking of alcohol or drugs 

f. persistent truancy 

g. profane or improper language 

h. habitual neglect of duty 

i. persistent opposition to authority 

j. wilful destruction of school property 

 

A student may be suspended only once for an infraction and may be suspended for a minimum of one (1) 
school day and a maximum of twenty (20) school days. 

MITIGATING AND OTHER FACTORS  

 
Before imposing a suspension, the principal, as required by the Education Act, must consider any mitigating and 
other factors as set out in the Student Discipline Procedures.  For the purpose of the Student Discipline 
Procedures, the Board interprets the provisions of the Education Act and Regulations in a broad and liberal manner 
consistent with the Human Rights Code.  
 
EXPULSION  
 
The infractions for which a principal may consider recommending to the Board that a student be expelled from the 
student’s school or from all schools of the Board include: 
 

1. Possessing a weapon, including possessing a firearm; 

2. Using a weapon to cause or to threaten bodily harm to another person; 

3. Committing physical assault on another person that causes bodily harm requiring treatment by a medical 
practitioner; 

4. Committing sexual assault; 

5. Trafficking in weapons, illegal or restricted drugs; 

6. Committing robbery; 

7. Giving alcohol to a minor; 

8. An act considered by the principal to be significantly injurious to the moral tone of the school and/or to the 
physical or mental well-being of others; 

9. A pattern of behaviour that is so inappropriate that the student©s continued presence is injurious to the 
effective learning and/or working environment of others; 

10. Activities engaged in by the student on or off school property that cause the student©s continuing presence 
in the school to create an unacceptable risk to the physical or mental well-being of other person(s) in the 
school or Board;  

11. Activities engaged in by the student on or off school property that have caused extensive damage to the 
property of the Board or to goods that are/were on Board property; 

12. The student has demonstrated through a pattern of behaviour that s/he has not prospered by the 
instruction available to him or her and that s/he is persistently resistant to making changes in behaviour 
which would enable him or her to prosper; or 

13. Any act considered by the principal to be a serious violation of the Board or school Code of Conduct. 

�
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MITIGATING FACTORS AND OTHER FACTORS 

 
Before imposing a suspension pending an investigation to determine whether to recommend expulsion, the 
principal must consider any mitigating factors as set out in the Student Discipline Procedures. 
 
If the principal imposes a suspension pending an investigation to determine whether to recommend expulsion, the 
Principal must consider any mitigating and other factors as set out in the Student Discipline Procedures in 
determining whether to recommend an expulsion from the student’s school or from all schools of the Board, as 
required by the Education Act.  If the principal determines it is not appropriate to recommend an expulsion, the 
principal must consider mitigating and other factors in deciding whether to shorten the length of the suspension. 
 
For the purpose of the Student Discipline Procedures, the Board interprets the provisions of the Education Act and 
Regulations in a broad and liberal manner consistent with the Human Rights Code. 
 
PRINCIPAL INVESTIGATION 
 
Before recommending an expulsion from the student’s school or from all schools of the Board, the principal must 
complete an investigation, as required by the Education Act, which is consistent with the expectations for principal 
investigations outlined in the Board’s Student Discipline Procedures. 
 
APPEAL 
 
Where a student’s parent/guardian or the student, if 18 or older or 16 or 17 and has removed him/herself from 
parental control, disagrees with the decision of a principal to suspend the student that student’s parent/guardian or 
the student, if 18 or older or 16 or 17 and removed from parental control, may appeal the principal’s decision to 
suspend the student, in accordance with the Board’s Student Discipline Procedures and Suspension Appeal 
Guidelines. 
 
Suspension appeals will not be conducted in accordance with or be subject to the Statutory Powers Procedure Act. 
 
SUPERINTENDENT OF EDUCATION 
 
The Superintendent of Education shall have  the powers and duties outlined in The Student Discipline Procedures. 

�
DISCIPLINE COMMITTEE 
 
The Board authorizes the creation of a Discipline Committee of no fewer than three (3) Trustees to decide appeals 
of principal suspensions and principal recommendations for expulsion.  For these purposes, the Discipline 
Committee will conduct the suspension appeals and expulsion hearings in accordance with the Student Discipline 
Procedures, Suspension Appeal Guidelines, Expulsion Hearing Guidelines and Rules.  
 
In all cases where consequences might be imposed, teachers, administrators and the Board will consider the safety 
and dignity of all students, and the impact of the activity on the school climate. 
 
The Discipline Committee shall have the powers as set out in the Education Act and any other powers to implement 
any appropriate Order. 
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STUDENT DISCIPLINE PROCEDURES 
 
 
Definitions 
 
The following definitions apply for the purposes of student discipline. 
 
Adult Student – is a student who is 18 years or older or 16 or 17 and has removed him/herself from parental 
control. 
 
Board Expulsion – is an expulsion from all schools of the Board. 
 
Bullying – is typically a form of repeated, persistent, and aggressive behaviour directed at an individual or 
individuals that is intended to cause (or should be known to cause) fear and distress and/or harm to another 
person’s body, feelings, self-esteem, or reputation.  Bullying occurs in a context where there is a real or perceived 
power imbalance. 
 
Daily Care – a person with daily care is an adult person (18 years or older) who is not the custodial parent/guardian 
of a student who is less than 18 years old, but is a person who cares for the student on a daily basis and is known 
by the school to provide daily care, for example a grandparent, aunt, uncle, older brother or sister. 
 
Discipline Committee – a committee of three (3) or more Trustees designated to determine suspension appeals and 
recommendations for expulsion. 
 
Harassment – words, conduct or action that is directed at an individual and serves no legitimate purpose and which 
annoys, alarms or causes that individual emotional distress. 
 
Parent/guardian – where there is a reference to involving or informing a parent/guardian it means the  
custodial parent or guardian of a minor child who is not an Adult Student. 
 
Impact on School Climate - an incident or activity which has a negative impact on the school community. 
 
School Climate – the sum total of all of the personal relationships within a school.  A positive climate exists when all 
members of the school community feel safe, comfortable and accepted. 
 
School Community - the school community is composed of staff, students, parents, and volunteers of the school 
and feeder schools / family of schools, as well as the community of people and businesses that are served by or 
located in the greater neighbourhood of the school. 
 
School Expulsion – is an expulsion from the school of the Board that the student was attending at the time of the 
incident. 
 
Weapon – is any object or thing used to threaten or inflict harm on another person and includes, but is not limited 
to, knives, guns, replica guns and animals. 
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A. PROGRESSIVE DISCIPLINE 
 
Progressive discipline is a non-punitive, whole-school approach that uses a continuum of corrective and supportive 
interventions, supports and consequences to address inappropriate behaviour and to build upon strategies that 
promote positive behaviours.   Consequences include learning opportunities for reinforcing positive behaviour and 
assisting students to make good choices.   
 
Prevention and early intervention are important for assisting students to achieve their potential and for maintaining 
a positive school environment.  A positive school environment is effected through programs and activities that focus 
on building healthy relationships, character development, and civic responsibility, which encourage positive 
participation of the school community in the life of the school. 
 
Each school is required to develop and implement a school-wide progressive discipline policy, consistent with the 
Board Student Discipline Policy and Student Discipline Procedures. 
 
The teacher, principal or designate should select the most appropriate response to address the student’s 
behaviour.  Where a student has special education and/or disability related needs, the interventions, supports and 
consequences must be consistent with the expectations for the student, including those in the student’s Individual 
Education Plan or Behaviour Management Plan. 
 
Progressive discipline includes the use of early and ongoing intervention strategies and strategies to address 
inappropriate behaviour.  Students’ parent(s)/guardian(s) should be actively engaged in the progressive discipline 
approach. 
 
Early and Ongoing Intervention Strategies 
 
A teacher or the principal or designate, as appropriate, may utilize early and/or ongoing intervention strategies to 
prevent unsafe or inappropriate behaviours.  These may include: 
 
�  Contact with student’s parent(s)/guardian(s); 
 
�  Oral reminders; 
 
�  Review of expectations; 

 
�  Written work assignment addressing the behaviour, that have a learning component; 

 
�  Volunteer services to the school community; 

 
�  Conflict mediation and resolution; 

 
�  Peer mentoring;  

 
�  Referral to counselling; and/or 

 
�  Consultation. 

 
In all cases where ongoing intervention strategies are used, the student’s parents/guardians should be consulted. 
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The teacher, principal or designate should keep a record for each student with whom intervention strategies are 
utilized.  The record should include: 
 
1. Name of the student; 
2. Date of the incident or behaviour; 
3. Nature of the incident or behaviour; 
4. Progressive discipline approach used; 
5. Outcome; and/or 
6. Contact with the student’s parent/guardian (unless the student is an adult student). 
 
Addressing Inappropriate Behaviour 
 
If a student has displayed inappropriate behaviour the principal or designate may utilize a range of interventions, 
supports, and consequences that are (1) developmentally appropriate, and (2) include opportunities for students to 
focus on improving their behaviour.   
 
Inappropriate behaviour includes any behaviour that disrupts the positive school climate and/or has a negative 
impact on the school community. 
 
Inappropriate behaviour may also include, but is not limited to, one of the following infractions for which a 
suspension may be imposed: 
 
1. Any act considered by the principal to be injurious to the moral tone of the school;  
 
2. Any act considered by the principal to be injurious to the physical or mental well-being of any member of the 

school community; and 
 
3. Any act considered by the principal to be contrary to the Board or school Code of Conduct. 
 
If a student has engaged in inappropriate behaviour the principal or designate may choose to use a progressive 
discipline strategy to address the infraction. 
 
�  Interventions may include: 

 
�  Interview with student; 

�  Meeting with the student’s parent(s)/guardian(s), student and principal 

�  Involvement of school support staff; 

�  Referral to a community agency for appropriate counselling/intervention; 

�  Consultations; 

�  Detentions 

�  Withdrawal of privileges; 

�  Utilization of behaviour and attendance contracts and/or declaration of performance; 

�  Withdrawal from class; 

�  Restitution for damages; 

�  Restorative practices; and 

�  Transfer with support; 

�  Suspension as set out in the education act and Board Policy, Regulation and Procedure; 

�  Expulsion as set out in the Education Act and Board Policy, Regulation and Procedure; 

�  Exclusion as set out in the Education Act and Board Policy, Regulation and Procedure. 
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In some cases, short-term suspension may also be considered a useful progressive discipline approach. 
 
 
Factors to Consider Before Deciding to Utilize a Progressive Discipline Approach to Address  
Inappropriate Behaviour 
 
In all cases where progressive discipline is being considered to address an inappropriate behaviour, the 
principal or designate must:  
 
1. Consider the particular pupil and circumstances, including considering the mitigating and other factors; 
 
2. Consider the nature and severity of the behaviour;  
 
3. Consider the impact of the inappropriate behaviour on the school climate; and 
 
4. Consult with the student’s parent(s)/guardian (unless the student is an adult student). 
 
Mitigating Factors (Regulation 472/07)  
 
The mitigating factors to be considered by the principal before deciding whether to use a progressive  
discipline approach to address the inappropriate behaviour are:  
 
1. Whether the student has the ability to control his or her behaviour;  

 
2. Whether the student has the ability to understand the foreseeable consequences of his or her behaviour; and 
 
3. Whether the student’s continuing presence in the school does or does not create an unacceptable risk to the 

safety of any other individual at the school. 
 
Other Factors to be Considered  
 
1. The student’s academic, discipline and personal history;  

 
2. Whether other progressive discipline has been attempted with the student, and if so, the progressive discipline 

approach(es) that has/have been attempted and any success or failure;  
 
3. Whether the infraction for which the student might be disciplined was related to any harassment of the student 

because of race, ethnic origin, place of origin, religion, creed, disability, gender or gender identity, sexual 
orientation or harassment for any other reason; 

 
4. The impact of the discipline on the student’s prospects for further education;  
 
5. The student’s age;  
 
6. Where the student has an IEP or disability related needs, 

a) Whether the behaviour causing the incident was a manifestation of the student’s disability;  
b) Whether appropriate individualized accommodation has been provided; and 
c) Whether a suspension is likely to result in aggravating or worsening the student’s behaviour or conduct or 

whether a suspension is likely to result in a greater likelihood of further inappropriate conduct; and 
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7. Whether or not the student’s continuing presence at the school creates an unacceptable risk to the  

safety of anyone in the school. 
 
If the student’s continuing presence in the school creates an unacceptable risk to the safety of others in the school, 
then a progressive discipline approach may not be appropriate. 
 
Record 
 
The principal or designate should keep a record for each student with whom progressive discipline  
approach(es) are utilized.  The record should include: 
 
1. Name of the student; 
 
2. Date of the incident or behaviour; 
 
3. Nature of the incident or behaviour; 
 
4. Considerations taken into account; 
 
5. Progressive discipline approach used; 
 
6. Outcome; and 
 
7. Contact with the student’s parent/guardian (unless the student is an adult student). 
 
 
B. SUSPENSION OF STUDENT 
 
Suspension Infractions 
 
When a principal’s investigation of an incident, which should include consultation with the adult student or the 
student’s parent/guardian and student, determines that a student has committed one or more infractions outlined 
below on school property, during a school-related activity or event, and/or in circumstances where the infraction has 
an impact on the school climate, a principal will consider whether that student should be suspended, taking into 
account any mitigating and other factors that might be applicable in the circumstances. 
 
The principal will also contact the police consistent with the Police and School Response Protocol if the infraction 
the student is suspected of committing requires such contact (*).  When in doubt, the principal will consult with his 
or her Superintendent. 
 
The infractions for which a suspension may be imposed by the principal include: 
 
1. Uttering a threat to inflict serious bodily harm on another person;* 

2. Possessing alcohol or illegal drugs and/or use thereof;* 

3. Being under the influence of alcohol/drugs or other hazardous substances;* 

4. Swearing at a teacher or at another person in a position of authority; 

5. Committing an act of vandalism that causes extensive damage to school property at the student’s school or to 
property located on the premises of the student’s school;* 

6. Bullying;  

7. Any act considered by the principal to be injurious to the moral tone of the school;  
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8. Any act considered by the principal to be injurious to the physical or mental well-being of any member of the 
school community; and 

9. Any act considered by the principal to be contrary to the Board or School Code of Conduct which includes but 
is not limited to: 

�  hate-motivated violence* 

�  gang - related activities* 

�  criminal harassment* 

�  extortion* 

�  supply, sale, distribution or trafficking of alcohol or drugs* 

�  persistent truancy 

�  profane and improper language 

�  habitual neglect of duty 

�  persistent opposition to authority 

�  wilful destruction of school property 

 
A student may be suspended only once for any incident of an infraction and may be suspended for a minimum of 
one (1) school day and a maximum of twenty (20) school days. 
 
 
Factors to Consider Before Deciding to Impose a Suspension 
 
Before deciding whether to impose a suspension, or some other form of discipline, a principal will make every effort 
to consult with the student, where appropriate, and the student’s parent(s)/guardian(s) (if the student is not an adult 
student) to identify whether any mitigating and/or other factors might apply in the circumstances. 
 
Mitigating Factors  
 
The mitigating factors to be considered by the principal before deciding whether to impose a suspension are: 
 
1. Whether the student has the ability to control his or her behaviour; 

 
2. Whether the student has the ability to understand the foreseeable consequences of his or her behaviour; and 
 
3. Whether the student’s continuing presence in the school does or does not create an unacceptable risk to the 

safety of any other individual at the school. 
 
If a student does not have the ability to control his or her behaviour or does not understand the foreseeable 
consequences of his/her behaviour, the principal will not suspend the student.  Alternative discipline and/or other 
intervention may be considered by the principal in such circumstances.  If the student poses an unacceptable risk 
to the safety of others in the school, the principal will consult with his/her Superintendent regarding appropriate 
accommodations and/or strategies that might be instituted to ensure safety of students, staff, and others in the 
school. 
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Other Factors to be Considered  
 
Where the student is able to control his/her behaviour and is able to understand the foreseeable consequences of 
his/her behaviour, the principal will consider whether the following factors mitigate the length of a suspension or the 
decision to apply a suspension as a form of discipline for the student:  
 
1. The student’s academic, discipline and personal history; 

 
2. Whether progressive discipline has been attempted with the student, and if so, the progressive discipline 

approach(es) that has/have been attempted and any success or failure;  
 
3. Whether the infraction for which the student might be disciplined was related to any harassment of the student 

because of race, ethnic origin, religion, creed, disability, gender or gender identity, sexual orientation or 
harassment for any other reason;  

 
4. The impact of the discipline on the student’s prospects for further education;  
 
5. The student’s age;  
 
6. Where the student has an IEP or disability related needs,  

a. Whether the behaviour causing the incident was a manifestation of the student’s disability;  
b. Whether appropriate individualized accommodation has been provided; and 
c. Whether a suspension is likely to result in aggravating or worsening the student’s behaviour or conduct or 

whether a suspension is likely to result in a greater likelihood of further inappropriate conduct; and 
 
7. Whether or not the student’s continuing presence at the school creates an unacceptable risk to the safety of 
anyone in the school. 
 
Progressive Discipline  
 
In reviewing whether progressive discipline approach(es) has/have been attempted with the student, and if so, the 
progressive discipline approach(es) that has/have been attempted and any success or failure, the principal will 
consider the following:  
 
1. Whether the teacher, principal or designate has utilised early and/or ongoing intervention strategies to 

prevent unsafe or inappropriate behaviours, such as:  
�  contact with the student’s parent(s)/guardian(s); 
�  oral reminders; 
�  review of expectations; 
�  written work assignments with a learning component; 
�  assigning the student to volunteer services to the community; 
�  conflict mediation and resolution; 
�  peer mentoring; 
�  referral to counselling; and/or 
�  consultation. 

 
2. Whether the principal or designate has used a progressive discipline approach to address inappropriate 

behaviour for which a suspension could have been imposed, such as:  
 

�  meeting(s) with the student’s parent(s)/guardian(s), student, and principal; 
�  referral of student to a community agency for anger management or substance abuse counselling; 
�  detentions; 
�  withdrawal of privileges; 
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�  withdrawal from class; 
�  restitution for damages; 
�  restorative practices; and/or 
�  transfer. 

 
Factors Mitigating Decision to Suspend 
 
In circumstances where one or more of the factors above mitigate the decision to apply a suspension as a form of 
discipline for the student, the principal may consider whether alternative discipline and/or other intervention is 
appropriate in the circumstances.   
 
Consultation 
 
Before imposing a suspension of eleven (11) or more school days, the principal will consult with the  
Superintendent of Education regarding: 
 
1. The investigation undertaken; 

2. The circumstances of the incident;  

3. Whether or not one or more of the factors outlined above are applicable in the circumstances; and  

4. The appropriate length of the suspension. 

School Work  

 
A student who is subject to a suspension of five (5) or fewer school days must be provided with school work to 
complete at home while serving the suspension.  The school work must be available to the adult student’s 
designate or the student’s parent/guardian or designate the day the student is suspended, if the student is 
suspended for one (1) school day.  If this is not possible, the student must be given an opportunity to catch-up on 
missed school work as part of the re-entry process.  Where the student has been suspended for two (2) or more 
school days the principal will ensure that the school work provided to the student will be available the day the 
student is suspended or the following school day. 
 
In addition to receiving school work for the first five (5) school days of suspension, a student who is subject to a 
suspension of six (6) or more school days must be assigned an alternative program for students subject to lengthy 
suspension (ASP).  A student participating in an ASP is not considered to be engaging in school or school-related 
activities. 

Procedural Steps When Imposing a Suspension 

 
Where a principal has determined that it is appropriate in the circumstances to impose a suspension, the principal 
is required to affect the following procedural steps: 
 
1. Within 24 hours of the decision, the principal must make all reasonable efforts to orally inform the adult student 

or the student’s parent/guardian of the suspension; 
 

2. The principal must inform the student’s teacher(s) of the suspension; 
 

3. The principal in conjunction with the student’s teacher(s) must organize school work to be provided for the 
student to be completed during the duration of the student’s suspension; 

 
4. The principal must provide written notice of the suspension to the student, the student’s parent/guardian 

(unless the student is an adult student) and the Superintendent of Education; 
 
The written notice of suspension will include:  
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a) The reason for suspension; 

b) The duration of the suspension; 

c) Information about the ASP the student is assigned to, where the student is suspended for six (6) or more 
school days; 

d) Information about the right to appeal the suspension, including the relevant policies and guidelines and the 
contact information for the Superintendent Responsible for Student Discipline; 

6. Every effort should be made to include the school work with the letter of suspension to the student and the 
student’s parent/guardian (unless the student is an adult student) on the day the student is suspended if the 
letter is provided to the student to take home.  If it is not possible to provide the letter because the student and/or 
his/her parent/guardian is not available, the letter should be mailed, couriered, faxed or emailed to the home 
address that day and school work should be made available for the adult student’s designate or student’s 
parent/guardian or designate to pick-up from the school the following school day. 

�  If notice is sent by mail or courier, it will be deemed to have been received on the fifth school day after it 
was sent.  

�  If notice is sent by fax or e-mail, it is deemed to have been received the first school day after it was sent. 

7. Where the incident is a serious violent incident, including a credible threat to inflict serious bodily harm or 
vandalism causing extensive damage to Board property or property located on Board property, consideration 
should be given to filling out and filing a Violent Incident Form in the student’s Ontario Student Record.  

Alternative Suspension Program (ASP) 

 
Where a student has been suspended for six (6) or more school days the student will be provided with school work 
for the first five (5) school days or until the Student Action Plan is implemented and will be assigned an alternative 
program for students subject to lengthy suspension (Alternative Suspension Program or ASP).  
 
A student cannot be compelled to participate in an ASP.  Should the adult student or a student’s parent/guardian 
choose not to have the student participate in an ASP, the student will continue to be provided with school work 
consistent with the Ontario curriculum or that student’s modified or alternative curriculum to be completed at home 
for the duration of his/her suspension. This school work will be available at the school for pick-up by the adult 
student’s designate or the student’s parent/guardian or designate at regular intervals during the suspension period.  
Where school work has not been picked up, the school should contact the adult student or the student’s 
parent/guardian to determine whether the school work will be picked up.  The principal should record the follow-up 
and response. 
 
A Student Action Plan (SAP) will be developed for every student subject to a suspension of six (6) or more school 
days who agrees to participate in an ASP.  
 
Agreement or refusal to participate in an ASP may be communicated to the school orally by the adult student or the 
student’s parent/guardian.  Where the adult student or student’s parent/guardian declines the offer to participate in 
an ASP, the principal shall record the date and time of such refusal. 
 
Planning Meeting  
 
For students subject to a suspension of six (6) or more school days who choose to participate in an ASP, the 
principal of the school or designate will hold a planning meeting for the purpose of developing the SAP.   
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�  The adult student or student’s parent/guardian and the student (where appropriate) as well as any appropriate 

teaching and support staff will be invited to participate in the planning meeting.  
  

�  The planning meeting will be scheduled to occur within two (2) school days of the adult student or the 
student’s parent/guardian informing the school that the student will participate in an ASP. 

 
�  If the adult student or the student’s parent/guardian are not available to participate in the planning meeting, 

the meeting will proceed in their absence and a copy of the SAP will be provided to them following the 
meeting. 

 
�  During the planning meeting the principal or designate will review the issues to be addressed in the student’s 

SAP. 
 
Student Action Plan (SAP) 
 
A student subject to suspension for eleven (11) or more school days will be provided with both academic and non-
academic supports, which will be identified in the student’s SAP.  Students subject to a suspension of fewer than 
eleven (11) school days may be offered non-academic supports where such supports are appropriate and 
available. 
 
�  The SAP will be developed under the direction of the principal of the school with assistance, as appropriate, 

from the principal of alternative programs, vice-principal of the school, guidance counsellor, special education 
teacher, classroom teacher and/or social worker.  

 
�  The principal will make every effort to complete the SAP within five (5) school days following the adult student 

or the student’s parent/guardian informing the school that the student will participate in an ASP.  
 

�  This timeline will be communicated to the adult student and/or the student’s parent/guardian if they are unable 
to attend the planning meeting for the purpose of providing input. 

 
�  The principal must ensure that the student is provided with school work until the SAP is in place. 

 
�  Once completed, the SAP will be shared with the adult student, or the student’s parent/guardian and the 

student and all necessary staff to facilitate implementation. 
 
�  A copy of the SAP will be stored in the student’s Ontario Student Record until such time as it is no longer 

conducive to the improvement of instruction of the student. 
 
�  The SAP will identify:  
 

i. The incident for which the student was suspended;  

ii. The progressive discipline steps taken prior to the suspension, if any; 

iii. Any alternative discipline measures imposed in addition to the suspension; 

iv. Any other disciplinary issues regarding the student that have been identified by the school; 

v. Any learning needs or other needs that might have contributed to the underlying infraction resulting in 
discipline;  

 
vi. Any program(s) or service(s) that might be provided to address those learning or other needs; 

vii. The academic program to be provided to the student during the suspension period and details 
regarding how that academic program will be accessed by the student;  
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viii. Where the student has an IEP, information regarding how the accommodations/modifications of the 
student’s academic program will be provided during the period of suspension; 

 
ix. The non-academic program and services to be provided to the student, if applicable, during the 

suspension and details regarding how that non-academic program and those services will be 
accessed; and 

 
x. The measurable goals the student will be striving to achieve during the period of suspension.�

 
Suspension Appeal Process 
 
The adult student or the student’s parent/guardian may appeal a suspension.  
 
All suspension appeals will be received by the Superintendent of Education for the respective school. 
 
�  An appeal of a suspension does not stay the suspension. 
 
�  A person who intends to appeal a suspension must give written notice of his/her intention to appeal the 

suspension within ten (10) school days of the commencement of the suspension.  
 
�  The board must hear and/or determine the appeal within fifteen (15) school days of receiving the notice of 

intention to appeal (unless the parties agree to an extension). 
 
Upon receipt of written notice of the intention to appeal the suspension, the Superintendent of Education: 
 
1. Will promptly advise the school principal of the appeal; 

2. Will promptly advise the adult student or the student’s parent/guardian that a review of the suspension will take 
place and invite the appellant to contact the Superintendent of Education to discuss any matter respecting the 
incident and/or appeal of the suspension;  

3. Will review the suspension (reason, duration, any mitigating or other factors); 

4. May consult with the principal regarding modification or expunging the suspension; 

5. Will request a meeting with the adult student or the student’s parent/guardian and the principal to narrow the 
issues and try to effect a settlement, and arrange a date for the appeal before the Discipline Committee (a 
committee comprised of a minimum of three (3) Board Trustees); 

6. Will, where a settlement is not effected, provide notice of the review decision to the adult student or student’s 
parent/guardian.   

 
Where the suspension is upheld on review and the adult student or student’s parent/guardian chooses to continue 
with the appeal, the Superintendent of Education will: 
 
1. Coordinate the preparation of a written report for the Board.  This report will contain at least the following 

components: 
 

a) A report of the incident and rationale for suspension prepared by the principal; 

b) A copy of the original suspension letter; 

c) A copy of the letter requesting the Suspension Appeal; and 

d) A copy of the correspondence with respect to the decision of the Superintendent Education regarding 
the suspension review. 
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2. Inform the adult student or the student’s parent/guardian of the date of the Suspension Appeal,  provide a guide 
to the process for the appeal, and a copy of the documentation that will go to the Board Discipline Committee.  

 
3. Ensure that the item is placed on the Board Discipline Committee’s agenda. 
 
4. Ensure ongoing communication with parent/guardian. 
 
The parties in an appeal to the Discipline Committee shall be: 
 
1. The principal; and 

2. The adult student or the student’s parent/guardian, if they appealed the decision. 

Suspension Appeal before the Discipline Committee of the Board 

 
Suspension appeals will be heard orally, in camera, by the Discipline Committee of Trustees.  The Discipline 
Committee may grant a person with daily care authority to make submissions on behalf of the student. 
 
1. The appellant and/or the person with daily care will proceed first by making oral submissions and/or providing 

written submissions regarding the reason for the appeal and the result desired. 

2. The student will be asked to make a statement on his/her own behalf. 

3. The Superintendent of Education for the school and/or the principal will make oral submissions on behalf of the 
administration, including a response to any issues raised in the appellant’s submissions.  The 
Superintendent/principal may rely on the report prepared for the Discipline Committee. 

4. The appellant may make further submissions addressing issues raised in the administration’s presentation that 
were not previously addressed by the appellant. 

5. The Discipline Committee may ask any party, or the student, where appropriate, questions of clarification. 

 
Legal counsel for the Board may be present at the appeal if the appellant is represented by legal counsel or an 
agent. 
 
The Discipline Committee may make such orders or give such directions at an appeal as it considers necessary for 
the maintenance of order at the appeal.  Should any person disobey or fail to comply with any such order and/or 
direction, a Trustee may call for the assistance of a police officer to enforce any such order or direction. 
 
Where any party who has received proper notice of the location, date and time of the appeal fails to attend the 
appeal or comply with the necessary time lines, the appeal may proceed in the absence of the party and the party 
is not entitled to any further notice of the proceedings. 
 
The Discipline Committee will consider, based on the written and/or oral submissions of both parties, whether the 
decision to discipline and the discipline imposed was reasonable in the circumstances, and shall either: 
 
1. Confirm the suspension and its duration; or 

2. Confirm the suspension but shorten its duration and amend the record, as necessary; or 

3. Quash the suspension and order that the record be expunged; or 

4. Confirm the suspension but expunge the record; 
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5. Make such other appropriate order. 

6. Other 

 
The decision of the Discipline Committee is final.  The decision shall be communicated to the appellant in writing.   
 
Re-Entry 
 
Following a suspension of six (6) or more school days, a re-entry meeting will be held with appropriate  staff, the 
student, and the student’s parent/guardian if possible, to provide positive and constructive redirection for the 
student.  Where the student has participated in an ASP, the student’s success in achieving the goals outlined in the 
SAP will be reviewed with the adult student or the student’s parent/guardian and student.  Further programs and 
services might be recommended by the principal for the purpose of achieving additional or greater success in 
meeting the goals outlined in the SAP. 
 
 
C. EXPULSION OF STUDENTS 
 
Subject to the “Factors to Consider Before Deciding to Impose a Suspension” below, reasonable grounds to believe 
that a student has committed one or more infractions outlined below on school property, during a school-related 
activity or event, and/or in circumstances where the infraction has an impact on the school climate, the principal will 
suspend the student.  
 
The principal will also contact the police consistent with the Police and School Response Protocol if the infraction 
the student is suspected of committing requires such contact.  When in doubt, the principal will consult with his or 
her Superintendent. 
 
The enumerated activities are: 
 
1. Possessing a weapon, including possessing a firearm; 

2. Using a weapon to cause or to threaten bodily harm to another person; 

3. Committing physical assault on another person that causes bodily harm requiring treatment by a     medical 
practitioner; 

4. Committing sexual assault; 

5. Trafficking in weapons, illegal and/or restricted drugs; 

6. Committing robbery; 

7. Giving alcohol to a minor; 

8. An act considered by the principal to be significantly injurious to the moral tone of the school and/or to the 
physical or mental well-being of others; 

9. A pattern of behaviour that is so inappropriate that the student©s continued presence is injurious to the 
effective learning and/or working environment of others; 

10. Activities engaged in by the student on or off school property that cause the student©s continuing presence in 
the school to create an unacceptable risk to the physical or mental well-being of other person(s) in the school 
or Board; 

11. Activities engaged in by the student on or off school property that have caused extensive damage to the 
property of the Board or to goods that are/were on Board property; 

12. The student has demonstrated through a pattern of behaviour that s/he has not prospered by the instruction 
available to him or her and that s/he is persistently resistant to making changes in behaviour which would 
enable him or her to prosper; or 
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13. Any act considered by the principal to be a serious violation of the Board or school Code of Conduct. 

 
Factors to Consider Before Deciding to Impose a Suspension  
 
When deciding whether or not to impose a suspension pending a possible recommendation for expulsion, the 
principal will make every effort to consult with the student, where appropriate, and the student’s parent/guardian, if 
the student is not an adult student, to identify whether any mitigating factors might apply in the circumstances. 
 
Mitigating Factors  
 
The mitigating factors to be considered by the principal before deciding whether to impose a suspension are: 
1. Whether the student has the ability to control his or her behaviour; 

2. Whether the student has the ability to understand the foreseeable consequences of his or her behaviour; and 

3. Whether the student’s continuing presence in the school does or does not create an unacceptable risk to the 
safety of any other individual at the school. 

If a student does not have the ability to control his or her behaviour and does not understand the foreseeable 
consequences of his/her behaviour, the principal will not suspend the student.  Alternative discipline and/or other 
intervention may be considered by the principal in such circumstances.   
 
If the student does not have the ability to control his or her behaviour and does not understand the foreseeable 
consequences of his/her behaviour, but poses an unacceptable risk to the safety of others in the school, the 
principal will consult with his/her Superintendent regarding appropriate accommodations and/or strategies that 
might be instituted to ensure student and staff safety. 

Suspension Pending Recommendation for Expulsion 

 
If the student is to be suspended pending an investigation, the student should be suspended for (20) twenty school 
days.  If the student has been suspended pending an investigation to determine whether the student will be 
recommended for expulsion, the principal must assign the student to a program for suspended students (ASP). 
 
If the student has been suspended for twenty (20) school days, the principal must undertake an investigation to 
determine whether to recommend to the Board Discipline Committee, (a committee comprised of three (3) Board 
Trustees) that the student be expelled. 

Procedural Steps When Imposing a Suspension 

 
When imposing a suspension the principal is required to affect the following procedural steps: 
 
1. The suspension shall commence on the first school day following the occurrence  

 
2. Within 24 hours of the decision to suspend, the principal must make all reasonable efforts to orally inform the 

adult student or the student’s parent/guardian of the suspension; 
 

3. The principal must inform the student’s teacher(s) of the suspension; 
 

4. The principal must provide written notice of the suspension to the adult student or the student’s 
parent/guardian and student and the Superintendent of Education.  The written notice of suspension will 
include:  

a) The reason for suspension; 
b) The duration of the suspension;
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c) Information about the program for suspended students the student is assigned to;  

d) Information about the investigation the principal is conducting to determine whether to recommend 
expulsion;  

e) A statement that there is no immediate right to appeal the suspension.  Any appeal must wait until the 
principal decides whether to recommend an expulsion, and if the principal decides not to recommend 
an expulsion, a statement that the suspension may be appealed to the Board Discipline Committee, 
and if the principal decides to recommend an expulsion that the suspension may be addressed at the 
expulsion hearing. 
 

5. Every effort should be made to include the school work with the letter of suspension to the student and the 
student’s parent/guardian (unless the student is an adult student) on the day the student is suspended if the 
letter is provided to the student to take home.  If it is not possible to provide the letter because the student 
and/or his/her parent/guardian is not available, the letter should be mailed, couriered, faxed or emailed to the 
home address that day and school work should be made available for the adult student’s designate or the 
student’s parent/guardian or designate to pick-up from the school the following school day. 

�  If notice is sent by mail or courier, it will be deemed to have been received on the fifth school  
 day after it was sent.  

�  If notice is sent by fax or e-mail, it is deemed to have been received the first school day after    
       it was sent.  

 

6. Where the incident is a serious violent incident, such as possession of weapons, physical assault causing 
serious bodily harm, sexual assault, robbery, extortion or hate motivated violence, consideration should be 
given to filling out and filing a Violent Incident Form in the student’s Ontario Student Record.  

Alternative Suspension Program (ASP) 

 
Where a student has been suspended pending an investigation to determine whether to recommend an expulsion, 
the student will be assigned an alternative program for students subject to lengthy suspension (ASP). 
 
A student cannot be compelled to participate in an ASP.  Should the adult student or the student’s parent/guardian 
choose not to have the student participate in an ASP, the student will be provided with school work consistent with 
the Ontario curriculum or that student’s modified and/or alternative curriculum to be completed at home for the 
duration of his/her suspension.  This school work will be available at the school for pick-up by the adult student’s 
designate or the student’s parent/guardian or a designate at regular intervals during the suspension period 
beginning the school day after the adult student or the student’s parent/guardian refuses to participate in an ASP.  
 
A Student Action Plan (SAP) will be developed for every student  who agrees to participate in an ASP.   
 
Agreement or refusal to participate in an ASP may be communicated to the school orally by the adult student or the 
student’s parent/guardian.  Where the student or his/her parent/guardian declines the offer to participate in an ASP, 
the principal shall record the date and time of such refusal. 
 
 
Planning Meeting  
 
For students, subject to a suspension pending an investigation to determine whether to recommend an expulsion, 
who choose to participate in an ASP, the principal or designate of the school will hold a planning meeting for the 
purpose of developing the SAP. 
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�  The adult student or the student’s parent/guardian and student (where appropriate) as well as any appropriate 

teaching and support staff will be invited to participate in the planning meeting. 
 

- The planning meeting will be scheduled to occur within two (2) school days of the adult student or the 
student’s parent/guardian informing the school that the student will participate in an ASP. 
 

- If the adult student or the student’s parent/guardian are not available to participate in the planning meeting, 
the meeting will proceed in their absence and a copy of the SAP will be provided to them following the 
meeting. 

 
�  During the planning meeting the principal or designate will review the issues to be addressed in the    

student’s SAP. 
 
Student Action Plan (SAP) 
 
A student subject to suspension pending an investigation to determine whether to recommend an expulsion will be 
provided with both academic and non-academic supports, which will be identified in the student’s SAP.  
 
�  The SAP will be developed under the direction of the principal of the school with assistance, as appropriate, 

from the principal of alternative programs, vice-principal of the school, guidance counsellor, special education 
teacher, classroom teacher, CYW and/or social worker. 

 
�  The principal will make every effort to complete the SAP within five (5) school days following the adult student 

or the student’s parent/guardian informing the school that the student will participate in an ASP. 
 
�  This timeline will be communicated to the adult student or the student’s parent/guardian if they are unable to 

attend the planning meeting for the purpose of providing input. 
 
�  Once completed, the SAP will be shared with the adult student or the student’s parent/guardian and student 

and all necessary staff to facilitate implementation.  
 
�  A copy of the SAP will be stored in the student’s Ontario Student Record until such time as it is no longer 

conducive to the improvement of instruction of the student. 
 
The SAP will identify: 
 

i. The incident for which the student was suspended; 

ii. The progressive discipline steps taken prior to the suspension, if any; 

iii. Any alternative discipline measures imposed in addition to the suspension; 

iv. Any other disciplinary issues regarding the student that have been identified by the school; 

v. Any learning needs or other needs that might have contributed to the underlying infraction resulting in 
discipline;  

 
vi. Any program(s) or service(s) that might be provided to address those learning or other needs; 

vii. The academic program to be provided to the student during the suspension period and details regarding how 
that academic program will be accessed by the student;  

 
viii. Where the student has an IEP, information regarding how the accommodations/modifications of the student’s 

academic program will be provided during the period of suspension. 
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ix. The non-academic program and services to be provided to the student during the suspension and details 

regarding how that non-academic program and those services will be accessed; and 
 

x. The measurable goals the student will be striving to achieve during the period of suspension. 

Principal's Investigation 

 
The principal will conduct an investigation promptly upon an incident occurring in order to determine whether a 
suspension is warranted.  The investigation will continue, following the suspension, to determine whether a 
recommendation for expulsion to the Board Discipline Committee should occur.  As part of the investigation, the 
principal will consult with the Superintendent of Education regarding any issues of process and/or timing for 
conducting the investigation, which must be completed at the earliest opportunity as well as the substantive 
decision whether or not to recommend that the student be expelled.  Should the decision be made to refer the 
student to the Discipline Committee with a recommendation for expulsion, the student must be referred to and dealt 
with by the Discipline Committee within twenty (20) school days from the date of suspension (unless timelines are 
extended on consent). Refer to “Principal Recommended Timelines” on page 20 of this section. 
 
Any police investigation will be conducted separately from the principal©s inquiry. 
 
As part of the investigation, the principal will: 
 
1. Make all reasonable efforts to speak with the adult student or the student’s parent/guardian and the student; 

2. Include interviews with witnesses who the principal determines can contribute relevant information to the 
investigation; 

3. Make every reasonable effort to interview any witnesses suggested by the student, or the  student’s 
parent/guardian; and 

4. Consider the mitigating and other factors when determining whether to recommend to the Discipline Committee 
that the student be expelled. 

 
Mitigating Factors  
 
The mitigating factors to be considered by the principal before deciding whether to recommend an expulsion are: 
 
1. Whether the student has the ability to control his or her behaviour; 

2. Whether the student has the ability to understand the foreseeable consequences of his or her behaviour; and 

3. Whether the student’s continuing presence in the school does or does not create an unacceptable risk to the 
safety of any other individual at the school. 

 
Other Factors to be Considered  
 
Where the student is able to control his/her behaviour and/or is able to understand the foreseeable consequences 
of his/her behaviour, the principal will consider whether the following factors mitigate the length of a suspension and 
whether the student should be referred to the Discipline Committee on a recommendation for expulsion. 
 
1. The student’s academic, discipline and personal history; 
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2. Whether progressive discipline has been attempted with the student, and if so, the progressive discipline 
approach(es) that has/have been attempted and any success or failure;  

 
3. Whether the infraction for which the student might be disciplined was related to any harassment of the student 

because of race, ethnic origin, religion, creed, disability, gender or gender identity, sexual orientation or to 
related harassment for any other reason;  

 
4. The impact of the discipline on the student’s prospects for further education;  
 
5. The student’s age;  
 
6. Where the student has an IEP or disability related needs,  
 

a) Whether the behaviour causing the incident was a manifestation of the student’s disability;  

b) Whether appropriate individualized accommodation has been provided; and 

c) Whether a suspension is likely to result in aggravating or worsening the student’s behaviour or conduct 
or whether a suspension is likely to result in a greater likelihood of further inappropriate conduct; and 

7. Whether or not the student’s continuing presence at the school creates an unacceptable risk to the safety of 
anyone in the school. 

 
Progressive Discipline  
 
In reviewing whether progressive discipline approach(es) has/have  been attempted with the student, and if so, the 
progressive discipline approach(es) that has/have been attempted and any success or failure, the principal will 
consider the following:  
 
1. Whether the teacher, principal or designate has utilised early and/or ongoing intervention strategies to prevent 

unsafe or inappropriate behaviours, such as:  
 

�  contact with the student’s parent(s)/guardian(s); 
�  oral reminders; 
�  review of expectations; 
�  written work assignments with a learning component; 
�  assigning the student to volunteer services to the community; 
�  conflict mediation and resolution;  
�  peer mentoring; 
�  referral to counselling; and/or 
�  consultation. 

 
2. Whether the principal or designate has used a progressive discipline approach to address inappropriate 

behaviour for which a suspension could have been imposed, such as: 
 

�  meeting(s) with the student’s parent(s)/guardian(s), student, and principal; 
�  referral of student to a community agency for anger management or substance abuse counselling; 
�  detentions; 
�  withdrawal of privileges;  
�  withdrawal from class; 
�  restitution for damages; 
�  restorative practices; and/or 
�  transfer. 
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Consultation 
 
Before making a decision the principal will make every effort to consult with the student and the student’s 
parent/guardian (unless the student is an adult student). 

Decision Not to Recommend Expulsion 

 
Following the investigation and consideration of the mitigating and other factors, if the principal decides not to 
recommend to the Discipline Committee that the student be expelled, the principal must: 
 
1. Consider whether alternative discipline is appropriate in the circumstances; 

2. Uphold the suspension and its duration; 

3. Uphold the suspension and shorten its duration and amend the record accordingly; or 

4. Withdraw the suspension and expunge the record.  

If the principal has decided not to recommend an expulsion of the student, the principal will provide  
written notice of this decision to the adult student or the student’s parent/guardian and student.   The  
notice shall include: 
 
1. A statement of the principal’s decision not to recommend expulsion to the Discipline Committee; 

2. A statement indicating whether the suspension has been upheld, upheld and shortened, or withdrawn; 

3. If the suspension has been upheld or upheld and shortened, information about the right to appeal the 
suspension to the Discipline Committee, including: 

a) A copy of the Board policies and guidelines regarding suspension appeals; 

b) Contact information for the Superintendent of Education; 

c) A statement that written notice of an intention to appeal must be given within five (5) school days 
following receipt by the party of notice of the decision not to recommend expulsion; or 

d) If the length of the suspension has been shortened, notice that the appeal from the shortened length of 
the suspension. 

Recommendation to the Board for an Expulsion Hearing - Timelines 

 
These Principal Recommended Timelines will be followed when a Student Expulsion is being considered: 
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Principal Recommended Expulsion 

Timelines 
 
Step I Principal’s Consideration for Recommendation to Expel 
   
  Upon occurrence of incident principal commences investigation 
   
  Day 1 
 

�  Suspension starts (the day after the incident) 
 
�  Investigation ongoing 

  
 

�  Principal notifies Supervisory Office (informal notification of possible     
  recommendation to expel) 
 

�  Supervisory Officer verbally notifies Director of Education 
 
Step II   Investigation Conducted by Principal 

  Day 2 – 7 
 

�  Investigative Report completed by day 7.  This will include a summary of findings; the impact of 
any mitigating factors; whether an expulsion is being recommended and, if so, the type of 
expulsion recommended and the alternative program or school being recommended 

 

Step III Principal’s Formal Notification of Recommendation to Expel  

  Day 7 – 8 

Principal submits request (in writing) for a recommended expulsion hearing to the Supervisory 
Officer (for a decision of the Board Discipline Committee) 

�  Copies to be provided to: 
�  Adult student and/or 
�  Parent/Guardian of student under age 18 
�  School Superintendent 
�  Student’s Teacher(s) 
�  Manager, Social Work Services/Chief Attendance Officer 

 

�    Request must include: 
�  Recommendation for expulsion 
�  Recommendation re type of expulsion (Board/School) 
�  Recommendation re program/school to direct student 
 

�    Principal sends Investigative Report to Supervisory Officer and Direction  of 
 Education 

 
�    Superintendent submits written request for recommended expulsion hearing to the 

 Director 
 

�    Director notifies Chairperson of Board Discipline Committee 
 

�    Chairperson of Board Discipline Committee sets date for hearing 
 

�  Hearing must be held within the 20 (school) days suspension   
   period   
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Step IV Notification of Hearing for Expulsion 
 
  Day 9 
 

�  Supervisory Officer contacts adult student and/or parent/guardian of student   
  under age eighteen (18) 

     
Days 9 - 10 
 

�   Notice of Recommended Expulsion Hearing from Director of Education to: 
�  Adult student and/or 
�  Parent/Guardian of student under age eighteen (18) 
�  School Principal 
�  School Superintendent 
�  Student’s Teacher(s) 
�  Manager, Social Work Services/Chief Attendance Officer 

 
�   Notice of Hearing to include: 

�  The Principal’s recommendation for expulsion 
�  The Investigative Report 
�  A Parent Guide to Participation in an Expulsion Hearing 
�  A copy of the  Code of  Student Conduct and Discipline 
�  A copy of the suspension letter 
�  A statement that Parent/Guardian/Student has the right to respond to the 

 principal’s report in writing 
�  Agenda/Preparation for Hearing 

 
Step V Hearing 
 
 By Day 20 (unless time extension agreed upon by concerned parties) 
 [End of Suspension] 
 
Step VI Post Hearing Requirements 
 

�  Director of Education to provide written decision to: 
�  Adult student and/or 
�  Parent/Guardian of student under age eighteen (18) 
�  School Principal 
�  School Superintendent 
�  Manager – Social Work Services/Chief Attendance Officer 

 
�  Documentation/record of proceedings/written decision to be maintained in formal record by 

Board (Director of Education) 
 

Reference: Recommended Expulsion Process Document 
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Hearing before the Discipline Committee of the Board 
 
If the principal recommends expulsion, the Discipline Committee shall hold a hearing. 
 
Parties before the Discipline Committee will be: 
 
1. The principal; and 

2. The adult student or the student’s parent/guardian. 

If a student is not a party, s/he has the right to be present at the expulsion hearing and to make submissions on 
his/her own behalf.  The Discipline Committee may grant a person with daily care authority to make submissions on 
behalf of the student. 
 
The hearing will be conducted in accordance with the Rules of the Discipline Committee and the Guideline for 
Expulsion Hearings (as developed by legal counsel and maintained in the Board document): 
 

1. The Discipline Committee shall consider oral and written submissions, if any, of all parties; 

2. The Discipline Committee shall solicit and consider the views of all parties with respect to whether, if an 
expulsion is imposed, the expulsion should be a school expulsion or a Board expulsion; 

3. The Discipline Committee shall solicit and consider the views of all parties with respect to whether, if an 
expulsion is not imposed, the suspension should be confirmed, shortened or withdrawn; and 

4. Such other matters as the Discipline Committee considers appropriate. 
 
In determining whether to impose an expulsion the Discipline Committee shall consider the following factors: 
 

1. The mitigating and other factors: 

a. Whether the student has the ability to control his or her behaviour; 

b. Whether the student has the ability to understand the foreseeable consequences of his or her 
behaviour; 

c. Whether the student’s continuing presence in the school does or does not create an unacceptable 
risk to the safety of any other individual at the school; 

d. The student’s academic, discipline and personal history; 

e. Whether progressive discipline has been attempted with the student, and if so, the progressive 
discipline approach(es) that has/have been attempted and any success or failure;  

f. Whether the infraction for which the student might be disciplined was related to any harassment 
of the student because of race, ethnic origin, religion, creed, disability, gender or gender identity, 
sexual orientation or to related harassment for any other reason;  

g. The impact of the discipline on the student’s prospects for further education;  

h. The student’s age;  

i. Where the student has an IEP or disability related needs,  

i.  Whether the behaviour causing the incident was a manifestation of the student’s 
disability;  
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ii.  Whether appropriate individualized accommodation has been provided; and 

iii.   Whether an expulsion is likely to result in aggravating or worsening the student’s 
behaviour or conduct or whether an expulsion is likely to result in a greater likelihood of 
further inappropriate conduct; and 

j. Whether or not the student’s continuing presence at the school creates an unacceptable risk to 
the safety of anyone in the school. 

2. The submissions and views of the parties. 

3. Any written response to the principal’s report provided before the completion of the hearing; and 

4. Such matters as the Discipline Committee considers appropriate. 

 
Where there is a conflict in the evidence presented by the parties on the issue of whether the student committed 
the infraction, the Discipline Committee may request further evidence as set out in the Expulsion Hearing Rules, 
subject to the requirement that the hearing take place within 20 school days, or the Discipline Committee may 
assess the evidence and determine whether, on a balance of probabilities, it has been established that it is more 
probable than not that the student committed the infraction. 
 
No Expulsion 
 
If the Discipline Committee decides not to expel the student, the Discipline Committee shall take the submissions of 
the parties into account, including mitigating and other factors, in determining whether to: 
 

1. Consider whether alternative discipline is appropriate in the circumstances; 

2. Uphold the suspension and its duration; 

3. Uphold the suspension and shorten its duration and amend the record accordingly; 

4. Quash the suspension and expunge the record such that no record of the suspension remains in 
the Ontario Student Record; or 

5. Make such other orders as the Discipline Committee considers appropriate. 

The Discipline Committee shall give written notice to all parties of the decision not to impose an expulsion and the 
decision with respect to the suspension. 
 
The Discipline Committee’s decision with respect to the suspension is final. 
 

�
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Expulsion 

 
In the event the Board Discipline Committee decides to impose an expulsion on the student, the Discipline 
Committee must decide whether to impose a Board expulsion or a school expulsion.  In determining the type of the 
expulsion, the Discipline Committee shall consider the following factors: 
 

1. The mitigating and other factors: 

a. Whether the student has the ability to control his or her behaviour; 

b. Whether the student has the ability to understand the foreseeable consequences of his or her 
behaviour; 

c. Whether the student’s continuing presence in the school does or does not create an   
unacceptable risk to the safety of any other individual at the school; 

d. The student’s academic, discipline and personal history; 

e. Whether progressive discipline has been attempted with the student, and if so, the progressive 
discipline approach(es) that has/have been attempted and any success or failure;  

f. Whether the infraction for which the student might be disciplined was related to any harassment 
of the student because of race, ethnic origin, religion, creed, disability, gender or gender identity, 
sexual orientation or to related harassment for any other reason;  

g. The impact of the discipline on the student’s prospects for further education;  

h. The student’s age;  

i. Where the student has an IEP or disability related needs,  

i.  Whether the behaviour causing the incident was a manifestation of the student’s 
disability;  

ii.  Whether appropriate individualized accommodation has been provided; and 

iii.   Whether a school or Board expulsion is likely to result in aggravating or worsening the 
student’s behaviour or conduct or whether  it is likely to result in a greater likelihood of 
further inappropriate conduct; and 

j. Whether or not the student’s continuing presence at the school creates an unacceptable risk to 
the safety of anyone in the school; 

2. All submissions and views of the parties; 

3. Any written response to the principal’s report provided before the completion of the hearing; and 

4. Such other matters as the Discipline Committee considers appropriate. 

 
Where the Discipline Committee decides to impose a school expulsion, then the Discipline Committee must assign 
the student to another school. 
 
Where the Discipline Committee decides to impose a Board expulsion, then the Discipline Committee must assign 
the student to a program for expelled students. 
 
The Discipline Committee must promptly provide written notice of the decision to expel the student to all parties, 
and the student, if he or she was not a party.  The written notice shall include: 
 

1. The reason for the expulsion; 

2. A statement indicating whether the expulsion is a school expulsion or a Board expulsion; 
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3. Information about the school or program to which the student has been assigned; and 

4. Information about the right to appeal the expulsion, including the steps to be taken.   

Once the principal of alternative programs has received notice that a student has been expelled, s/he must create a 
SAP in a manner consistent with the Board’s policy and procedures for programs for expelled students. 

An expelled student is a student of the Board, even where s/he attends a program for expelled students at another 
school board, unless s/he does not attend the program or registers at another school board. 
 

Re-entry Requirements Following an Expulsion  

 
A student who is subject to a Board expulsion is entitled to apply in writing for re-admission to a school of the Board 
once s/he has successfully completed a program for expelled students and has satisfied the objectives required for 
completion of the program, as determined by the person who provides the program. 
 
The Board shall re-admit the student and inform the student in writing of the re-admission. 
 
A student who is subject to a school expulsion may apply in writing to the Board to be re-assigned to the school 
from which s/he was expelled. 
 
1. The Board will consider whether re-attendance will have a negative impact on the school climate, including on 

any victims, where applicable; 

2. The student will be required to demonstrate that they have learned from the incident and have sought 
counselling, where appropriate; 

3. The student will be required to sign a Declaration of Performance form provided by the Board; 

4. The Board, in its sole discretion, may determine that a different school than the one from which the student was 
expelled is a more appropriate placement for the student. 

Appeal of Board Decision to Expel  

 
The adult student or the student’s parent/guardian may appeal a Board decision to expel the student to the Child 
and Family Services Review Board. The Board is located at 2 Bloor St. W., 24th Floor, Toronto, Ontario M4W 3V5 
and can be contacted by telephone at 1–888-728-8823 or 416-327-4634 or by fax at 416-327-4379. 
 
The Child and Family Services Review Board is designated to hear and determine appeals of school Board 
decisions to expel students. 
 
The decision of the Child and Family Services Review Board is final. 
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STUDENT REGISTRATION AND  TRANSFER PROTOCOL 

 
General Procedures 
 
Any student may register with the Board at the beginning of a new semester.  Once registered, the student 
is expected to complete that semester at that school.  Students seeking a transfer during the semester must 
realize that extenuating circumstances i.e. availability of courses, the specific point in time in the 
semester, staffing and contractual issues and loss of instructional time due to intake meetings, may serve 
as obstacles to achieving the transfer.  It is therefore recommended in such circumstances that as a first 
step the student and his/her parent/guardian should contact the new school and inquire about course 
availability etc.  This will facilitate informed decision making. 
 
In every situation it is further understood that the receiving school principal should, prior to admitting a 
student, obtain a signed release of information form from the student and parent/guardian and then contact 
the home school for any further information. 
 

EXPELLED, EXCLUDED AND SUSPENDED STUDENTS 
 

It is generally recognized that students who have been administered an expulsion, exclusion or 
suspension, may present additional concerns for school administrators when  transfers are requested.  In 
an effort to foster on-going respect between boards/schools and provide for the safety of the general 
student populations the following guideline will be adhered to: 
 

�  All suspensions, and expulsions, and exclusions regardless of which board/school administers 
them, will be honoured.  Students under suspension must serve the suspension in its entirety 
prior to being considered for admission to another school/board.   This includes those  
suspensions associated with expulsions.  Students under expulsion and exclusion must declare 
themselves as such prior to a decision regarding registration being made. 

 
�  Boards must expel a student who has committed an infraction for which expulsion is deemed 

necessary. This includes students who choose to leave school before being advised of the 
decision to expel.  Documentation of the expulsion will be filed in the OSR with copies sent to 
parent/guardian and student. 

 
�  Efforts to relocate a student rather than expel him/her shall be done within the same Board.  

Students shall not be directed to another board. 
 

�  Relocating a student who has been administered a school expulsion shall be done internally.  
These students will be directed to a school operated by the Hamilton-Wentworth Catholic 
District School Board. 

 
�  Students administered a system expulsion or a suspension in excess or 5 days will be 

recommended for placement in an alternative program operated by the Hamilton-Wentworth 
Catholic District School Board. 
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�  An expelled student refusing the Board’s recommended alternate placement will have his/her 

name removed from the Board register. 
 
�  The school  which the student approaches for purpose of a transfer will be responsible for 

requesting information from the student’s former/current school prior to making a decision 
regarding the transfer request. 

 
�  Should the numbers of transferring students at any given time prohibit a timely exchange of 

information it is recommended that at the time of registration the new school have the student 
and parent/guardian sign a form (within the Hamilton – Wentworth Catholic District School 
Board, the Declaration of Performance form) wherein they attest to the information they 
provided and agree that any subsequent, contrary information from the previous school may 
serve as grounds for immediate dismissal from the new school, whereupon the OSR shall be 
returned to the student’s former school and the registration process will be deemed null and 
void. 

 
�  The Declaration of Performance Form should also be used to identify any conditions that the 

Principal believes to be necessary in ensuring the safety of others and the commitment of the 
student.  Failure to agree/adhere to the conditions may result in the student’s dismissal from the 
school. 

 
�  Other understandings as outlined under General Procedures also apply. 

 
This guideline is intended to provide continuous programming for students, and at appropriate times, 
allow for smooth transition from school to school and/or board to board. 
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SAMPLE EXPULSION CHECKLIST 
 
 

Introduction  
 

When a principal has reasonable grounds to believe that a pupil has committed one or more infractions outlined 
below on school property, during a school-related activity or event, and/or in circumstances where the infraction has 
an impact on the school climate, the Principal will suspend the pupil.  

The enumerated activities are: 

14. Possessing a weapon, including possessing a firearm; 

15. Using a weapon to cause or to threaten bodily harm to another person; 

16. Committing physical assault on another person that causes bodily harm requiring treatment by a medical 
practitioner; 

17. Committing sexual assault; 

18. Trafficking in weapons or restricted drugs; 

19. Committing robbery; 

20. Giving alcohol to a minor; 

21. An act considered by the principal to be significantly injurious to the moral tone of the school and/or to the 
physical or mental well-being of others; 

22. A pattern of behaviour that is so inappropriate that the pupil©s continued presence is injurious to the effective 
learning and/or working environment of others; 

23. Activities engaged in by the pupil on or off school property that cause the pupil©s continuing presence in the 
school to create an unacceptable risk to the physical or mental well-being of other person(s) in the school or 
Board; 

24. Activities engaged in by the pupil on or off school property that have caused extensive damage to the property 
of the Board or to goods that are/were on Board property; 

25. The pupil has demonstrated through a pattern of behaviour that s/he has not prospered by the instruction 
available to him or her and that s/he is persistently resistant to making changes in behaviour which would 
enable him or her to prosper; or 

26. Any act considered by the principal to be a serious violation of the Board or school Code of Conduct. 

 

The process leading to expulsion is a two step process: 

Step One:  If there is information to form a reasonable belief that a pupil committed an infraction, 
consideration should be given to whether the pupil should be suspended pending the second step; 

Step Two:  Further investigation to determine whether there is sufficient evidence to recommend an 
expulsion. 
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STEP ONE: REASONABLE BELIEF THAT PUPIL COMMITTED INFRACTION 

 

Information for Reasonable Grounds to Believe that Accused Pupil Committed the Infraction 

Initial Information Received/Collected 

�  Infraction reported to school by police (police investigation continuing) 

Date _________________________________________ 
– proceed to consider mitigating and other factors 

  

�  Infraction reported to school by parent/community member/pupil 

Date_________________________________________ 

(circle one)  

 
�  Consult Police Protocol to determine whether police to be called to conduct 

investigation 

o Officer Name & Badge #________________________________ 

�  Note:  These initial interviews are for the purpose of determining if there is 
sufficient information for reasonable grounds to believe that the pupil committed 
the infraction.  A further investigation will need to be conducted. 

yes no 

�  Interview victim(s) 
Name(s) 
________________________________________________________ 

  

o Notes – Attached yes no 

o Written statement provided by victim(s) – Attached yes no 

�  Interview accused pupil(s) 
Name(s)__________________________________________________ 

  

o Notes – Attached  yes no 

o Written statement provided by accused – Attached yes no 

�  Spoke to parent of accused pupil(s) 
Name & Contact Info. _______________________________________ 

____________________________________________________________ 

yes no 

o Notes – Attached  yes no 

If there is sufficient information for reasonable grounds to believe that the 
accused pupil committed the infraction, proceed to consider mitigating 
factors (below). 

If there is not sufficient information, for reasonable grounds to believe that 
the accused committed the infraction, proceed to interview witnesses, if any. 

  

�  Interview witnesses 
Names _______________________________________________________ 

________________________________________________________________ 

  

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached yes no 
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If there is sufficient information for reasonable grounds to believe that the 
accused pupil committed the infraction, proceed to consider mitigating 
factors.  

  

Mitigating Factors to be Considered:  

For the purpose of gathering information to consider the mitigating and other factors the 
Principal:  

  

·  Relied on his/her personal knowledge of the pupil yes no 

·  Reviewed the OSR yes no 

·  Spoke to the accused pupil  
Details__________________________________________________________ 
________________________________________________________________ 

 

yes no 

·  Spoke to the parent/guardian (if the accused is not an adult pupil) 
Details__________________________________________________________ 
________________________________________________________________ 

 

yes no 

 
Mitigating Factors 

1.  Whether the pupil has the ability to control his or her behaviour;  yes no 

2.  Whether the pupil has the ability to understand the foreseeable 
consequences of his or her behaviour; 

yes no 

3.  Whether the pupil’s continuing presence in the school does or does not 
create an unacceptable risk to the safety of any other individual at the school. 

yes no 

 
Consultation  

Consultation with Superintendent of Education  yes no 
Consultation with adult pupil or parent/guardian  yes no 
 

�  Note:  If, following consultation with the Superintendent of Education and the 
adult pupil or parent/guardian, a decision is made to suspend the pupil pending 
a determination regarding whether the pupil should be recommended for 
expulsion, the pupil should be suspended for 20 school days.   

�  Note:  Following a further investigation the Principal may determine that there 
should be no recommendation for expulsion and the suspension should be 
confirmed or amended or expunged. 

Imposing a Suspension Pending Determination Regarding Expulsion 
 

�  Adult pupil or parent/guardian contacted by phone to be informed of 
suspension 

 yes no 

�  Teacher(s) informed  yes no 

�  Suspension letter:  yes no 

o provided to pupil – deemed receipt – 1 school day  yes no 

o mailed / couriered – deemed receipt – 5 school days  yes no 

o faxed / emailed – deemed receipt – 1 school day  yes no 

�  School work provided  yes no 
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o To the pupil when sent home  yes no 

o Available at the office  yes no 

�  Suspension letter provided to Superintendent of Education  yes no 

�  Suspension letter in the pupil’s OSR  yes no 

�  Violent Incident Form in pupil’s OSR  N/A yes no 

 

Suspension of 20 school days: 

�  Assign pupil to ASP    

o Adult pupil / parent/guardian accepted ASP  yes no 

o Contact by phone / written – date_______________________    

�  Planning Meeting    

o Adult pupil / parent/guardian attending 

o Meeting – date________________________________ 

 yes no 

�  SAP created    

o Provided to adult pupil / parent/guardian – Attached  yes no 

 

STEP TWO: INVESTIGATION PENDING POTENTIAL RECOMMENDATION FOR 
EXPULSION 

Investigation Steps 

 

Following communication of suspension of 20 school days pending an investigation to determine whether 
to recommend an expulsion or to reduce the length of the suspension, the Principal must: 

�  Consult with the Superintendent of Education about process issues and timelines for completing the 
Principal’s Investigation 

�  Conduct a Principal’s Investigation promptly 

o Review surveillance, if any 

�  Prepare a Surveillance Report 

o Witnesses should be interviewed separately 

�  Witnesses, including the accused pupil, may ask to have a parent/guardian present, which 
should be allowed 

o Two staff should be present in the room during the interview or the door should have glass 

�  If two staff, Principal or Vice Principal ask questions, and the other individual takes notes 

o Where appropriate, witnesses should be asked to provide a written and signed statement 

o Witness statements should be dated and held by the Principal 

�  Following a review of witness statement, questions of clarification should be asked by the 
Principal or Vice Principal 

�  Note:  Witness Statements and Notes from interviews might be released by the Superintendent to the 
adult pupil or parents/guardians and/or police, depending upon the circumstances. 
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�  Video/Digital Surveillance   yes no 

o Report – Form A – Attached  yes no 

�  Interview witnesses identified by victim 

Name:_________________________________________________ 

None   

o Notes - Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

 

�  Interview witnesses identified by accused    

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

 

�  Interview witnesses identified by witnesses None   

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 
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Name:_________________________________________________ 

   

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

 
�  Interview any other persons the Principal determines can 

contribute relevant information to the investigation, Note: this 
might include teachers, CYW and/or Social Worker. 

None   

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

Name:_________________________________________________    

o Notes – Attached  yes no 

o Written statement provided by witnesses – Attached  yes no 

 

Consider Mitigating and Other Factors 

 

Mitigating Factors 

1.  Whether the pupil has the ability to control his or her behaviour;  yes no 

2.  Whether the pupil has the ability to understand the foreseeable 
consequences of his or her behaviour; 

yes no 

3.  Whether the pupil’s continuing presence in the school does or does not 
create an unacceptable risk to the safety of any other individual at the school. 

yes no 
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Other Factors 

1. The pupil’s academic, discipline and personal history: 
 

   

a) Prior suspensions 
Details______________________________________________ 
 

 yes no 

 
b) Academic achievement level 3 or above / at or above age 

expectation for credit acquisition 
 

 yes no 

c) Family or personal factors influencing behaviour 
Details______________________________________________
___________________________________________________ 

 

 yes no 

2. Whether progressive discipline has been attempted with the pupil, and if 
so, the progressive discipline approach(es) that has/have been 
attempted and any success or failure. 

 

 yes no 

Positive approaches:     
• Program modifications or accommodations  N/A yes no 
• Class placement   N/A yes no 
• Positive encouragement and reinforcement N/A yes no 
• Individual, peer and group counselling  N/A yes no 
• Conflict resolution   N/A yes no 
• Mentorship programs N/A yes no 
• Sensitivity programs N/A yes no 
• Safety Plan N/A yes no 
• School, Board and community support programs; and N/A yes no 
• Pupil success strategies N/A yes no 
 
Progressive discipline:    
• Contact with parent(s) N/A yes no 
• Oral reminders N/A yes no 
• Review of expectations N/A yes no 
• Written work assignment with a learning component N/A yes no 
• Volunteer service to the school community N/A yes no 
• Peer mentoring N/A yes no 
• Conflict mediation and resolution N/A yes no 
• Meeting with parents, pupil and principal N/A yes no 
• Referral to community agency for anger management or substance 

abuse counselling 
N/A yes no 

• Consultation  N/A yes no 
  Guidance   yes no 

Social Work   yes no 
CYW  yes no 
SERT  yes no 

• Withdrawal of privileges N/A yes no 
• Withdrawal from class N/A yes no 
• Detention  N/A yes no 
• Restitution for damages N/A yes no 
• Restorative practice N/A yes no 
• Transfer N/A yes no 
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3. Whether the progressive discipline attempted with the pupil was 
successful or not and why: 

N/A   

Details 
_____________________________________________________________ 
_____________________________________________________________ 
 

   

 
 
4. Whether the infraction for which the pupil might be disciplined was 

related to any harassment of the pupil because of race, ethnic origin, 
religion, creed, disability, gender or gender identity, sexual orientation or 
related to harassment for any other reason 

 yes no 

Details 
_____________________________________________________________ 
 

   

5. Will the discipline impact on the pupil’s prospects for further education 

Why/why not?_______________________________________________ 
 

 yes no 

6. Does the pupil’s age mitigate his/her understanding of the seriousness or 
impact of their behaviour 

 

 yes no 

7. Where the pupil has an IEP or disability related needs,  
 

N/A   

a) Whether the behaviour causing the incident was a manifestation of 
the pupil’s disability; 

 
Why/why not?_______________________________________________ 
 

 yes no 

b) Whether appropriate individualized accommodation has been 
provided;  

 
Why/why not?_______________________________________________ 

 

 yes no 

c) Whether a suspension/expulsion is likely to result in aggravating or 
worsening the pupil’s behaviour or conduct or whether a 
suspension/expulsion is likely to result in a greater likelihood of 
further inappropriate conduct; 

 
Why/why not?_______________________________________________ 
 

 yes no 

 

At the conclusion of the investigation, the Principal should communicate the following information to 
the Superintendent of Education: 

�  name, age and birth date of the accused pupil 

�  details of the incident: who, what, where, when, how and why 

�  age, injuries of victim, if any, whether medical attention was required 

�  police involvement, including any charges laid 

�  outcome of consultation with parent or guardian 

�  start date of suspension 

�  mitigating and/or other factors applicable 

�  factors to consider for the SAP 
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�  principal’s recommendation with respect to whether an expulsion should be recommended and whether a 
school or board expulsion would be more appropriate 

�  principal’s recommendation with respect to the type of school or program that would benefit the pupil if 
expelled 

 

Decision NOT to Recommend Expulsion  
 

Where a decision is made not to recommend that the pupil be expelled, the Principal shall take the following steps: 

�  Determine whether it is appropriate to either: 

o Impose alternative discipline 

o Uphold the suspension and its duration 

o Uphold the suspension and shorten its duration, and amend the record accordingly; or 

o Withdraw the suspension and expunge the record. 

�  Provide written notice of the decision not to expel to the adult pupil or to pupil’s parent/guardian and pupil 

o If the suspension is upheld or upheld and shortened, include a copy of the Board policies and 
guidelines regarding suspension appeals 

 

Decision to Recommend Expulsion  
 

Where a decision is made to recommend that the pupil be expelled, the Principal shall prepare an Expulsion 
Package, which must include: 

�  Note:  Ensure the pupil©s OSR is secured and that appropriate personnel are aware that an expulsion is 
pending so that the pupil remains on the school©s register and OSR is not forwarded. 

�  Principal’s Report 

o A summary of the findings: who, what, where, when, how and why; 

o An analysis of mitigating and other factors; 

o A recommendation for a school or board expulsion and the rationale; 

o A recommendation for a particular school or program. 

�  A copy of:  

o Student Discipline Policy; 

o Student Discipline Procedures; 

o Expulsion Guideline; 

o Discipline Committee Rules; 

o Board Code of Conduct; 

o School Code of Conduct; 

o Suspension letter. 

Example Report - Appendix 1 
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Form A 

SAMPLE 
SURVEILLANCE REPORT 

 
 
Date Viewed:  October 7, 2008 
 
Viewed By:  Principal S. Smart 
 
Incident Reported By:  [*****************]] 
 
Date of Incident:  October 7, 2008 
 
Time of Incident:  1:45 pm 
 
Location of Incident:  alleged incident occurred in girls’ washroom, 2nd floor. 
 
Brief Description of Incident: 
 
Both the victim and pupil are seen entering at 1:43 and the pupil is seen exiting the girls’ 
washroom at 1:47 and the victim is seen exiting at 1:58. 
 
Names of Staff/Pupils/Outsiders seen on surveillance: 
1 [Name of Pupil] Staff/pupil/out  2 

 
 Staff/pupil/out 

3 [Name of Witness] Staff/pupil/out  4 
 

 Staff/pupil/out 

5 [Name of Victim] Staff/pupil/out  6 
 

 Staff/pupil/out 

7  Staff/pupil/out  8 
 

 Staff/pupil/out 

9  Staff/pupil/out  10  Staff/pupil/out 
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System Camera Time Observation 
Insert 1:43 Pupil enters washroom, 4 seconds later victim enters 

washroom 
 

 1:44 Witness enters washroom 
 

 1:47 Pupil exits washroom 
 
 

 1:55 Witness exits washroom and runs out of camera range 
 

 1:58 Victim exits washroom, observed crying 
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SAMPLE RECOMMENDATION FOR EXPULSION of [Pupil’s Name] 
DOB YYYY MM DD 
 

 
 
Recommendation 
 
That under Section 310 of the Education Act, Pupil’s Name be expelled from all schools of 
the Board / school name. 
 
 
 
Background: 
 
Pursuant to the Education Act, Section 310, and ____________ District School Board policy, 
a pupil may be expelled for certain infractions. 
 
 
 
Prepared & Submitted by: 
[Name], Superintendent of Education 
 
[Name], Principal, [ Name of School] 
 
[Name], Superintendent Responsible for Discipline 
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CONTENTS: 
1. Principal’s Report to the Discipline Committee 

2. Letter to Adult Pupil or Parent/Guardian from Principal, [Principal’s Name] advising of 
decision to recommend pupil to the Discipline Committee for an Expulsion Hearing. 

3. Letter to Adult Pupil or Parent/Guardian from Principal, [Principal’s Name] advising of 
decision to suspend the pupil pending an investigation of whether to recommend pupil to 
the Discipline Committee for an Expulsion Hearing 

4. Background report: Summary of School Progress for [Pupil’s Name]. 

5. Code of Conduct, [Name of School].  

 

 

 
SAMPLE REPORT OF THE INCIDENT AT NAME OF SCHOOL 

AND 
RECOMMENDATION PERTAINING TO THAT INCIDENT 

RE: PUPIL ’S NAME (DOB YYYY MM DD) 
PUPIL # 

PUPIL OF NAME OF SCHOOL 
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SAMPLE GUIDE TO PREPARING THE PRINCIPAL’S REPORT  
TO THE DISCIPLINE COMMITTEE 

 
This report is on school letterhead.  The Report must include the following information: 
 
�  The reason for the suspension, including a reference to the Education Act and the Board 

and/or School Code of Conduct; 

�  The duration of the suspension; 

�  Summary of the process followed in conducting the investigation; and 

�  Summary of the findings made in the investigation, including: 

o Whether police/and or other Emergency Medical Services were contacted; 

o Evidence that all reasonable efforts have been made to speak with the pupil and the 
pupil’s parent/guardian (unless the pupil is an adult pupil); 

o Summaries of interviews conducted, including interviews with the pupil, the pupil’s 
parents/guardians, victim(s) and/or witnesses. 

�  Analysis, where applicable, about the impact of the incident on the victim and/or the school 
community; 

�  Analysis of the mitigating and other factors as they apply to the pupil; 

�  Outline of previous discipline history of the pupil, if applicable; 

�  Recommendation of whether the expulsion should be a school expulsion or a board 
expulsion and why; 

�  Recommendation of the type of school that would benefit the pupil and why, in the case a 
school expulsion is imposed; and 

�  Recommendation of the type of program that would benefit the pupil and why, in the case a 
Board expulsion is imposed. 

Some additional considerations when writing the report: 
 
�  the report should be written in the third person and should include direct quotes from 

witnesses as evidence; 
�  victim names and witness names should not be used; monikers can be used to differentiate 

between individuals; 
�  when charges are laid by the police, these charges should only be named in the report when 

they have become public information (i.e. through the media) or they have been disclosed to 
the school by the adult pupil or parent/guardian. 
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SAMPLE REPORT 
On school letterhead 

PRINCIPAL’S REPORT TO THE DISCIPLINE COMMITTEE 
Date 
 
Name of Principal 
 
Name of Superintendent of Education 
 
Name of Superintendent Responsible for Student Discipline 
 
RE: Incident involving Pupil's Name (DOB YYYY MM DD), pupil of Name of School 
 
 
The recommendation in this report arises from a very serious incident involving Pupil's Name, (DOB YYYY MM 
DD), a pupil of Name of School. 
 
On Date of Incident, two pupils reported to the office that Pupil's Name had threatened one of them with a knife.  
As part of the investigation, six (6) witnesses including the victim and the witness who reported with the victim 
were interviewed. Pupil’s Name and his/her parents/guardians were also interviewed. 
 
The incident occurred in one of the girl’s washrooms in the school.  When questioned by the Vice-Principal after 
coming to the office to report the incident, the witness stated: “I was in the washroom with my friend when 
Pupil's Name entered the washroom.  We were all at the sinks when Pupil's Name pulled a knife from her 
backpack and held it to my friend’s throat.  The knife looked to me to be approximately 6 inches long.  Pupil's 
Name said very quietly, ‘I’m going to kill you’. 
 
When questioned by the Principal, at the same time that the witness was being questioned by the Vice-
Principal, the victim stated that, “While I was washing my hands at the sinks with my friend, Pupil's Name 
entered the washroom and also began washing her hands.  Then suddenly she pulled a knife from her 
backpack and held it to my throat and said, 'I’m going to kill you for talking to my boyfriend.'  I did not see how 
long the knife was because it all happened too quickly." 
Police were called to the school and responded immediately. 
 
Upon further investigation, involving [provide detail] the following information was determined.  On the previous 
day, the victim had been approached by Pupil's Name’s boyfriend, Pupil's Name had observed the interaction 
and told several of her friends that she was going to “kill her [the victim] for talking to him”, because she was 
ruining their relationship.  The following day, she brought the knife to school and threatened the victim in the 
washroom. 
 
Constable Officer's Name, Badge # Badge Number attended.  The weapon was seized and the Officer took the 
pupil to 22 Division.  The parents were immediately contacted. 
 
VP/ Principal’s Name spoke with Pupil’s Name’s parent(s) at approximately 2:00 p.m. on Date of Incident and 
informed them of the very serious nature of the incident.  They were also asked to provide any information 
regarding mitigating or other factors that might assist the school administration in their determination of 
appropriate discipline.   The parents did identify that Name of Pupil has been troubled by her relationship with 
her boyfriend, which had caused her to be “depressed”.  When asked whether Name of Pupil had any history of 
depression or whether Name of Pupil had ever required medical intervention for depression, the parents 
responded negatively. 
 
During her interview, Name of Pupil did not express any remorse for her actions. 
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The pupil’s academic achievement is in the average range; however, teachers report that she is more capable 
than her grades would suggest.  There is concern that placement in an alternative program might further 
decrease the pupil’s motivation to be successful in school and to continue to post secondary studies. 
 
No issues of harassment were noted by Name of Pupil or her parents.  
 
Name of Pupil was suspended during the last school year for 5 school days for fighting, as part of a progressive 
discipline strategy.  She had been involved in a prior incident of fighting last school year, where Name of Pupil 
and the other pupil involved in the fight were counselled and participated in a peer mediation process.  This 
progressive discipline strategy did not appear to have the desired impact and therefore a suspension was 
imposed.  There have been no other incidents of discipline. 
 
Name of Pupil is not a pupil with an IEP, special needs or a disability.  Name of Pupil was able to control her 
behaviour and understand the consequences of her behaviour.  The deliberate nature of her behaviour, her 
age, maturity and failure to express remorse for her actions as well as prior discipline related to fighting suggest 
that Name of Pupil does pose a risk to the safety of pupils in the school. 
 
The victim has been seriously impacted by this event and is receiving psychological treatment for post 
traumatic stress disorder. 
 
Following consultation with Name, the Superintendent of Education, Pupil's Name was suspended for twenty 
(20) school days, pending further review by the Board.  Pupil Name was offered an opportunity to participate in 
the Board’s ASP, and following agreement, an SAP was created in consultation with the pupil’s parents and the 
pupil to outline the features of the ASP for the pupil. 
 
This incident as outlined is of an extremely serious nature and clearly violates the Board’s Safe Schools Policy 
and the Name of School Code of Conduct.  As such, and based on my investigation of the matter, I recommend 
that pursuant to section 310 and 311 of the Education Act, Pupil's Name be expelled from all schools of the 
Board / Name of School.  I recommend that Pupil’s Name be assigned to Name of School and the Better 
Choices Program.  It is believed that this setting and program will provide the support necessary to assist Pupil 
Name with issues of anger management, while also permitting Pupil Name to become involved in school 
activities that will assist to keep her motivated to achieve success. 



H.W.C.D.S.B.  
 Safe Schools Manual 

- 17 - 
 

SAMPLE BACKGROUND REPORT: SUMMARY OF SCHOOL PROGRESS FOR 
PUPIL’S NAME 

 
This report presents relevant background information on the pupil.  It includes information 
pertaining to: 
 

�  date of entry to the school 
�  number of credits achieved 
�  pupil’s timetable and academic achievement in these classes 
�  attendance 
�  other discipline or serious incidents 
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SAMPLE - On school letterhead 
BACKGROUND REPORT 

CONFIDENTIAL 
RE: pupil name – first, middle, last 
DOB: YYYY MM DD = X years old 

School Attending: 
 
Date of entry to school:  
 
Number of Secondary Credits attained:   
 
The following represents Pupil Name’s school history: 
 

Dates Schools 

  

  

  

 
Pupil©s Name takes courses at the C-level or O-level or both as follows: 

Semester 1 Semester 2 

Course – grade Course - grade 

Course – grade    Course – grade 

Course – grade    Course – grade 

Course – grade    Course - grade 

Pupil name’s attendance record is as follows: 
 
Date to present # authorized classes missed 

# unauthorized classes missed 
#  lates 

Pupil name’s discipline record is as follows: 
 
Suspensions: 
 

�  Date Infraction  
 
Other discipline/alternatives to discipline/serious incidents: 
 

�  Date    Infraction    Discipline 
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DISCIPLINE CORRESPONDENCE 
TEMPLATES 
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Suspension Letter 

[on the Letterhead of the School] 
Date 
 
Parents Name and Address 
(or Student if Over 18 Years of Age) 
 
RE: STUDENT’S NAME     STUDENT’S # 
 
 DATE OF BIRTH    AGE: 
 
 GRADE:    GENDER: 
 
 EXCEPTIONALITY: 
 
Dear [Adult Student’s Name/Parent’s/Guardian’s Name]: 

Re: Suspension of [Student's Name], [DOB] from [Name of School] 

[You/Student©s Name] [have/has] been suspended from [Name of School] and from engaging in all school related 
activities from [Effective Date of Suspension] to [Last Day of Suspension] inclusive, i.e. [number] school days.  This 
suspension applies to all school buildings, grounds, school buses, school functions, activities and trips.  
[You/Student©s Name] may return to school on [Date] at [Time].  [You/Student©s Name] must report to the office 
before returning to school. 
 
This suspension is imposed in accordance with the Education Act, the Board©s Safe School Policy and [Name of 
School] Code of Conduct. 
 
The reason for the suspension is [use infraction applicable].  Namely, my findings indicate that [you/student©s name] 
[describe incident with particulars].  
 
School work [has been delivered to you / is available at the office; please make arrangements to have it 
picked up.] 
 
[Only if the suspension is 6 school days or longer include this paragraph and the next] In addition 
[you/student’s name] [have/has] been assigned an Alternative Suspension Program, a program for suspended 
students.  This Alternative Suspension Program is for the duration of the suspension period and will provide an 
opportunity for continued academic work and support for self-management to assist with the re-entry to school. 
 
Please confirm [your/student’s] participation in an Alternative Suspension Program at your earliest opportunity by 
contacting the School Vice Principal.  As soon as notice of [your/student’s] participation is received a planning 
meeting will be scheduled. Until such time as said notice has been received [you/student’s name] will be expected 
to remain at home and school work shall be provided. 
 
Should you wish to appeal this suspension, you must provide written notice of your intention to appeal to the 
Superintendent of Education, [Contact Information], within 10 school days of the commencement of the suspension, 
i.e. before [Insert Date].  You may then contact the Superintendent of Education to discuss the appeal.  Please be 
aware that an appeal does not stay the suspension. 
 
Sincerely, 
 
 
[Principal] 
 
cc Teacher(s) of student 

Superintendent of Education 
School Principal 
[Vice Principal] 

1 
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THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL  BOARD 
VIOLENT INCIDENT FORM 

This form is to be completed on all SERIOUS violent incidents including, but not limited to: 
�  possession of weapons (e.g., guns, knives) 
�  threats of serious physical injury 
�  physical assaults causing serious bodily harm 
�  sexual assault 
�  robbery and extortion 
�  any hate-motivated (e.g. , incidents, involving racism, homophobia) 
�  vandalism causing extensive damage to school property or property located on school premises 
 

For students 12 years of age and older police must be advised, for students under the age of twelve years, 
each individual violent incident should continue to be judged on its own merits.  The decision to report to 
the police should be made at the discretion of the Principal. 
 
Separate forms are to be completed for each involved student. 
 

 
A/ 
Date of Incident:      Number of Students Involved: 
 
Student’s Name:      School: 
Student Identification Number:    Grade: 
 
 
D.O.B.   Male  Female  Exceptionality: 
 

 
B/  
Description of Serious Violent Incident (describe nature of incident only; do no label incident as an offence; do 
not identify other participants): 
 
 
 

�

�

�
 
 

2 
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Police Contact (if necessary) 
 
Date:   Time:    Date of Police investigation at School: 
 
Investigating Officer(s)     Badge Numbers 
  
               
 
 
D/        E/ 
School Response      Board Response 
 
Suspension  Exclusion    Expulsion  Other (Explain) 
Expulsion  Other (Explain) 
 
 
Date of Inclusion in O.S.R. 
 
 
Principal’s Signature      Designate’s Signature 
 
 
 
 
Date:        Date: 
 

�  The information relating to suspension for violent behaviour shall not be removed from the OSR 
unless three consecutive years have passed during which no further suspensions for serious 
incidents have taken place. 

�  The information relating to expulsion shall be removed five years after the date on which the school 
board expelled the student 

�  Where an expelled student has been readmitted to school by a school board and is expelled again, 
the information relating to the expulsions shall not be removed from the OSR until five consecutive 
years have passed without any further expulsion. 

�  Where the student has not been suspended or expelled, the Violent Incident Form shall be removed 
after three years if no further serious violent incident is reported to the police during this time. 

�  If the student transfers to another school, the information in the OSR relating to the serious violent 
incident that led to suspension or expulsion, as well as to a report to the police, will remain in the 
OSR unless removed under (A) or (B) above.  The transfer will occur in accordance with section 6 of 
the guideline Ontario Student Record (OSR), 1989. 

 
Routing: OSR  Parent/Guardian Student  Manager, Social Work Services 
   

Superintendent of Education 

3 
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Appendix 3 
Notice of Suspension Review  

[on the letterhead of the Board] 
to be sent from Superintendent of Education 

 
[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 

Dear [Adult Student©s Name/ Parent©s/Guardian’s Name]:   

Re: Suspension of [Student's Name], [DOB] from [Name of School] 

I am in receipt of your notice of intention to appeal [your/Student’s Name] suspension from [Name of School], dated 
[insert date].   [You/Student’s Name] [were/was] suspended for [insert number] school days for [insert infraction 
applicable]. 
 
I will be conducting a review of the suspension.  At the conclusion of my review, I will, in consultation with Principal 
[Name], either confirm, modify or expunge the suspension. 
 
As part of the review process, I would like to speak to you.  My office will be contacting you.  Please also do not 
hesitate to contact me at [contact info]. 
 
A copy of the Board’s Student Discipline Policy, Procedure and Suspension Appeal Guideline are enclosed. 
 
Sincerely, 
 
 
 
Superintendent of Education 
 
cc Superintendent of Education 
 Principal 
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Appendix 4 
Suspension Review Decision  

[on the letterhead of the Board] 
to be sent by Superintendent of Education 

 
 
[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 

Dear [Adult Student©s Name/ Parent©s/Guardian’s Name]:   

Re: Suspension Review of Suspension of [Student's Name], [DOB] from [Name of School] 

I have completed my review of [your/student’s name] suspension from [Name of School].  As a result of my review I 
have decided to [expunge/modify/uphold] the suspension.   
 
I will contact you to discuss the results of my review and your appeal. 
 
Sincerely, 
 
 
 
Superintendent of Education 
 
cc: Superintendent of Education 
 Principal 
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Appendix 5 
 

Notice of Suspension Appeal 
[on the letterhead of the Board] 

to be sent by Superintendent of Education 
 

[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 

Dear [Adult Student©s Name/ Parent’s/Guardian’s Name]:   

Re: Appeal of Suspension of [Student's Name], [DOB] from [Name of School] 

You have appealed the decision of Principal [Name] to suspend [you/student’s name] from [Name of School]. 
 
The Appeal will be heard by the Discipline Committee of the Board of Trustees at [insert time and date] at [insert 
location]. 
 
You will find enclosed a copy of the Information Package that will be relied on by the administration for the Board and 
will be provided to the Discipline Committee.  The Information Package includes a copy of the suspension letter, your 
letter requesting the appeal, correspondence with respect to the suspension review and the Principal’s Report of the 
Incident.  Also enclosed please find a copy of the Board’s Suspension Appeal Guidelines. 
 
Please advise me at your earliest opportunity if you intend to bring legal representation to the appeal. 
 
Please be advised that if you fail to attend on time, the Discipline Committee will wait for 30 minutes and may then 
proceed to decide the matter in your absence. 
 
Should you have any questions about the appeal process, please contact me [contact information]. 
 
Sincerely, 
 
Superintendent of Education 
 
cc: Superintendent of Education 
 Principal 
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Appendix 6A 
 

Suspension Appeal Decision 
[on the letterhead of the Board] 

to be sent by Superintendent of Education 
 
 
[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 
Dear [Adult Student©s Name/ Parent’s/Guardian©s Name]:   

Re:  Decision of Discipline Committee 
Suspension Appeal of [Student Name], [DOB] 
[Name of School] 

Attached, please find a copy of the Decision of the Discipline Committee regarding your suspension appeal, dated 
[insert date]. 
The decision of the Discipline Committee is final and is not subject to further appeal. 
Should you have any questions, please contact me at [insert contact information]. 
Sincerely, 
 
Superintendent of Education 
 
 
 
Encl. 
cc: Superintendent of Education 
 Principal 
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Appendix 6B 
 

Suspension Appeal Decision of the Discipline Committee  
[on the letterhead of the Board] 

 
 
SUSPENSION APPEAL DECISION  
IN THE MATTER OF Section 309 
of the Education Act, as amended 
 

-and- 
 

IN THE MATTER OF an appeal by 
[Name of Appellant], of the suspension 
of [Student Name], a student of [School Name] 
 
 

Decision 
 
 

UPON being satisfied that the Discipline Committee has jurisdiction to conduct the appeal pursuant to section 309 of 
the Education Act; 
 
AND UPON being satisfied that the proper parties to the appeal are [Name of Appellant and relationship to student] 
and [Principal Name] as Principal of [School Name]; 
 
AND UPON being satisfied that the parties received reasonable notice of the appeal; 
 
AND UPON having provided an opportunity to the appellant to make submissions, having heard the submissions of 
the Principal, having read the materials submitted by the parties, and having retired to consider the matter; 
 
THE DISCIPLINE COMMITTEE does hereby [confirm the suspension / confirm the suspension but shorten its 
duration to [number] school days and amend the record accordingly / quash the suspension and expunge the record / 
confirm the suspension but expunge the record  on [insert date or event]]. 
THE DECISION OF THE DISCIPLINE COMMITTEE is final. 
 
DATED this [day] of [Month], [Year] and signed on behalf of the Discipline Committee and Board of Trustees by the 
Chair of the Discipline Committee. 
 

[Board Name] 
By_________________ 

Chair 
 
 
 
 
cc: Superintendent of Education 
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Appendix 7 
Suspension Pending Possible Recommendation for Expulsion  

[on the letterhead of the School] 
Date 
Parents Name and Address 
(or Student if Over 18 Years of Age) 
 
RE: STUDENT’S NAME     STUDENT’S # 
 
 DATE OF BIRTH    AGE: 
 
 GRADE:    GENDER: 
 
 EXCEPTIONALITY: 
 
Re: Suspension of [Student's Name], [DOB] from [Name of School]  

[You/Student’s Name] [have/has] been suspended from [Name of School] and from engaging in all school 
related activities from [Effective Date of Suspension] to [Last Date of Suspension] inclusive, i.e. twenty (20) school 
days.  This suspension applies to all school buildings, grounds, school buses, school functions, activities and trips.  

Please be advised that this suspension is made in accordance with the Education Act, the Board©s Safe School Policy 
and [Name of School] Code of Conduct.  
 
The reason for the suspension is [use the infraction applicable].  Namely, my findings indicate that [you/Student©s 
Name] [describe incident with particulars].  
 
Please be advised that I am continuing my investigation of this matter in order to determine whether to recommend to 
the Discipline Committee of the Board of Trustees that [you/Student’s Name] be expelled.  An expulsion may be from 
[Name of School] or from all schools of the Board.  You will be informed of the results of my investigation in writing.  
 
The Board is committed to the education and future of its students. For the duration of the suspension [You/Student’s 
name] [have/has] been assigned to an Alternative Suspension Program, a program for suspended students.  An 
Alternative Suspension Program provides students with the opportunity to continue academic work and receive 
support for self-management.  Please find enclosed information about Alternative Suspension Programs or contact 
the school for details.  Please contact the School at your earliest opportunity to confirm [your/student’s] participation in 
an Alternative Suspension Program.  As soon as notice of [your/student’s] participation is received a planning meeting 
will be scheduled. 
 
You do not have the right to appeal the suspension at this time.  Should it be determined at the conclusion of the 
investigation that a recommendation for expulsion will not be made, you will be entitled to appeal the suspension to 
the Discipline Committee of the Board of Trustees.  Should it be determined that a recommendation for expulsion is 
warranted, then you may address the suspension before the Discipline Committee at the expulsion hearing. 
 
Sincerely,  
 
[Principal] 
Encl. 
cc: Superintendent of Education 

Ontario Student Record 
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Appendix 8 
Decision Letter Not to Recommend Expulsion  

[on the letterhead of the School] 
[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 

Dear [Adult Student’s Name/Parent’s/Guardian’s Name]: 

Re: [Student's Name], [DOB] [Name of School] - Expulsion Not Recommended 

I am writing to you to report the result of my investigation following [your/ student’s name] suspension.  I have decided 
not to recommend to the Discipline Committee that [you/student©s name] be expelled. 
 
As part of my investigation, I have reviewed [your/student’s name] suspension, and I have determined that the 
suspension should be [confirmed / confirmed but shortened to [INSERT NUMBER] school days and the record 
amended accordingly / withdrawn and the record expunged]. 
 
[Unless the suspension is withdrawn:] Should you wish to appeal the suspension, you must provide written notice 
of your intention to appeal the suspension to the Superintendent of Education,[name] [contact information], within 5 
school days of the receipt of this notice, i.e. before [insert date - by courier or mail is 10 school days from date of this 
letter; by e-mail or fax is 6 school days from date of this letter].  
  
If you provide notice of your intention to appeal, you may contact the Superintendent of Education to discuss the 
appeal.  If the suspension has been reduced in length, the appeal is from the reduced suspension.  Please be aware 
that an appeal does not stay the suspension. 
 
A copy of the Board’s Student Discipline Policy, Procedures and Suspension Appeal Guideline are enclosed. 
 
Sincerely,  
 
 
 
 
[Principal] 
 
 
Encl. 
 
cc: Superintendent of Education 

Ontario Student Record 
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Appendix 9 
Notice of Recommendation for Expulsion  

[on the letterhead of the School]Date 
Parents Name and Address 
(or Student if Over 18 Years of Age) 
 
RE: STUDENT’S NAME     STUDENT’S # 
  

DATE OF BIRTH    AGE: 
  

GRADE:    GENDER: 
  

EXCEPTIONALITY: 
 

Dear [Adult Student’s Name/Parent’s/Guardian’s Name]: 

Re: [Student©s Name], [DOB], [Name of School] Investigation 

I am writing to you following my investigation to determine whether to recommend an expulsion.  As a result of my 
investigation, I have decided to recommend to the Discipline Committee of the Board of Trustees that [you/student’s 
name] be administered a [School/System] expulsion. 
 
A copy of my Report to the Discipline Committee Recommending Expulsion is enclosed.  You may respond to 
this Report in writing to the Discipline Committee or to me.  A copy of your written submissions should be 
provided to the Superintendent of Education [insert contact information] five [5] school days prior to the date of 
the expulsion hearing. 

The Hamilton-Wentworth Catholic District School Board, through the office of the Director, will soon contact you 
regarding the expulsion hearing date.  At the hearing you will be provided with an opportunity to make a presentation 
to the Discipline Committee about whether [you/student’s name] should be expelled, and whether, if [you/student’s 
name] [are/is] expelled, [you/s/he] should be expelled from [School Name] or from all schools of the Board and, if no 
expulsion is imposed, your position with respect to the suspension. 
 
The Discipline Committee will determine whether [you/student’s name] should be expelled, and whether 
[your/student’s name] expulsion should be from [School Name] or from all of the schools of the Board.   
 
If [you/student’s name] [are/is] expelled from [School Name], the Discipline Committee will assign [you/student’s 
name] to a program provided at another school of the Board.  If [you/student’s name] [are/is] expelled from all schools 
of the Board, the Discipline Committee will assign [you/student’s name] to a program for expelled students.    
 
Information about both the program that will be provided at another school and the program for expelled students will 
be provided at a later date.  Both the program that will be provided at another school and the program for expelled 
students will provide [you/student’s name] with an opportunity to pursue academic work and receive additional 
supports. 
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Should the Discipline Committee decide not to expel [you/student’s name], the Discipline Committee will review the 
suspension.  The Discipline Committee may confirm the suspension, confirm but shorten the suspension and amend 
the record accordingly, or withdraw the suspension and expunge the record.  The decision of the Discipline 
Committee with respect to the suspension is final and is not subject to appeal.   
You may bring legal counsel to represent you before the Discipline Committee, which might be funded by Legal Aid, 
depending upon your circumstances.  If you intend to bring legal counsel, please provide the Superintendent of 
Education with notice at your earliest opportunity. 
 
Please note that the Discipline Committee will wait for thirty (30) minutes for your arrival on [Month], [Day], [Year] and, 
should you fail to attend in a timely manner, the Discipline Committee may proceed in your absence. 
 
The Superintendent of Education, [Name and Contact Information], will contact you to review the hearing process and 
answer any questions that you might have.  
 
Sincerely,  
 
 
 
 
[Principal] 
Encl. 
 
cc: Superintendent of Education 

Superintendent Responsible for Student Discipline 
Ontario Student Record 
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Appendix 10A 
Expulsion Decision  

[on the letterhead of the Board] 
[Date] 
[Adult Student/Parent/Guardian] 
[Address] 
 
Dear [Adult Student©s Name/ Parent’s/Guardian©s Name]: 

Re:  Decision of Discipline Committee 
Expulsion Hearing –  [Student Name], [DOB] 
[Name of School] 

Re: Expulsion Decision  
Attached, please find the Decision of the Discipline Committee, dated [insert date]. 
Should you wish to appeal this decision, you may contact the Child and Family Services Review Board at 416-327-
4673 or 1-888-728-8823 within 30 days of receipt of this notice.  
[If the student has been expelled]: Please also find attached information regarding the educational program offered by 
the Board at [insert name of alternative school / program for students expelled from all schools of the Board].  
Should you have any questions, please contact the undersigned at [insert contact information]. 
Sincerely, 
 
Superintendent of Education 
 
Encl. 
cc: Superintendent of Education 
 Principal 
 Ontario Student Record 
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Appendix 10B 

Recommendation for Expulsion Decision of the Discipline Committee  
[on the letterhead of the Board] 

RECOMMENDATION for EXPULSION DECISION 

[School Board Name] 

IN THE MATTER OF Section 311.3 
of the Education Act, as amended 

-and- 

IN THE MATTER OF a recommendation by 
[Name of Principal], [School Name] for the expulsion of 
[Student Name], a student of [School Name] 

Decision 

UPON being satisfied that the Discipline Committee has jurisdiction to conduct the hearing pursuant to section 311.3 
of the Education Act; 
 
AND UPON being satisfied that the proper parties to the hearing are [Name of Appellant and relationship to student] 
and [Principal Name], Principal of [School Name]; 
 
AND UPON being satisfied that the parties received reasonable notice of the hearing; 
AND UPON having provided an opportunity to the Appellant to make submissions, having heard the submissions of 
the Principal, having read any materials submitted by the parties, having considered the facts and any mitigating 
and/or other factors referred to by the parties, and having retired to consider the matter; 
 
THE DISCIPLINE COMMITTEE does hereby impose an expulsion from [School Name] and assign the student to an 
educational program at [School Name] for the following reason:[*INSERT REASON FOR EXPULSION]  

OR  

THE DISCIPLINE COMMITTEE does hereby impose an expulsion from all schools of the Board; assign the student to 
the program for expelled students; and require that the student successfully complete and meet the objectives of the 
program for expelled students before being re-admitted to a regular day school program in Ontario for the following 
reason:[*INSERT REASON FOR EXPULSION].    

OR 

THE DISCIPLINE COMMITTEE does not hereby impose an expulsion; and does hereby [confirm the suspension 
imposed by [Principal Name] / confirm the suspension imposed by [Principal Name] but shorten its duration to 
[number] school days and amend the record accordingly / quash the suspension and expunge the record]. 
 
DATED this [day] of [Month], [Year] and signed on behalf of the Discipline Committee and Board of Trustees by the 
Chair of the Discipline Committee. 

[Board Name] 
By_________________ 

 
Chairperson 

 
 
 

* A sample  wording for the reason for Expulsion might be: “The Discipline Committee is satisfied on a balance of probabilities that [student] did 
bring a knife to school and used the knife to threaten other students as indicated in the Principal’s Report, contrary to section 310 of the Education 

Act and the Board’s Safe School’s Policy, and that the mitigating or other factors do not apply to mitigate the discipline recommended.” 
cc:  Superintendent of Education, Principal, OSR
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Appendix 11 
 

Declaration of Performance 
[on the Letterhead of the School] 

[Date] 
[Student Name] 
 
I agree to comply with the following expectations on my return as a student to [insert the name of School]:  
 

1. I agree to comply with the expectations of the [insert name of school] Code of Conduct and the [insert 
board] Code of Conduct.  

2. I agree to work diligently in a positive manner and to be attentive to my teachers and classmates in an 
effort to accomplish the goals of my educational program. 

3. I agree to be punctual and prepared for class. 

4. I agree to be active and participate in the extra-curricular life of the School. 

5. [insert if applicable] I agree to seek guidance and ask for help from School staff when I feel overwhelmed 
or anxious.  

6. [insert if applicable]  I agree to seek assistance from School staff when needed in order to assist me to 
solve problems in a constructive manner. 

7. [insert if applicable] I agree to refrain from [insert one or more: using violence/restricted substances to 
solve my problems]. 

 
 
 
 
 
SIGNATURE [Insert name of student] PARENT (if student under 18 years age)  

  
 
WITNESS DATE 

15 



 
HWCDSB 

Safe Schools Manual 

  

APPENDIX 12 
 

NOTICE OF REFUSAL OF ACCESS TO SCHOOL 
(on the Letterhead of the School) 

 
Date 
 
Parents Name and Address 
(or Student if Over 18 Years of Age) 
 
Dear 
 
RE: STUDENT’S NAME     STUDENT’S # 
 
 DATE OF BIRTH    AGE: 
 
 GRADE:    GENDER: 
  
 EXCEPTIONALITY: 
 
This letter is to inform you that pursuant to Section 265(m) of the Education Act, the Principal refuses to admit 
[Student’s name] access to [School Name]  as of [Date]. 
 
The reason for this refusal of access to the school is that       ‘s presence in the  school or 
classroom would, in the Principal’s judgment be detrimental to the physical or mental well-being of the students as 
demonstrated by his involvement in recent events. [Elaborate]. 
 
[Student’s Name] will be considered for school re entry when the following conditions have been satisfactorily 
addressed: [Identify re entry conditions] 
 
[Student’s Name] will not be permitted on the school property, nor will he/she be permitted to attend and/or 
participate in any school related functions during the course of this refusal of access.   In the event [Student’s Name] 
attends on school property during the period of the refusal of access without the Principal’s permission, he/she will be 
considered to be trespassing and subject to enforcements of local laws pertain to trespass. 

 
It is the parent’s responsibility to arrange for the adequate supervision of their child during an exclusion from school. 
 
Please be advised that the following officials have been notified in writing of this refusal of access: 
 
·  The Superintendent of Education, Family of Schools 
·  The School Principal 
·  The Manager of Social Work Services/Chief Attendance Counsellor 
·  The Classroom Teachers 
 
Should you wish to discuss this matter further, you are requested to contact the Principal of the school. 
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Should you wish to appeal the refusal of access, you must provide written notice of the appeal within ten  days from 
its date of commencement  to the Hamilton-Wentworth Catholic District School Board,  90 Mulberry St., P.O. Box 
2012, Hamilton, Ontario L8N 3R9 to the attention of the respective Superintendent of Schools at the above address. 
 
Yours truly, 
 
 
Vice Principal 
 
 
 
Principal 

 
 

 
 
 

 
 
 

Access to School or Class 
 
It is the Duty of a Principal of a school, in addition to the Principal’s duties as a teacher, subject to an appeal to the 
Board, to refuse to admit to the school or classroom a person whose presence in  the school or classroom would in the 
Principal’s judgement be detrimental to the physical or mental well-being of the students; [Education Act, RSO, 1990, 
Section 265(m)]. 
 
 
 
 
 
 
 
 
 
 
cc: Superintendent of Education 
 OSR 
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Appendix 13 

Notice of Termination of Refusal of Access 
 

on the Letterhead of the School 
 

Date 
 
Parent Address 
 
Dear (Parent) 
 
 RE: 
 
 DATE OF BIRTH     AGE 
 
 GRADE:     GENDER 
 
 EXCEPTIONALITY: 
 
This letter is to inform you that the Principal has terminated the Refusal of Access to Premises for  
   from    as of    with the following provisions: 
 (Student)     (School)  (Date) 
 
(State Provisions) 
 
Please be advised that the following officials have been notified in writing of this Termination of Refusal to 
Access to Premises: 
 
·  The Superintendent of Education, Family of Schools 
·  The School Principal 
·  The Manager of Social Work Services/Chief Attendance Counsellor 
·  The Classroom Teachers 
 
Should you wish to discuss this matter further, you are requested to contact the Principal of the school. 
Thank you for your co-operation. 
 
Yours truly, 
 
 
Principal 
 
cc: Manager, Social Work Services 
 Superintendent of Education 
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THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

CODE OF STUDENT CONDUCT AND DISCIPLINE 
 

INTRODUCTION 
 
“A school is a place that promotes responsibility, respect, civility and academic excellence in a safe learning and 
teaching environment.” 
 
All students, parents, teachers and staff have the right to be safe and feel safe in their school community.  With this 
right comes the responsibility to be law-biding citizens and to be accountable for actions that put at risk the safety of 
others and oneself. 
 
The Ontario Code of Conduct sets clear provincial standards of behaviour.  It specifies the consequences for student 
actions that do not comply with these standards.  
 
These Provincial Standards apply not only to students but to all individuals involved in the publicly funded school 
system.  Further these standards apply whether the individual is on school property, on school buses, at school 
authorized events or activities and in situations where engaging in an activity will have an impact on the school 
climate. 
 
The Hamilton-Wentworth Catholic District School Board is devoted to providing its inclusive school community with a 
safe, secure and nurturing environment. 
 
The Board’s Mission and Vision statements remind us that we are challenged to live out our Gospel values by 
demonstrating esteem, respect and responsibility for self and others.  These qualities promote an environment in 
which individuals can develop their God-given talents and achieve their goals. 
 
The Catholic school is directed towards the formation of the individual … individuals experience a sense of security 
when they believe that they belong to the community; when they believe they can impact on the decisions made  
within the community; when they believe they are responsible for their own actions and relationships; and when they 
believe that interpersonal problems can be solved in a positive, constructive and conciliatory manner. 
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STUDENT CONDUCT 
 

STANDARDS OF BEHAVIOUR 
 
The Ontario Code of Conduct identifies standards of behaviour that apply to students and the inclusive school 
community.  These standards address respect, civility and responsible citizenship; physical safety; alcohol and drugs, 
and physical aggression.  It is expected that students (and all school members) must: 
 

�  respect and comply with all applicable federal, provincial and municipal laws; 
�  demonstrate respect for all students staff and parents; 
�  prepare themselves for the full responsibilities of citizenship; 
�  come to school prepared, on time and ready to learn; 
�  show respect for themselves, for others and for those in authority; 
�  refrain from bringing anything to school that may compromise the safety of others; 
�  follow the established rules and takes responsibility for his or her own action; 
�  demonstrate honesty and integrity; 
�  respect differences in people, their ideas and opinions; 
�  treat one another with dignity and respect at all times, and especially when there is  disagreement; 
�  respect and treat others fairly, regardless of their race, ancestry, place of origin, colour, ethnic origin, 

citizenship, religion, gender, sexual orientation, age or disability; 
�  respect the rights of others; 
�  show proper care and regard for school property and the property of others; 
�  take appropriate measures to help those in need; 
�  respect persons who are in a position of authority; 
�  respect the need of others to work in an environment of learning and teaching; 
�  not be in possession of any weapon, including but not limited to firearms; 
�  not use any object to threaten or intimidate another person; 
�  not cause injury to any person with an object; 
�  not be in possession of, or under the influence of, or provide others with alcohol or illegal drugs; 
�  not inflict or encourage others to inflict bodily harm on another person; 
�  seek staff assistance, if necessary, to resolve conflict peacefully. 
 
REQUIREMENTS FOR STUDENTS 
 
The Education  Act of Ontario, RSO 1990, Regulation 298, Section 23(1) & (4) address the requirements for 
students.  A Student shall: 
 
�  be diligent in attempting to master such studies as are part of the program in which the student is enrolled; 
�  exercise self-discipline; 
�  accept such discipline as would be exercised by a kind, firm and judicious parent; 
�  attend classes punctually and regularly; 
�  be courteous to fellow pupils and obedient and courteous to teachers; 
�  be clean in person and habits; 
�  take such tests and examinations as are required by or under the Act  or as may be directed by the Minister;  
�  show respect for school property; 
�  be responsible for his/her conduct to the principal of the school that the student attends, 

a) on the school premises; 
b) on out-of-school activities that are part of the school program; and 
c) while travelling on a school bus that is owned by a board or on a bus or school bus that is under contract 

to a board.   
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RIGHTS AND RESPONSIBILITIES 
 
Along with duties and requirements come rights and responsibilities.  Everyone involved in Catholic education, the 
teacher, the student, the parent and the priest must be viewed as forming a partnership if the educational system is to 
reflect the Statement of Objectives and some basic tenets of Canon Law.  The knowledge, appreciation and respect 
for each other’s duties, rights and responsibilities must also be reflected in the discipline code for a Catholic School.  
Some of the following points on the rights and responsibilities of each partner in a Catholic School are based on the 
Education Act while others may be found in Ministry documents such as Ontario Secondary Schools, Grade 9-12, 
1999.  The rest are results of practices and common beliefs that all have come to share. 
 
STUDENTS’ RIGHTS AND RESPONSIBILITIES 
 
Students have the right: 
 

�  to be treated with respect and courtesy by their fellow students, teachers and administrators; 
�  to expect the classes in which they are enrolled to commence at the proper time and finish on time; 
�  to receive instruction that is effective; 
�  to be provided within normal school hours with the support they will need from time-to-time to overcome 

problems encountered in their studies; 
�  to participate in the decisions within the school relating to student activities, athletics, student social affairs, 

the development and formulation of rules of conduct, and behaviour; 
�  to a clear statement of the levels of understanding, competence and skills required for satisfactory 

performance in each school program and activity; 
�  to facilities which are clean, properly maintained, safe and generally conducive to good health; 
�  to a system of administrative fairness and necessary advice in the event of disciplinary action, dissatisfaction 

with examination or test results, decisions of teachers or administrators; 
�  to learn in an environment that is physically and psychologically conducive to learning and that is safely 

maintained; 
�  to learn in an environment that is free from violence and/or threats or fear of violence. 

 
Students also share with teachers and parents the responsibility for maintaining the special spirit and character of the 
Catholic school.   The welfare of the whole community depends upon the cooperation of its members, the mutual 
support rendered and the commitment of all to promoting its special mission as a school within the Catholic 
community. 
  
Each student, therefore has a responsibility: 
 

�  to help each individual within the school community develop according to the Christian model promoted within 
the Catholic school; 

�  to show respect for all individuals; 
�  to accept the direction of the teachers; 
�  to show respect for and obey school rules; and 
�  to show respect for school property. 

 
STUDENT DISCIPLINE 

 
The Provincial Code of Conduct, the Hamilton-Wentworth Catholic District School Board Code of Conduct and the 
Education Act create expectations for behaviours of all persons on school property. 
 
It is incumbent upon the Hamilton-Wentworth Catholic District School Board to provide and maintain an 
environment that is safe for all members of the school community.  While the vast majority of students are well 
behaved and responsible, some students occasionally have difficulty adhering to school guidelines and rules.  
Schools should not and cannot tolerate behaviour which threatens the rights and well being of individuals or 
groups.  In an effort to promote the safety and security of its school community, the Hamilton-Wentworth Catholic 
District School  Board ascribes to a Non-Tolerance Code of Conduct.  This means that there is a non-acceptance 
of those behaviours that are 
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in opposition to established rules of acceptable conduct.  It also takes into account relevant situational factors and 
is accompanied by a range of progressive disciplinary actions. 
 
DISCIPLINE 
 
Discipline must recognize the inherent dignity and rights of each individual.  When disciplining, actions must be 
taken into account with each individual’s best interest while considering the welfare of the school’s society. 
 
While school-based discipline is normally associated with actions by a student that take place in a school, within a 
school setting or while engaged in a school-related activity, unacceptable behaviour by a student outside of 
school, the school setting or school-related activities may also be cause for school disciplinary action especially if 
such behaviour is adjudged, by the School Principal in consultation with her/his Superintendent, to have an 
impact on the school climate. 
 
PROGRESSIVE DISCIPLINE 
 
Progressive discipline is a whole school approach that utilizes a continuum of interventions, supports and 
consequences to address inappropriate student behaviour and to build upon strategies that promote positive 
behaviours.  When inappropriate behaviour occurs, disciplinary measures shall be applied within a framework that 
shifts the focus from one that is solely punitive to one that is both corrective and supportive.  Schools shall utilize 
a range of interventions, supports and consequences  that include learning opportunities for reinforcing positive 
behaviours while helping students make good choices. 
 
The Hamilton-Wentworth Catholic District School  Board supports and actively promotes the practice of 
progressive discipline. 
 
A sampling of progressive disciplinary approaches follow.  The list is not all - inclusive nor does it imply that each 
action must be exercised before moving to subsequent actions. There may be occasions wherein a principal 
adjudges a situation to merit a response that would normally be viewed as a form of discipline associated with 
interventions as the far end of the continuum of interventions (ie. suspension, expulsion, exclusion.   The practise 
of progressive discipline allows for this. 
 
·  informal interview with student 
·  Formal interview with student 
·  Parental involvement: phone call, correspondence, interview 
·  Involvement of school support staff (e.g. Guidance, Chaplain, Special Education, etc.) 
·  Withdrawal of privileges 
·  Restorative Practice 
·  Consultation  
·  Peer counselling/mediation 
·  Detention of student 
·  Withdrawal from class 
·  Transfer to another school placement 
·  Placement in an Alternative Education program 
·  Withholding course credit because of non-attendance 
·  Removal of privileges to attend school related functions or extracurricular programs 
·  Utilization of a behavioural, attendance or declaration of performance 
·  Requiring the student to make restitution where appropriate 
·  Involvement of, or referral to, outside agencies (e.g., Children’s Aid, Law Enforcement) 
·  Suspension as set out in the Education Act and Board Policy, Regulation and Procedure 
·  Expulsion as set out in the Education Act and Board Policy, Regulation and Procedure 

 
The nature of the discipline administered will be reviewed regularly and modified as deemed necessary. 
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SITUATIONAL FACTORS 
 
 

When administering disciplinary consequences it is necessary to take into account a variety of situational factors 
which assist in placing the behaviour in perspective and in selecting the most appropriate method of discipline. 
 
Situational factors are divided into 2 categories, mitigating factors and other factors. 
 
Mitigating factors are those factors that must be taken into consideration by the principal, before deciding whether to 
impose a suspension.  They include: 

 
�  whether the student has the ability to control his or her behaviour; 
�  whether the student has the ability to understand the foreseeable consequences of his or her behaviour; and  
�  whether the student’s continuing presence in the school does or does not create an unacceptable risk to the 

safety of any other individual at the school. 
 
Where the student is able to control his/her behaviour and is able to understand the foreseeable consequences of 
his/her behaviour, the principal will then consider whether other factors mitigate the length of the suspension or the 
decision to administer a suspension as a form of discipline for the student.  These other factors include, but are not 
limited to: 
 

�  the student’s academic, discipline and personal history 
�  whether progressive discipline has been attempted with the student and if so, the progressive discipline 

approaches that have been attempted and any success or failure 
�  whether the infraction for which the student might be disciplined was related to any harassment of the 

student because of race, ethnic origin, religion, creed, disability, gender or gender identity, sexual orientation 
or harassment for any other reason 

�  the impact of the discipline on the student’s prospects for further education 
�  the student’s age 
�  where the student has an IEP or disability – related needs, 

�  whether the behaviours causing the incident was a manifestation of the student’s  disability 
�  whether appropriate individualized accommodation has been provided; and  
�  whether a suspension is likely to result in aggravating or worsening the student’s behaviour or 

conduct or whether a suspension is likely to result in a greater likelihood of further appropriate 
conduct; and 

�  whether or not the student’s continuing presence at the school creates an unacceptable risk to the 
safety of anyone in the school. 

 
CONSEQUENCES 
 
The Hamilton-Wentworth Catholic District School  Board recognizes that, in some circumstances, positive practices 
might not be effective or sufficient to address inappropriate student behaviour.   In such circumstances, the Board 
supports the use of consequences and recognizes that short term suspension may be a useful tool.  Similarly, in the 
case of a serious incident, long term suspension or expulsion, may be the response that is required. 
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SUSPENSION 
 
The Education Act identifies two (2) types of suspension.   The first type is associated with behaviours for which the 
School Principal may consider suspension while the latter is associated with those behaviours for which the School 
Principal must suspend while also considering possible expulsion. 
 
BEHAVIOURS WHEREIN SUSPENSION MAY BE CONSIDERED 
 
When a principal’s investigation of an incident, which should include consultation with the adult student or 
parent/guardian and student, determines that a student has committed one or more infractions outlined below on 
school property, during a school-related activity or event and/or in circumstances where the infraction has an impact 
on the school climate, a principal will consider whether that student should be suspended, taking into account any 
mitigating and other factors that might be applicable in the circumstances. 
 
The principal will also contact the police consistent with the Police/Board Protocol if the infraction the student is 
suspected of committing requires such contact.  When in doubt, the principal will consult with his or her 
Superintendent. 
 
The infractions for which a suspension may be considered by the principal include: 
 

4. Uttering a threat to inflict serious bodily harm on another person;* 

5. Possessing alcohol or illegal drugs and/or use thereof;* 

6. Being under the influence of alcohol/drugs or other hazardous substances;* 

7. Swearing at a teacher or at another person in a position of authority; 

8. Committing an act of vandalism that causes extensive damage to school property at the          
       student’s school or to property located on the premises of the student’s school;* 
 
6. Bullying; 
 
7. Any act considered by the principal to be injurious to the moral tone of the school; 

8. Any act considered by the principal to be injurious to the physical or mental well-being of any member of 
the school community; and 

9. Any act considered by the principal to be contrary to the Board or School Code of Conduct which 
includes, but is not limited to: 

a. hate-motivated violence* 

b. gang-related activities* 

c. criminal harassment* 

d. extortion* 

e. supply, sale, distribution or trafficking of alcohol or legal drugs* 

f. persistent truancy 

g. profane or improper language 

h. habitual neglect of duty 

i. .persistent opposition to authority 

j. wilful destruction of school property 

 
* Activities that also necessitate police involvement. 
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School Work  
 
A student who is subject to a suspension of five (5) or fewer days must be provided with school work to complete at 
home while serving the suspension.  The school work must be available to the adult student’s designate or the 
student’s parent/guardian or designate the day the student is suspended, if the student is suspended for 1 day.  
Where the student has been suspended for between two (2) and five (5) days the school work must be available on 
the first day of the suspension. 
 
Where the period of suspension compromises a student’s ability to write a test or exam, or submit an assignment, 
etc., efforts will be made by the teacher(s) and school administration to accommodate the student.  
 
A student who is subject to a suspension of six (6) or more days must be assigned an alternative program for 
pupils subject to lengthy suspension (ASP).  A student participating in an ASP is not considered to be engaging 
in school or school-related activities. 
 
Alternative Suspension Program  
 
Where a student has been suspended for six (6) or more days the student will be assigned an alternative program for 
pupils subject to lengthy suspension (Alternative Suspension Program or ASP).   
 
A student cannot be compelled to participate in an ASP.  Should the adult student or his/her parent/guardian choose 
not to have the student participate in an ASP, the student will be provided with school work consistent with the Ontario 
curriculum or that student’s modified or alternative curriculum to be completed at home for the duration of his/her 
suspension.  This school work will be available at the school for pick-up by the student’s parent/guardian (unless the 
student is an adult student) or a designate at regular intervals during the suspension period, beginning the day after 
the student or the parent/guardian declines participation in the ASP. 
 
A Student Action Plan (SAP) will be developed for every student subject to a suspension of six (6) or more days who 
agrees to participate in an ASP.  
 
Agreement to participate in an ASP or refusal to participate may be communicated to the school orally by the student 
or his/her parent/guardian (unless the student is an adult student).  Where the student or his/her parent/guardian 
declines the offer to participate in an ASP, the principal shall record the date and time of such refusal. 
 
Suspension Appeal Process 
 
The adult student or parent/guardian may appeal a suspension.   
 
All suspension appeals will be received by the Superintendent Responsible for Student Discipline.  This will be the 
Superintendent of Education for the respective school.  Appeals should be addressed to; The Hamilton-Wentworth 
Catholic District School Board, 90 Mulberry St., Hamilton, Ontario L8N 3R9. 
 
�  An appeal of a suspension does not stay the suspension. 

�  A person who intends to appeal a suspension must give written notice of his/her intention to appeal the 
suspension within ten (10) school days of the commencement of the suspension.  

�  The Board must hear and/or determine the appeal within fifteen (15) school days of receiving the notice of 
intention to appeal (unless the parties agree to an extension). 
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EXPULSION 
 
BEHAVIOUR WHEREIN SUSPENSION MUST BE ADMINISTERED AND EXPULSION MAY BE CONSIDERED 
 
When a Principal has reasonable grounds to believe that a student has committed one or more infractions outlined 
below on school property, during a school-related activity or event, and/or in circumstances where the infraction has 
an impact on the school climate, the Principal will suspend the student.  
 
The Principal will also contact the police consistent with the Police/Board Protocol if the infraction the student is 
suspected of committing requires such contact.  When in doubt, the Principal will consult with his or her 
Superintendent. 
 
The infractions for which a Principal shall suspend and for which an expulsion may be considered by the Principal include: 

 
1. Possessing a weapon, including possessing a firearm;* 

2. Using a weapon to cause or to threaten bodily harm to another person;* 

3.  Committing physical assault on another person that causes bodily harm requiring treatment by a medical 
practitioner;* 

4. Committing sexual assault;* 

5. Trafficking in weapons or restricted drugs;* 

6. Committing robbery;* 

7. Giving alcohol to a minor;* 

8. An act considered by the principal to be significantly injurious to the moral tone of the school and/or to the 
physical or mental well-being of others; 

9. A pattern of behaviour that is so inappropriate that the student©s continued presence is adjudged to be injurious 
to the effective learning and/or working environment of others; 

10. Activities engaged in by the student on or off school property that cause the student©s continuing presence in the 
school to create an unacceptable risk to the physical or mental well-being of other person(s) in the school or 
Board; 

11. Any act considered by the principal to be a serious violation of the Board or School Code of Conduct. 

 
* Activities that  also necessitate police involvement 
����
A student may be suspended for up to twenty (20) school days and no less than one (1) school day.  A student may 
not be suspended more than once for the same occurrence. 
 
If the student has been suspended for 6 or more school days, the Principal must assign the student to a program for 
suspended students.  This includes students for which expulsion is being considered. 
 
If the student is suspended for 20 school days, the Principal must undertake an investigation to determine 
whether to recommend to the Discipline Committee that the student be expelled. 
 
Principal's Investigation 
 
The Principal will conduct an investigation promptly following the suspension of the student to determine whether to 
recommend to the Discipline Committee that the student be expelled.  As part of the investigation, the principal will 
consult with the Superintendent of Education and/or Superintendent Responsible for Student Discipline regarding any 
issues of process and/or timing for conducting the investigation, which must be completed at the earliest opportunity 
as well as the substantive decision  

8 
 



 
HWCDSB 

Safe Schools Manual 

  

whether or not to recommend that the student be expelled.  Should the decision be made to refer the student to the 
Discipline Committee with a recommendation for expulsion, the student must be referred to and dealt with by the 
Discipline Committee within twenty (20) school days from the date of suspension (unless timelines are extended on 
consent). 
 
Any police investigation will be conducted separately from the principal©s inquiry. 
 
There are two (2) types of expulsion.  The school Principal may recommend either a School or a Board Expulsion.   A 
School Expulsion prohibits the student from attending the school from which he/she is expelled and makes it 
incumbent upon the Board to relocate the student in another of its schools. 
 
A Board Expulsion prohibits the student from attending all schools within the Board and makes it incumbent upon the 
Board to direct the student to its Alternative Program for expelled students.   
 
In either case it is the Board that ultimately determines whether an expulsion is administered, the type of expulsion 
and the duration of the expulsion.    
 
A student is not obligated to accept an alternate school placement or a placement in the Board’s alternative program 
for expelled students.  However, while in the alternative school placement or the alternative program placement the 
student remains a student registered with the Board.  Refusal of any alternate placement or a decision to register with 
another board results in the student being demitted from the Board. 
 
EXCLUSION 
 
The Education Act, R.S.O. 1990, subsection 265 (m) provides for a school principal, in addition to the Principal’s 
duties as a teacher, and subject to an appeal to the Board, to refuse to admit to the school or classroom a person 
whose presence in the school or classroom would in the Principal’s judgement be detrimental to the physical or 
mental well-being of the pupils.  Similar authority is also extended to School Principals under the Access to Premises 
provisions of Regulation 474/00 of the Education Act. 
 
Exclusion is used as a temporary measure towards achieving safety and security for all.   A student’s academic needs 
will continue to be accommodated by alternative means during an exclusion.  Re-entry conditions may also be applied 
 
The appeal process is the same as suspensions and expulsions. 
 
VIOLENT INCIDENTS 
 
Where an incident is a serious violent incident, including a credible threat to inflict serious bodily harm or vandalism 
causing extensive damage to Board property or property located on Board property, consideration should be given to 
filling out and filing a Violent Incident Form in the student’s Ontario Student Record. 
 
A copy of the Board’s Violent Incident Form follows. 
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THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL  BOARD 
VIOLENT INCIDENT FORM 

 
This form is to be completed on all SERIOUS violent incidents including, but not limited to: 

�  possession of weapons (e.g., guns, knives) 
�  threats of serious physical injury 
�  physical assaults causing serious bodily harm 
�  sexual assault 
�  robbery and extortion 
�  any hate-motivated (e.g. , incidents, involving racism, homophobia) 
�  vandalism causing extensive damage to school property or property located on school premises 

 
For  students 12 years of age and older  police must be advised,  for  students under  the age of twelve years, each individual 
violent incident should continue to be judged on its own mer its.  The decision to repor t to the police should be made at the 
discretion of the pr incipal. 
 
Separate forms are to be completed for each involved student. 
 

 
A/ 
Date of Incident:      Number of Students Involved: 
 
Student’s Name:      School: 
Student Identification Number:    Grade: 
 
 
D.O.B.   Male  Female  Exceptionality: 
 

 
B/  
Description of Serious Violent Incident  (describe nature of incident only; do not label incident as an offence; do not 
identify other participants): 
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C/ 
 
Police Contact (if necessary) 
 
Date:   Time:    Date of Police investigation at School: 
 
Investigating Officer(s)     Badge Numbers 
  
               
 
 
D/        E/ 
School  Response      Board Response 
 
Suspension  Exclusion    Expulsion  Other (Explain) 
Expulsion  Other (Explain) 
 
 
Date of Inclusion in O.S.R. 
 
 
Principal’s Signature      Designate’s Signature 
 
 
 
 
Date:        Date: 
 

�  The information relating to suspension for violent behaviour shall not be removed from the OSR 
unless three consecutive years have passed during which no further suspensions for serious 
incidents have taken place. 

�  The information relating to expulsion shall be removed five years after the date on which the school 
board expelled the student 

�  Where an expelled student has been readmitted to school by a school board and is expelled again, 
the information relating to the expulsions shall not be removed from the OSR until five consecutive 
years have passed without any further expulsion. 

�  Where the student has not been suspended or expelled, the Violent Incident Form shall be removed 
after three years if no further serious violent incident is reported to the police during this time. 

�  If the student transfers to another school, the information in the OSR relating to the serious violent 
incident that led to suspension or expulsion, as well as to a report to the police, will remain in the 
OSR unless removed under (A) or (B) above.  The transfer will occur in accordance with section 6 of 
the guideline Ontario Student Record (OSR), 1989. 

 
Routing: OSR  Parent/Guardian Student  Manager, Social Work Services 
   

Superintendent of Education 
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PROGRESSIVE DISCIPLINE AND PROMOTING POSITIVE STUDENT BEHAVIOUR 
 
Introduction 
 
The Ministry of Education is committed to building and sustaining a positive school climate for all students 
in order to support their education so that all students reach their full potential.  School Boards are required 
to develop and implement policies on progressive discipline and are required to have their policies in place. 
 
Background 
 
On June 4, 2007 the Education Amendment Act (Progressive Discipline and School Safety), 2007 was 
passed, amending Part XIII of the Education Act dealing with behaviour, discipline, and safety.  Changes to 
the safe schools provisions of the Act more effectively combine discipline with opportunities for students to 
continue their education. 
 
Promoting and Supporting Positive Student Behaviour 
 
The ministry acknowledges the importance of actively promoting and supporting appropriate and positive 
student behaviours that contribute to and sustain a safe learning and teaching environment in which every 
student can reach his or her full potential.  Linkages to ministry initiatives such as character development 
and the Student Success Strategy are key in promoting and supporting appropriate and positive student 
behaviours. 
 
Prevention 
 
Prevention is the established and use of programs such a bully prevention and citizenship development, as 
well as other positive activities designed to promote the building of healthy relationships and appropriate 
behaviours. 
 
Prevention measures and initiatives include the whole school and all aspects of school life.  Schools that 
have prevention and intervention strategies foster a positive school climate that supports academic 
achievement for all students.  Boards and schools should focus on prevention and early intervention as the 
key to maintaining a positive school environment in which students can learn. 
 
Progressive Discipline is a whole-school approach that utilizes a continuum of interventions, supports and 
consequences to address inappropriate student behaviour and to build upon strategies that promote positive 
behaviours described above.  When inappropriate behaviour occurs, disciplinary measures should be applied 
within a framework that shifts the focus from one that is solely punitive to one that is both corrective and 
supportive.  Schools should utilize a range of interventions, supports and consequences that include learning 
opportunities for reinforcing positive behaviour while helping students to make good choices. 
 
In some circumstances, short-term suspension may be a useful tool.  In the case of a serious incident, long-
term suspension or expulsion, which is further along the continuum of progressive discipline, may be the 
response that is required. 
 
For students with special education needs, interventions, supports, and consequences must be consistent 
with the student’s strengths, needs, goals, and expectations contained in his or her Individual Education Plan 
(IEP). 
 
Schools are expected to actively engage parents in the progressive discipline approach. 
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A progressive discipline approach includes the use of early and ongoing intervention strategies and 
strategies to address inappropriate behaviour. 
 
Ear ly and Ongoing Intervention Strategies 
 
Early and ongoing intervention strategies will help prevent unsafe of inappropriate behaviours in a school 
and in school-related activities.  Intervention strategies should provide students with appropriate supports 
that address inappropriate behaviour and that would result in an improved school climate.  For example, 
early interventions may include, but not limited to, contact with parents, detentions, verbal reminders, 
review of expectations, or a written work assignment with a learning component. 
 
Ongoing interventions may be necessary to sustain and promote positive student behaviour and/or address 
underlying causes of inappropriate behaviour.  For example, ongoing interventions may include, but are not 
limited to, meetings with parents, volunteer service to the school community, conflict mediation, peer 
mentoring, and/or a referral to counselling. 
 
Strategies for  Addressing Inappropr iate Behaviour  
 
When inappropriate behaviour occurs, schools should utilize a range of interventions, supports, and 
consequences that are developmentally appropriate, and should include opportunities for students to focus 
on improving behaviour.   Consequences for inappropriate behaviour may include, but are not limited to, 
meeting with the parent(s), student, and principal; referral to a community agency for anger management or 
substance abuse; and detentions or loss of privileges. 
 
In considering the most appropriate response to address inappropriate behaviour, the following should be 
taken into consideration: 
 

�  the particular student and circumstances (e.g. mitigating and other factors) 
�  the nature and severity of the behaviour 
�  the impact on the school climate (i.e. the relationships within the school community) 

[Ministry of Education, P.P.M. #145] 
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The following chart provides a systemic overview of the progressive discipline process.  It represents a 
multifaceted approach to student behaviours and discipline that is designed to provide maximum support for 
students who are experiencing behavioural challenges.  It is further presumed upon an active and 
contributing partnership with parents, community care professionals, and the students themselves. 
 
Additional information regarding progressive discipline can be found in Ministry of Education PPM#145 
located in the Appendices of this manual. 
 
Actual strategies for use in the school are located in the Safe Schools Progressive Discipline Resource 
Binder 2008, available within schools. 
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SCHOOL BOARD PROGRAMS FOR STUDENTS ON LONG TERM SUSPENSION AND 

EXPULSIONS 
 

Introduction 
 
The Ministry of Education is committed to ensuring that all students who are on long-term suspension and 
expulsion have the opportunity to continue their education. The Education Act, as amended by the 
Educational Amendment Act (Progressive Discipline and School Safety), 2007 requires school boards to 
offer at least one board program for suspended students and another for expelled students.  
 
With respect to programs for students on long-term suspension, research has demonstrated that positive 
outcomes for students are related to specific program elements that are tailored to meet the needs of each 
student.  The active engagement of parents and families and linkages to community agencies, such as 
agencies that provide counselling support, also contribute to positive overall outcomes for students. 
 
In the case of students with special education needs, boards are required to provide appropriate support 
consistent with the student’s Individual Education Plan (IEP). It is expected that boards will actively 
encourage suspended students to participate in the board program for suspended students.  However, boards 
cannot compel students on long-term suspension to participate in a board program for suspended students. 
 
Resources that are dedicated to programs on long-term suspension may also be used to benefit students who 
have not been suspended but who have shown behaviours that, if unchanged could lead to a suspension.  
However, the needs of students on long-term suspension remain the priority. 
 
While boards are not required to provide for students who have been suspended for less than six days, 
boards are expected to provide homework packages for these students to help ensure that they do not fall 
behind in their school work. 
 
Alternative Suspension Program Requirements 
 
A Student Action Plan (SAP) must be developed for every student on a long-term suspension who makes a 
commitment to attend the board program for suspended students. 
 
Programs for  Students on a Suspension of Six to Ten Days 
 
The program provided in the SAP must include an academic component to support the student on a long-
term suspension of six to ten days in continuing his or her education.  Boards are not required to provide a 
non-academic component for suspensions of this length. 
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Programs for  Students on a Suspension of Eleven to Twenty School Days 
 
The program provided for in the SAP will consist of both an academic and non-academic component to 
support the student on a long-term suspension of eleven to twenty school days in continuing his or her 
education. 
 
Suspension Pending Expulsion 
 
A student who has been suspended pending an expulsion hearing shall be assigned to a board program for 
students on long-term suspension until such time as the ongoing status of the student is determined at the 
hearing.  
 
Expulsion  
 
A student may be expelled either from his or her school only or from all schools of the board.  If a student is 
expelled from his or her school only, he or she must be assigned to another school of the board. 
 
If a student is expelled from all schools of the board, he or she must be assigned to a board program for 
expelled students. 
 
Alternative Expulsion Program Requirements 
 
Boards are responsible for determining the content and balance of the program for each student for both the 
academic and non-academic components of the program.  The content and balance of the program for a 
student will depend on the needs of the student and severity of the behaviour that led to the expulsion. 

 
For more detailed information regarding Alternate Programs refer to Ministry of Education P.P.M. #141 and 
P.P.M. # 142 located in the appendices of this manual. 
  
For more detailed information regarding the respective alternate programs offered by the Board refer to the 
following pages. 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

PROGRAM TO ASSIST STUDENT SUCCESS (P.A.S.S.) 
 

GUIDELINES 
 

(Revised: January 7, 2008) 
 

1. Board Mission and Vision Statement (as in Code of Student Conduct) 
 

The Hamilton-Wentworth Catholic District School Board is devoted to providing its inclusive 
school community with a safe, secure, and nurturing learning environment. 
 
The Board’s Mission and Vision statements remind us that we are challenged to live out our 
Gospel values by demonstrating esteem, respect, and responsibility for self and others. These 
qualities promote an environment in which individuals can develop their God-given talents and 
achieve their goals. 
 
“The Catholic School is directed towards the formation of the individual…individuals experience 
a sense of security when they believe that they belong to the community; when they believe they 
can impact on the decisions made within that community; when they believe they are responsible 
for their own actions and relationships; and when they believe that interpersonal problems can 
be solved in a positive, constructive, and conciliatory manner.”  (HWCDSB Safe Schools Policy, 
p. 2) 

 
2. Background and Rationale 

 
 Author ity 

 
The Education Amendment Act (Progressive Discipline and School Safety) 2007and 
Associated Regulations 
Provincial Code of Conduct & School Board Codes of Conduct (PPM 128 Revised) 
Progressive Discipline and Promoting Positive Student Behaviour (PPM 145) 
Bullying Prevention and Intervention (PPM 144) 
Programs for Expelled Students and those on Long-term Suspensions (PPM 141 & 142) 
Board Policy – February 2008 
Code of Student Conduct – February 2008 

   
 Student Success 

 
The Student Success initiative is based on the belief that every student deserves a good 
outcome from his or her education and that outcome should fit each student’s potential, instil 
willingness and capacity for further learning and have a core of common knowledge, skills, 
and values. P.A.S.S. is a program that  
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recognizes that students require multi-dimensional supports responsive to their needs. It 
provides the opportunity to support suspended students in the consequences of their decisions 
and reflect on lessons learned with caring facilitators, in a structured and nurturing learning 
environment where they can complete their assigned work. Such an opportunity will allow 
students to actively participate, connect, and continue to work towards credit accumulation. 
The intent is to equip students with tools and learning strategies so that they re-connect and 
become re-engaged in the regular school system. 
 

 Senior  Administration and School Administrator  Perspectives 
 

Students who are suspended are disconnected from their school communities, fall further 
behind academically, and experience a sense of exclusion. Principals and parents have 
expressed concern for this lost time and the negative long-term effects and have requested 
support to address their concerns. 

 
This program will have a positive impact on students, equip students with the tools and 
learning strategies so that they re-connect and become re-engaged in the regular school 
system. Therefore, the program has both academic and non-academic supports to provide 
opportunities to continue their education and to deal with the underlying causes of their 
behaviour so that they will experience a successful return to school. 

 
3. Program Overview 

P.A.S.S. will provide a short-term, flexible program to assist suspended students. This structured, 
nurturing learning environment will encourage and support students on suspension as opposed to 
removing them from our schools without direction, meaningful interventions, learning 
opportunities or purpose. Social and life skills development to assist prevention of future 
suspensions will be delivered as well as the opportunity to maintain their academic progress by 
catching up with missed assignments, homework, and performance tasks using learning 
strategies approaches for organizational and study skills. The intent of the program is to provide 
opportunities for the suspended learner to return to school, family, and the community with 
positive alternatives to their current behaviour and new strategies and hope for overall success. 
 
A Student Action Plan (SAP) must be developed for each student who makes a commitment to 
attend a board program for students on long-term suspension. For students suspended for 6-10 
school days, the SAP must: 

·  Contain an academic component; and 
·  Outline objectives, identify needs and any type of supports the student; might need to 

continue their learning. 
For students suspended for 11 – 20 school days, the SAP must: 

·  Contain an academic component; and 
·  Non-academic component. 
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 Academic 

The Academic component: 
·  ensures that students on long-term suspension have the opportunity to continue their 

regular academic course work 
·  must follow the curriculum outlined in the Ontario curriculum policy documents, 

unless the student has an Individual Education Plan (IEP). 
 
a. Curr iculum Support 

The focus will be on courses that appear on student timetables, using materials 
provided by the home school. Individual Education Plans (IEP) and accommodations 
will be continued to support the student, where appropriate. 

b. Resources 
The program will revolve around the Learning Strategies model to address student 
needs in this area. In addition to the work and resources provided by the home school, 
support materials (e.g. Credit Recovery materials, Ontario Education Resource Bank 
[OERB]) will be available to ensure academic programming. The site will be 
equipped with computers for facilitator and student use. 

c. Assessment and Evaluation 
Student work will be reviewed for completeness and returned to the home school for 
documentation of progress. The Teacher on Special Assignment-P.A.S.S. and support 
staff, for use with the re-entry interview, may complete anecdotal reports. 

d. Staffing  
One full time equivalent (FTE) teacher is recommended.  

e. Recommended Class Size 
10 – 15 students at any given time, with a hard cap of 20 students. 

f. Documentation 
Documentation, with feedback about students, will be provided for the home school 
by the Teacher on Special Assignment-P.A.S.S. and retained by the home school. 

 
  Non-Academic 

The Non-Academic component: 
�  assists students in the development of long-term positive attitudes and behaviours 
�  identifies services and supports that students may require (e.g. anger management, 

substance abuse counselling, career counselling, etc.) 
a. Assessment of Student Needs 

In collaboration with the home school, the Teacher on Special Assignment-P.A.S.S. 
and support staff will develop the means by which students needs will be assessed 
and subsequently addressed. 
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b. Counselling Support and Community Agency Involvement 

Central Behaviour Resource Teachers and Social Workers will be available on a consultative 
basis; to support this aspect of P.A.S.S. Sessions may involve developing skills in the 
following areas: 

�  Problem-solving 
�  Anger management 
�  Conflict resolution 
�  Social skills. 
�  Relationship building 

Where appropriate and feasible, outside agencies will be consulted and may provide 
on-site support related to student needs. 

c. Staffing 
One full time support staff is recommended. This might be in the form of an 
Educational Assistant with Behaviour qualifications or a Child Youth Worker. Social 
worker consultation and/or intervention is also recommended both at the site of the 
program and as part of the re-entry plan for the student at the home school. Additional 
personnel, such as Administrators, Guidance Counsellors, Chaplain, Student Success 
Teacher, Public Health Nurse, teachers, peer mentors, could provide support to the re-
entry plan. 

d. Documentation 
Documentation will be provided for the home school by the P.A.S.S facilitator and 
central support staff (as appropriate). The home school will retain such 
documentation.  

 
  Transition and Re-Entry Plan 

a. Interview 
   Upon completion of P.A.S.S., a re-entry interview will take place at the home school 
with    school administrators and any additional personnel that have been identified. 

b. Feedback  
An anecdotal record will be forwarded to the home school upon completion of the 
program. 

c. Home School Support Staff Follow-Up 
Upon return to the home school, school administrators will determine the level of 
continued support needed for the student and will refer to the appropriate support 
staff. 

 
4. Eligibility Cr iter ia 

   Student  
Students registered at Hamilton-Wentworth Catholic District School Board Secondary 
Schools are eligible to participate in P.A.S.S. if the Principal believes the student merits and 
will benefit from the opportunity. The opportunity for suspended students to participate in 
P.A.S.S. will be presented to parents/guardians by administration. Parents/guardians will 
decide whether or not their child will attend P.A.S.S. 
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 Length of Suspension 

Students who have received suspensions of more than five days and up to 20 days may 
participate in P.A.S.S.  
 

 Attendance and Commitment 
Upon consenting to participate, students will be expected to attend every day for the length of 
the suspension. If a student fails to meet this expectation, the P.A.S.S. opportunity will be 
revoked. 
 

 Consent Forms and Contractual Agreements 
The responsibilities of all stakeholders will be outlined on appropriate forms. 
 

5. Roles and Responsibilities 
 

 Student 
a. Behavioural Expectations 

Students will: 
�  Demonstrate respect for self, others, and for those in authority; 
�  Demonstrate that they understand and can accept the consequences of their 

actions; 
�  Demonstrate the ability to participate in school without compromising the safety 

and well-being of themselves or others at the school; 
�  Comply with the standards set out in the Code of Student Conduct; 
�  Bring all necessary materials needed to complete assigned work; 

b. Transpor tation 
Students will be expected to get to the site on time, for the duration of the suspension. 
Transportation to and from the site is solely the responsibility of the parent or 
guardian. 

c. Dress Code 
P.A.S.S. students are expected to be in their home school uniform while on site.  
Where clothing is judged to be inappropriate for the P.A.S.S. program by the teacher 
or other school administrator, the student will be required to change or will be sent 
home. 

d. P.A.S.S. School Day 
It is the responsibility of the student to attend P.A.S.S. from 8:30 a.m. to 12:30 p.m. 
Breaks will be accommodated on site during these program hours. Students will be 
responsible for their own nutrition breaks. 
 

 Home School 
The purpose of the academic component is to ensure that all students on a long-term 
suspension have the opportunity to continue their education. Boards must provide student with 
the opportunity to continue or complete programs of study, including assignments, homework, 
and any other work evaluated in their regular classes. In all cases, every effort must be made 
to maintain the student’s regular academic course work throughout the suspension period. 
(PPM 141, p. 4) 
To that end: 
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a. School Administration (Pr incipals and Vice-Pr incipals) 

�  Will inform parents about P.A.S.S. and offer the opportunity to participate in the 
program; 

�  Will complete the Student Action Plan (SAP), including the Planning Meeting, 
the P.A.S.S. Program Planner – Student Profile, and the Re-Entry Meeting; 

�  Will communicate with Teacher on Special Assignment-P.A.S.S. and other 
stakeholders. 

b. Department Heads and Classroom Teachers 
Through communication with administration, classroom teachers will: 
�  Provide work, appropriate to the length of the suspension, for completion at the 

P.A.S.S. site, under the supervision of the Teacher on Special Assignment-
P.A.S.S. 

c. Support Staff  
School administrators will enlist support staff if required as part of the student’s re-
entry plan. 

d. Re-entry Interview and Plan 
This will be a requirement, as part of the Student Action Plan (SAP) to discuss and 
plan for re-integration to the home school and to gather information about the 
outcome(s) of participating in P.A.S.S. and to identify appropriate supports for the 
student. 
 

 Parents/Guardians 
a. Consent 

Parents may verbally consent to have their child participate in P.A.S.S. through 
communication with an administrator and written confirmation will be required by 
means of the P.A.S.S. Declaration of Commitment form. 

b. Transpor tation 
Parents and/or guardians will ensure that their child gets to the site on time for the 
duration of the suspension. Transportation to and from the site is solely the 
responsibility of the parent or guardian.  

c. Re-Entry Plan  
A re-entry interview with school administration will be a mandatory requirement to 
discuss re-integration to the home school and to gather information about the 
outcomes of participating in P.A.S.S. This will be documented on the P.A.S.S. 
Program Planner – Student Profile. 
 

5.4 Teacher  on Special Assignment-P.A.S.S.  
The Teacher on Special Assignment-P.A.S.S. will: 

�  Provide curriculum support and guidance; 
�  Communicate with home school, support staff, parents and early leavers as required; 
�  Collaborate with school administration and teachers to develop and implement the 

Student Action Plan (SAP), which will include completion of the P.A.S.S. Program 
Planner – Student Profile; 
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�  Gather student feedback; 
�  Be a positive role model for the students. 

 
5.5 Support Staff 

Support staff will be consulted and may deliver the non-academic aspects of P.A.S.S., which 
may include needs assessment, individual and group interventions. 

 
5.6 Additional P.A.S.S. Staff 

Additional staff will support the Teacher on Special Assignment-P.A.S.S. and students as 
required. 

 
6 Timeline  

The P.A.S.S. will be piloted for one year beginning September 2007 and ending June 2008. A progress 
report will be presented to all stakeholders after the first semester. At the end of the pilot timeline, a 
review of the outcomes and effectiveness of the program will be done. 

 
7 Location of Suspension Program 

The P.A.S.S. will be located at the St. Char les Mountain Continuing Education site, 150 East 5th 
Street, Hamilton, Ontario. 

 
 
8 Measurements of Success 

P.A.S.S. will be reviewed and evaluated at the end of the one-year pilot. Measurements of 
success may include: 

�  Suspension data 
�  Attendance data 
�  Student monitoring for repeat offences 
�  Credit accumulation 
�  Student achievement 
�  Anecdotal feedback from all stakeholders. 

 
9 Review of P.A.S.S. Effectiveness 

The P.A.S.S. committee, in collaboration with the program facilitator, support staff, and school 
administrators will review the program over the course of the pilot. Quantitative data will be 
gathered using statistical reports from SKOPUS and Trillium. Qualitative data will be gathered 
by means of the feedback provided by all stakeholders. An overview will be presented to Senior 
Administration and the Board of Trustees. 
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Student Action Plan (SAP) for the 
Program to Assist Student Success (P.A.S.S.) 

Declaration of Commitment 
 
Student Name:  ___________________________________  I.D. Number:  ___________________________  
 
D.O.B.  _________________________________________  Grade:  ________________________________  
 
The Provincial Code of Conduct sets clear standards of behaviour. It specifies the consequences for student 
actions that do not comply with these standards. Reference to the Provincial Code of Conduct is housed in 
PPM 128, which was updated to reflect Bill 212. The purposes of the Provincial Code are set out in Section 
301(2) of the Education Act. 
 
Since students have a responsibility to demonstrate a commitment to the learning process, to honour the 
school code of conduct, and to demonstrate age-appropriate behaviour, my participation/continued 
attendance in the Program to Assist Student Success (P.A.S.S.) is dependent on my commitment, as 
demonstrated by my compliance with the conditions stated below. 
 

1. I will be in full attendance and punctual at all times. Any impending absence will be reported to my 
home school and to the P.A.S.S. teacher. 

2. I will give the required attention to my school work by: 
�  Having the proper books and materials with me  
�  Completing homework and assignments during the time spent at P.A.S.S. 
�  Being attentive, cooperative and hard working. 

3. I will follow published school rules in class and on school property. 
4. I will follow the P.A.S.S. dress code requirements. 
5. I will be respectful of fellow students, their rights, and their property. 
6. I will be respectful of all staff. 
7. If the suspension is for 11-20 school days, I will also take part in the non-academic component of 

P.A.S.S. 
 
If I fail to meet the expectations, my suspension will be served based on the conditions in the letter of 
suspension from the home school. 
 
Student Signature:  __________________________________________________________________________  
 
Parent(s)/Guardian(s) Signature(s):  _____________________________________________________________  
 
Principal/Vice Principal Signature:  _____________________________________________________________  
 
Date:  ________________________  
 

 

*265 I t is the duty of a principal of a school, in addition to the principal’s duties as a teacher, (m) subject to an appeal to 
the Board, to refuse to admit to the school or classroom a person whose presence in the school or classroom would in the 
principal’s judgement be detrimental to the physical or mental well-being of the pupils. 
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Student Action Plan (SAP) 
� �� �� �� ��� � � � � 	 
 �� �	 � � 
 � �

STUDENT PROFILE 
Student Name: Secondary School: 
D.O.B.:     Age: Gender:     OEN: 
 
This section to be completed 
by school staff. 
 
The following have been 
barriers to success for this 
student: 

This section to be completed by P.A.S.S. teacher. 
 
This student has demonstrated the following 
while attending P.A.S.S.: 

This section to be completed by school staff. 
 
Re-entry Interview notes and recommendation(s): 
 

 
�  Performing at Level One or 

below Grade Expectations 

�  Lack of Literacy foundation 

skills (reading, writing, oral 

communication) 

�  Work habits/Organization 

(study/note-taking/test-

taking skills) 

�  Assignment/Homework 

Completion 

�  Lack of 

confidence/independence/m

aturity 

�  Tendency to be withdrawn 

�  Behaviour concerns 

(attitude/attendance/uniform) 

�  Peer influences 

�  Social/Interpersonal/attentio

nal issues 

�  Family concerns 

�  Emotional well-being 

�  Health concerns 

 
�  Attendance 

�  Punctuality 

�  Comes Prepared 

�  Able to Sustain Attention in Class 

�  Task Completion 

�  Participates Positively in Class 

�  Seeks Assistance 

�  Interacts Positively with Peers 

�  Cooperates with Staff 

�  Respects Property of Others 

�  Uses Acceptable Language 

�  Accepts Responsibility for Own Behaviour 

 
Additional comments: 

 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 
 
 
 
 
 

 
�  Student will return to school community and 

classroom environment with a clear 
understanding of behavioural expectations and 
consequences 

�  Administrative involvement 
�  Support staff involvement (select appropriate 

staff): 
_____ Social Worker 
_____ Guidance Counsellor 
_____ Student Success Teacher 

        _____ Chaplain 
        _____ School Resource Team (SRT) 
        _____ Other (provide details below) 
 
 

 

 

 

 

Additional comments: 

 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 __________________________________________________
 
 

The above characteristics and 
behaviours are supported in 
the following documents: 
(Include copies for P.A.S.S. 
teacher) 
 
�  Last Report Card 

�  Credit Counselling Summary 

�  Attendance Data 

�  MarkBook Printouts 

�  I.E.P. 

�  Suspension Letter/Data 

�  Other 

_______________________

_________ 

 
 
Support Staff/Outside Agency 
Involvement: 
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SCHOOL-BASED COMMENTS AND STUDENT WORK TO BE COMPLETED AT P.A.S.S.:  
(to be completed by the home school and forwarded to P.A.S.S. teacher) 
 
 
 
 
 
 
 
 
 
 

PARENTAL CONTACT: (Dates and notations) 

 
 
 
 
 
 
 
 
 
 
P.A.S.S. TEACHER COMMENTS: (to be entered upon completion of suspension and copy returned to home 
school) 
 
 
 
 
 
 
 
 
 
 
 
 
 

P.A.S.S. TEACHER SIGNATURE:  DATE: 

VICE PRINCIPAL/PRINCIPAL 
SIGNATURE: 

 DATE: 
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ALTERNATE BOARD EXPULSION PROGRAM 
 

SOAR  Program 
(Student Opportunity to Achieve Re-Entry) 
 
St. Char les Mountain 
 
1:00 – 4:00 p.m. daily 
 
Placement: 
 

�  Expulsion period for a minimum of one semester (5 months); subject to individual 
circumstances. 

�  Maximum of one year (i.e. 2 full semesters) placement. 
�  If suspended mid semester, decision may be to have student serve expulsion for remainder of 

suspension and all of next semester. 
�  Student must meet goals developed and monitored through the Student Action Plan. 

 
Program 
 

i. Academic – up to 2 x 72 minutes x 4 days/week. 
ii. Non-Academic – from 35 minutes to 100 minutes x 4 days/week (Anger Management, Decision 

Making, etc.) 
iii. Other – 1 day/week consisting of wellness program (phys. ed.) and social skills. 

 
Note: Students may be eligible to attend night school to attain additional credits. 
 
Dress Code: Student to wear school uniform. 
 
Transpor tation: Not provided. 

 
Staffing: 
 

�  Full time teacher. 
�  Qualified English and Math teachers from Con. Ed. will be scheduled for May/June 2008. 
�  Program teacher will be responsible for monitoring previously expelled students, attend entry 

and exit meetings, maintain school records, etc. 
�  School Social Worker to provide non-academic counselling, individual and group, attend 

meetings, and monitor previously expelled students. 
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1. SIGNATORIES TO THE PROTOCOL 
The Hamilton-Wentworth District School Board, the Hamilton-Wentworth Catholic 
District School Board, Le Conseil scolaire de district du Centre-Sud-Ouest, Le Conseil 
 scolaire de district catholique Centre-Sud, the Hamilton Police Service and the Hamilton  
Police Services Board support the principle that all students and staff deserve a safe learning and working 
environment. 

This document represents a clarification of our respective roles and responsibilities and defines the need for 
maintaining open lines of communication.  It is intended as a tool for the implementation of certain existing 
legal responsibilities but is not intended to supplement those responsibilities. 

We, the undersigned, support the principles and procedures set out in this Protocol.   

Signed at the City of Hamilton. 
 
              
Chair         Date 
� � � ��� � � 	
 � ��� � 	
 � � � �� � � 	� � � � � 	
 

              
Chief of Police               Date 
� � � ��� � � 	
 � ��� � 	
 � � � �� � 	
 
 

              
Chair         Date 
The Hamilton-Wentwor th Distr ict School Board 

 

 
              
Director of Education       Date 
� � � ��� � � � � � � � � � � � � 	� � � � � ��� 	� �� � � �� � 	
 � � � � �	� � � � � 	
 

 

 

 

              
Chair         Date 
� � � ��� � � � � � � � � � � � � 	� � � � � ��� 	� �� � � �� � 	
 � � � � �	� � � � � 	
 

 

              
Director of Education       Date 
Hamilton-Wentworth Catholic District School Board  
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� � �� � � � � �	�� 
 � 	� �� � �
 � �
 �� � � �
 � �
 � �� � � � � � �� � 
 �� � � � � �

 
 

              
Director of Education       Date 
Le Conseil scolaire de distr ict du Centre-Sud-Ouest 
 
              
Chair         Date 
Le Conseil scolaire de distr ict catholique Centre-Sud 
 
 
              
Director of Education       Date 
Le Conseil scolaire de distr ict catholique Centre-Sud 
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2. INTRODUCTION 

The Hamilton-Wentworth District School Board, the Hamilton-Wentworth Catholic District 

School Board, Le Conseil scolaire de district du Centre-Sud-Ouest, Le Conseil scolaire de district 

catholique Centre-Sud (hereinafter referred to as ªSchool Boardsº) and the Hamilton Police 

Services Board/Hamilton Police Service believe that students, staff and members of the school 

community have the right to learn and work in a safe learning environment. The School Boards, the 

Police, and the school community participate in a number of cooperative programs to establish and 

maintain this positive, safe learning environment.  This partnership renders schools safer. 

The partners recognize their shared responsibility for the safety of students, staff and 

members of the school community.  The Police are responsible for the investigation of alleged 

criminal activities.  The School Boards are responsible for maintaining discipline in their schools 

and for ensuring the safety of staff, students and all members of the school community.  In 

cooperation, the parties have prepared this document, which represents an agreement amongst the 

School Boards and the Police Services Board / Police Service to cooperate and communicate with 

each other in their dealings with students and during police related investigations.  This document 

represents a clarification of our respective roles and responsibilities and defines the need for 

maintaining open lines of communication. It facilitates the appropriate sharing and disclosure of 

information. The Police/School Boards Liaison Committee will monitor the implementation of the 

Protocol and meet periodically, thereafter, to preserve both the intent and integrity of the Protocol. 
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3.  STATEMENT OF PRINCIPLES 

Students, staff and all members of the school community must be protected from serious 

incidents, including incidents of violence, during the regular school day and during school-

sponsored events. 

Effective response requires full cooperation and coordination between the Police and the 

School Boards.  Prompt effective response is important to ensure the safety of all. 

 
The protocol will promote respect and civility in the school environment and will  

further respect fundamental rights pertaining to racial, cultural, religious and other differences among 
students, teachers and staff.  

All reported incidents of violence will be thoroughly investigated.  The school principal also has the 

responsibility to report violent incidents that involve any member of the school community, including those 

incidents that may occur off school property in connection with any school-related activities. 

Students and/or their parents/guardians are free to seek police involvement in incidents that fall 

outside the categories covered in this Protocol or in cases where the school does not involve the police. 

The legal rights of students and staff will, at all times, be respected during investigations. 
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4. PURPOSE 

The purpose of the Protocol is to: 

�  promote the safety and protection of students, teachers, staff and volunteers in schools; 

�  encourage ongoing, adaptive and responsive partnerships between the police and the school 
communities; 

�  facilitate appropriate sharing and disclosure of information; 

�  promote joint consultation and partnerships between School Boards and the Police Service toward 
maintaining a safe school environment; 

�  ensure that the obligations and requirements of both the education and law enforcement systems are 
met; and 

�  ensure a consistent approach in the way Police and the Schools Boards respond to school-related 
occurrences. 
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5. ROLES AND MANDATES 

� �� � � � � 
 � � � �� ��� � � �� � 	�
 � � � 
 � � � 	�� � � � 
 � �� �� �� � � �� � � � �� � � � �

The Police/School Boards Liaison Committee is made up of representatives from the Hamilton 

Police Service, the Hamilton-Wentworth Catholic District School Board, Le Conseil scolaire de district du 

Centre-Sud-Ouest, Le Conseil scolaire de district catholique Centre-Sud and The Hamilton-Wentworth 

District School Board. 

The Liaison Committee will meet regularly to: 
�  ensure good communication between the parties regarding both preventive  

and corrective programs and services for youth in our community; 

�  coordinate programs for use in schools with students, staff and parents; 

�  consider issues and problems that arise; 

�  review and develop programs and services that focus on youth; and 

�  monitor the operation of this Protocol. 

The Liaison Committee may invite additional representatives, from time to time, to act as resources to 

the Committee. 

� �� � Role and Mandate of the Hamilton Police Service 

In accordance with the declaration of principles contained in the Police Services Act (PSA), 

police services are provided to ensure the safety and security of all persons and property in 

Ontario.  The Act stresses the importance of safeguarding the fundamental rights guaranteed by the 

Canadian Charter of Rights and Freedoms and the Human Rights Code.  In delivering these 

services, Police must cooperate with the communities they serve, and be sensitive to the pluralistic, 

multi-racial and multi-cultural character of Ontario society. 

Police services include crime prevention, law enforcement, public order maintenance, 

emergency response and assistance to victims of crime.  The Policies and Procedures of the 

Hamilton Police Service and Hamilton Police Services Board are  
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designed in compliance with the PSA, and with the Adequacy and Effectiveness Regulation. 

The Hamilton Police Service believes that crime prevention goes beyond the concepts of 

home security and personal safety.  It is a pattern of attitudes and behaviours directed at reducing 

the threat of crime and enhancing the sense of community safety and security.  Effective crime 

prevention will positively influence the quality of life in our community and develop an 

environment where crime cannot flourish. 

Law enforcement includes investigations and inspections that lead or could lead to 

proceedings in a court or tribunal.  Police have a role in the enforcement of federal, provincial, and 

municipal legislation, including the Criminal Code, the Youth Criminal Justice Act, the Controlled 

Drugs and Substances Act, the Highway Traffic Act, the Liquor Licence Act, the Child and Family 

Services Act and the Trespass to Property Act.  The duties and responsibilities of the police vary 

based on applicable legislation, the exigencies of the circumstances requires a police response and 

the exigencies of the Police Service. 

Police must respond to emergencies. Emergencies include situations, or threatened 

situations, that abnormally affect lives, health, safety and property.  Emergencies, often by their 

nature or magnitude, not only involve the police but also require a response from other agencies.  

Protocols with other agencies assist in achieving a successful emergency response. 

The Hamilton Police Service is committed to playing a role in the development of a young 

person' s understanding of good citizenship and promoting and fostering a reduction of crime both 

against and committed by young people.  This is accomplished through a commitment to the 

Hamilton Police Service' s Strategic Approach To Youth Crime.  This document guides the Police 

Service in prevention, intervention and enforcement issues.  It places significant emphasis on 

partnerships with the community. It is through this direction that crime prevention and community 

safety issues are guided with a police and community education response.   

The Police play a significant role in victim assistance.  Victim assistance is defined as the 

provision of crisis intervention and support to victims of crime and circumstance. It includes the 

provision of emotional support, information and appropriate referrals.  The Hamilton Police Service 

is noted for its Victim Services Branch  

Page 7 



 
HWCDSB 

Safe Schools Manual 

  

and its array of partnerships with shelters, sexual assault centres, hospitals, the Crown Attorney' s 

office, family and children' s services and the local School Boards. 

The Hamilton Police Service agrees to provide French Language Services to the French Language Schools 

within its local municipality when such services are available.  Where they are not available but required 

(see Section 14), the Police Service will endeavour to provide for or facilitate the procurement of 

interpreters through outside sources in the community.  

The overall role of the Police, outlined above, is summarized in the Mission Statement of the 

Hamilton Police Service: 
 

“ Our mission is to be leaders with our communities 
in  the achievement of public safety & security”  

� �� � � � �� �� � � �� � � � � � � �� ��� �
 � � �� � �� � � � � ��� � � � � 
 �

It is the responsibility of the School Boards to provide an education for every child enrolled 

in their schools.  In order to provide that education, Boards must ensure that schools are safe places 

for children and staff.  School Boards are governed by the Education Act and Regulations. 

Boards develop policies and procedures that outline the processes used to promote 

responsibility, respect, civility and academic excellence in a safe learning and teaching 

environment. 

       These processes may include, but are not limited to, proactive, preventative actions such 

as: 

�  curriculum outcomes related to development of appropriate social skills from Kindergarten 
to Grade 12; 

�  anger management training; 

�  social skills training; 

�  conflict resolution skills; and 

�  working collaboratively with parents and community resources. 
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Boards also address the issue of safety through the development of: 

�  Emergency Response Procedures; and 

�  Safe Schools Procedures. 

These procedures include the means of developing safe schools, as well as the way to deal with 

potentially unsafe situations.  For example, the Code of Conduct outlines the consequences of 

inappropriate and/or unsafe behaviour.  These consequences may include, but are not limited to, 

mandatory or discretionary suspensions and mandatory or discretionary expulsions. 

The School Boards will attempt to provide their staff with the necessary skills and training 

opportunities that will assist in the provision of safe learning environments.  The policies and 

procedures to address the ongoing safety of all concerned may also be developed in consultation 

with the broader community including the Police and local child welfare and mental health 

facilities. 
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6. DEFINITIONS 

� �� � � � 	�
 � � � 	� � � 
 �! � ��� �� �� � � �

Adul t: Anyone 18 years of age and older.  

As Soon As Possible: With respect to contacting a student’s parent/ legal guardian, means at 
the earliest possible opportunity. 

Assaul t: 
 
 “ A  person commits an assault when: 
·  w ithout the consent of another person, he applies force 

intentionally to that other person, directly or indirectly; 
·  he attempts or threatens, by an act or gesture, to apply force to 

another person, if he has, or causes that other person to believe on 
reasonable grounds that he has, present ability to effect his 
purpose; or 

·  while openly wearing or carrying a weapon or carrying a weapon 
or imitation thereof, he accosts or impedes another person or begs. 

 
This section applies to all forms of assault, including sexual assault, 
sexual assault w ith a weapon, threats to a third party or causing 
bodily harm and aggravated sexual assault.”  Criminal Code of Canada 

Bodi ly Harm: “ means any hurt or injury to a person that interferes w ith the health or 
comfort of the person and that it is more than merely transient or 
trifl ing in nature”  Criminal Code of Canada 

Chi ld: A  person who is or, in the absence of evidence contrary, appears to be 
under the age of 12 years. 

Chi ld Apprehension 
Order (under Section 36(2) 
of the Children’s Law 
Reform Act): 

A  court order issued by a Justice which requires the police to take all 
reasonable steps to locate, apprehend and turn over the children listed 
in the order to a party named therein.  A  child apprehension order can 
be issued by a court where it is satisfied that a child is being illegally 
w ithheld from a person entitled to custody or access. 

Criminal  Harassment: “ No person shall, without lawful authority and knowing that another 
person is harassed or recklessly as to whether the other person is 
harassed, engage in the conduct (stated below) that causes that other 
person reasonably, in all the circumstances, to fear for their safety or 
the safety of anyone known to them, such conduct shall consist of: 
 

�  repeatedly following  from place to place the other person or 
anyone known to them; 
 

�  repeatedly communicating with, either directly or indirectly, the  
 

 
 

 
�  other person or anyone known to them; 

 
�  besetting or watching the dwelling house or place where the 
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other person or anyone known to them resides, works, carries on 
business or happens to be; or 
 

�  engaging in threatening conduct directed at the other person or 
any member of their family.”  Criminal Code of Canada 

Note:  This could include, for example, the repeated annoyance or 
bullying of an individual or individuals.  

Custody: To be detained, placed under arrest, or imprisoned. 

Custody Order: A  court order issued by a Justice which specifies the primary caregiver 
of a child.  Custody orders may define the circumstance by which non-
custodial parent or caregiver has access to a child.  Generally, there are 
no police enforcement authorities w ithin a custody order. 

Extortion: “ Anyone who, without reasonable justification or excuse and with 
intent to obtain anything, by threats, accusations, menacing acts or 
violence induces, or attempts to induce, any person, whether or not 
he/ she is the person threatened, accused, menaced or to whom 
violence is shown, to do anything or to cause anything to be done, may 
be guilty of the criminal offence of extortion.”  Criminal Code”  

Extra-judicial  M easures: Measures other than judicial proceedings under the Youth Criminal 
Justice Act, used to deal with a young person alleged to have 
committed an offence. 

Extra-judicial  Sanctions: Sanctions which are part of a program authorized by the Attorney 
General or his/ her delegate other than judicial proceedings under the 
Youth Criminal Justice Act used to deal w ith a young person alleged to 
have committed and offence. 

Gang-Related Activi ty: 3 or more people who, while acting or congregating together, display 
a pattern of delinquent behaviour which may result in violent and/ or 
criminal activity. 

Hate Crimes: Using race, religion, nationality, ethnicity, gender, sexual orientation, 
or disability, to discomfort, frighten, or harm individuals or to instill 
fear into groups of these individuals. 

Incident: Occurrences on or associated with school property or activities which 
require, or may require, police response and/ or police involvement. 

Of fence: A violation of law for which a penalty is prescribed.  This includes an 
act or omission contrary to an Act of Parliament, the Provincial 
Legislature or a Municipal authority or any Regulation, Rule, order,  

 

 

by-law or ordinance made there under. 

Parent / Guardian: A  Parent is “ any person who is under a legal duty to provide for the 
young person or any person who has, in law or in fact, the custody or 
control of that young person, but does not include a person who has 
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the custody or control of that young person by reason only of 
proceedings under the (Youth Criminal Justice Act). Youth Criminal 
Justice Act 

A  Parent also includes a legal guardian. 

Parole: A  term used when an offender is released from custody, after serving 
part of a custodial sentence.  The offender is generally placed in the 
community w ith conditions that he/ she must abide by.  Any breach of 
those conditions could result in the arrest and re-incarceration of the 
offender. 

Peace Bond: A court order issued by a Criminal Court Justice whereby individuals 
are required to keep the peace and be of good behaviour towards one 
another for a period of up to 12 months.  Other conditions may also be 
included.  Breach of the order can result in arrest. 

Pol ice Involvement: Police “ follow-up”  for an incident, which has occurred, subsequent to 
the immediate police response (see below) to a call for service. 

Pol ice Response: The immediate response by the police to a call for service; the initial 
police attendance at the incident. Police response will be in accordance 
with the Police Service Priority Response System, which prioritizes 
calls for service based on established criteria. 

Principal  The key administrator in a school building and includes for the 
purposes of this document the Vice-Principal or designate. 

Probation: A  court imposed disposition/ sentence issued by a Justice upon a 
person being convicted of an offence.  During the period of probation, 
the offender must abide by set conditions, which the Justice has 
deemed appropriate in the circumstances.  A  violation of a probation 
order may result in the arrest of the offender. 

Problem-Oriented 
Pol icing: 

An analytical approach that focuses Police resources and attention 
more purposefully and rationally, on issues as they arise, w ith a view 
towards solving a problem. 

Publ ication: “ Means the communication of information by making it known or 
accessible to the general public through any means including print, 
radio or television broadcast, telecommunications or electronic 
means.”  Youth Criminal Justice Act 
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Recognizance / 
Undertak ing: 

A fter an offender has been charged with an offence, he/ she may be 
released from custody on a Recognizance or an Undertaking.  These 
are court-enforced orders, which allow the offender to remain in the 
community pending the outcome of the court case.  The order w ill 
generally specify a number of conditions that must be abided by until 
the charges are finally dealt with in court. 

Referral  (Pre-Charge 
Diversion): 

A  diversion by police to a program that addresses the needs and 
circumstances of the young person as determined by his/ her 
offending behaviour, prior to proceeding with a charge. The 
protection of society is paramount in assessing whether the Referral 
Program is to be used in each case.  Established prerequisites for 
participation w ill be applied by the Police Service. 

Report: Virtually any information compiled by a Police Service and/ or School 
Board.  As referenced in the Youth Criminal Justice Act, the word 
“ report”  should be interpreted broadly to include almost all 
information or publications that might disclose the identity of a young 
person. 

Restraining Order: A  court order issued by a Justice which sets conditions of a restraining 
order or person must abide by including, for example, “ … not to 
molest, annoy or harass …”  a spouse and/ or child /  children.  A 
breach may result in an arrest of the offender. 

Robbery: “ Anyone who: 
 

�  steals, and for the purpose of extorting whatever is stolen or to 
prevent or overcome resistance to the stealing, uses violence or 
threats of violence to a person or property; 

 
�  steals from any person and, at that time or immediately before 

or immediately thereafter, wounds, beats, strikes or uses any 
personal violence to that person; 

 
�  assaults any person with intent to steal; or 

 
�  steals from any person while armed with an offensive weapon 

or imitation thereof”  Criminal Code of Canada. 

Sexual  Assaul t: 
 
Note:  Sexual assault is not defined (in the Criminal Code), although an 
essential element, assault, is elsewhere defined for such purposes.  In 
general, it is an assault committed in circumstances of a sexual nature 
such as to violate the sexual integrity of the victim. 
 
See “ Assault”  

 

 

Strategic Approach to 

 
 
 
 
The Hamilton Police Service’s multifaceted approach to youth crime 
that focuses on the offender and his/ her personal circumstances, and 
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Youth Crime: not just the offence, when determining police response.  The approach 
includes the Police Service’s youth service delivery positions and 
methods, interaction w ith valued partners, prevention, early 
intervention and targeted enforcement, as appropriate. 

Thef t: “ Anyone who fraudulently and without colour of right, takes, or 
fraudulently and without colour of right converts to their use or to the 
use of another person, anything with intent: 

�  to deprive, temporarily or absolutely, the owner, or a person 
with a special interest in it, of the thing or property or the 
interest in it; 

 
�  to pledge it or deposit it as security; 

 
�  to part w ith it under a condition w ith respect to its return that 

the person who parts with it may be unable to perform; or 
 

�  to deal w ith it in such a manner that it cannot be restored to its 
original condition”  Criminal Code of Canada 

Threat: A  declaration of an intention to inflict punishment, injury or death. 

Traf f ick ing: To offer, sell, administer, give, transfer, transport, send, deliver any 
controlled drug or substance found within Schedules I-IV of the 
Controlled Drug and Substances Act, including, but not limited to, 
heroin, cocaine, cannabis (marihuana), amphetamines, and 
barbiturates, or to offer to do any of those things.  This term is 
generally used in conjunction w ith drug offences, but can also be 
associated with trafficking in weapons, for example. 

Vandal ism: Willful damage to property. 

Weapons: As defined under the Criminal Code means: anything used, designed to 
be used or intended for use: 
�  in causing death or injury to any person, or 

 
�  for the purpose of threatening or intimidating any person, and 

without restricting the generality of the foregoing, includes a 
firearm. 

Young Person (under 
Youth Criminal  Just ice 
Act ) 

A  young person who is, or in the absence of evidence to the contrary, 
appears to be 12 years of age or more, but under 18 years of age, and 
includes any person who is charged with committing an offence while 
a young person, or who is found guilty of an offence under the Youth 
Criminal Justice Act. 

 

Young Person (under 
Provincial  Offences Act) 

 

Means a person who is or, in absence of evidence to the contrary, 
appears to be:  

·  12 years of age or more, but 

·  under 16 years of age 
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and includes a person 16 years of age or more charged with having 
committed an offence while he/ she was 12 years of age or more but 
under 16 years of age. 

    

� ��  " 
 � 
 � � �� � � � 	� � � 
 �! � ��� �� �� � � �
 

 Custodial  Parent This term generally refers to the parent who has custody of a child 
pursuant to a court order or separation agreement.  There can be joint 
custody situations.  Also, custody may be used to refer to the parent 
w ith whom the child resides even if there is no court order or 
separation agreement, providing the living arrangement is with the 
consent, implied consent or acquiescence of the other parent. 

 

 Expulsion A disciplinary process involving the removal of the student from the 
school and/ or the education system.  There are two (2) types of 
expulsion under the Education Act, Discretionary and Mandatory.  
Either type of expulsion may be “ limited”  or “ full” . 

Mandatory Expulsion:   

It is mandatory that a pupil be expelled if the pupil commits any of the 
following infractions while he or she is at school or is engaged in a 
school-related activity: 

·  Possessing a weapon, including possessing a firearm; 

·  Using a weapon to cause or to threaten bodily harm to another 
person; 

·  Committing physical assault on another person that causes bodily 
harm requiring treatment by a medical practitioner; 

·  Committing sexual assault; 

·  Trafficking in weapons or in il legal drugs; 

·  Committing robbery; 

·  Giving alcohol to a minor; or 

·  Engaging in another activity that, under a policy of the Board, is 
one for which mandatory expulsion is necessary.   

 

Discretionary Expulsion:   

A  pupil may be expelled if the pupil engages in an activity that, under 
a policy of the Board, is one for which expulsion is discretionary.  Such 
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expulsions are articulated in the Boards’ respective Safe Schools 
policies/  Codes of Student Conduct. 

 Limited Expulsion:   

A  pupil who is subject to a limited expulsion is not entitled to attend 
the school the pupil was attending when he or she committed the 
infraction and is not entitled to engage in school-related activities of 
that school until the later of: 

·  the date specified by the principal or the Board when expelling the 
pupil, which cannot be more than one (1) year after the date on 
which the principal suspended the pupil under subsection (2); and 

·  the date on which the pupil meets such requirements as may be 
established by the Board for returning to school after being 
expelled.   

Full Expulsion:   

A  pupil who is subject to a full expulsion is not entitled to attend any 
school in the province or to engage in school-related activities of any 
school in the province until he or she meets such requirements as may 
be established by regulation for returning to school after being 
expelled. 

M i tigating Factors Under the Education Act Regulations, expulsion or suspension is not 
mandatory if: 

·  the pupil does not have the ability to control his or her behaviour, 

·  the pupil does not have the ability to understand the foreseeable 
consequences of his or her behaviour, or 

·  the pupil’s continuing presence in the school does not create an 
unacceptable risk to the safety (or well being) of any person. 
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Strict D iscipl ine Program A strict discipline program is a program authorized by the Ministry of 
Education and designed to facilitate the re-entry of a fully expelled 
student to the school system. 

 

 Suspensions A method of discipline utilized in situations wherein a student has 
breached conditions associated with established codes of conduct.  It 
involves the removal of a student from the school for a specified 
period of time not to exceed twenty (20) consecutive school days.  
There are two (2) types of suspensions under the Education Act: 

Mandatory Suspension:   

It is mandatory that a pupil be suspended from his or her school and 
from engaging in all school-related activities if the pupil commits any 
of the following infractions while he or she is at school or is engaged in 
a school-related activity: 

Uttering a threat to inflict serious bodily harm on another person; 

Possessing alcohol or illegal drugs; 

Being under the influence of alcohol; 

Swearing at a teacher or at another person in a position of authority; 

Committing an act of vandalism that causes extensive damage to 
school property at the pupil’s school or to property located on the 
premises of the pupil’s school; or 

Engaging in another activity that, under a policy of the Board, is one 
for which a suspension is mandatory.  

Discretionary Suspension:  

A  pupil may be suspended if he or she engages in an activity that, 
under a policy of the Board, is an activity for which suspension is 
discretionary.  Such suspensions are articulated in the Boards’ 
respective Safe Schools policies /  Codes of Student Conduct. 

Suspensions of one (1) day may be administered by a teacher, while 
suspensions up to twenty (20) days may only be administered by a 
principal 
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7. INCIDENTS REQUIRING POLICE INVOLVEMENT OR RESPONSE 
 
The following types of incidents must be reported to the police: 

�  criminal harassment; 

�  possession of weapon, including, but not limited to, firearms; 

�  trafficking in drugs or weapons; 

�  robbery and/or extortion; 

�  use of a weapon to cause bodily harm or to threaten serious harm; 

�  physical assault causing bodily harm requiring professional medical treatment; 

�  sexual assault; 

�  providing alcohol to minors; 

�  possession of illegal drugs; 

�  acts of vandalism causing extensive damage to school property or property located on school premises;  

�  any hate and/or bias-incidents  (e.g. incidents involving racism, homophobia); and including hate 
motivated graffiti. 

�  gang-related incidents. 

 

Note:  For children under the age of 12 years old, please refer to Section 15. 
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8. OTHER INCIDENTS REQUIRING POLICE INVOLVEMENT 
 
Principals are encouraged to consult with police with regard to the following incidents, 
 

�  uttering a threat to inflict serious bodily harm;  
 

�  physical assault; or 
 

�  trespassing. 
 
 
Note:  For children under the age of 12 years old, please refer to Section 15. 
 
8.1 ACCESS TO PREMISES 
 

The Education Act specifies who may be on school premises and/or in attendance at school activities. 

School officials may utilize this legislation as the means of permitting/prohibiting access by individuals, 

as per the Education Act ss. 53, 265(m), 305 and Regulations 474/00, 298 ss.11. 
 

Trespass to Property  
 

Under the Trespass to Property Act, a School Board has all the rights and duties of an occupier in 

respect of its plant/property sites as defined in the Education Act.  When it is considered that a person’s 

presence on school property, or during a school activity, compromises the safety of others, the school 

staff (principal/vice-principal/or designate where possible), may request that the person leave or vacate 

the premise, may contact the police by telephoning 911 and/or the principal may send a Trespass 

Warning Letter to the person. 
 

Procedures for managing a trespass incident 
 

Upon police arrival, obtain the officer’s name, badge number and police occurrence number.  The 

police officer, in consultation with a school administrator, will determine which of the following actions 

will be taken with regard to the trespasser: 

·  remove the trespasser and dispense a trespass warning, or 

·  issue a trespass offence notice 
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Trespass Warning 
 

If the trespasser is still on site upon police arrival and a trespass warning is dispensed, the appropriate 

school official obtain the trespasser’s name and address from the officer, if this information has not 

previously been obtained.  The Principal will prepare a Trespass to Property Act letter and will send 

the trespasser the letter by registered mail and regular post.  Additionally, a copy of the letter is to be 

mailed to the respective School Resource Officer, citing the police report number obtained during the 

officer’s attendance.  There must be an indication that the police have already attended the scene.  The 

School Resource Officer will attach the copy of the trespass letter to the previously submitted police 

report. 
 

Trespass Offence Notice 
 

If the trespasser is still on site upon police arrival and the trespasser is subsequently issued a trespass 

offence notice, the appropriate school official obtain the trespasser’s name and address from the 

officer, if this information had not previously been obtained.  The principal will prepare a Trespass to 

Property Act letter and will send the trespasser the letter by registered mail.  Additionally, a copy of the 

letter is to be mailed to the respective School Resource Officer, citing the police report number 

obtained during the officer’s attendance.  There must be an indication that the police had already 

attended the scene.  The School Resource Officer will attach the copy of the trespass letter to the 

previously submitted police report. 
 

Trespasser  Not on Site 
 

If the trespasser has left the premise prior to police arrival but a trespass warning letter is still 

required, the Principal will prepare a Trespass to Property Act letter and will send the trespasser the 

letter by registered mail.  Additionally, a copy of the letter is to be mailed to the respective School 

Resource Officer.  The School Resource Officer will create a police report and attach the copy of the 

trespass-warning letter, to the police report.   
 

If the trespasser has left the premise and the trespasser is a repeat offender, the person witnessing the 

trespassing incident, will attend the nearest police station and complete a Citizen’s Report.  
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9. INFORMATION SHARING AND DISCLOSURE 

General 

Information in the possession and control of the Police Service is governed by various acts of both 

the legislature and parliament and include, but is not limited to, the Youth Criminal Justice Act, the 

Provincial Offences Act, the Municipal Freedom of Information and Protection of Privacy Act, 

Freedom of Information and Protection of Privacy Act and the Child and Family Services Act.  

Information in the possession and control of the School Board is governed by the same legislation, 

and in addition, by the Education Act.  From time to time the Courts will provide interpretation to 

various sections contained within the above-mentioned pieces of legislation.  These decisions are 

binding case law and require authorities to adhere to the interpretation of the law. 

School board staff may be summonsed to appear as witnesses in court.  Staff members are 

encouraged to keep written records of details relating to events where police may be involved and 

should be available for reference when required.  Notes should include dates, times, names of 

witnesses interviewed, all relevant observations and, where appropriate, a summary of any action 

taken by school administration or other members of the school staff. 

Where a principal has a reasonable basis to believe that a student has committed a criminal offence 

or is likely to commit a criminal offence, the principal will normally be expected to report the 

incident to the police, in accordance with relevant Board and Ministry of Education Policies and 

Procedures, taking into consideration the safety of any person. 
 
 
9.1 Youth Cr iminal Justice Act (YCJA) &  Police/School Board Shar ing Information Protocol 
 

 The Youth Criminal Justice Act (YCJA) contains a strict, mandatory regime relating to the 
publication and disclosure of information and reports pertaining to offences committed or alleged to 
have been committed by young persons. 

�  Section 110 of the Youth Criminal Justice Act provides that, subject to Section 110, no 

person shall publish the name of a young person or any other information related to a 

young person if it would identify the young person as the young person dealt with under 

the Youth Criminal Justice Act. 
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�  Section 111 of the Youth Criminal Justice Act provides that, subject to Section 111, no 

person shall publish the name of a child or young person or any information related to a 

child or young person if it would identify the child or young person as having been the 

victim of or as having appeared as a witness in connection with an offence committed or 

alleged to have been committed by a young person. 

�  For the purpose of both Section 110 and 111 of the Youth Criminal Justice Act 

“ Publication”  means the communication of information by making it known or 

accessible to the general public through any means including print, radio or television 

broadcast, telecommunication or electronic means. 

 

While “ publish”  has been broadly interpreted by the courts, this provision does not: 
 

(a) prohibit a school board from exercising its rights to suspend or expel a student, and/or 

from holding a hearing for this purpose, or 
 

(b) prohibit the disclosure of certain information to any professional or other person 

engaged in the supervision or care of a young person, including the representative of 

any school board or school or any other educational or training institution, by a peace 

officer or any other person engaged in the provision of services to young persons. 

�  Section 123(1) – the Police Service is not authorized to disclose YCJA records to a 

school board or principal unless the school board and/or the principal obtains an 

order from a Youth Justice Court Judge pursuant to Section 123(1)(a)(ii). Those 

subsections permit a Justice to order production to any person(s) deemed to have a 

valid or substantial interest in the record, to the extent directed by the Justice, if 

he/she is satisfied that the disclosure is desirable or necessary in the interest of the 

proper administration of justice.  
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Accordingly, without a court order, the Police Service shall not disclose or provide to the 

School Board / principal any reports maintained under the YCJA except as permitted by 

s.125(6).  Under s.125(6), the Police Service will generally share with the School Board / 

principal information pertaining to young persons, including ªhigh risk youthº ****, and to young 

persons who are subject to court ordered bail conditions, probation orders or conditional 

supervision, in the following protocol: 
 

1. Young person information may only be shared by designated Youth Serving Officers 

(YSO), and only where the disclosure is necessary: 

 

a) to ensure compliance by the young person with an authorization pursuant to 

s.125(6) of the YCJA or an order of any court concerning bail, probation or 

conditional supervision, re-integration leave, or 
 

b) to ensure the safety of staff, students or other persons; and 
 

c) to facilitate the rehabilitation of the young person. 
 

 2. Requests for information from school board staff shall be directed through the principal 

to the YSO in the Division in which the school is located. (Please refer to Police Serving 

Officers chart S.18.1)   
   

(a) Requests from grades JK to 5 w ill be directed to the Divisional Youth Officer (DYO). 
 

(b) Requests from grades 6 to 12 will be directed to the School Resource Officer (SRO). 
 

  3. The designated YSO’s shall provide information to the principal or to the person in 

charge of the school facility only. 
 

  4. Information may be disclosed by designated YSO’s either verbally or in writing.  The 

nature and scope of the disclosure will be determined by the YSO pursuant to Police 

Service policies and procedures. 

School Boards/principals are responsible for ensuring subsequent compliance with the 

disclosure, storage and security, and destruction of information sections of the YCJA and any 

other legislation applicable in relation to any records and/or information disclosed to them by 

                                                 
*   ªHigh risk youthº means a youth who is determined by a Police Service Divisional Youth Officer to pose a risk to the safety of the community and/or to him/herself, based on an assessment of 

the youth©s background, criminal convictions, history of involvement in criminal activity and current situation, pursuant to internal Police Service policies.  
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the Police Service. School Boards/principals shall ensure these issues are appropriately covered 

within internal policies and procedures and/or protocols, and are adhered to at all times. 

� �� 		� � � � �� � �� 	 
� � � � � � � 
 
� � � 
� � � � � 	

In cases covered by the Provincial Offences Act (POA) (provincial offences such as trespass 

and careless driving, committed or allegedly committed by students between the ages of 12-15 

inclusive), no person shall publish by any means a report of an offence committed or alleged to 

have been committed by a young person, or of a hearing, adjudication, sentence or appeal 

concerning a young person, in which the name of, or any information serving to identify, the 

young person is disclosed (s.99(1)). 

There is no provision in the POA allowing police dissemination of information relating to 

provincial offences to school personnel.  Accordingly, the Police Service is generally unable to 

disclose to the School Board records or information pertaining to offences under the POA, and 

neither the School Board nor the Police Service are entitled to publish any information 

pertaining to the young person who has committed or allegedly committed a provincial offence. 

 However: 

(a) Section 99(1) does not prohibit the publishing of information by a police officer for the 

purpose of investigating an offence which the young person is suspected of having 

committed, nor the disclosure of information in the course of the administration of 

justice, but not for the purpose of making the information known in the community 

[s.99(3)], and 

(b) The POA is subject to the provisions of the Municipal Freedom of Information and 

Protection of Privacy Act, which allow a School Board to share information with a 

Police Service relating to provincial offences for law enforcement purposes (see below). 

� �� 		� � � � � � �� � 
� � � 	

Under the Education Act, and in accordance with the Regulations and the Guidelines issued by 

the Ministry of Education, a principal is responsible for collecting information for inclusion in 

a student' s record.  The Ontario Student Record (ªOSRº) contains information such as 

transcripts, report cards and photographs.  Subsection 266(2) of the Education Act states that 

the Ontario Student Record (OSR) will not be produced in the course of any legal proceedings.  

There may be occasions, however, when access to the OSR of current students or former 

students will be sought by the Police during an investigation or for court purposes. 
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� � �� � �� � � 	 
 �� � �� � ��� 
 �

Disclosure of the content of the OSR to the Police during an investigation may be made in the 

following circumstances: 

(a) with the written permission of a parent or guardian of the student or, where the student is an 

adult, with the written permission of the student; 

(b) through service of a search warrant requiring the surrender of an OSR to the Police; 

(c) through an appropriate court order (criminal or civil); or 

(d) where authorized under the Municipal Freedom of Information and Protection of Privacy Act, 

i.e. for purposes of ªlaw enforcementº (see above). 

Where records are sought, Boards should obtain advice from their Freedom of Information 

Coordinators or their lawyers in order to deal with such issues as the following: 

�  whether the Education Act prevents the disclosure of  OSR information; 

�  whether the OSR in question is relevant to the investigation; and 
�  where the OSR is relevant, whether a copy rather than the original may be  

submitted. 

�

�
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 	� � � � � �! � � �� #�� � � � � �� � � 
 � � 
 �� #� �

(a)  Civil Suits 

A principal may be served with a summons requiring attendance in court on a particular 

date with part or all of an OSR.  If a principal receives a summons, he or she must 

comply with it, but should obtain legal advice from the Board' s legal counsel about the 

issues outlined above.  

As a general rule, the principal should go to court with both the original OSR and a 

complete and exact photocopy of it, and should propose to the Judge that the photocopy 

be submitted instead of the original.  The principal should also inform the Judge that the 

summons is inconsistent with ss.266 (2) of the Education Act.  The principal must, 

however, relinquish the documents if ordered to do so by the Judge. 

(b)  Cr iminal Cases 

If a principal is served with a subpoena requiring his or her appearance at court with the 

OSR, he or she is obliged to comply with the subpoena.  The principal should obtain 

legal advice from the Board' s legal counsel about any relevant issues prior to going to 

court.  Since the Criminal Code is federal legislation, it takes precedence over Provincial 

and Municipal legislation.  Therefore the Criminal Code takes precedence over OSR 

regulations which are Provincial.  However, the principal should inform the Judge that 

the use of any part(s) of the OSR as evidence in court proceedings is inconsistent with 

ss.266(2) of the Education Act.  The Principal should also present the Judge with both 

the original OSR and a complete and exact photocopy of it, and should propose that the 

photocopy be submitted instead of the original. 

(c)  Cases Under the Child and Family Services Act 

Under the Child and Family Services Act, R.S.O. 1990, c. C.11, it is possible for a court to 

order a principal to produce a student' s OSR for inspection and copying.  A court may make 

such an order if it is satisfied that: 

(a) a record contains information that may be relevant to a consideration of whether a child is 

suffering abuse or likely to suffer abuse, and 

(b) the person in control of the record has refused to permit a Children' s Aid Society director to 

inspect it.  If a principal receives a court order under the Child and Family Services Act, he or 

she should seek Board/legal advice about how to comply with it. 
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Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) applies to the 

disclosure of records in the possession of both the Police Service and the School Boards. 

MFIPPA does not take precedence over the YCJA.  Accordingly, disclosure of any information 

relating to an offence under the YCJA must comply with the provisions of the YCJA.  MFIPPA 

will govern the disclosure of records maintained by the School Board and by the Police Service 

which relate to: 

(a) students between the ages of 12-17 inclusive which do not pertain to an offence under 

the YCJA; and 

(b) students under the age of 12 or over the age of 18. 

Despite the restrictions contained in the Education Act personal information, whether or not 

contained in the OSR, is subject to MFIPPA.  This Act expressly permits a School Board to 

disclose confidential information to the police to aid in an investigation undertaken with a view 

to a law enforcement proceeding or from which a law enforcement proceeding is likely to 

result.  This section can be relied upon by School Boards to provide to police information 

required during the course of law enforcement investigations. 

MFIPPA does not authorize Police Services to disclose information to School Boards except in 

the rare circumstance where there are ªcompelling circumstancesº affecting the health and 

safety of an individual.  The Chief of the Police Service or designate will be required to 

authorize such a disclosure. 

9.5  FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT (FIPPA) 

 

The Freedom of Information and Protection of Privacy Act includes issues related to disclosure 

between Provincial Ministries i.e. the Ministry of Education and the  

 

Ministry of Children and Youth  Services.  An institution shall not disclose personal information in 

its custody and control except where it is to an institution or a law enforcement agency in Canada to 

aid in an investigation undertaken with a view to a law enforcement proceeding or from which a law 

enforcement proceeding is likely to result [Section 42(g)]. 
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It is the responsibility of any person who has the reasonable grounds to suspect that a child is or 

may be a child ªin need of protectionº, to report this to a Children' s Aid Society.  The Child and 

Family Services Act (CFSA) obligates professionals working with children, including police 

officers and teachers/principals, to report to the appropriate Children' s Aid Society where they have 

reasonable grounds to suspect that a child is or may be a ªchild in need of protectionº.  The 

suspicion, and the information on, which is it based, must be included in the report.  (Reference:  

s.72)  The obligation is continuing.  A person with additional suspicions that a child may be ªin 

need of protectionº shall make a further report, even if the person has made previous reports with 

respect to the same child.  The definition of a child in need of protection can be found in the Child 

and Family Services Act. 

Principals, teachers and police officers shall promptly take appropriate action to document and 

report to the Children' s Aid Society any case of suspected child abuse, in accordance with 

applicable internal Police Service/School Board policies and procedures.  Information disclosure 

will occur in a manner which takes into account the situation of any child involved, in order to 

ensure that appropriate measures are taken to protect that child from further harm and/or 

repercussions as a result of the report. 

The professional duty to report child abuse overrides the provisions of any other provincial statute, 

including those provisions which would otherwise prohibit disclosure by the professional.  The 

CFSA does not override the YCJA.  The YCJA provides that a Youth Justice Court may at any 

stage of proceedings against a young person, refer the young person to a child welfare agency for 

assessment to determine whether the young person is in need of child welfare services. (s.35) 
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Detailed information as to reporting in cases of child abuse is contained in each of the school 

boards child abuse reporting protocols and in the Hamilton Police Service Child Abuse 

Reporting Protocol, all of which have been established in conjunction with the local Children' s 

Aid Societies. 

There is a Protocol for Co-ordination of Child Abuse Investigations between the Catholic 

Children' s Aid Society of Hamilton, the Children' s Aid Society of Hamilton, the Ministry of 

the Attorney General, Crown Attorney and the Hamilton Police Service. 
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10. SCHOOL/BOARD CONTACTING POLICE 

It is the primary responsibility of the principal to initiate contact with the police.  However, in the 

event of an emergency any staff member is encouraged to make such contact. 
 

>>>> Emergency 911 

To be used for all emergency calls, including assaults in progress, disturbances, intruders or 

any immediate threat to school safety and security. 
 

  >>>> Non-Emergency Calls for  Service 905-546-4925 

To be used where no emergency exists but an officer is required to report incidents or 

provide assistance.  Ask for Communications.  Specify your position, reason for police to 

attend, and your school dismissal time.  Officers will be dispatched according to the Police 

Service priority Response System. 
 

   >>>> General Inquir ies 

If in doubt as to the nature of your call and the assistance police might be able to offer, call 

one of the four Divisional Reception desks: 
 

If your school is located: 

In Glanbrook, Hamilton Mountain or Stoney Creek Mtn Call 905-546-4930 

In Dundas, Ancaster, Flamborough, or Waterdown  Call 905-546-4930 

In Hamilton, west of Sherman Avenue   Call 905-546-4772 

In Hamilton, east of Sherman Avenue or in Stoney Creek Call 905-546-2929 
 

These Police Station desks are staffed 24 hours.  Staff can provide immediate advice or 

redirect your call.  Your call may actually require an Officer to be dispatched immediately.     
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>>>> Citizen' s Repor t 
 

For minor incidents of vandalism and theft w ith no suspects, use the Citizen’s Report 

provided to you by the Police Service.  Your School Resource Officer or Beat Officers 

can provide an occurrence number and receive the report on their next visit.  The 

reports can also be taken to a Police Station by the complainant School Board or a 

member of their staff. 
 

Reporting minor incidents is especially important if trends develop. 
 

>>>>  I f  you want to establ ish special  ini tiatives, call your: 
 

*  Divisional School Resource Officer (Grades 6 through OAC) 

or  

*  Divisional Community Services Officer (JK through Grade 5) 

 

 

Please note that due to schedules and shift work, it may be several days before messages left 

for individual officers can be returned. 
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11. Police Contacting School/Board 
 

 There w ill be mutual co-operation between the School Board and the Police Service.  Ensuring the 

safety of students, school board staff and police officers, w ill be the paramount consideration at 

all times. 

Police Officers, subject to the Exceptions below, w ill: 

(a) Provide to the school principal prior notice of an intended school attendance, where the 

attendance is not as a result of a call from the school for a police response;  

(b) Upon entering a school in the course of performing police duties, the Police Officer 

will report to the principal' s office, show appropriate identification, and briefly explain 

the reasons for their attendance, informing the school principal of the general nature of 

the police investigation, and the names of the students they wish to interview 

(Reference 12.2); and 

(c) Exercise due caution and consideration for school programs and will ensure a report of 

the school related incident is completed. 

Exceptions:  

(i) In emergency situations, police officers may not be able to report to the principal 

immediately.  The principal will, however, be notified of the situation at the first 

opportunity. 

(ii) Where the principal is the focus of the investigation in a school-related incident 

the police will contact the Superintendent of Education of the appropriate school 

board. 
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12. POLICE INVESTIGATING SCHOOL/BOARD INCIDENTS AND POLICE  

 INTERVIEWING STUDENTS (REFERENCE NOTIFICATION FLOW CHARTS, 

 SECTION 12.5, PAGES  41,42,43,44.) 

� � �� � � � � � � � �  �� � ! "� � �  "# � �

(a) The following provincial and federal legislation may affect the manner in which a Police 

investigation will be conducted: 

 

�  The Criminal Code of Canada (CC), 

�  The Youth Criminal Justice Act (YCJA), 

�  The Controlled Drugs and Substances Act (CDSA), 

�  The Police Services Act (PSA), 

�  The Food and Drugs Act (FDA), 

�  The Canadian Charter of Rights and Freedoms (Charter of Rights), 

�  The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA), 

�  The Education Act (EA), 

�  The Child and Family Services Act (CFSA), 

�  The Trespass to Property Act (TPA),  

�  The Provincial Offences Act (POA) (Specifically Part VI ªYoung Offendersº),& 

�  The Freedom of Information and Protection of Privacy Act  

(b) Federal legislation, such as the CC and the Charter of Rights, will take precedence over 

provincial legislation.  Investigations conducted by the Police will comply with the 

requirements of all applicable legislation and will be conducted pursuant to the provisions of 

the Hamilton Police Service Criminal Investigations Management Plan and, where required 

by the nature of the offence, the Ontario Major Case Management Manual.  

(c) Where the incident being investigated involves a child in need of protection, police officers 

and school board staff will comply with their legal duty to forthwith report to a Children' s 

Aid Society.  (Reference:  CFSA, ss.72(3) and (4), and the relevant provisions of this 

Protocol)  
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(a) While school board staff have a responsibility to support students being interviewed by 

police they must be careful at all times not to compromise the  
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(b) police investigation.  Police in a criminal investigation have authority, which, in most 

circumstances, supercedes that of a principal. 

(c) Wherever possible, police will contact the school principal prior to attending to conduct an 

interview, and shall arrange, in conjunction with the principal, the most appropriate time and 

place to conduct a student interview, taking into account factors such as the need to disrupt 

school programs to the minimal degree possible. 

(d) Before a police interview is conducted, school and police officials will determine who will 

contact the parent / guardian, and when the contact is to be made, in accordance with this 

Protocol (Reference Section 12.3).  

(e) If a Children' s Aid Society is involved, school and police officials will discuss and attempt 

to come to an agreement with the Children' s Aid Society on the timing and procedure for 

notifying the parent / legal guardian. 

(f) Police officers will advise the involved student(s) of the nature of the visit / investigation. 

(g) The police will determine the methodology of the interview.  The Police will also determine 

if the interview will be audio or videotaped and will obtain any necessary consents.  If there 

is more than one officer involved, the officers will determine who will take the lead in 

conducting the interview.   

(h) A private room for interviewing will be made available by the principal to ensure 

confidentiality for students. 

(i) The police officer will employ appropriate interviewing techniques when interviewing 

young persons or children.  This may include the use of the expertise of the Child Abuse 

Branch. 

(j) It is the responsibility of the police officer to inform the young person of his/her rights prior 

to the taking of a statement.    

(k) The police officer, in conjunction with the principal, will evaluate the need for specialized 

resources where a student is known to have a behavioural, cognitive, physical or learning 

disability (refer to Section 14). 
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(l) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board staff 

shall, where practicable, obtain the assistance of an interpreter or other person who can help 

the student understand the process. 

(m) Where the incident could result in internal discipline within the Board, the principal shall 

request the opportunity to be present where the police are interviewing a student on school 

property.  The principal will be present during the interview unless the police officer or the 

parent / guardian (or, if the student is 18 years of age or older, the student) objects.  Where 

the police officer objects to the principal' s presence at the interview, the police officer, 

where appropriate, will provide the principal the reason for his/her decisions. 

 

If the student to be interviewed is not in attendance at school, the principal shall inform the 

police of the student' s full name, date of birth, address, phone number and the parent/guardian' s 

home or business telephone numbers in accordance with the provisions of MFIPPA, which provide 

authority to disclose personal information to law enforcement officials conducting a law 

enforcement investigation (please also see 9.5 FIPPA on sharing of information with provincial 

institutions). 
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Where the police need to speak to students who are considered to be witnesses or victims, or 

who may have knowledge of criminal activity, the following procedures will be used: 

(a) Except in cases involving a police response at the request of the school, the police will 

contact the principal of the school to advise of the nature of the visit and to request a 

meeting with the student. 

(b) Where the police wish to question the student on school property: 

i) if the student is under the age of 18 years, the school will advise the student that 

their parent / guardian shall be contacted by the school and the parent / guardian 

shall be provided with a reasonable opportunity to attend prior to the 

commencement of the interview by the police, subject to Note (i); and 

ii) if the student is 18 years of age or older, he or she is considered an adult and the 

school staff shall not contact the parent or guardian without the permission of the 

student, however if permission is received the parent / guardian shall be contacted 
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and provided with a reasonable opportunity to attend prior to the commencement 

of the interview by the police, subject to Note (1); and 

(c) Where the parent or guardian is contacted, he /she shall be advised that the Police 

wish to interview the student as a witness or victim.  If the parent/guardian refuses to 

grant permission for the student to be interviewed by the police, the school 

administrator may require that the police conduct the investigation off school 

property. 

(d) Should the parent / guardian not wish to attend the school or the school is unable to 

contact the parent or guardian within a reasonable amount of time the principal shall 

be present during any interview of the student held at the school provided the police 

and the student agree. 

(e) Where a student is 18 or older and expresses a desire not to have a parent or guardian 

contacted, the principal may be present during any interview of the student held at the 

school, provided the police and the student agree. 

(f) If the police wish to question the student off school property, the responsibility for 

proper parent / guardian notification is that of the Police. 

(g) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board 

staff shall, where practicable, obtain the assistance of an interpreter or other person 

who can help the student understand the process. 

Notes:   

(i) There may be exceptional circumstances where the parent or guardian should not be 

contacted, for example ± if the parent or guardian is a suspect of the crime about which the 

child is being interviewed and to contact the parent or guardian could interfere with the 

Police investigation.  In such cases, it is the responsibility of the police, in consultation with 

the appropriate School Board officials, to  
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determine the proper course of action.  In such circumstances, the school board may require 

that the police conduct the investigation off school property and shall consider the direction 

from the involved police officer regarding the contact of the parent or guardian. 

(ii) If the student is a Crown ward or a ward of the (Catholic) Children' s Aid Society, the legal 

guardian shall be considered to be the (Catholic) Children' s Aid Society. 

(iii) Except in exigent circumstances affecting the health or safety of the student or any other 

person, a student under the age of 12, if the parent/guardian is not available, will only be 

interviewed in the presence of the Principal or designate. 
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(a) The Police will contact the principal of the school to advise of the nature of the visit 

and to request to meet with the student. 

Notification will not occur in cases involving a police response at the request of the 

school, or in exigent circumstances, including, for example, where a student is pursued 

by police into the school and/or where the time required for notification may 

jeopardize the police investigation.  In those circumstances, the police will advise the 

principal of what has occurred at the first opportunity. 

(b) Persons under the age of 12 years cannot be charged with an offence in accordance 

with the provisions of the POA, the YCJA and the CC.  However, where there are 

reasonable grounds to believe an offence has been committed by a child under 12 years 

of age police officers may apprehend the child without warrant.  The child shall be 

turned over to his or her parent or guardian as soon as practicable.  (Reference:  Child 

and Family Services Act, s.42(1)) 

Where it is not possible to turn a child over to his or her parent or guardian within a 

reasonable time, the child shall be taken to a place of safety as  
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determined by a (Catholic) Children' s Aid Society until the child can be returned to 

the parent or guardian.  (Reference:  Child and Family Services Act,  Section 42) 

(c) Except in exigent circumstances affecting the health or safety of the student or any 

other person, a student under the age of 12, if the parent/guardian is not available, will 

only be interviewed in the presence of the principal.  

(d) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board 

staff shall, where practicable, obtain the assistance of an interpreter or other person 

who can help the student understand the process. 
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Where police attend school property to interview a student as a suspect, or police charge or arrest a student 

and interview him/her as an accused, the following procedures will be followed: 

(a) The police will contact the Principal of the school to advise of the nature of the visit 

and to request to meet with the student.  

There may be cases where notification will not occur, such as in cases involving a 

police response at the request of the school, or in exigent circumstances, including for 

example, where a student is pursued by police into the school and/or where the time 

required for notification may jeopardize the police investigation.  In those 

circumstances, the police will advise the principal of what has occurred at the first 

opportunity. 

(b) Whether the interview occurs on school property or elsewhere, the police shall comply 

with the requirements of the YCJA and Charter of Rights, informing the student of:  

�  the nature of the charge(s) to which the interview pertains and/or the reason for 

arrest / detention. 

�  his/her right to retain and instruct counsel. 

�  
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�  the standard cautions. 

Prior to conducting the interview of a young person, or taking an oral or written 

statement from a young person, the police will explain the following: 

 

�  That he or she is under no obligation to give a statement; 

�  That any statement given may be used as evidence in proceedings against him/her; 

�  That he/she has the right to have a reasonable opportunity to consult with counsel 

and a parent, or in the absence of a parent, an adult relative, or in the absence of a 

parent or adult relative, any other appropriate adult chosen by the young person, 

which may include the principal or other school board staff, but cannot be a co-

accused or someone under investigation in respect of the same offence. 

�  That any statement made by him or her will be made in the presence of counsel or 

the other person consulted unless he or she specifically waives this right in writing. 

(c) Where the young person wishes to have a parent/guardian/other adult present, the 

principal in consultation with the police will attempt to make the contacts as required 

and to provide a reasonable opportunity for the individual to attend prior to conducting 

the interview of the young person.  In any event, subject to the Notes below following 

item (d), the school will attempt to contact the student' s parent / guardian to inform 

them that the police wish to interview the young person and/or is being arrested by the 

police.  

(d) Where: 

i) the parent or guardian or other chosen adult does not wish to attend the school, or 

ii) the school is unable to contact the parent/guardian or other chosen adult within a 

reasonable amount of time; the principal shall be present during any interview of 

the student held at the school provided the student agrees. 
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A reasonable amount of time is to be determined in co-operation between the police and the 

principal; however, the ultimate test of reasonableness will rest with the police. 

The parent/guardian/other adult has no right to attend the interview unless the young person 

agrees (the young person would be required to waive the right to have a parent or guardian 

present in writing).  

Notes:  

(i) Parents / guardians will not be notified in certain circumstances.  For example 

where the parent / guardian is/may be a party to the offence and to contact 

him/her could interfere with the police investigation or cause child protection 

issues.  In such cases, it is the responsibility of the police, in consultation with, 

the (Catholic) Children' s Aid Society, where applicable, to determine the proper 

course of action.  The principal may assist in suggesting alternative adults to 

serve in a supporting capacity to the student. 

(ii) If the student is a crown ward or a ward of a (Catholic) Children' s Aid Society, 

the legal guardian shall be considered to be a (Catholic) Children' s Aid Society. 

(e) The police may elect to interview a student at the Police Station.  If the student is 

removed from school property, subject to police consultation, the principal, subject to 

note (i) immediately above, will notify the parent/guardian as soon as possible. 

(f) No person shall publish the name of the young person or any other information related 

to a young person if it would identify the young person as a young person dealt with 

under the YCJA.  Refer to Section 9.1.  See above Notes. 

Students 18 Years of Age and Older (Refer to flow chart on page 45) 

Students 18 or older are considered to be adults.  In these circumstances, the following 

procedures will be followed: 
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(a) The police will contact the principal of the school to advise of the nature of the visit 

and to request to meet with the student. 

There may be situations where notification will not occur, such as in cases involving a 

police response at the request of the school, or in exigent circumstances, including, for 

example, where a student is pursued by police into the school and/or where the time 

required for notification may jeopardize the police investigation.  In those 

circumstances, the police will advise the principal of what has occurred at the first 

opportunity. 

(b) Whether the interview is conducted on school premises or elsewhere, the police shall 

ensure the student is advised of his/her legal rights on detention or arrest, in 

accordance with the provisions of the Charter of Rights, including the nature of the 

charges / reasons for detention or arrest, his/her right to counsel, and any required 

Police Cautions.  

(c) Neither the police nor the school shall contact the student' s parent or guardian without 

the permission of the student. 

Exception:  

The provisions of the YCJA are not applicable unless the offence being investigated for which the 

student is arrested was committed while the student reached the age of 12 but was under the age of 

18.  In these circumstances, the procedures under Students 12-17, above, will be followed. 
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(a) Victims and Witnesses 
 
 

Police 
Investigation 

  
 
 

 

Victim / Witness under 18 years 

      
 
 
       
  
 

 School notifies parent / 
guardian prior to 
commencement of interview* 

Parent / 
guardian 
contacted 

Unable to 
contact 
parent / 
guardian  

Parent / guardian 
refuses for interview 
to commence, officer 
to conduct interview 
off of school 
property 

Parent / 
guardian 
consents to 
interview, 
principal shall 
sit in during 
interview 

Principal shall 
sit in during 
interview 
provided 
student and 
officer agree 

Victim / Witness 18 
years or older 

School shall not notify 
parent / guardian 
unless the student 
agrees * 

Student does 
not want 
parent / 
guardian 
present? 

Principal may 
be present 
provided 
student / officer 
agree 

* For exceptions and further information, refer 
to Section 12.3 Interviewing Students 
Considered to be Witnesses or Victims, page 
35. 
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 (b) Suspects under the age of 12 
 
 
 

�

�

�

�

�

�

�

�

�

�

�

�

�

Police Investigation 

Children under 12 can 
not be charged with an 
offence but can be 
apprehended by police 
and turned over to the 
parent / guardian 

An interview with a child 
under 12 will take place 
with the parent / 
guardian or if the parent 
/ guardian is not 
available, with the 
principal * 

* For exceptions and further 
information, refer to Section 
12.4 Interviewing Students 
Considered to be Suspects or 
Accused ± Students Under 12 
years of Age, page 36. 
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(c) Suspects 12 to 17 years 
 
 

�

�

�

�

�

�

�

�

Police 
investigation 

Young person notified of right to 
have a parent / guardian and 
counsel present during interview * 

School attempts to contact parent / 
guardian to inform him/her that 
their young person is being 
interviewed * 

Parent / guardian 
wishes not to attend 
/ unable to locate 

Principal shall be 
present during 
interview providing 
student agrees 

Parent / 
guardian 
attending 

Await for parent / 
guardian arrival 
within a reasonable 
time frame 

* For exceptions and further information, 
refer to Section 12.4 Interviewing Students 
Considered to be Suspects or Accused ± 
Students Between 12-17 years of Age, page 
37. 
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(d) Students 18 years and older 
 
 

�
Police investigation 

Student will be 
advised of their legal 
rights as an adult  

Neither the police nor the 
school shall contact the 
student's parent /guardian 
without the permission of the 
student  * 

* For exceptions and further information, refer to 
Section 12.4 Interviewing Students Considered to 
be Suspects or Accused, Students 18 Years of Age 
and Older, page 39.  
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(a) Whether or not the incident-giving rise to the need to arrest is school-related, the 

police will, in the interests of school safety and morale, consider alternatives to arrest 

on school property, where possible. 

(b) When it is necessary for a student to be arrested at school during school hours, the 

police will affect the arrest in a manner to minimize disruption of school routines, to 

the extent possible. 

(c) Where a student is to be arrested on school property during school hours, and where 

permitted by the circumstances, the police will contact the principal to arrange a 

suitable procedure to access the student.  However, where a student is to be arrested, 

the police shall not be denied access to the student, in any case. 

(d) Upon arrest, a search of the student will be conducted in accordance with law 

(Reference:  Search and Seizure s.12.8 of this Protocol). 

(e) Where detention is not required, the student may be released from the school, in 

accordance with the release provisions of the CC.  The student may be required to sign 

documentation for this purpose. 

(f) Where physical restraints are required, they will be employed with regard to the safety 

of those involved and in accordance with police policies and procedures pertaining to 

arrest. 

(g) School board staff shall not interfere with, or obstruct, a police officer during the 

course of an arrest. 

(h) Where an arrest or detention occurs on school property, school board staff shall assist 

in notification to the parent or guardian, as required/directed.  Where the student is 

removed from the school in police custody, and notification has not occurred prior 

thereto, school personnel subject to police consultation, shall continue to make 

reasonable efforts to contact the parent or guardian of the student and advise of the fact 

of the arrest and the location of the student.  
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Note: Parents / guardians will not be notified in certain circumstances.  For example where 

the parent / guardian is/may be a party to the offence and to contact him/her could interfere 

with the police investigation or cause child protection issues.  In such cases, it is the 

responsibility of the police in consultation with the children' s aid society, where applicable, 

to determine the proper course of action.  The principal may assist in suggesting alternative 

adults to serve in a supporting capacity to the student. 

(i) Legal grounds exist for the police to demand entry into a school to save lives. 

  

12.6.2  STUDENTS BETWEEN 12-17 YEARS OF AGE (YOUNG PERSONS UNDER THE YCJA) 

(a) When arresting, police will: 

(i) inform the student that he or she is under arrest; 

(ii) take physical control; 

(iii)advise of: 

�  the reason for the arrest; 

�  his/her right to counsel; 

�  issue the Caution to Young Person under the YCJA, which cautions the young person 

not to say anything unless he/she wishes to do so, and that anything said may be used 

as evidence against him/her in any proceeding. 

�  issue a secondary Police Caution, where required; and 

�  provide information regarding access to legal counsel/legal aid.  

(b) The student will be given the opportunity to exercise his/her rights, as appropriate. In some 

circumstances, access to a telephone may be requested on school premises.  Otherwise, access 

will be provided at Police Service premises.  

(c) Where any student is arrested/detained by the police, appropriate notice to a parent and/or adult 

relative and/or another adult that is likely to assist that young person as required under  Section 

26 of the YCJA, will be issued by the Police Service. 
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(d) Where the student is released, officers will serve a notice on the parent or, where the 

parent is unavailable, an adult relative or an adult friend likely to assist the young 

person as soon as possible either at the scene, at the young person' s residence, or at 

the Police Station (YCJA, Section 26). 

(e) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board 

staff shall, where practicable, obtain the assistance of an interpreter or other person 

who can help the student understand the process. 

12.6.3  STUDENTS 18 YEARS OF AGE AND OLDER 

(a) When arresting, police will:  

(i) inform the student that he or she is under arrest; 

(ii) take physical control; 

(iii)advise of: 

�  the reason for the arrest;  

�  his/her right to counsel; 

(iv) issue the primary and/or secondary Police Cautions, as required; and 

(v) provide information regarding access to legal counsel / legal aid.  

(b) The student will be given the opportunity to exercise his/her rights, as appropriate. In 

some circumstances, access to a telephone may be requested on school premises.  

Otherwise, access will be provided at Police Service premises.  

(c) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board 

staff shall, where practicable, obtain the assistance of an interpreter or other person 

who can help the student understand the process. 

� � �3� �  � ) " � ) (� %�� 0��  (* &� 1�

12.7.1 Offences under the YCJA/POA ± In accordance with the YCJA/POA, no person 

shall publish any report pertaining to an offence committed or allegedly committed 

by a young person, in which the young person may be identified.  Victim and 

witness information is also protected under the YCJA. 

12.7.2 All Other Offences ± Information provided by students in the course of a Police 

investigation which does not fall under the YCJA/POA is personal information 

governed by the provisions of MFIPPA, and shall not be disclosed except as 
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permitted by that Act.  The police and the school board shall follow their internal 

policies and procedures in this area. 

(See Section 9 of this Protocol for Information Sharing between School Boards/Police) 

12.8 SEARCH AND SEIZURE 

12.8.1  GENERAL 

(a) Except in exigent circumstances, the police will notify the principal before conducting 

a search on school premises.  In exigent circumstances, the police may be required to 

conduct a search without warrant, without notice to the principal.  In such a case, the 

principal will be notified of the circumstances as soon as possible. 

(b) Where a search is being conducted, police and school board staff shall ensure an 

involved student understands what is occurring by explaining in language appropriate 

to the student' s age.  

(c) When dealing with a student with a disability which affects communication or 

comprehension, or with a person who does not speak English, police or school board 

staff shall, where practicable, obtain the assistance of an interpreter or other person 

who can help the student understand the process.  

12.8.2  SEARCH OF THE PERSON 

(a) By police: 

(i) On Arrest ± police officers are permitted to search for, and seize, items that may 

cause injury, assist in an escape, or constitute evidence.  A  
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ªfriskº or ªpat downº search is permissible as an incident to any arrest. 

(ii) Police officers may also search a student with consent. 

(iii) If an officer has reasonable grounds to believe that it is not desirable in the 

interests of safety of a person or other persons for the person to possess any bullet, 

weapon, prohibited device, ammunition or prohibited ammunition; and grounds 

exist to obtain a search warrant, but by reason of a possible danger to the safety of 

that person or any person, it would not be practicable to obtain a search warrant, 

the officer may search for and seize any of the above-mentioned items. [117.04(2) 

CC]  

Furthermore, if an officer believes on reasonable grounds that any of the above-

mentioned items were used during an offence or an offence that has been committed 

that involves: 

�  firearm 

�  imitation firearm  

�  a crossbow 

�  prohibited weapon 

�  restricted weapon  

�  prohibited device 

�  ammunition 

�  prohibited ammunition 

�  explosive substance 

and the evidence can be found on a person, in a vehicle or any place or premise if there are 

exigent circumstances and it is not practicable to obtain a search warrant, the officer may 

search and seize the evidence of the offence. (S 117.02(1), Criminal Code) 
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Searches for the above-mentioned items can also occur with a search warrant.  The police 

shall not be denied access to conduct such searches on School Board property.   

In relation to illegal drugs, the police may enter and search a place with a warrant.  Also, a 

police officer can search a place without a warrant if there are reasonable grounds to believe 

that there are illegal drugs contained in any place but because of exigent circumstances, it 

would be impracticable to obtain a warrant. 

(b) By school board staff: 

Under the Charter of Rights (Section 8), everyone has a right to be secure against 

unreasonable search or seizure.  The Supreme Court of Canada and the Ontario Court 

of Appeal have ruled that a principal, who has reasonable grounds to do so, may 

conduct a search of a student or their possessions in carrying out his or her duties to 

maintain order and discipline in the school.  (Reference:  R. v. M.R.M. (1998) (S.C.C.) 

and R. v. J.M.G. (1986) (O.C.A.))  As a general rule, however, school board staff will 

not conduct searches of the person. 

 

12.8.3  SEARCH OF SCHOOL PREMISES/LOCKERS 

(a) By school board staff: 

(i) Desks and school lockers are school property.  Accordingly, the courts have ruled 

that there is no expectation of privacy, which must be protected.  As such, a search 

of such property is permissible by the school administration when acting as an 

agent of the school board but not as an agent of the police.  The school personnel 

may wish to have the student present when the locker or desk is opened to avoid 

allegations relating to the search and/or to the location of any property.  

(ii) It is the responsibility of the principal to ensure that students are informed at the 

beginning of the school year that desks and lockers are  
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assigned to them for their use but remain school property and that, accordingly, 

there is no entitlement to privacy therein.  

(iii)Where an offence is reported to a Principal, the Principal has the duty to carry out 

an investigation to establish the nature and extent of the alleged offence.  As a rule, 

when it becomes apparent that an offence has been committed the police shall be 

notified to continue the investigation.  However, in the case of minor offences, 

whether or not to call the police is within the discretion of the principal.  

(b) By police: 

(i) Police may conduct a search of school property on any one or more of the 

following grounds:  

 

�  With the consent of the school principal where the area / item to be searched is 

school property (locker / desk);  

�  Incidental to arrest (immediate area of arrest); and/or 

�  By warrant. 

 

Note: For searches involving the Narcotic Detection Dog please refer to the Narcotic Detection Dog 

Protocol, Appendix ªAº. 

12.8.4  SEARCH OF VEHICLES PARKED ON SCHOOL PROPERTY 

(a) The police may conduct a search of a vehicle parked on school property on any or 

more of the following grounds: 

 

�  With the consent of the owner / operator; 

�  Incidental to arrest where the arrest occurs within the immediate vicinity of the 

vehicle; and/or 

�  By warrant. 

� � �6� * (� ) (� �&� � (� ) &%� " �

(a) The Hamilton Police Service has available a 24-hour-a-day/7-day-a-week Victim Services 

Branch operated out of Police Headquarters at 155 King William Street,  
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which can be accessed by contacting 905-546-4904 or through any Police Service member.  

The Hamilton-Wentworth Catholic District School Board, the Hamilton-Wentworth District 

School Board, Le Conseil scolaire de district du Centre-Sud-Ouest and Le Conseil scolaire 

de district catholique Centre-Sud offer guidance and counseling through their social work 

services.  These resources can be accessed through the respective Board offices as follows: 

The Hami l ton-Wentworth District School  Board:   905-527-5092 

Hamilton-Wentworth Catholic Distr ict School Board:  905-525-2930 

Le Conseil scolaire de distr ict du Centre-Sud-Ouest:  1-888-538-1702 

Le Conseil scolaire de distr ict catholique Centre-Sud:  1-800-274-3764 or  905-524-2503 

(b) The Police Service w ill notify victims of crime and other circumstance of the availability of 

Police Service Victim Services, as appropriate.  Victim Services w ill assist w ith community 

referrals.  

(c) School personnel will advise victims of crime of the availability of victim service resources 

offered by the school board and/or through other municipal, community and social agencies.  

(d) If a young person is dealt with by an Extrajudicial Sanction, the identity of the young person 

and how the sanction was dealt with can be provided to the victim on the request. 

(e) Any information which could identify a child or young person as a victim or a witness to an 

offence committed or alleged to have been committed by a young person is prohibited from 

being published. 
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13.  REPORTING OF CHILDREN SUSPECTED TO BE IN NEED OF  

 PROTECTION 

The local school boards (the Hamilton-Wentworth Catholic District School Board, 

Hamilton-Wentworth District School Board, Le Conseil scolaire de district du Centre-Sud-Ouest 

and Le Conseil scolaire de district catholique Centre-Sud) have developed policy and procedures in 

partnership with the respective local Children' s Aid Societies (Catholic Children' s Aid Society of 

Hamilton and the Children' s Aid Society of Hamilton). The local Children' s Aid Societies and the 

Hamilton Police Service have a protocol in place for investigation of children suspected to be in 

need of protection.  All documents have been shared amongst the five agencies and form part of the 

respective Boards of Education Safe Schools Protocols.   

 If a young person has been charged with an offence, a Youth Justice Court may refer the 

young person to a Children' s Aid Society to determine if the young person is in need of protection. 

(Refer also to Section 9.2 of this Protocol.) 
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14.  INVESTIGATIONS INVOLVING STUDENTS WITH SPECIAL NEEDS 

Refer to Section 12 and Section 13 of this Protocol, and, in addition: 

14.1 It is the responsibility of the school principal to communicate to the police when any student 

has a special need that may impede the student from expressing or understanding 

written/oral communication.  In order to accommodate these types of situations 

consideration should be given to providing the student with a support person who is 

knowledgeable about the student' s exceptionality and with whom the student feels 

comfortable.  The police should be sensitive to the vulnerability of such students in 

situations, which may be intimidating. 

14.2 Where an interpreter is required, the principal will notify the police in advance where 

possible.  Where practicable, the police will arrange for an interpreter. 

14.3 Wherever possible, specialized resources will be arranged prior to the initial contact with the 

student through the co-operative efforts of the police and the school board. 

14.4 The principal shall attempt to advise the parents/guardians prior to an interview, unless 

instructed otherwise by the police. The police may allow the parent or legal guardian of a 

child with special needs to be present during an interview.   Should the police officer make 

his/her intentions known to arrest a student, the principal shall comply.  The police shall 

ensure that the student is advised of his/her legal rights.  

14.5 Where investigating an incident involving a student with special needs police may consult 

with the Police Service Child Abuse Branch to make use of the expertise of its members in 

interviewing children.  
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15. INCIDENTS INVOLVING CHILDREN UNDER AGE 12 

 

15.1 Despite the fact that children under 12 years of age cannot be charged with an offence 

under the YCJA, the POA and/ or the CC, the principal must report the following 

incidents to the Police Service: 

�  possession of weapon, including, but not limited to, firearms; 

�  trafficking in drugs or weapons; 

�  robbery; 

�  use of a weapon to cause bodily harm, or to threaten serious harm; 

�  physical assault causing bodily harm requiring professional medical treatment; 

�  sexual assault; 

�  providing alcohol to minors; 

�  possession of illegal drugs; 

�  any hate/bias motivated violence incidents (e.g. incidents involving racism, 
homophobia and hate motivated graffiti); 

The Police Service will take reports and conduct interviews, as appropriate. 

 

15.2.1 Principals are encouraged to consult w ith the police in regards to the following incidents, 

�  criminal harassment;  

�  extortion;  

�  uttering a threat to inflict serious bodily harm;  

�  acts of vandalism causing extensive damage to school property or property located on 

school premises; 

�  physical assault; or 

�  gang related incidents. 
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15.3 Where a student under the age of 12 has behaved in a violent manner and the parental 

response to the student’s behaviour is inappropriate, the principal and the School Resource 

Officer, Divisional Youth Officer or Community Services Officer w ill discuss appropriate 

community intervention/  resources other than police involvement.  The local Children’s Aid 

Societies may serve as a resource for school staff and police personnel when referring children 

under 12 for necessary intervention and/ or counseling. 

 

15.4 Both the Police Service and the School Board will ensure that any child in need of 

protection is reported to a local Children' s Aid Society in accordance with the provisions of the 

CFSA.  Refer to Section 9.6 of this Protocol in regard to reporting children suspected to be in 

need of protection.  

 

15.5 Where a child under 12 is apprehended by the police under Section 494 or 495 of the CC, 

and returned to his/ her parent or guardian or, where necessary, to the appropriate Children’s 

A id Society, the police shall create an Occurrence Report in every case.  The police w ill notify 

the principal when a student is apprehended from the school. 
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16  SCHOOL BOARD COMMUNICATION STRATEGY 

 

The local school boards and the police have worked together to develop this Protocol since 

the release of the Provincial Model in December 2000.  The working edition of the Protocol was 

used in draft format during the 2001-2002 school year.  This edition was updated using the 

Provincial Model to reflect changes in legislation.  

 

As a part of the implementation plan, it will be shared with many different stakeholder groups, 

for example: 

 

·  Trustees; 

·  Senior administration; 

·  Principals, and through the principals: 

- students; 

- staff; and 

- school councils; 

·  Safe Schools Committees; and 

·  Community agencies deemed appropriate by both the School Boards and the Hamilton Police 

Service. 

 

These stakeholders as well as the Hamilton Police Service received in-service training on this 

developing Protocol during the 2001-2002 school year.  Ongoing training will occur as revisions are 

made.  Copies of the Protocol will be available at each school, each Police division and at the 

respective Board offices. 

 

The Police/School Boards Liaison Committee will monitor the implementation of the Protocol 

and will meet periodically thereafter to ensure the Protocol' s legislative accuracy and to serve in a 

dispute resolution capacity. 

 

Page 58 



 
HWCDSB 

Safe Schools Manual 

  

17  PROTOCOL EVALUATION PROCESS 

It is recommended that at least every four (4) years the Police and School Boards, through the 

Police/School Board Liaison Committee, gather from stakeholder' s information on: 

�  The availability of the Protocol; 

�  The usefulness of the components; 

�  The components that need to be improved; and 

�  The components that need to be updated. 

With this information collated, this Committee, with input from school councils and student 

councils, will make necessary revisions and additions. 
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Incident and Non-Incident-Related Police Involvement 

18.1 The Hamilton Police Service utilizes a Strategic Approach to Youth Crime, which encompasses the 

assumption by police officers of proactive measures toward crime prevention, as well as Problem-

Oriented Policing.  The following chart delineates the officers who are the predominant Youth 

Serving Officers within the Hamilton Police Service. 
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Administration 

&  
Investigative 

Services Division 
(Division 1 
Central) 

  
 

Division 1 
(Central) 

  
 

Division 2 
(East End) 

Lower Stoney 
Creek 

 Division 3 
(Mountain, 
Ancaster , 
Dundas 

Glanbrook, 
Flamborough, 
Stoney Creek) 

       
Youth Services 
Co-ordinator 

 Divisional Youth 
Officer (DYO) 

 Divisional Youth 
Officer (DYO) 

 Divisional Youth 
Officer (DYO) 

  School Resource 
Officer (SRO) 

 School Resource 
Officer (SRO) 

 School Liaison 
Officer (SRO) 

Crime Prevention 
Co-ordinator 

 Community 
Services Officer 

(CSO) 

 Community 
Services Officer 

(CSO) 

 Community 
Services Officer 

(CSO) 
  Crime Prevention 

Officer (CPO) 
 Crime Prevention 

Officer (CPO) 
 Crime Prevention 

Officer (CPO) 
Child Abuse 

Branch 
      

Family Violence 
Resource Unit 

      

Victim Services       
Gangs and 
Weapons 

Enforcement Unit 

      

  H.E.A.T. Teams  H.E.A.T. Teams  H.E.A.T. Teams 
  Beat Officer  Beat Officer  Beat Officer 

18.2 Calls by a school for emergency service or for non-emergency police response will be 

directed through regular police channels (at 911 and 905-546-4925 respectively).  The 

appropriate response to a call for service w ill be determined by the Police Service in 

accordance with the HPS Priority Response. 
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18.3 Where a principal wishes to make an inquiry about, or seeks information in relation to, a 

non-incident-related police function, he or she may contact the officer to whom the 

responsibility is assigned, as noted in paragraph 18.4.  

18.4 The following provides a brief description of the incident and non-incident-related 

activities / functions which Youth Serving Officers will perform: 

Youth Services Co-ordinator 

 

�  Conduct research, development and evaluation of many youth initiatives; 

�  Review new ideas, participates in design, facilitates development and implementation, 

monitors and evaluates existing initiatives; 

�  Coordinate Divisional Youth Officer and School Resource Officer initiatives; 

�  Act as Service authority on the Youth Criminal Justice Act; 

�  Disseminate information received on high risk offenders; and 

�  Deliver training programs and presentations to members of the Service. 

Division Youth Of f icers (DYO) 

 

�  Administer Extrajudicial Measures such as the Referral (Pre-Charge Diversion Program) and 

Strategic Targeted Offender Program (STOP); 

�  Liase and work in partnership with external youth serving agencies; and 

�  Act as a resource to other Divisional personnel regarding youth issues. 

School  Resource Of f icer (SRO) 

 

�  Resource officer for schools; 

�  Committed to middle (grade 6, 7&8 )and high schools; 

�  Appear in classrooms and assemblies for presentations; 

�  Interact with students; 

�  Liaise between schools and Police Service; and 

�  Receive incident reports (school related) and follow up when possible. 

Crime Prevention Co-ordinator 

 

�  Plan, develop, implement, coordinate and evaluate various crime prevention and community relations 

programs; 
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�  Coordinate activities among and between Community Services Officers and Crime Prevention 

Officers from each of the three policing Divisions; and 

�  Liaise with the various areas of the Service, other agencies and community groups. 

Communi ty Service Off icer (CSO)  

 

�  Deliver school-based personal safety and community based programs for Junior Kindergarten 

(JK) to Grade 6 students (programs may also be delivered by police volunteers or auxiliary 

officers;  

�  Deliver youth safety and crime prevention education; and 

�  Develop and implement crime prevention programs. 

Crime Prevention Of f icer 

 

�  Work in partnership w ith the Community by managing community problem-solving plans and 

facilitating the delivery of community problem solving initiatives.  

�  Identification and training of citizen volunteers and community groups in crime prevention, 

who will work collaboratively w ith the police to solve problems.  

Chi ld Abuse Branch (CAB)  

 

�  Investigate and/or provide investigative assistance for any physical or sexual-related incidents 

where the victim is less than 16 years of age. 

Fami ly Violence Resource Uni t (F.V.R.U.)  

 

�  Specially trained to monitor all reported incidents of domestic violence; 

�  Provide specialized support in high risk domestic violence situations and family court disputes; 

and 

�  Investigate any out of province/country parental abductions. 

Victim Services 

 

�  Composed of Hamilton Police Service staff and a large core of community volunteers; and 

�  Service is available 24-hours-a-day, 7-days-a-week ± 905-546-4904. 
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Gangs and Weapons Enforcement Uni t 

 

�  Committed to the identification, arrest and dismantling of any gang, criminal organization or 

crime group or its members responsible for violent criminal activities in the community; and 

�  Act as a resource to the community and school boards. 

High Enforcement Action Team (H.E.A.T.)  

 

�  Develop, implement and evaluate enforcement and prevention actions to reduce crime and 

resolve quality of life problems in neighbourhoods. 

Beat Of f icer 

 

�  Uniformed Patrol Officer assigned to neighbourhood policing districts. 
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Violence Prevention Programs 

A coordinated and multifaceted approach is required to prevent school violence.  The Police 

Service works in partnership with the District School Boards and other community agencies to 

support programs for students such as peer mediation, mentoring, drug awareness and education, 

conflict resolution and Student Crime Stoppers.  

The Ontario Curriculum incorporates violence prevention through personal and social 

development learning expectations from Kindergarten to graduation.  Expectations focus on 

knowledge and skills in student development, interpersonal development, career development, 

healthy lifestyles, problem solving, decision-making, conflict resolution and personal goal setting.  

The Police Service, through its school liaison programs, works with school principals and 

other Board staff toward the prevention and correction of youth crime.  The Strategic Approach to 

Youth Crime includes programs such as STOP (Strategic Targeted Offender Program) and Referral 

Program and uses varied internal resources, including Crime Prevention Co-ordinator, Community 

Service Officers, Crime Prevention Officer, the Youth Services Coordinator, Divisional Youth 

Officers, School Resource Officers, COAST (Crisis Outreach and Support Team), HEAT, and the 

Gangs and Weapons Enforcement Unit. 

The Police Service works with parents through presentations to school councils on topics 

such as bullying, street proofing and safety.  The Police Service also works in concert with other 

agencies in bringing preventive programs such as bike safety, safe graduations, and Internet safety 

to schools for the education of students, staff and parents.  
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Physical Safety Issues 

The Police/School Boards Liaison Committee has, as one of its main objectives, the 

monitoring and reviewing of safety issues.  School floor plans have been shared with the police and 

a safe school survey has been developed and employed.  

When physical alterations to a school or Board building are being considered, especially 

with the goal of enhancing safety, the Police/School Boards Liaison Committee may be consulted 

for input and/or direction.  Concepts derived from C.P.T.E.D. (Crime Prevention Through 

Environmental Design) may be utilized.  This is accessed through the Divisional Crime Prevention 

Officer via the school' s respective Superintendent.    
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Risk Assessment Services 

School Boards may be able to provide some individual assessments for students requiring a 

general risk evaluation through the Board' s psychological and social work support services.  

The Police Service Community Services Officers, Divisional Youth Officers, School 

Resource Officers, special assignment task force Officers and uniformed Officers may be able to 

provide generally, non-specific situational assistance to assess risk/threat.  These limited services 

may be accessed by principals. 

The School Boards and the Police Service have established a liaison committee to share 

issues, identify trends, develop solutions, and provide direction on matters of mutual interest.  

In addition, there are a number of community agencies and services which may be accessed 

by school staff to provide risk/threat assessments including, but not limited to, EPT (Emergency 

Psychiatric Team), Contact Hamilton, Child & Adolescent Services, Chedoke Child & Family 

Centre, and family doctors.  These services can also be accessed directly by parents.  

The School Boards, as part of their hiring practices, require applicants to undergo a Criminal 

Background Screening, which is conducted by the Police Service in accordance with governing 

legislation and standards.   All Board staff had Criminal Background checks conducted in 2003 and 

an Offence Declaration will be submitted on an annual basis. 
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Emergency and Cr isis Response Plan 

The School Boards have Emergency/Crisis Response Procedures in place.  Schools carry out 

emergency drills on a regular basis and continue to develop school-based plans to address 

emergency situations.  As part of the Emergency and Crisis Response Plan, it is anticipated that the 

School Boards will provide the Police Service copies of floor plans for all the schools under their 

control for use and emergency situations.  

The City of Hamilton coordinated an emergency measure plan and included all stakeholders 

in the development of a Community Emergency Response Plan.  The Hamilton Police Service 

provided an education package on the police response to acts of violence in the schools.   
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Other  

From time to time, there may be issues, which are not addressed in this Protocol and will be 

added to the Protocol as necessary.  
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BULLY PREVENTION AND INTERVENTION 
 

Introduction 
 
School Boards in Ontario are required to develop and implement policies on bully prevention and 
intervention.   
 
Providing students with an opportunity to learn and develop in a safe and respectful society is a shared 
responsibility in which school boards and schools play an important role.  Schools that have bullying 
prevention and  intervention strategies foster a positive learning and teaching environment that supports 
academic achievement for all students and that helps students reach their full potential. 
 
A positive ªschool climate is a crucial component of prevention; it may be defined as the sum total of 
all of the personal relationships within a school.   When these relationships are founded in mutual 
acceptance and inclusion, and modelled by all, a culture of respect becomes the norm.º  A positive 
school climate exists when all members of the school community feel safe, comfortable and accepted.  
To help achieve a positive environment in their schools, boards and schools should actively promote 
and support behaviours that reflect their character development initiatives.  They should also endeavour 
to ensure that parents and members of the broader community are involved in the school community. 
 
Boards should support and maintain a positive school climate in their schools.  The following are some 
characteristics of a positive school climate: 
 

�  Student and staff feel safe and are safe. 
�  Healthy and inclusive relationships are promoted. 
�  Students are encouraged to be positive leaders in their school community. 
�  All partners are actively engaged. 
�  Bullying prevention messages are reinforced through programs addressing discrimination based 

on such factors as age, race, sexual orientation, gender, faith, disability, ethnicity, and socio-
economic disadvantage. 

�  Improvement of learning outcomes for all students is emphasized. 
 
In recognition of the importance of addressing bullying, which can have a significant impact on student 
safety, learning, and the school climate, bullying has been added to the list of infractions for which 
suspension must be considered. 
 
Research and experience show that bullying is a serious issue that has far-reaching consequences for 
individuals, their families and peers, and the community at large.  According to the Centre for 
Addiction and Mental Health, one-third of students are being 
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bullied at school and almost a third of students report having bullied someone else.  Research indicates that 
a clearly articulated school-wide bullying prevention policy is the foundation of effective bullying 
prevention programming. 
 
Bullying is typically a form of repeated, persistent, and aggressive behaviour directed at an individual or 
individuals that is intended to cause (or should be known to cause) fear and distress and/or harm to another 
person' s body, feelings, self-esteem, or reputation.  Bullying occurs in a context where there is a real or 
perceived power imbalance. Students can be suspended from school for bullying, including cyber bullying. 
 
Students may attain or maintain power over others in the school through real or perceived differences. Some 
areas of difference may be size, strength, age, intelligence, economic status, social status, solidarity of peer 
group, religion, ethnicity, disability, need for special education, sexual orientation, family circumstances, 
gender and race.   
 
Bullying is a dynamic of unhealthy interaction that can take many forms.  It can be physical (e.g., hitting, 
pushing, tripping), verbal (e.g., name calling, mocking, or making sexist, racist, or homophobic comments), 
or social (e.g., spreading rumours, images, or hurtful comments through the use of e-mail, cellphones, text 
messaging, Internet websites, or other technology. 
 
Children who suffer prolonged victimization through bullying, as well as children who use power and 
aggression as bullies, may experience a range of psycho-social problems that may extend into adolescence 
and adulthood. 

[Ministry of Education, PPM # 144] 
 

For more information on the topic of Bullying Prevention and Intervention refer to the Ministry of 
Education PPM#144 located in the Appendices of the Manual. 
 
For more information on Board initiatives related to this topic refer to the following pages. 
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POLICY AGAINST BULLYING BEHAVIOUR 
 
POLICY 
 
 
1.0 Rationale 
 

1.1 The Hamilton-Wentworth Catholic District School Board holds sacred the view that each 
child is created in the image of God, and that every person must be treated with respect and 
dignity.  Every Catholic student has the right to be safe and to feel respected in and around 
the school. 

 
1.2 Incidences of bullying within our Catholic school communities result in a negative 

atmosphere which contradicts the image of God in each child and promotes disrespect and 
unkindness among students. 
 

1.3 ����     Bullying adversely affects students'  ability to learn. 
�    Bullying adversely affects healthy relationships and the school climate. 
�  Bullying adversely affects a school' s ability to educate its students. 
�  Bullying can also lead to more serious violence and to long-term social and emotional 

problems on the part of bullies, victims and bystanders. 
 

2.0 Definition 
 

2.1 Bullying is typically a form of repeated, persistent and aggressive behaviour directed at an 
individual or individuals that is intended to cause (or should be known to cause) fear and 
distress and/or harm to another person' s body, feelings, self-esteem or reputation.  Bullying 
occurs in a context where there is a real or perceived power imbalance. 

 
2.2 Bullying may be physical (e.g. hitting, pushing, tripping), social (e.g. excluding others from 

a group on purpose, initiation or hazing rituals, subtle social manipulation such as malicious 
gossip or rumours) or verbal (e.g. name calling, teasing, threatening).  It may also occur 
through the use of technology (e.g. spreading hurtful comments or images through the use of 
cell phones, e-mail, Internet websites, text messaging or other technology). 

 
3.0 Bullying is Prohibited 
 

3.1 Bullying shall not be tolerated on school property, at school-related activities, on school 
buses or in any other circumstances (e.g. online) where engaging in bullying will have a 
negative impact on the school climate. 
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POLICY AGAINST BULLYING BEHAVIOUR 
 
POLICY (cont' d) 
 
 
4.0 Bullying Prevention Programs 
 

4.1 The Hamilton-Wentworth Catholic District School Board expects the staff in each of its 
elementary and secondary schools to implement activities and programs designed to prevent 
the occurrence of bullying. 

 
4.2 Prevention strategies include but are not limited to: 

 
·  strict adherence to the Board' s Student Discipline Policy/Procedures and the Code of 

Student Conduct and Discipline; 
 
·  a focus on the development of healthy social relationships through an emphasis on 

relevant components of the Religious Education Program of the Board; 
 

·  involvement in Community/Board mentoring and other character development programs; 
 

·  implementation of one or more of the following bullying prevention programs which 
have been endorsed by the Board ± 

 
�  Peer Mediation, 
�  Roots of Empathy, 
�  Second Step Violence Prevention Program. 

 
5.0 Intervention Strategies 
 

5.1 The Hamilton-Wentworth Catholic District School Board requires all staff members who 
observe or become aware of an incident of bullying behaviour to report it to the school 
principal/vice-principal for further investigation. 

 
5.2 The Hamilton-Wentworth Catholic District School Board expects students and 

parents/guardians who become aware of an incident of bullying behaviour to report it to the 
school principal/vice-principal for further investigation.  Reprisals against those reporting 
incidences of bullying behaviour shall not be tolerated by the school principal/vice-principal 
and shall result in consequences as determined by the Board' s ªCode of Student Conduct and 
Disciplineº. 
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POLICY AGAINST BULLYING BEHAVIOUR 
 
POLICY (cont' d) 
 

5.3 Upon learning about an alleged incident of bullying behaviour, the school principal or 
designate shall contact the parents/guardians of both the alleged aggressor and the victim, 
interview both students and thoroughly investigate the situation.  The investigation may 
include interviews with students, staff and parents/guardians, review of school records and 
involvement of the Board' s Student Services Department.  Depending on the results of the 
investigation, community legal, medical and social services agencies may become involved. 

 
5.4 Consequences for students who bully others shall depend on the results of the investigation 

as well as the guidelines provided by the ªCode of Student Conductº.  Depending on the 
severity of the incident, the school principal/vice-principal may also take appropriate action 
to ensure student safety.  In all cases, however, the outcome will be guided by the principle 
of progressive discipline. 

 
5.5 Appropriate counselling for victims and bullies as well as for students who have been 

affected by observing bullying shall be arranged through the Board' s Student Services 
Department. 

 
6.0 In-Service Education 
 

6.1 The Hamilton-Wentworth Catholic District School Board will make available to its school 
administrators, teachers and educational assistants inservice education workshops on bullying 
prevention and intervention as well as on cultural sensitivity, respect for diversity and special 
education needs.  Educational opportunities related to these topics will also be made 
available to all other school staff members as well as volunteers, school bus operators/drivers 
and crossing guards. 

 
7.0 Community Outreach 
 

7.1 The Hamilton-Wentworth Catholic District School Board will actively communicate its 
policies and procedures with respect to bullying prevention and intervention, including the 
definition of bullying, to students, parents/guardians, teachers and other school staff, school 
councils, volunteers and school bus operators/drivers. 

 

7.2 The Hamilton-Wentworth Catholic District School Board will continue to partner with 
Community Agencies in bullying prevention initiatives. 
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POLICY AGAINST BULLYING BEHAVIOUR 
 
POLICY (cont' d) 
 
8.0 Monitoring and Review 
 

8.1 Superintendents will incorporate a review of school bullying prevention and intervention 
plans into the school profile. 

 
8.2 The Board' s Safe School Review Team will monitor and review the state of bullying and 

bullying prevention programs throughout the Board on a regular basis. 
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STUDENTS 
 
POLICY AGAINST BULLYING BEHAVIOUR 

 
 
 
REGULATIONS 
 
 
1.0 Education Act 

·  Section 264 ± Duties of Teacher. 
·  Section 265 ± Duties of Principal. 
·  Sections 306 ± 309 ± Suspension. 
·  Sections 310 ± 314 ± Suspension, Investigation and Possible Expulsion. 

 
 
 
 
 
 BM 01 June 04       NEPN: 
          EGAEA,IJND 
 
 

RELATED BY-LAW(S): 7.02. 
 

RELATED BOARD COMMITTEE: Religion, Family Life & Instructional services 
 

POLICY REVIEW DATE: 5 years 
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HARASSMENT 
AN INFORMATION GUIDE FOR STUDENTS 

 
Introduction 
 
The spirit and intent of this protocol have been established to uphold the inherent right of all 
individuals to be treated with dignity and respect.  For the Catholic School System, the basis of this 
belief is rooted in the Judeo-Christian tradition and the Book of Genesis where it is written ªGod 
created man in the image of himself...male and female he created them.”   In the Gospel According 
To Luke, Jesus talks about ª...loving the Lord God with all your heart, all your soul, all your 
strength and all your strength and all your mind, and your neighbour as yourself.”   God, as our 
loving parent, has made us all brothers and sisters through his love. 
 
It is the policy of the Board that every individual has the right to freedom from harassment in the 
school system, because of race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, 
sex, sexual orientation, age, record of offences, marital status, family status or handicap. 
 
All members of the inclusive school community have a responsibility to play a part in ensuring that 
the learning environment is free from harassment.  This responsibility is to be exercised by not 
engaging in conduct which may constitute harassment.  Any student who believes that a fellow 
student has experienced or is experiencing harassment, or retaliation for having brought forward a 
complaint of harassment, is encouraged to follow the procedures outlined herein. 
 
The Board takes seriously its responsibility to ensure a learning environment of mutual trust and 
respect and wishes to make clear that harassment of any individual will not be tolerated and that 
there will be consequences to those who conduct themselves in a contrary manner. 

 
What is Harassment? 
 
Harassment is defined in the Ontario Human Rights Code as ªengaging in a course of vexatious 
comment or conduct that is known or ought reasonably to be known to be unwelcomeº.  (Subsection 
10[1][e]). 
 
Harassment can be, but is not limited to, misuse of power, it is unacceptable and unsolicited 
conduct, action, beliefs and attitudes which, intentionally or unintentionally, demean the victim 
and/or assert control and/or influence over the victim.  It is behaviour that is not welcomed and may 
make you feel uncomfortable, embarrassed, offended or scared. 
 
Harassment is expressed in different ways, including, but not limited to: 
 

�  something done to you and/or something done to someone else including unnecessary and 
unwelcome physical contact such as touching, petting or pinching, leering, suggestive 
staring and/or other gestures, unwanted 
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sexual attention, remarks, behaviours, sexually degrading words and/or solicitation made 
by a person who knows or ought reasonably to know that such attention is unwanted (in 
some situations the behaviours as indicated may actually be assaultive in nature and could 
be reported to the Police). 
 

�  comments which hurt someone' s feelings including insults, jokes, name-calling, slurs and 
teasing. 

 
�  fighting and/or bullying. 

 
�  graffiti, insulting words, messages, slogans, pictures and offensive posters, video or any 

other form of electronic transmission. 
 

�  lack of sensitivity to a person' s gender, sexual orientation, race, ancestry, place of origin, 
colour, ethnic origin, citizenship, creed, age, record of offenses, marital status, family 
status, employment status and/or disability. 

 
�  making and/or distributing material which contains biased or hateful ideas. 

 
�  implied and/or expressed verbal threats. 

 
�  one happening and/or a series of repeated happenings, (it only has to happen once, to affect 

you).  
 

�  Non-intentional occurrences may also constitute harassment. 
 
Effects of Harassment 
 
Harassment may cause: 
 

�  a loss of self-esteem and/or self-confidence 
 
�  humiliation, intimidation, tension, anger and/or frustration 

 
�  poor health 
 
�  poor school performance and/or attendance 

 
�  a negative school climate 

 
What To Do If Harassed 
 
1. Pay attention to your  feelings! 
 

Sometimes people being harassed are told they � lack a sense of humour�  or �have a chip on 
their shoulder� .  Harassment is not funny.  It is harmful.  It is not allowed.  It is the person 
doing the harassing who is wrong. 
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2. Take action! 
 

If you feel you are being harassed, speak up!  Clearly indicate to the individual that the 
action is unwanted.  If you don�t say something, people may think that you accept the 
harassment and it may continue.  Should you feel you require support in approaching the 
offending person, you are encouraged to seek out the assistance of a staff person. 
 

 
3. Continue to take action! 
 

If you feel that the situation is continuing and/or unsatisfactorily resolved, express your 
concerns to a staff person immediately and follow the Resolution Process. 

 
What is the Role of the Staff Person? 
 
The staff person is a member of the school staff chosen by the person feeling harassed.  This 
individual will not take sides but will work together with the people involved to help them work 
out their differences. 
 
At all times a student is encouraged to inform his/her parent/guardian of concerns related to actual 
and/or perceived harassment and of the Resolution Process. 
 
The Resolution Process outlined below addresses the following forms of harassment: 
 
�  Student to Student 
�  Student to Staff 
�  Staff to Student 
 
RESOLUTION PROCESS 
 
STEP ONE 
 
An informal approach to resolution is always recommended as a first step.  Often this approach will 
be sufficient in ending the unwanted behaviour.  Should an individual feel intimidated or 
uncomfortable about utilizing this approach, he/she may proceed directly to Step Two or Step 
Three. 
 
PROCEDURE 
 
�  The complainant should express directly to the offending party his/her displeasure at the 

unwanted behaviour and respectfully request that it end. 
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STEP TWO 
 
Should the unwanted behaviour continue following resolution attempts as outlined in Step One, the 
complainant should proceed as follows: 
 
PROCEDURE 
 
�  The complainant should keep a personal record of the details which should include dates, 

times, places, nature of behaviour, witnesses (if any) and other relevant information. 
 

�  The complainant should seek the assistance of a staff person of his/her choice. 
 

 
The staff person has a responsibility of 
determining the appropriateness of 
proceeding directly to Step Three.  
Such a decision shall be based 
primarily upon the nature, frequency 
and severity of the incident(s). 
 
The complainant at any time may choose to 
proceed directly to Step Three. 

 
�  The staff person shall contact the parents/guardians of the students involved. 
 
�  The complainant requests that the staff person confidentially arrange a meeting between the 

two parties and the staff person, for the purposes of discussion, mutual understanding and 
agreement 

 
�  At the meeting the complainant shall: 
 

�  make objection, disapproval and/or unease known to the offending person  in a clear manner; 
 

�  describe the behaviour verbally and/or refer to notes; 
 

�  firmly request that the offending behaviour stop. 
 

�  The staff person will then assist the involved parties in attempting to achieve a mutually agreed upon 
resolution. 

 
�  At any meeting, any party may be accompanied by another person of his/her choice with mutual 

agreement of the other parties. 
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RESOLUTION 
 
�  If the parties agree, the matter is resolved and it goes no further.  If resolution is not achieved, the 

process may then proceed to Step Three.  Documentation should be maintained in a secure fashion 
(preferably with the principal) for a period of three years or until the student leaves the school 
(whichever comes first).  Should similar behaviours occur within the three year period the time starts 
anew. 

 
STEP THREE 

 
�  This is the final stage in attempting to resolve an issue of Harassment.  Should unwanted behaviours 

continue to be evident and/or should previous attempts to resolve the issue have proven unsatisfactory, 
the complainant, on his/her own or with the assistance of the staff person, should proceed as follows: 

 
PROCEDURE 
 
�  The staff person and/or the concerned party(s) may refer the matter to the school principal/designate 

for disposition according to the Code of Student Conduct and Discipline and/or the Safe Schools 
Policy of the Board. 

 
 

 
An individual always has the right to pursue a solution through 
the legal system in the event the harassment continues or has 
not been resolved satisfactorily within the school system. 

 
 
Staff Person' s Role 
 
�  Be a role model. 
 
�  Be proactive. 
 
�  Assist in any of the procedural steps as outlined. 
 
�  Take responsibility. 
 
�  Provide support and direction. 
 
�  Confront behaviour. 
 
�  Help resolve problems. 
 
�  Seek advice and support when appropriate. 
 
�  Ensure no retaliation occurs. 
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Be aware of the impact of your comments and behaviour. 
 

�  Understand the differences associated with harassment, abuse and neglect. 
 

�  Be aware of legal and/or procedural issues (e.g., a teacher, upon making an adverse report on 
a colleague, shall furnish the colleague with a written statement as per the Teaching 
Profession Act). 

 
�  Consult with principal/designate in the event of any uncertainty/doubt. 
 
�  Report complaints of a serious nature to the principal/designate. 
 
�  Ensure proper documentation and file security. 
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MISSION AND VISION 
 

 
MISSION 
 
The mission of Catholic Education in 
Hamilton-Wentworth, in union with our 
Bishop, is to enable all learners to realize the 
fullness of humanity of which our Lord 
Jesus Christ is the model. 
 
The Catholic Community of Hamilton-
Wentworth believes the learner will realize 
the fullness of humanity: 
 
I f the learning process: 
 
·  begins at home and is part of family 

life 
·  is nurtured within the Parish 
·  is anchored in the Catholic Faith 
·  takes place within the context of 

worship, sacraments, and the life of 
the Church 

·  is enhanced by the school 
community 

·  is embraced by the learner as a 
personal responsibility for life. 

 
I f learning takes place in an appropr iate 
and challenging environment: 
 
·  in which members of the school 

community exemplify the teachings 
of Jesus Christ 

 
·  which reflects Gospel values and 

responsible use of human, financial 
and natural resources 

 
·  which promotes academic excellence 

and clear indicators of achievement. 
 
 

  
VISION 
 
Learners from Hamilton-Wentworth 
Catholic Schools will demonstrate: 
 
·  knowledge and practice of their 

Catholic faith 
·  the capability of nurturing a strong 

family unit 
·  esteem, respect and responsibility for 

self and others 
·  academic competence 
·  the ability to listen accurately and 

express knowledge clearly 
·  independence, critical thinking and 

effective problem solving 
·  proficiency with technology in order 

to adapt to a changing world 
·  the values, attitudes and skills for 

effective partnerships 
·  the ability to transform our society. 
 
To enable learners to achieve this Vision, 
the faith community of The Hamilton-
Wentworth Catholic District School Board 
will reflect: 
 
·  the centrality of Jesus Christ in our 

lives 
·  the teachings of the Catholic Church 
·  exemplary role models 
·  social justice, respect and fairness for 

all 
·  a dedicated staff 
·  a curriculum that is dynamic, 

practical and relevant 
·  high standards 
·  an environment conducive to 

learning 
·  effective partnerships 
·  accountability at all levels. 
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1.       INTRODUCTION 
 
 
 
 The Hamilton-Wentworth Catholic District School Board is committed to providing 
 students, parents, teachers and support staff with safe and secure school environments in 
 which to learn and work. 
 
 Since 1991, the Hamilton-Wentworth Catholic District School Board has implemented a 

number of strategies to help ensure a safe and nurturing learning environment.  These 
initiatives are documented fully in the ªSafe Schools Manual ± September, 2005º. 

 
One of the more recent initiatives undertaken by the Board with respect to Safe Schools 
is that of ªBullying Preventionº which was implemented during the 2003-2004 school 
year.  A key piece of information that was gleaned by the Task Force on Bullying 
Prevention as it researched the topic of bullying was that up to 66% of students who 
engage in targeted violence in schools (e.g. school shootings) have been the victims of 
bullying (Ontario Provincial Police, 2002).  In most cases, students who commit these 
acts engage in threatening behaviour towards others prior to perpetrating the violent 
behaviour.  Therefore, the assessment of threatening behaviour as a means of determining 
the likelihood of committing a violent act is of the utmost importance in maintaining a 
safe and secure school environment. 
 
This protocol provides a model for the comprehensive and timely assessment of the 
threatening behaviour of students and is intended for the use of school staffs and Board 
support staff as they endeavour to decrease the incidents of violent behaviour in our 
schools. 
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2. VIOLENT BEHAVIOUR IN SCHOOLS 
 
 
 
2.1 Targeted Violence 
 

In an October 2000 paper entitled ªAn Interim Report on the Prevention of Targeted 
Violence in Schoolsº, Borum and Modzeleski outlined the results of their analysis of 37 
school shootings which occurred in North America.  The conclusions which they drew 
have particular relevance for the assessment of threats and the prevention of violence in 
our schools.  Their findings are as follows: 
 
�  incidents of targeted violence at school are rarely impulsive.  The attacks are typically 

the end result of an understandable and often discernible process of thinking and 
behaviour; 

 
�  prior to most incidents the attacker told someone about his/her idea or plan; 
 
�  there is no accurate or useful profile of the ªschool shooterº; 
 
�  most attackers had previously used guns and had access to them; 
 
�  most shooting incidents were not resolved by law enforcement  interventions; 
 
�  in many cases, other students were involved in some capacity; 
 
�  in a number of cases, having been bullied played a key role in the attack; 
 
�  most attackers engaged in some behaviour prior to the incident that caused others 

concern or indicated a need for help; 
 
The implications of these findings in relation to the assessment of threats include the 
following: 
 
�  students who engage in targeted violence do not ªjust snapº; 
 
�  information about the perpetrator' s intent and planning are potentially knowable 

 and the violence is preventable; 
 
�  investigations should attempt to gain information about any grievances or bad 

 feelings about school or potential targets that a student may have 
 
�  it is important to distinguish between making a threat (telling people they intend 

 to harm someone) and posing a threat (engaging in behaviours that indicate an 
 intent, planning or preparation for violence); 
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�  threat assessment inquiries must gather information from anyone who may have 
 contact with the student(s) in question; 
 
�  attempts must be made to remove barriers in the school environment which prevent 

students from coming forward with information about a potential problem; 
 
�  schools must have a thoughtful and effective system for responding to the information 

that comes to those in authority about potential violent situations; 
 
�  the use of profiles is not an effective way of identifying students who pose a risk or 

for assessing the risk of targeted violence; 
 
�  inquiries should focus on a student' s behaviour and communication to determine if 

the student appears to be planning or preparing for violence; 
 
�  the ultimate questions in an inquiry are whether a student is on a path toward a violent 

attack and if so, how fast they are moving and where intervention may be possible; 
 
�  any efforts to acquire, prepare or use a weapon may be a significant move in the 

student' s progression from idea to action; 
 
�  an inquiry must pay special attention to weapon access and use and to communication 

about weapons; 
 
�  schools can make the best use of their resources by focussing on prevention, rather 

than relying exclusively on the police services to respond to and resolve school-based 
violence; 

 
�  an inquiry should include attempts to gather information from a student' s friends and 

schoolmates; 
 
�  an inquiry must also include an analysis of the influence that a student' s friends or 

peers may be having on intent, planning and preparations; 
 
�  victims of bullying should be interviewed as part of every inquiry; 
 
�  an inquiry should include an investigation of the student' s difficulty coping with 

major losses or perceived failures, particularly where situations have led to feelings of 
desperation and hopelessness; 

 
�  while the majority of individuals who engage in targeted violence are males, females 

also engage in this type of behaviour. 
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2.2 High Risk Youth 
 

While there is no specific profile of the student who engages in targeted violence, 
Cameron & Woods (2005) suggest that there are four groups of students who are at high 
risk to engage in violent behaviour: 
 

�  Traditional High Risk Youth (Behavioural Type) 
 

-  act out in the behavioural domain ± high baseline of violence and are often known 
to school authorities and police 

-  Psychiatric Diagnosis of Conduct Disorder 
-  engage in instrumental violence 
-  good emotional control except for anger 
-  high level of justification for their behaviour 
-  do not want to get caught 
-  can delay violence or threats of violence 
-  human target selection is usually one specific person 
-  site selection is based on opportunity or strategic consideration; 

 
�  Traditional High Risk Youth (Cognitive Type) 

 
-  act out in the cognitive domain ± low baseline of violence and are not usually 

known to school authorities and police 
-  Psychiatric Diagnosis of Conduct Disorder 
-  engage in instrumental violence 
-  very good emotional control 
-  high level of justification for their behaviour 
-  do not want to get caught 
-  able to stop a physical attack and act as if nothing has happened 
-  human target selection is usually one specific person although they rarely engage 

in violence themselves ± have someone else do it 
-  site selection is based on opportunity or strategic considerations; 

 
�  Mixed Type High Risk Youth 

 
-  act out in the affective and behavioural domains ± high baseline of violence ± 

usually known to school authorities and police 
-  highly emotional ± prone to outbursts of anger 
-  Psychiatric Diagnosis of Conduct Disorder or Oppositional Defiant Disorder 
-  engage in affective violence with strong emotions toward the target 
-  high level of justification (history of childhood trauma) 
-  no control of their emotions which means that even if they don' t want to get 

caught they cannot stop an attack once it starts 
-  human target selection can be one or more targets, such as, in emotionally based 

random shootings 
- site selection due to emotional fusion with the site such that the site (e.g. school) 

is blamed for the emotional pain suffered; 

4 



 
HWCDSB 

Safe Schools Manual 

  

 
�  Non-Traditional High Risk Youth 

 
-  act out in the cognitive domain with a very low baseline for violence and only 

come to the attention of school authorities and police after an incident of violence  
-  history of childhood trauma 
-  engage in affective violence resulting from accumulation of emotional pain over 

time 
-  high levels of justification which are worked out cognitively through writings, 

drawings, stories, poems 
-  want to get caught 
-  delay violence as long as possible until a particular situation may cause them to 

act before they had planned 
-  human target selection can be an individual, a group or random (will often 

develop a hit list) 
-  site selection or threat of violence is usually due to emotional fusion with the site 

that they believe is causing their pain or the site will lead to media coverage 
which allows them to manifest their anger and pain. 

 
2.3 Why Threatening Behaviour  Occurs 
 
 Cameron & Woods (2005) suggest that there are two major hypotheses that are utilized to 
 explain the threatening behaviour when conducting a threat assessment: 
 

�  the first hypothesis is that the threat is a cry for help; 
 

�  the second hypothesis is that of fluidity whereby the student is moving back and forth 
between suicidal ideation and homicidal ideation. 

 
With respect to the first hypothesis, Cameron & Woods suggest that it is very important 
that every threat which is made by a student be thoroughly investigated since, if we don' t 
follow-up properly, the student may interpret this to mean that his/her behaviour is 
acceptable or at least not worrisome which, in turn, will only encourage the student to 
move further along the evolutionary path towards violence. 
 
With respect to the second hypothesis, students who are at high risk to commit violent 
acts can move from suicidal ideation to homicidal ideation and back to suicidal ideation 
as a result of the past trauma that they have experienced in combination with the current 
stressful circumstances or situation in which they are in. 
 
Therefore, every threat must be taken seriously by school authorities. 
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3. THREAT ASSESSMENT       
 
 
3.1 Threats 
 

A threat is an expression of intent to do harm or act out violently against someone or 
something (O' Toole, 2000).  A threat can be spoken, written or symbolic, as in the case of a 
person motioning with a hand as though shooting at another person.  Threats can be classified 
into four categories (O' Toole, 2000): 

 
�  direct threat ± identifies a specific act against a specific target and is delivered in a 

straightforward, clear and explicit manner (ªI am going to put a bomb in the school 
cafeteria.º);  
 

�  indirect threat ± tends to be vague, unclear and ambiguous.  The plan, the intended 
victim, the motivation and other aspects of the threat are masked or equivocal (ªIf I 
wanted to, I could kill everyone in this school.º); 

 
�  veiled threat ± strongly implies but does not explicitly threaten violence (ªWe  

      would all be better off without you around anymore.º); 
 

�  conditional threat ± is the type of threat often seen in cases of extortion, in that it 
warns that violence will take place if certain demands are not met (ªIf you don' t pay 
me one million dollars, I will blow up the school.º). 

 
 
3.2 Threat Assessment 
 

 Threat assessment is a set of procedures designed to determine the likelihood that a threat 
 of violence will, in fact be acted upon by the individual making the threat. 

 
 Threat assessment seeks to make an informed judgement concerning two questions: 
 

�  how credible and serious is the threat itself?  
 

�  to what extent does the threatener appear to have the necessary resources, intent and 
motivation to carry out the threat? 
 

Threat assessment is based on three critical principles: 
 
�  all threats and all threateners are not equal; 
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�  most threateners are unlikely to carry out their threats;  

 
�  all threats must be taken seriously and evaluated. 

 
 
3.3 Objective of Threat Assessment 
 

The objective of threat assessment is to determine the level of risk of the threat  
and then take appropriate action to prevent the violent act from happening. 
 
3.3.1 Credibility and Seriousness of the Threat 
 
There are three levels of risk which result from a threat assessment which is examining 
the credibility and seriousness of the threat (O' Toole, 2000): 
 
�  Low level of risk  - a threat that poses a minimal risk to the victim and public safety - 
  

-  threat is vague and indirect  
-  information contained within the threat is inconsistent, implausible or lacks 

details  
-  threat lacks a victim 
-  content of the threat suggests person is unlikely to carry it out (e.g. ª We' d all be 

better off if this school wasn' t here!º ); 
 

�  Medium level of risk – a threat that could be carried out, although it may not appear 
entirely realistic - 

 
-  threat is more direct and more concrete than a low level threat 
-  wording in the threat suggests that the threatener has given some thought to how 

the act will be carried out 
-  there may be a general indication of a possible place and time (although these 

signs still fall short of a detailed plan) 
-  there is no strong indication that the threatener has taken preparatory steps, 

although there may be some veiled inference or ambiguous or inconclusive 
evidence pointing to that possibility (e.g. an allusion to a book or movie that 
shows the planning of a violent act, or a vague, general statement about the 
availability of weapons) 

-  there may be a specific statement seeking to convey that the threat is not empty 
(ª I' m serious!º  or ª I really mean this!º ); 

 
�  High level of risk – a threat that appears to pose an imminent and serious danger to 

the safety of others - 
-  threat is direct, specific and plausible 
-  threat suggests concrete steps have been taken toward carrying it out, for example, 

statements indicating that the threatener has acquired or practiced with a weapon  
or has had the victim under surveillance; 

�  threatener may possess or appear to possess a weapon (replica of weapon). 
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An example of a threat with a high level of risk is as follows: 
 
ª At eight o' clock tomorrow morning, I intend to shoot the principal.  That' s when he is in 
the office by himself.  I have a 9mm.  Believe me, I know what I am doing.  I am sick and 
tired of the way he runs the school.º  

 
3.3.2 Likelihood that the Threat will be Carried Out 
 
The assessment of the likelihood that the threat will be carried out, is accomplished by 
examining the personality of the student, the family dynamics, the school dynamics 
(including the student' s role in those dynamics) and the social dynamics. 
 
The following personality traits, behaviours and circumstances in the family, school and 
community environment should be regarded as warning signs.  However, it should be 
noted that there is no minimum or maximum number of warning signs that indicate that a 
threat will be carried out. 

 
�  Personality of the Student 

 
-  Leakage 

 
ªLeakageº occurs when a student intentionally or unintentionally reveals clues to 
feelings, thoughts, fantasies, attitudes, or intentions that may signal an impending 
violent act. 

 
-  Low Tolerance of Frustration 

 
The student is easily angered, hurt, bruised, and insulted by real or perceived 
injustices done to her/him by others and has great difficulty tolerating frustration. 

 
-  Poor Coping Skills 

 
The student consistently shows little, if any, ability to deal with criticism, 
disappointment, failure, frustration, humiliation.  Her/His response is typically 
disproportionate, exaggerated, immature, or inappropriate. 

 
-  Lack of Resiliency 

 
The student lacks resiliency and is unable to bounce back even when some time 
has elapsed since a disappointing or frustrating experience, putdown, or setback. 

 
-  Failed Love Relationship 

 
The student may feel humiliated or rejected after the end of a love relationship, 
and cannot accept or come to terms with the rejection. 
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-  ªInjustice Collectorº 

 
The student nurses resentment over real or perceived injustices.  No matter how 
much time has passed, the ªinjustice collectorº will not forget or forgive those 
wrongs or the people she or he believes are responsible.  The student may keep a 
hit list with the names of people s/he feels have wronged her/him. 

 
-  Signs of Depression 

 
The student shows features of depression such as lethargy, physical fatigue, a 
morose or dark outlook on life, a sense of malaise and loss of interest in activities 
that he once enjoyed. 

 
-  Narcissism 

 
The student is self-centred, lacks insight into others'  needs and/or feelings, and 
blames others for failures and disappointments. 

 
-  Alienation 

 
The student consistently behaves as though s/he feels different or estranged from 
others. 

 
-  Dehumanizing Others 

 
The student consistently fails to see others as fellow human beings. 

 
-  Lack of Empathy 

 
The student shows an inability to understand the feelings of others, and appears 
unconcerned about anyone else' s feelings. 

 
-  Exaggerated Sense of Entitlement 

 
The student constantly expects special treatment and consideration, and reacts 
negatively if s/he doesn' t get the treatment s/he feels entitled to. 

 
-  Attitude of Superiority 

 
The student has a sense of being superior and presents herself/himself as smarter, 
more creative, more talented, more experienced, and more worldly than others. 

 
-  Exaggerated or Pathological Need for Attention 

 
The student shows an exaggerated, even pathological, need for attention, whether 
positive or negative, no matter what the circumstances. 
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-  Externalizes Blame 

 
The student consistently refuses to take responsibility for her/his own actions and 
typically faults other people, events or situations for any failings or shortcomings. 

 
-  Masks Low Self-Esteem 

 
Though s/he may display an arrogant, self-glorifying attitude, the student' s 
conduct often appears to veil an underlying low self-esteem. 

 
-  Anger Management Problems 

 
Rather than expressing anger in appropriate ways and in appropriate 
circumstances, the student consistently tends to burst out in temper tantrums or 
melodramatic displays, or to brood in sulky, seething silence. 

 
-  Intolerance 

 
The student often expresses racial or religious prejudice in intolerant attitudes 
toward minorities, or displays slogans or symbols of intolerance in such things as 
book covers, bumper stickers, clothing, jewellery or tattoos. 

 
-  Inappropriate Humour 

 
The student' s humour is consistently inappropriate.  Jokes or humorous comments 
tend to be belittling, insulting, mean or macabre. 

 
-  Seeks to Manipulate Others 

 
The student consistently attempts to con and manipulate others and win their trust 
so they will rationalize any signs of aberrant or threatening behaviour on her/his 
past. 

 
-  Lack of Trust 

 
The student is untrusting and chronically suspicious of others'  motives and 
intentions. 

 
-  Closed Social Group 

 
The student appears introverted, with acquaintances rather than friends, or 
associates only with a single small group that seems to exclude everyone else. 
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-  Change of Behaviour 

 
The student' s behaviour changes dramatically.  Her/his academic performance 
may decline, or s/he may show a reckless disregard for school rules, schedules or 
other regulations. 

 
-  Rigid and Opinionated 

 
The student appears rigid, judgemental and cynical, and voices strong opinions on 
subjects about which s/he has little knowledge. 

 
-  Unusual Interest in Sensational Violence 

 
The student demonstrates an unusual interest in school shootings and other 
heavily publicized acts of violence. 

 
-  Fascination with Violence-Filled Entertainment 

 
The student demonstrates an unusual fascination with movies, TV shows, 
computer games, music videos or printed material that focus intensively on 
themes of violence, hatred, control, power, death, and destruction. 

 
-  Negative Role Models 

 
The student may be drawn to negative, inappropriate role models such as Hitler, 
Satan, or others associated with violence and destruction. 

 
-  Behaviour Appears Relevant to Carrying Out a Threat 

 
The student appears to be increasingly occupied in activities that could be related 
to carrying out a threat ± for example, spending unusual amounts of time 
practicing with firearms or on various violent websites. 

 
·  Family Dynamics 

 
-  Turbulent Parent-Child Relationship 

 
The student' s relationship with her/his parents/guardians is particularly difficult 
or turbulent. 

 
-  Acceptance of Pathological Behaviour 

 
Parents/guardians do not react to behaviour that most parents/guardians would 
find very disturbing or abnormal. 
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-  Access to Weapons 

 
The family keeps guns or other weapons or explosive materials in the home, 
accessible to the student. 

 
-  Lack of Intimacy 

 
The family appears to lack intimacy and closeness.  The family has moved 
frequently and/or recently. 
 

-  Student ªRules the Roostº 
 

The parents/guardians set few or no limits on the child' s conduct and regularly 
give in to her/his demands. 

 
-  No Limits or Monitoring of TV and Internet 

 
Parents/guardians do not supervise, limit or monitor the student' s television 
watching or her/his use of the Internet. 

 
�  School Dynamics 

 
-  Student' s Attachment to School 

 
Student appears to be ªdetachedº from school, including other students, teachers, 
and school activities. 

 
-  Tolerance for Disrespectful Behaviour 

 
The school does little to prevent or punish disrespectful behaviour between 
individual students or groups of students.  Bullying is part of the school culture 
and school authorities seem oblivious to it, seldom or never intervening or doing 
so only selectively. 

 
-  Inequitable Discipline 

 
The use of discipline is inequitably applied ± or has the perception of being 
inequitably applied by students and/or staff. 

 
-  Inflexible Culture 

 
The school' s culture ± official and unofficial patterns of behaviour, values, and 
relationships among students, teachers, staff, and administrators ± is static, 
unyielding, and insensitive to changes in society and the changing needs of newer 
students and staff. 

 

 
12 



 
HWCDSB 

Safe Schools Manual 

  

Pecking Order Among Students 
 

Certain groups of students are officially or unofficially given more prestige and 
respect than others. 

 
-  Code of Silence 

 
A ªcode of silenceº prevails among students.  Few feel they can safely tell 
teachers or administrators if they are concerned about another student' s behaviour 
or attitudes. 

 
-  Unsupervised Computer Access 

 
Access to computers and the Internet is unsupervised and unmonitored. 

 
�  Social Dynamics 

 
-  Media, Entertainment, Technology 

 
The student has easy and unmonitored access to movies, television, shows, 
computer games, and Internet sites with themes and images of extreme violence. 

 
-  Peer Group 

 
The student is intensely and exclusively involved with a group or gang which 
shares a fascination with violence or extremist beliefs. 

 
-  Drugs and Alcohol 

 
Knowledge of a student' s use of drugs and alcohol and her/his attitude toward 
these substances can be important.  Any changes in her/his behaviour involving 
these substances can also be important. 

 
-  Outside Interests 

 
A student' s interests outside of school are important to note, as they can mitigate 
the school' s concern or increase the level of concern. 

 
-  The Copycat Effect 

 
School shootings and other violent incidents that receive intense media attention 
can generate threats or copycat violence elsewhere. 
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4. INTERVENTION 
 
 
4.1 School Cr isis Management Team 
 

Each school within the Board shall have a Crisis Management Team comprised of 
individuals who are members of the school' s staff.  At the elementary level it is suggested 
that the Crisis Management Team include the following members: 

 
�  Principal; 
�  Vice Principal/Principal Intern/Principal Assistant; 
�  Special Education Resource Teacher; 
�  one Teacher from each of the Primary, Junior and Intermediate Divisions; 
�  School Secretary; 
�  School Custodian;  
�  Public Health Nurse; and 
�  Police Liaison Officer. 

 
At the secondary level the suggested membership of the Crisis Management Team is as 
follows: 
 
�  Principal; 
�  Vice-Principals; 
�  Department Heads; 
�  Chaplain; 
�  Head Secretary; 
�  Head Custodian;  
�  Public Health Nurse; and 
�  Police Liaison Officer. 

 
The function of the School Crisis Management Team is twofold:   
�  to prevent the occurrence of critical events; and 
�  to respond to critical events which occur within the school community.   
 
Violent acts and/or threats of violence constitute one type of critical event that may occur 
within a school community and would, therefore evoke a response on the part of the 
School Crisis Management Team. 
 

4.2 System Cr isis Response Team 
 
 The Board' s System Crisis Response Team is comprised of the following members: 
 

�  Manager of Social Work Services/Coordinator; 
�  Social Workers; 
�  Employee Assistance Counsellor; 
�  Elementary Principal/Vice-Principal; 
�  Secondary Principal/Vice-Principal; 
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�  Secondary Guidance Department Head; 
�  Secondary Chaplain; 
�  Representative from Plant Operations Department; 
�  Board Communication Officer. 

 
 The function of the System Crisis Response Team is to assist the School Crisis 

Management Teams to respond effectively to critical events which occur within school 
communities.  High risk behaviours which are violent in nature or have the potential to be 
violent, such as verbal or written threats to harm or kill others, Internet website threats to 
harm or kill others, possession of weapons (including replicas), bomb threats and fire 
setting all constitute critical events to which the System Crisis Response Team could 
respond. 

 
4.3 Situations Which Require a Response 
 
 While not all threats are equally serious or likely to be carried out, all high-risk 

behaviours must be taken seriously and high-risk students assessed accordingly. 
 
 There are essentially four different types of situations which require action: 
 

�  immediate risk situations; 
�  threat-making behaviours; 
�  worrisome behaviours; 
�  exceptional cases ± high profile worrisome behaviours. 

 
4.3.1 Immediate Risk Situations 
 
�  These situations include armed intruders inside the building or on the periphery who 

pose a risk to some target or targets, or active shooter (attacker) scenarios.   
 
�  When immediate risk is identified, the Principal/Designate shall:  
 

-  contact the Police (911); 
-  take steps to ensure the safety of all school members, as noted in established 

protocols (e.g. full-scale lockdown) contained within the Emergency Response and 
Procedures Manual.   

 
�  In these cases, a threat is posed and the matter is one of immediate Police intervention 

and protective school response not threat assessment. 
 
4.3.2 Threat-Making Behaviours 
 
�  When a threat is directed towards staff or students, regardless of whether it occurs 

within the school or in the community, it shall be reported to the Principal/Designate 
who will then activate the protocol for the initial response of the School Crisis 
Management Team to assess the threat behaviour.   
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�  When the protocol is activated, the parents/guardians of the threat-maker shall be 
notified at the earliest opportunity by one of the Team members.  Parents/guardians 
should be an integral part of the initial threat assessment process. 

 
�  When data is obtained that suggests a student who has made a threat actually poses a 

threat, the Police shall be informed along with the Coordinator of the System Crisis 
Response Team and the Superintendent of Education.   

 
�  In some cases students will be excluded from school during an assessment period to 

protect others from potential harm, to protect the threat-maker or both. 
 
�  Prior to re-entry to school, appropriate assessments shall be undertaken to determine 

treatment options for the student and his/her family. 
 
4.3.3 Worrisome Behaviours 
 
�  The majority of threat-related behaviour, from Kindergarten to Grade 12, falls into 

this category.   
 
�  Worrisome behaviours are those that cause concern for members of the school 

community that may indicate that a student is moving toward a greater risk of violent 
behaviour.  This would include instances where the student may be engaging in 
behaviours such as drawing pictures, writing stories in class or making vague 
statements that do not, in and of themselves, constitute ªuttering threatsº as defined 
by the law but are causing concern for members of the school community because of 
their violent content. 

 
�  In keeping with the principle that each threat must be taken seriously and evaluated, 

all worrisome behaviours shall be communicated to the Principal/Designate who, in 
turn, along with other appropriate members of the School Crisis Management Team 
will assess their level of risk. 

 
4.3.4 Exceptional Cases:  High Profile Worrisome Behaviours 
 
�  When a school shooting or other high profile violent behaviours occur and are 

communicated around the world by the media, there is often heightened sensitivity 
among the teaching staff to threat-related behaviours that would normally be viewed 
as only ªworrisome behavioursº.   

 
�  In these exceptional cases, the ªworrisome behavioursº occur in a setting where there 

is an audience that may be traumatized and their reactions to the violent incident that 
occurred in another part of the country or world may trigger a broader trauma 
response within the school community. 

 
�  In this situation, failure to recognize the traumatizing impact of high profile 

ªworrisome behavioursº may result in dramatic over-reacting within the school 
community.   
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�  Therefore, in situations where a high profile violent behaviour occurs in another 
school community, the Principal/Designate should activate the School Crisis 
Management Team so that it can deal with the potential over-reaction of some 
members of the school community and deal with concerns about potential violence 
within the school. 

 
4.4 Threat Assessment Protocol 
 
 When the Principal/Designate is informed that a ªworrisome behaviourº or a ªthreatening 

behaviourº has occurred, s/he shall take the following steps: 
 

·  convene a meeting of appropriate members of the School Crisis Management Team; 
 
·  appoint a secretary to document the decisions of the Team; 
 
·  determine if the threat is of low, medium or high risk - 

 
-  if the threat is of LOW RISK and the identity of the threatener is NOT KNOWN ±  

1) the Team shall endeavour to identify students within the school who may be at 
risk to engage in threatening behaviours; 

 
-  if the threat is of LOW RISK and the identity of the threatener is KNOWN ± 

1)   the Team shall assign one or more of its members to interview the threatener 
and the reporters and depending on the information obtained, the threatener' s 
parents/guardians, the targets and the collaterals in order to determine the 
likelihood that the threatener will follow through on the threat; 

 
-  if the threat is of MEDIUM RISK and the identity of the threatener is NOT 

KNOWN ± 
1) the Team shall contact the Police (911) 
2) the Team shall ensure that the intended victims are taken to a safe and secure 

location  
3) the Team shall advise the intended victims'  parents/guardians of the situation 
4) the Team shall endeavour to identify students within the school who may be at 

risk to engage in threatening behaviour; 
 

-  if the threat is of MEDIUM RISK and the identity of the threatener is KNOWN ± 
1)  the Team shall contact the Police (911) 
2) the Team shall ensure that the intended victims are taken to a safe and secure 

location 
3) the Team shall advise the intended victims'  parents/guardians of the situation 
4) the Team shall assign one or more of its members to interview the threatener, 

the reporter(s), the threatener' s parents/guardians, the targets and the 
collaterals in order to determine the likelihood that the threatener will follow 
through on the threat; 
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if the threat is of HIGH RISK and the identity of the threatener is NOT KNOWN- 
1) the Team shall contact the Police (911), the Superintendent of Education and 

the Coordinator of the System Crisis Response Team 
2) the Team shall ensure that the intended victims are taken to a safe and secure 

location (if the intended victim is the entire school, the Police may require that 
a school lockdown be initiated) 

3) the Team shall advise the intended victims'  parents/guardians of the situation 
4) the Team shall endeavour to identify students who may be at risk to engage in 

threatening behaviour; 
 

�  if the threat is of HIGH RISK and the identity of the threatener is KNOWN ± 
1) the Team shall contact the Police (911), the Superintendent of Education and 

the Coordinator of the System Crisis Response Team 
2) the Team shall ensure that the intended victim is taken to a safe and secure 

location (if the intended victim is the entire school, the Police may require that 
a school lockdown be initiated) 

3) the Team shall advise the intended victims'  parents/guardians of the situation  
4) the Team shall assign one or more of its members to interview the threatener, 

the reporter(s), the threatener' s parents/guardians, the targets and the 
collaterals to determine the likelihooh that the threatener will follow through 
on the threat. 
 

�  conduct the investigative interviews, taking into consideration the following factors ± 
 

-  investigative mindset 
 

Fein et al (2002) suggest that, 
 
ªan investigative mindset is central to successful application of the threat 
assessment process.  Threat assessment requires thoughtful probing; viewing 
information with healthy skepticism; and paying attention to key points about pre-
attack behaviours.  Authorities who carry out threat assessments must strive to be 
both accurate and fair. 
 
Moreover, threat assessors should question the information in front of them 
continuously.  Ideally, there should be credible verification of all essential ªfactsº.  
Information about a potential attacker' s interests, statements, and actions should 
be corroborated, wherever possible. 
 
The investigative mindset and perspective also rely on common sense.  Threat 
assessors working to understand a given situation should step back periodically 
from the individual details of an inquiry or investigation and ask whether 
information gathered makes sense and supports any hypothesis developed 
concerning the risk posed by the subject of the threat assessment inquiry.º 
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- planning of interviews 

 
Prior to conducting a series of interviews, the Team needs to answer the following 
questions ±  
 
1) How much time do we have? 
2) Who will be interviewed? 
3) In what order will we interview them? 
4) Who will interview whom? 
 

-  warning signs 
 

During the course of the interviews, the investigators need to keep in mind the 
warning signs outlined in subsection 3.3.2 of this report related to  
 
1) the personality of the student 
2) the family dynamics 
3) the school dynamics 
4) the social dynamics 
 
The specific guiding questions that would be asked during the interviews are 
found in the Appendix. 
 

�  reconvene the Team to discuss the information obtained during the interviews and 
develop an action plan. 

 
4.5 Action Plan 
 

Once a thorough investigation of the threat and the threatener has been completed, the 
Team shall meet in order to develop an action plan to address the needs of the threatener, 
the intended victims and the other members of the school community. 
 
4.5.1 Threatener 
 
There are three decisions that need to be made with respect to the threatener: 
 
�  what specific consequences need to be applied by the school with respect to the 

threatener' s behaviour? 
 

-  the School Principal/Designate shall apply consequences in accordance with the 
ªCode of Student Conduct of the Hamilton-Wentworth Catholic District School 
Boardº as outlined in the ªSafe Schools Manualº taking into consideration 
mitigating circumstances. 

-  Depending on the circumstances of the threatening behaviour, the Police may 
charge the threatener under the ªYouth Criminal Justice Actº or the ªCriminal 
Code of Canadaº. 
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�  what forms of psychological and/or medical treatment does the threatener require in 
order to manage their inappropriate behaviour more effectively? 
 
-  the School Principal/Designate, in consultation with the Chief Psychologist, the 

School Social Worker and medical professionals who are currently involved with 
the threatener, shall recommend appropriate psychological and/or medical 
treatment to the threatener and his/her parents/guardians.  Initially this may mean 
referral to St. Joseph' s Hospital ± Emergency Psychiatric Treatment followed by 
long term intervention on the part of a community professional. 

 
�  under what conditions may the threatener return to school, if s/he has been excluded 

from school as a consequence of the threatening behaviour? 
 
-  the School Principal/Designate shall stipulate that the minimum condition for 

return to school is the involvement of the threatener in an appropriate 
psychological and/or medical treatment program. 

 
-  the School Principal/Designate may stipulate additional conditions based on the 

nature and severity of the threatening/violent behaviour up to and including 
initiating proceedings for a full expulsion of the student under section 309 of the 
Education Act. 

 
4.5.2 Intended Victims 
 
The intended victims of the threatener require intervention in order to re-establish their 
sense of safety and security within the school setting.  This can be accomplished in two 
ways: 
 
�  intervention on the part of the School Social Worker in terms of debriefing 

counselling; 
 
�  intervention on the part of community partners, such as Victim Services of the 

Hamilton Police Service. 
 
In some situations, these interventions can be provided jointly, drawing on the expertise 
of both professionals. 
 
4.5.3 School Community 
 
Depending on the nature and extent of the threatening/violent behaviour, the entire school 
community may require intervention to re-establish a sense of safety and security within 
the school.  The intervention needs to be at two levels: 
 
-  debriefing counselling for staff and students which can be provided by the System 

Crisis Response Team; and 
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�  an evaluation of the school' s Emergency Preparedness Plan by the School Crisis 

Management Team to determine if there are any inadequacies in the plan given 
the threatening/violent behaviour which has taken place, followed by revision 
and/or corrections to the plan. 

 
A flow chart of the intervention process may be found in the Appendix to this report. 
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APPENDIX 
 
 
 
·  Threat Assessment Interview Guide 
 
 
·  Threat Assessment Decision Tree 
 
 
·  References 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 
 
 
 
 

The following are suggested questions to guide the interview.  Individual questions may or may 
not be appropriate given the person being interviewed and the circumstances surrounding the 
threatening behaviour. 
 
1. What are the student' s motive(s) and goals? 
 

�  What motivated the student to make the statements or take the actions that caused her or 
him to come to attention? 

�  Does the situation or circumstance that led to these statements or actions still exist? 
�  Does the student have a major grievance or grudge?  Against whom? 
�  What efforts have been made to resolve the problem and what has been the result?  Does 

the potential attacker feel any part of the problem is resolved or see any alternatives? 
 

2. Have there been any communications suggesting ideas or intent to attack? 
 

�  What, if anything, has the student communicated to someone else (targets, friends, other 
students, teachers, family, others) or written in a diary, journal or Web site concerning 
her/his ideas and/or intentions? 

�  Have friends been alerted or ªwarned awayº? 
 

3. Has the student shown inappropriate interest in any of the following? 
 

�  School attacks or attackers; 
�  Weapons (including recent acquisition of any relevant weapon); 
�  Incidents of mass violence (terrorism, workplace violence, mass murderers). 
 

4. Has the student engaged in attack-related behaviours?  These behaviours might include? 
 

�  Developing an attack idea or plan; 
�  Making efforts to acquire or practice with a weapon; 
�  Casing, or checking out, possible sites and areas for attack; 
�  Rehearsing attacks or ambushes. 
 

5. Does the student have the capacity to carry out an act of targeted violence? 
 

�  How organized is the student' s thinking and behaviour? 
�  Does the student have the means, e.g. access to a weapon to carry out an attack? 

THREAT ASSESSMENT INTERVIEW GUIDE 
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6. Is the student experiencing hopelessness, desperation and/or despair? 
 

�  Is there information to suggest that the student is experiencing desperation and/or 
despair? 

�  Has the student experienced a recent failure, loss and/or lose of status? 
�  Is the student known to be having difficulty coping with a stressful event? 
�  Is the student now, or has the student ever been, suicidal or ªaccident proneº?  Has the 

student engaged in behaviour that suggests that s/he has considered ending their life? 
 

7. Does the student have a trusting relationship with at least one responsible adult? 
 

�  Does the student have at least one relationship with an adult where the student feels that 
s/he can confide in the adult and believes that the adult will listen without judging or 
jumping to conclusions?  (Students with trusting relationships with adults may be 
directed away from violence and despair and toward hope.)   

�  Is the student emotionally connected to-or disconnected from-other students? 
�  Has the student previously come to someone' s attention or raised concern in a way that 

suggested s/he needs intervention or support services? 
 

8. Does the student see violence as acceptable-or desirable-or the only-way to solve problems? 
 

�  Does the setting around the student (friends, fellow students, parents, teachers, adults) 
explicitly or implicitly support or endorse violence as a way of resolving problems or 
disputes? 

�  Has the student been ªdaredº by others to engage in an act of violence? 
 

9. Is the student' s conversation and ªstoryº consistent with her/his actions? 
 

�  Does information from collateral interviews and from the student' s own behaviour 
confirm or dispute what the student says is going on? 

 
10. Are other people concerned about the student' s potential for violence? 
 

�  Are those who know the student concerned that s/he might take action based on violent 
ideas or plans? 

�  Are those who know the student concerned about a specific target? 
�  Have those who know the student witnessed recent changes or escalations in mood and 

behaviour? 
 

11. What circumstances might affect the likelihood of an attack? 
 

�  What factors in the student' s life and/or environment might increase or decrease the 
likelihood that the student will attempt to mount an attack at school? 

�  What is the response of other persons who know about the student' s ideas or plan to 
mount an attack?  (Do those who know the student' s ideas actively discourage the student 
from acting violently, encourage the student to attack, deny the possibility of violence, 
passively collude with an attack, etc.?) 
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THREAT ASSESSMENT DECISION TREE 
 
                                                                                                                    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A THREAT IS REPORTED TO PRINCIPAL/DESIGNATE 

Step 1 ± Assess the Threat  and the Threatener 
 
·  Meet with members of School Crisis Management Team (SCMT). 
·  Interview reporter(s) and record exact contents of threat. 
·  Determine if threat is of low, medium or high risk. 
·  Determine if the threatener has been identified. 

Threat is Low Risk Threat is Medium Risk Threat is High Risk 

Threatener 
Known 

Threatener  
Not Known 

Threatener 
Known 

Threatener 
Known 

Threatener  
Not Known 

Threatener  
Not Known 

·  Conduct 
Interviews of 
Threatener, 
Reporters, 
Parents/Guardians, 
Targets & 
Collaterals 

·  Identify 
At ±risk 
Students 

·  Contact Police 
·  Conduct Interviews 

of Threateners, 
Reporters, 
Parents/Guardians, 
Targets & 
Collaterals 

·  Identify 
At-risk 
Students 

·  Contact Police 
·  Conduct Interviews 

of Threateners, 
Reporters, 
Parents/Guardians, 
Targets & 
Collaterals 

·  Identify 
At-risk 
Students 

Step 2 ± Develop Action Plan 
 
·  Threatener ± consequences, treatment & conditions for return to school 
·  Victims ± debriefing counselling 
·  School Community ± debriefing counselling, Emergency Preparedness Plan 
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 MENTAL HEALTH RISK  ASSESSMENT  
GUIDELINE 

             
The current system of servicing  children and adolescents who are threatening violence to self or  other 
people in the school is handled through the POLICE, COAST  and/or CONTACT HAMILTON. 
 
When dealing with a situation involving any level of risk to harm, the following will serve as a guide: 
 
A/ Where a student is threatening self harm, the school phones COAST which sends 2 staff to assess 

the situation at the school and then determines the most appropriate method of continuing 
intervention. The COAST intake form (attached) is also completed and faxed to COAST at this 
time.   In some cases, the COAST workers will transport the student to St. Joseph' s Hospital EPT 
where a psychiatric assessment will be done to determine if the student is at risk to do harm to 
herself/himself.   If not at risk, the student is discharged in care of parents.  If at risk, the student 
may be hospitalized for more intensive evaluation.  COAST does not provide an assessment of 
future r isks to self or  others. 

 
B/ Where a student is threatening to harm others or  has harmed others, depending on the threat 

assessment completed by the school personnel (refer to Threat/Risk Student Assessment Report, 
p3,) the following actions will occur: 

 
�  Low Level of  Risk ± POLICE may be contacted and parent is contacted and regular 

intervention by School and/or Board Support Staff will be recommended; where 
community/health services are involved, school obtains authorization for exchange of 
information from parent/student. Parent/Adult Student should be made aware of CONTACT 
HAMILTON and advised to call. 

 
�  Medium Level of Risk ± POLICE should be contacted and parent is contacted.  It may be 

suggested that a risk assessment be accessed through CONTACT HAMILTON.  
Parent/Adult Student signs consent form for referral and for sharing information with 
CONTACT HAMILTON.  Urgent situations are expedited through CONTACT 
HAMILTON' S access process; the turnaround time to complete an intake is largely 
dependent upon youth/family availability.  CONTACT HAMILTON  confirms the urgency 
of the child' s/youth' s situation based upon information that is collected through the intake 
process.  For threat situations, the school boards will follow their Threat Assessment 
protocols that may include initiating a referral to CONTACT HAMILTON (either directly 
by the school board or by the parent/guardian/youth).  In all instances, the 
parent/guardian/youth must consent to any recommendations made by CONTACT 
HAMILTON before subsequent referrals can be made.  While CONTACT HAMILTON 
prioritizes referrals based on degree of urgency, the service provider makes the final 
determination regarding their ability to provide the service and when the service can be 
offered.  Where  the agency determines the referral to be inappropriate, CONTACT 
HAMILTON follows up with the agency to identify the concern and attempts to address the 
issues. 

 
�  High Level of Risk ± POLICE are contacted and parent is contacted.  It shall be 

recommended that access to  an urgent risk assessment be undertaken through CONTACT 
HAMILTON following the process outlined under medium level of risk. 

 
 1 
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Once the school-based threat assessment team has completed the threat assessment process it must 
complete a threat/risk student assessment report and submit a copy to the School Superintendent and 
another to the Manager of Social Work Services. 
 

OUTCOMES 
 

A student who is recommended for a risk assessment may be excluded from school until such time as the 
Principal of the school is satisfied that the element of threat/risk has been adequately addressed.  
Exclusion should be viewed as a short term measure with every effort always being extended to facilitate 
expedient reintegration to school. 
 
A/ WHERE STUDENT FOLLOWS SCHOOL'S RECOMMENDATIONS  

 
Prior to authorizing a student' s return to school, the principal shall convene a planning meeting 
involving Board/School Officials, POLICE, involved Health Professionals and representative(s) 
from CONTACT HAMILTON.  Proper authorization for information sharing must first be 
secured.  The purpose of the meeting will be threefold: 
- to share and discuss assessment results 
- to establish a school re-entry plan and/or an alternative service plan 
- to plan ongoing reviews 

 
 
B/ WHERE STUDENT DOES NOT FOLLOW SCHOOL' S RECOMMENDATIONS 
 
 The Principal shall conduct a planning meeting at the earliest opportunity with all involved parties 
 that authorizations permit.   The primary purpose of the meeting will be to establish ongoing 
 responsibilities. 
 
At a minimum, the school is encouraged to ensure weekly status updates regarding the student. All 
updates should be properly recorded and filed.  It will also be the responsibility of the school to ensure 
that the proper authorization forms for exchange of information are completed as the process continues.  
Each organization/professional requires a form that is specific to them. 
 

2 
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THREAT/RISK STUDENT ASSESSMENT REPORT 

 
School:          Date: 
 
Student:        D.O.B.   Age: 
 
 
Grade:    Exceptionality: 
 
 
Address:        Home Telephone: 
         Cell Phone: 
         Work Telephone: 
Parent(s)/Guardian(s): 
 
 
Reason for  Assessment: 
 
 
 
 
 
Outcome of Assessment:  
 
 
 
 
 
Recommendation(s) (include timelines): 
 
 
 
 
 
Person Completing Form:       Signature: 
 
Position:  
 
Routing: Super intendent, Manager Social Work Services 
SS-08-70 (INT) 

 
, � � � � � 3, � !* !* � � %� � � � " ( � � $� � � %� � � � � � � � � � 4� � � � � � � � � � � � � �
	 $� � 1� +� � � ) � $� !� $� �  � � � 2� " ( � �  * �
� $" � � �  � � � � ( � * � � � � $� ' � 5� � � 6� �  � � * � � " �   � , � � � � � Police Occurrence # 
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Client Surname:                                       
Given Name: DOB (yy/mm/dd)      Gender    M       F  

Street Address: City                              Postal Code 

Telephone #'s:    home:                       
Youth's cell #: 

Family Doctor: Family Doctor Phone #: 

Other Involved Agencies: 
Psychiatrist Name: 

 
Agency Telephone #: 
Psychiatrist Phone #: 

Last Appointment/Visit:    (yy/mm/dd) Next Scheduled  
Appointment/Visit: 

Next of Kin: Next of Kin  
Phone #: 

Diagnosis: Past Hospitalizations: 
(where hospitalized) 

History of Substance Abuse:  Yes      No     Suspected    
(alcohol, drugs, glue, etc) 
Details:   
 

Currently Suicidal:       Yes            No     
Previous Suicide/  
Self Harm Information: 
 

Currently Violent:    Yes             No     
If Yes, explain: 
 
 
School Assessment:   Low     Medium   High 

Date and Details of Previous Suicide Attempts: 
Access to Weapons                     Yes                          No      
Used Weapons in the Past           Yes                         No    

Date and Details of previous 
violent/bullying  behaviour, or being 
bullied: 
 
 
Police contact        Yes                No     

School Performance: (social/academic)      At level                   Below expected level           Above expected level 

Current Medications: 

Medical Problems/ : 
Physical Disabilities                                                             Allergies: 

Presenting Problem: (include mental health issues, i.e. hallucinations, suicidal, impulsivity, anger management, 
family composition/dynamics, etc.) 

Recommended Intervention: 
Person/School Issuing Alert:                                Position:                                   Phone #: 

                                                   Fax #: 

Client is aware of this Alert/Intake  

     yes        no         

Instructions:  FAX to COAST 905-972-8448 prior to 5pm 
on the date service is requested 
Contact COAST once Alert has been faxed 
Business Line (9-5 Monday to Friday) 905-972-8118  

Updated April 2007 

 
 
 
 
 
 

(yy.mm.dd) 

Mobile Visit Requested       
  Telephone Contact             

FYI Only       

  
Alert Date: 

 
  Time                am  
       pm                            
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SCHOOL LOCKDOWN PROCEDURES 

 
On the rare occasion that police or other emergency services recommend a lockdown in 
one of the Hamilton-Wentworth Catholic District School Board schools, the following 
guidelines and attached procedure should be followed very closely to ensure the safety of 
students and staff. 
 
DEFINITION 
 
A lockdown is defined by police as the restriction of movement during the time of a 
potentially serious violet incident that could endanger the lives of students and staff. 
 
NUMBER OF PRACTICES ANNUALLY 
 
Schools are required to practice this lockdown a minimum of two (2) times each year; 
once in September and once in February.   Before these practices, schools are encouraged 
to make the school community aware of the upcoming practice so that students, parents 
and community members are aware and prepared but not unduly alarmed by the 
procedure. 
 
RINGING OF BELLS 
 
The procedure requires the Principal to ring the bells in a repeated fashion.  Note that 
these bells should be rung continuously for a period of 30 seconds, but at that time, the 
bells should stop.   This facilitates communication between emergency personnel in the 
school and represents a slight change to past practice.   Therefore, students and staff will 
need to learn and practice this to ensure that the lockdown continues, despite the 
discontinuation of the bells, until further directions are given over the P.A.  Until there is 
an actual P.A. announcement stating that the lockdown is concluded, please ensure that  
students and staff remain locked in classrooms per the lockdown procedure. 
 
POLICE AUTHORITY 
 
During a real lockdown, police will arrive in the Main Office of the school and will 
assume the full authority for the school.  School personnel should follow police 
directions.  The P.A. may be used to provide ongoing directions to the school at that time.  
Students and staff should continue to follow lockdown procedures until a P.A. 
announcement is made directing them to discontinue the lockdown and  resume regular 
school procedures. 
 
SUPPORT STAFF 
 
Support personnel in the school (i.e. secretarial staff, custodial staff, etc.) should continue to 
exercise critical judgment to maximize safety for themselves and others.  When safe to do so, 
support staff should report to the Main Office to receive direction either from the Principal (or 
designate) or from police personnel. 

1 
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FIRE ALARMS DURING LOCKDOWN  
 

When the school has initiated a lockdown procedure and the fire alarm is also activated, the Principal 
(or designate) may need to make an immediate decision about the continuation of the lockdown until 
he/she receives direction from the police.  In this case, the Principal will evaluate the situation based 
on the risks in the school and make an appropriate decision exercising critical judgement about 
evacuating the school.  The P. A. will be used to provide direction to the school at that time. 
 
Where the PA is not operational or where a staff person' s assessment of his/her immediate situation is 
significantly different from that of the Principal/designate the staff person will: 

�  exercise critical judgment regarding what action to be taken (i.e. remain in classroom or lead 
students from the classroom) 
 

�  upon making a decision, attempt to alert the Principal via the PA, a telephone or a cell phone, prior 
to the action being taken  

 
WHENEVER POSSIBLE THE DIRECTION OF THE PRINCIPAL/DESIGNATE SHOULD BE 
FOLLOWED. 
 
In situations where the presence of fire prohibits timely exit from a particular area the staff person in 
charge should engage in emergency fire prevention procedures including: 
 

�  keeping any doors to the area closed 
 

�  placing a (wet) towel or article of clothing, etc. at the base of any door(s) to safeguard against 
smoke  
 

�  staying clear of door(s) 
 

�  should smoke gain entry to the area, having everyone stay low to the floor, cover eyes and nose 
and breathe in a shallow, non-rapid fashion 
 

�  encouraging calmness 
 

�  where possible, maintaining open communication using the PA, telephone or cell phone, with the 
Principal/designate or Emergency Authorities. 
 
 

The lockdown procedure was developed in cooperation with the following partners: 
·  Hamilton ± Wentworth District School Board 
·  Hamilton Regional Police 

 
The procedure is consistent in both the Hamilton-Wentworth District School Board and the Hamilton-
Wentworth Catholic District School Board.   
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LOCKDOWN PROCEDURE 
 

 Schools are required to practice this lockdown procedure a minimum of two (2) times each year :   
once in September and once in February. 

 

Definition 
A lockdown is defined by police as the restriction of movement during the time of a potentially serious violent 
incident that would endanger the lives of students and staff. 

 

Procedure 
The Principal (or designate) will: 
�  Call 9-1-1 and stay on the line to provide information requested by the 9-1-1 operator; 
�  Make a P.A. announcement that states:  “ INITIATE LOCKDOWN PROCEDURE” ; 
�  Ring bell continuously for a period of 30 seconds; 
�  Direct all staff (including custodians, lunchroom supervisors, teachers on planning time, etc.) regarding 
site-specific details during a lockdown procedure; 
�  Notify the Superintendent of Education as soon as possible; 
�  Follow directives of police once they arrive at the Main Office. 
 
IN ALL CASES, STAFF SHOULD EXERCISE CRITICAL JUDGEMENT TO 

MAXIMIZE SAFETY FOR THEMSELVES AND OTHERS 
 

  
If students and staff are inside the school:   If students and staff are outside the school: 
 

 
 

 
 
 
 

 
The Superintendent of Education will: 

1. Notify: 
�  Director' s Office 
�  Communications; and, 
�  Other Board officials as appropriate. 

 
Students and staff should continue to follow lockdown procedures until a P.A. 

announcement is made directing them to discontinue the lockdown and 
resume regular  school procedures. 

 
 

�  Go to the closest room and close the 
door.  If safety permits, lock the door. 

�  Lay on the floor away from doors and 
windows 

�  Remain on the floor until further 
directions are given. 

�  Move as far away from the building 
as possible. 

�  Remain outside until the bell is rung 
once to signal re-entry or until 
further directions are given. 
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INTRODUCTION 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 

� � � # � � � � ! $�� � � � � � �� � � � � � � � � � �� ! � � � � � � �
 
The Hamilton-Wentworth Catholic District School Board takes pride in the fact that the majority of its 
students attend school regularly.   These students and their parents understand that regular attendance 
promotes effective learning, which in turn provides a strong foundation for future employment and 
meaningful contributions to society. 
 
Every child has the right to an education and inherent within that right is the responsibility of every child 
to attend school on a regular and punctual basis from the time they attain the age of six (6) years through 
to and including their eighteenth (18) birthday. 
 
There is however a small number of students who, for a variety of reasons, are absent from school for a 
significant number of days each year. 
 
Problematic attendance can often be identified early in a student' s academic career.  Early intervention is 
critical in order to help students establish positive patterns of attendance. 
 
Ultimately, it is the responsibility of the parent/guardian to ensure that their children attend school on a 
regular and punctual basis.   Nonetheless, it is imperative that schools also adopt an understanding yet 
assertive approach to school attendance. 
 
This attendance protocol is designed to promote a sense of accountability, responsibility and cooperation 
between parents/guardians and school personnel regarding respective obligations associated with 
children' s attendance at school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

(i) 
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LEGISLATIVE AUTHORITY 
 
The Education Act, R.S.O. 1990 is the authority for matters dealing with education.  Regarding the issue 
of attendance the following sections are of particular note: 

����
COMPULSORY ATTENDANCE 
 
21 (1)  Unless excused under this section, every person who attains the age of 6 years before the first 
school day in September shall attend an elementary or secondary school every school day from that day 
until they attain the age of 18 years and every person who attains the age of 6 years after the first school 
day in September shall attend an elementary or secondary school from the first school day in September 
of the next succeeding year until the last day in June in the year that person attains 18 years, unless 
excused under this section.  
 
21 (1.1) 
A person shall be considered to be attending school when he or she is participating in equivalent learning 
if the equivalent learning program, course of study or other activity and the group, organization or entity 
providing it has been approved under section 8(1)3.0.1. 
 
21 (1.2) 
Subsection 21(1), as it reads on the day before the Act is amended pursuant to Bill 52, continues to apply 
with respect to a person who, before that day, turns 16 and, either (a) stops attending school; or (b) if that 
day falls outside the school year, does not attend school at the commencement of the subsequent school 
year. 
 
21 (1.3) 
Despite subsection (2), if at any time after the Act is amended a person described in subsection (2) begins 
attending school again, subsection 21(1), as amended by Bill 52 will apply. 
 
21 (1.4) 
Subsection 21(1), as it reads after the amendments have been promulgated, applies on and after that day 
with respect to a person who, before that day, turns 16 and either (a) does not stop attending school; or (b) 
if that day does not fall within a school year, attends school at the commencement of the subsequent 
school year. 
 
WHEN ATTENDANCE EXCUSED 
 
21 (2) A person is excused from attendance at school in the following situations,  
 

(a) the person is receiving satisfactory instruction at home or elsewhere; 
 
(b) the person is unable to attend school by reason of sickness or other unavoidable cause; 

 
(c) transportation is not provided by a board for the person and there is no school that he or she has 

right to attend situated,  
 

(i) within 1.6 kilometres from the person' s residence measured by the nearest road if he or 
she has not attained the age of 7 years on or before the first day in September in the 
year in question, or 

(ii) 
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(ii) within 3.2 kilometres from the person' s residence measured by the nearest 

 road if he or she has attained the age of 7 years but not the age of 10 years on  or 
before the first school day in September in the year in question, or  

 
(iii) within 4.8 kilometres from the person' s residence measured by the nearest road if he or 

she has attained the age of 10 years on or before the first school day in September in 
the year in question; 

 
(d) the person has obtained a secondary school graduation diploma or has completed a course that 

gives equivalent standing; 
 
(e) the person is absent from school for the purpose of receiving instruction in music and the period 

of absence does not exceed one-half day in any week; 
 

(f) the person is suspended, expelled or excluded from attendance at school under any Act or under 
the regulations; 

 
(g) the person is absent on a day regarded as a holy day by the church or religious denomination to 

which he or she belongs; or 
 

(h) the person is absent or excused as authorized under this Act and the regulations.  
 
21(3) The fact that a person is blind, deaf or has a developmental disability is not an  unavoidable 
cause under s.21 (2) (b). 
 
21(4) Where a person under compulsory school age has been enrolled as a pupil in an   elementary 

school, this section applies during the period for which the person is enrolled as if he or she were 
of compulsory school age. 

 
 DUTY OF PARENT GUARDIAN 
 
21(5) The parent or guardian of a person who is required to attend school under this section shall cause 

the person to attend school, unless the person is at least 16 years old and has withdrawn from 
parental control. 

 
21(6) Nothing in this section requires the child of a Roman Catholic Separate School supporter to 

attend a public school or a Protestant Separate School, or requires the child of a public school 
supporter to attend a Roman Catholic Separate School. 

 
21(7) Nothing in section 21 requires a person who is at least 16 years old and has withdrawn from 

 parental control to attend, 
 

(a) a Roman Catholic separate school, if he or she is qualified under section 36 to be a 
resident pupil in respect of a secondary school district of a public board; and 

 
(b) a public school, if he or she is qualified under section 36 to be a resident pupil in respect 

of a separate school zone of a separate district school board. 
 
  

(iii) 
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L IABILITY OF PARENT/GUARDIAN 
 
30(1) A parent or guardian or a person required to attend school under section 21 who neglects or 

refuses to cause that person to attend school is, unless the person is at least 16 years old and has 
withdrawn from parental control, guilty of an offence and on conviction is liable to a fine of not 
 more than $1000. 

 
30(2) In addition to or instead of imposing a fine, a court may require a parent or guardian convicted 

of an offence under subsection (1) to submit a personal bond to the Minister of Finance in the 
penal sum of $1000 with one or more sureties as required, on the condition that the parent or 
guardian shall cause the person to attend school as required under section 21, and, upon breach 
of the condition, the bond is forfeit to the Crown. 

  
 EMPLOYMENT DURING SCHOOL HOURS AND OFFENCES BY 
 CORPORATION 
 
30(3) Subject to subsection (3.1), anyone who employs during school hours a person required to attend 

school under section 21 is guilty of an offence and on conviction is liable to a fine of not more 
than $1000.  Pursuant to s.30 (3.1), subsection (3) does not apply when the person required to 
attend school is employed during school hours as part of equivalent learning if the equivalent 
learning and the group, organization or entity providing it have been approved under s.8 
(1)3.0.1. 

 
30(4) Subsection (1) and (3) apply with necessary modifications to a corporation and, in addition, 

every director and officer of the corporation who authorizes, permits or acquiesces in the 
contravention is guilty of an offence and on conviction is liable to the same penalty as the 
corporation. 

 
 CHILD HABITUALLY ABSENT 
 
30(5) It is an offence pursuant to the Act and the Provincial Offences Act for a person who is required 

to attend school to refuse to attend or to be habitually absent from school. It provides that every 
reference to ªsixteen yearsº in the definition of ªyoung personº in s.93 of the Provincial 
Offences Act shall be read as a reference to ª18 yearsº.  

 
30(5.1) In addition to any other penalty it imposes on convicting a person of an offence under subsection 

(5), a court may order that the person' s driver' s licence be suspended.   The order shall specify: a 
date on which the suspension ends, which shall be no later that the date on which the person is 
no longer required to attend school under section 21; once the suspension ends, the person may 
apply for the reinstatement of his or her licence to the Registrar of Motor Vehicles appointed 
under the Highway Traffic Act. 

 
 PROCEEDINGS WHERE HABITUALLY ABSENT FROM SCHOOL 
 
30(6) Proceedings in respect of offences under subsection 5 shall be proceeded with only in 
 accordance with such subsection. 
 
30(6.1) No proceeding under s.30(5) shall be instituted against a person who has attained the age of 18  
 years. 

(iv) 
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30(7) Where, in a proceeding under the section it appears to the court that the child may have  been 
excused from attendance at school under subsection 21(2), the court may refer the matter to the 

 Provincial School Attendance Counsellor who shall direct that an inquire shall be made as 
provided in subsection 24(2) which subsection shall apply with necessary modifications except 
that the Provincial School Attendance Counsellor shall, in lieu of making an order, submit a 
report to the court. 

 
Bill 52 An Act to amend the Education Act respecting pupil learning to the age of 18   
 and equivalent learning. 
 
Regulation 298 (11-12) Duties of Principals, Vice Principals 
Regulation 298 (20)  Duties of Teachers 
Regulation 298 (23)  Requirements for pupils (parents) 
Regulation 308   Supervised Alternative Learning for Excused Pupils 
 
*Within the Hamilton-Wentworth Catholic Distr ict School Board the role of Attendance Counsellor  
is per formed by the School Social Worker . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(v) 
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ELEMENTARY ATTENDANCE PROTOCOL 

Section A 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 DEFINITIONS 

 
 
 
 

� � � �$� � �� � � � %�� � � � � � � � � �� � �� &� � � � � ' � �( �� ! $�� � � � ! � � � � "�
        - Derek Bok 
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� � � � � � ! $�� � �
� � ! # � �� � � �� � � � � � � � � � � �

 
Lateness   Failure to arrive at school at the designated time. 
 
Truant   Absence from school without permission from parent(s)/guardian(s) or school. 
 
Non-Attendance  Missing in excess of  20 days per year; following a pattern  or frequency such as  

  being absent on certain days of the week; or being absent for days or weeks in a  
  row without an appropriate reason.   

 
School Avoidance    Non-attendance which may be caused by problems that are incidental, 

 environmental, educational, psychological, social, medical or a combination  
 thereof.   

 
School Phobia      Avoiding school due to overwhelming fear (Kearney, Elsen, Silverman) as 

 determined by a medical diagnosis. 
 
School Refusal       Non attendance  without a component of fear or coercion being present. 
 
Separation Anxiety    Developmentally inappropriate and excessive anxiety concerning  

 separation from home or from those to whom the individual is attached  
       (DSM III, p. 113) and as determined by a medical diagnosis. 

 
‘G'  Day    A General Absence Day wherein the whole class is absent due to reasons beyond 

 its control (ie. plant breakdown, health quarantine, religious holy day, school 
 closure due to inclement weather, employee strike, etc.)  

- Register of Daily Attendance 
 
‘N'  Day    A Non-Instructional Day wherein pupils, though registered in school, are not 

 scheduled for instruction (i.e. Kindergarten students on an alternate day schedule; 
 part-time students, etc.) 

- Register of Daily Attendance 
 
Retirement   Refers to a student who withdraws or is withdrawn from a school in Ontario,                               
   and does not enroll in another school in Ontario. 
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Prolonged Absence or  15 Day Rule 
 
If a student has been absent for fifteen (15) consecutive school days without appropriate supporting 
documentation, that student can be shown as retired on the sixteenth day. 
 
However, a student of compulsory school age may be maintained on the register beyond fifteen 
consecutive days of absence, but less than thirty consecutive days if the principal has: 
 
a) received documentation from the student (over 18 years)/parent which indicates an expected date 

of return and/or reason for the absence; or 

b) referred the case in writing to the school social worker/attendance counsellor. 
 
In order for a student' s name to remain on the register for successive 15 day periods, correspondence from 
the school social worker/attendance counsellor is required indicating that worker' s involvement in the 
situation. 
 
Once a student' s return to school is not considered imminent then the School Social Worker/Attendance 
Counsellor will provide the school with correspondence to that effect and the school may then remove the 
student' s name from the attendance register and the student will be shown as retired.  The 
Parent/Guardian or student (if under 18 years of age) must however be advised of the need for the student 
to be re-registered in a school while the student remains of compulsory school age.  As well, the Social 
Worker/Attendance Counsellor will continue efforts to realize the student' s return to school. 
 
Note: 
 
A �G�   (general absence) day, or a �PA�  (professional activity) day, or an �N�  (non-instructional) day 
occurring within what would otherwise be an unbroken series of fifteen days of absence, does not break 
the series for purposes of the �15 day rule� . 
 
A referral to the school social worker/attendance counsellor is not required in cases of seriously ill 
students.  The student�s name shall be retained on the register with appropriate documentation on file. 
 
The pr incipal must advise the school social worker /attendance counsellor  of the names of all 
students removed from the register .  Removal of the student�s name from the register does not negate 
the obligations required under the Education Act for compulsory school attendance. 
 
 Register  of Daily Attendance for  Elementary Schools  
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ELEMENTARY ATTENDANCE PROTOCOL 
Section B 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PROCEDURE 

 
 

“ EDUCATION' S PURPOSE IS TO REPLACE AN EMPTY MIND WITH AN OPEN ONE”  
     - Malcolm Forbes 
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RATIONALE 
 
Research on the topic of student non-attendance has yielded information strongly suggesting that the 
manner in which a school approaches the issue can have a major impact on the end result.   It purports that 
when schools take ownership of the problem, ± have an established protocol that is consistently applied 
and a caring, understanding yet firm approach in its implementation,  positive results can be realized.  In 
other words the school must set the standard.  Parents/guardians and students must be educated regarding 
the need for regular school attendance and must be thoroughly apprised of their respective roles and 
obligations regarding same.   They must be familiarized with the established protocol so as to realize 
themselves as partners in the process.  
 
General Attendance Responsibilities for  Schools 
 
It is a responsibility of school officials to promote the safety of all students within its jurisdiction.  Each 
elementary school within the Board' s jurisdiction will ensure that the following responsibilities are 
exercised: 
 

�  that a reliable method of communication be provided with a view to accommodating special needs 
and circumstances (i.e. voice-messaging system, telephone device for deaf); 

 
�  that teachers take attendance immediately upon commencement of class in both the morning and 

afternoon and record same in their daily attendance books; 
 

�  that daily attendance books then be collected by school administration and indicated student 
absences be reconciled against the list of explained student absences received for that day 

 
�  that the school contact the parent/guardian of the student in order to determine why the student has 

not been in attendance and that a record of contacts with and documentation from the parent and 
documentation both to and from the school social worker/attendance counsellor be retained in the 
same location as the attendance registers.   

 
�  that schools  make daily and repeated efforts to make contact with the home when a student is 

absent from school.  There should be no more than a span of 2 ± 3 days of continued 
absenteeism without the school having some response from the home or  emergency contact 
person. 

 
�  that attempts to contact parents/guardians/caregivers of those students for whom an explained 

absence has not been provided be undertaken by the school administration utilizing telephone 
numbers provided and that these attempts continue until such time as a satisfactory explanation 
has been provided. 

 
�  that in the absence of an acceptable explanation for  absence from the parent/guardian the 

school should implement whatever  investigative strategies are deemed appropr iate: 
�  canvassing the absent student' s classmates and peers 
�  contacting the family physician 
�  consulting with school social worker 
�  making a home visit with another staff member or the school social worker 
�  consulting with a children' s aid society 
�  conferencing at the School Resource Team meeting 
�  conferring with the school' s Community Police Officer, especially in the case of young 

  children 
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�  that unexplained absences be documented and such documentation be placed on file at the school; 

 
�  that attempts, where deemed necessary, be made to communicate with the home in the native 

language of the parent; 
 

�  that information regarding the Board' s Elementary School Attendance Protocol be made available 
to parents/guardians/caregivers; 

 
�  that school staff be in-serviced regarding this protocol; 

 
�  that an emergency communication system be utilized to contact parents/guardians/caregivers in 

the event of special circumstances (i.e. inclement weather, natural disaster) while measures also be 
taken to ensure adequate supervision/care for student until such responsibility can be transferred to 
the parent/guardian/caregiver; 

 
�  that a tracking system be implemented within each school that immediately notes the absence of a 

previously registered student who fails to appear in September and/or for whom the OSR has not 
been requested by another school.  In such circumstances the primary responsibility is on the 
school to attempt to locate these students. Once it has exhausted such efforts the student' s name 
and other identifying information should be referred to the school social worker immediately. 

 
�  that the Board' s Elementary School Attendance Protocol be reviewed regularly to ensure a 

continued compliance with Ministry of Education standards and guidelines and to provide for on-
going input from stakeholders in the inclusive school community. 
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PROCEDURE FOR 
PROBLEMATIC ATTENDANCE/LATENESS 

 A typical student will miss between 5 and 10 days of school in any given year due to 
legitimate reasons.  When a student misses in excess of this amount within a school term 
and acceptable justification is lacking, the following procedure should be followed: 
 
Step 1.      Teacher    

�  where practical, speaks to student directly to determine reason for absences or 
lateness and encourages regular attendance 

 

Step 2.� Teacher  
�  advises SRT of attendance concern and of intent to continue with Attendance 

  Procedure.  School Social Worker should be present for meeting. 
 

Step 3. Teacher   
�  makes contact with parent/guardian by telephone (make several separate  

  attempts if necessary) 
 

Step 4. Teacher  �
�  sends letter  to parent/guardian by mail (see Sample Correspondence #1) 

 

Step 5.� Principal �
�  makes telephone contact with parent/guardian 

 
Step 6. Pr incipal  

�  sends letter  to parent/guardian by registered and regular mail requesting a  
  meeting (Sample Correspondence #3) 

 

Step 7. Teacher �
�  refers to the School Resource Team 

�   case is discussed at SRT, with the School Social Worker present 
�  a completed Student Attendance Checklist, Daily Attendance Record, the  

   Attendance Profile and copies of all correspondence regarding the situation 
   must be made available for reference at the SRT meeting. 

Step 8� Principal 
�  sends letter  to parent/guardian should social work referral be activated 

(Sample Correspondence #4). Parent/Guardian consent for attendance referrals 
is encouraged but not required. 

 
Special Note: The School Social Worker will assume responsibility for bringing forward at the first  
   SRT  of the new school year any open attendance cases from the previous school year. 
 It is imperative that this procedure be re initiated at the beginning of each new school 

year for any outstanding attendance concerns.  
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� � � � � � � �� � � � � � � � � � �� � � � %� � � ( 	

� � # � � � � � )* � � � * � ! � � �� � � � � � � � �� � � � ! � � � �� � � � � � � � � ! � �
 
Student' s Name        D.O.B. 
School:         Grade 
Teacher ' s Name: 
 
History (to be completed for SRT) 
JK    Abs.  Lates  Grade 4  Abs.  Lates 
SK   Abs.  Lates  Grade 5  Abs.  Lates 
Grade 1  Abs.  Lates   Grade 6  Abs.  Lates 
Grade 2  Abs.  Lates  Grade 7  Abs.  Lates 
Grade 3  Abs.  Lates  Grade 8  Abs.   Lates 
 
This year there have been    absences and    lates as of 
 
Reasons given: 
 
 
Has the school needed to call the Emergency Contact to determine the student' s  whereabouts Y   N   
 
If yes, identify emergency contact: 
 
Teacher has contacted the parent by telephone approximately    times.  If possible state date, times and 
response by parent: 
 
 
Teacher mailed form letter #1 on             .  Parent responded on: 
 
 
Principal mailed form letter # 3 on      .  Parent responded on: 
 
Child presented at SRT on              . 
Student Services Staff present: 
Recommendations (Attach minutes regarding this student) 
Are there other siblings at the school? Y  N  Grade(s): 
Are there any other concerns in addition to attendance? 
 
School conference with parent/guardian on 
Outcome of conference: (Attach any Minutes) 
 
Principal advised parent of referral to the School Social Worker on       by way of sample 
correspondence # 4 (should consent not be obtained). 
 
Referral for  Social Work Services by SRT Must be Accompanied by: 
a) Student Attendance Checklist  b) Daily Attendance Record  c) Attendance Profile 
d)      Copies of all correspondence regarding the situation. 

 
 WRITTEN AUTHORIZATION FOR ATTENDANCE REFFERAL IS NOT  REQUIRED 
 BUT SCHOOL SHOULD ADVISE PARENT/GUARDIAN 

B4 



 H.W.C.D.S.B.  
Safe Schools Manual 

  

 
ELEMENTARY ATTENDANCE PROTOCOL 

Section C 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

SAMPLE  
CORRESPONDENCE 

 

� � � � � � � � � � �� � �� � � �� ! � � � ! � � � � � �� � ! �� � � � +�� � � � � � � � � �� � �� � � � �� � � � � � "�
    - John Dewey
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SAMPLE  CORRESPONDENCE #1 
 

� ! � # �� � � � � � ! �� � �� � ! � � � , � � � ! � � � � �
RE LATENESS AND/OR SCHOOL ATTENDANCE 

 
 

(ON SCHOOL LETTERHEAD) 
 

 
Date: 
 
 
 
 
 
Dear                                                                       (parent/guardian): 
 
 
I am writing to you at this time as I am (very) concerned about                                       Ás 
               (student) 
punctuality and/or poor school attendance.  I have tried to contact you by telephone but have  
 
been unsuccessful.   I am sending this note to request that you call me so that we can discuss the  
 
situation. 
 
 
I can be reached at                                        .  I look forward to hearing from you soon and  
   (school number) 
welcome the opportunity to work with you to improve                                                   �s   
         (student) 
punctuality/attendance. 
 
 
Sincerely, 
 
 
                                                 
TEACHER 
 
 
cc: School Principal 
 School Social Worker 
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 SAMPLE  CORRESPONDENCE #2  
 

FROM TEACHER TO PARENT/GUARDIAN 
RE  IMPROVEMENT 

 
 

(ON SCHOOL LETTERHEAD) 
 
 

� � � � �
 
 

Dear                                                                      
 (parent/guardian) 
 
Re:  

    
 d.o.b. 
  
As a follow up to our conversation/meeting on                                                   I am very 
        (date) 
pleased to see that                                                    attendance has shown considerable 
       (student' s name) 
improvement. 
 
 
I would like to thank you for your support and cooperation in making this possible and it is my  
 
hope that we can continue to work together in making                                                school 
        (student' s name) 
experience successful and positive. 

 
 

Once again thank you and please do not hesitate to contact myself or the school principal should you  

have any questions or concerns. 

 
Sincerely, 
                                                               

 � � 
 +� � �
 

cc: School Principal 
 School Social Worker 

C2 



 H.W.C.D.S.B.  
Safe Schools Manual 

  

 
 

� � # � � � �� � ! ! � � � � � � � � � � �- �. �
 

� ! � # �� ! � � � � � � � �� � �� � ! � � � , � � � ! � � � � �
�! � /�� � � � � � � � �� � � , � ! � � � � � � �� � � � � � � � � � �

 

0� � �� � � � � � �� � � � � ! � � � � 1�
 

 
Date 

 
 

Dear                                                           
   (Parent/Guardian) 
 
  Re: 
  d.o.b. 
 
As you are aware,                                                               has been frequently absent from school.   
  (student) 
     
Since September he/she has missed a total of                days and     has made  
          (Teacher' s Name) 
several attempts to address the situation with you. 
 
It is widely acknowledged  that regular school attendance promotes effective learning thus having 
you assist in helping address your child' s poor attendance at school is very important at this time. 
  
Please contact me at your earliest convenience in order to schedule an appointment wherein we can 
mutually plan to resolve this issue. 
 
I can be reached at                                       .  
      (school number) 
 
It is my hope that our combined efforts will realize a quick and successful return to school for  
 
 
   (student) 
 
 
Sincerely, 
 
 
                                                           
PRINCIPAL 
 
cc:  Classroom Teacher 
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SAMPLE CORRESPONDENCE #4 
 

FROM PRINCIPAL TO PARENT/GUARDIAN 
RE:  SOCIAL WORK REFERRAL 

 
(ON SCHOOL LETTERHEAD) 

 
Date 
 
 
Dear 
  Parent/Guardian 
 
 Re: 
  Student' s Name  
 
 D.O.B. 
 
 
As you are aware               has been frequently late arriving to school and/or absent from school.   
   (Student) 
Since September he/she has been late a total of        times and absent       days. 
 
As Principal, I believe that punctual and regular school attendance promotes effective learning.    Remember 20 
days absent is equal to one missed month of school and arriving late creates a distraction for the entire class. This 
also means that your child has missed valuable teaching/learning time. 
 
Part of my responsibilities as Principal is to notify the School Social Worker for poor attendance or tardiness.  A 
referral has been sent to our school social worker on behalf of your child. 
 
Please contact me at your earliest convenience in order to discuss this very important matter.  I can be reached at                                 
 . 
(school telephone) 
 
I trust that together we can develop a plan to assist     to attend and/or be punctual on a  
        (student) 
regular basis and to become academically successful.  I look forward to hearing from you. 
 
 
Sincerely, 
 
Principal 
 
 
� � .	  Classroom Teacher 
� School Social Worker 
	

� �
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SAMPLE  CORRESPONDENCE #5 
 

FROM SOCIAL WORKER TO PARENT/GUARDIAN 
RE REFERRAL FROM SCHOOL 

 
(ON BOARD LETTERHEAD) 

 
 

Date   
 
 
 
Dear                                                             
  (parent/guardian): 
 
 Re:  
  (student' s name) 
 
Your child has recently been referred by the school Principal to the Social Work Services Department of 
the Hamilton-Wentworth Catholic District School Board due to concerns regarding regular school 
attendance. 
 
Enclosed is a completed Attendance Calendar indicating your child�s attendance to date. 
 
Regular attendance at school is closely linked to a student' s success at school.  As your child' s current 
non-attendance pattern places that success in jeopardy I would appreciate the opportunity of meeting with 
you in an effort to discuss and hopefully resolve any difficulties that are contributing to this problem. 
 
Please call me at your earliest convenience in order to schedule an appointment.  I can be reached 
at 905-525-2930 ext.                 . 
 
I look forward to hearing from you. 
 
Sincerely, 
 
 
 
                                                                       
Social Worker/Attendance Counsellor 
 
cc: School Principal 
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SAMPLE CORRESPONDENCE # 6  

 
FROM SCHOOL SOCIAL WORKER TO PARENT/GUARDIAN 

RE CONTINUING ATTENDANCE CONCERNS 
 

(ON BOARD LETTERHEAD) 
Date 
 
Dear 
 
 Re: 
 d.o.b. 
 
Please be advised that the matter of                                                       ' s non attendance at     
      (student) 

                                                 Catholic Elementary School has been brought to the attention of the  
          (school) 
Social Work Services department of the Hamilton-Wentworth Catholic District School Board. 
 
Having inquired into this situation as per Subsection 26(4) of the Education Act I have determined that                             
absences from school have, for the most part, been unjustifiable.  His/her total  
     (student) 
absences to date are               days.   Such absence from school places your son/daughter at risk of falling 
critically behind in his/her academic studies and places him/her in direct contravention of compulsory 
attendance legislation.  The Education Act, RSO 1990 specifically details the legal obligation of children 
between the ages of 6 to18 years to attend school and as well outlines the duty of the parent/guardian to 
cause the child to attend school (subsection 21).  The Education Act also addresses the issue of liability 
for those parents who neglect or refuse to cause their child to attend school (subsection 30). 
 
It is our hope that you share with us the interest we have in realizing your son/daughter' s educational  
growth and development and to that end you are advised to address his/her lack of regular attendance at 
school and cause                                              to attend school immediately. Failure to do so may  
   (student) 
result in the matter being referred to the courts for further deliberation. 
 
Please contact me regarding this situation by                                at  905-525-2930 Ext.                 .      
       (date)    
 
Thank you for your anticipated cooperation in this matter. 
 
Sincerely 
 
 
Social Worker 
 
cc: School Principal 
 Superintendent of Schools 
 Manager, Social Work Services 
encl. 
SS 06-27 (INT) 
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SAMPLE CORRESPONDENCE # 7 
  

FROM CHIEF ATTENDANCE COUNSELLOR TO PARENT/GUARDIAN 
REGARDING ATTENDANCE CONCERNS 

 

(ON BOARD LETTERHEAD) 
 

Date 
 
Dear  
 
 Re:     Grade  
 d.o.b.  
 
Please be advised that the continuing habitual absence of your son/daughter                        from                       
School has recently been brought to my attention.  School records indicate that since the beginning of 
school.  He/she has been absent                          days  and late for school on another       occasions.  
His/Her days of absence represents               weeks or over           months of school. Such absence is 
totally unacceptable.  It can only contribute to poor academic achievement, the likelihood of failure to 
complete secondary school and poor employment prospects in future years. 
 
The Education Act, R. S. O. 1990 is very specific regarding a child' s duty to attend school (Subsection 
21(1)) and the parent' s obligation to cause the child to attend school (Subsection 21(5)).  Failure to 
comply with the provision regarding compulsory school attendance may result in prosecution under the 
Education Act, Subsection 30 (1). 
 
It is my hope that we share the desire to realize for your son/daughter                           the fulfillment of a  
                (student) 
proper and complete education and to that end I encourage you to ensure                      ' s regular and  
          (student) 
prompt attendance at school for the balance of this year and in years to come. 
 
Should regular attendance not be evident then consideration will be given to having the matter referred to 
the courts for deliberation  and/or the Provincial Attendance Counsellor for further deliberation. 
 
If you have any comments regarding the aforementioned or wish to discuss the matter you may call me at 
905-525-2930 Ext. 2838. 
 
I look forward to your anticipated cooperation in this serious matter. 
 
Sincerely 
 
 
Chief Attendance Counsellor 
Manager, Social Work Services 
 
cc:  School Principal 
 Superintendent of Education 
 
SS 06-33 (INT) 

C7



 H.W.C.D.S.B.  
Safe Schools Manual 

  

 
SAMPLE CORRESPONDENCE# 8  

 
FROM CHIEF ATTENDANCE COUNSELLOR TO PARENT/GUARDIAN REGARDING 

 LEGAL PROCEDURES 
 

(ON BOARD LETTERHEAD) 
 
 

Dear        (parent/guardian):                                                   
 
   Re:  
     (Student' s Name)    
   D.O.B. 
 
In accordance with the provisions of subsection 26 (4) of the Education Act, R.S.O. 1990, I have inquired 
into the failure of                                                     to attend school as required by law and  
     (Student' s Name) 
do hereby give you notice to cause                                                  to attend school immediately. 
(subsection 21 (5)).   (Student' s Name) 
 
Notice is also given that failure to do so will result in charges being laid against you in Provincial Court 
(Criminal Division) under section 30(1) of the Education Act, and, if found guilty by way of summary 
conviction, you are liable to the penalties provided. 
 
Any parent or guardian who neglects or refuses to cause a child to attend school is, unless the child is 
legally excused from attendance, liable upon conviction to a fine of not more than $1,000.00.  In addition 
to or in lieu of a fine, you may be required to post a personal bond of $1,000.00 to ensure that you cause 
your child to attend school (section 30(1) (2)).  In addition, your child (if twelve to eighteen years of age) 
may be prosecuted for refusing to attend school or for being habitually absent from school (section 30(5)). 
 
For your information, I am enclosing a copy of the relevant provisions of the Education Act which apply 
to this situation. 
 
It is my sincere hope that legal proceedings will be avoided with the ongoing cooperation of you and your 
son/daughter. 
   
Should you have any questions regarding this correspondence, please contact me at 905-525-2930, ext. 
2838. 
 
Yours sincerely, 
 
Chief Attendance Counsellor/Manager, Social Work Services 
 
Encl. 
cc: Supervisory Officer 

School Principal 
School Social Worker/Attendance Counsellor 
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Compulsory attendance 
 

21. (1) Unless excused under this section. 
 

(a) every child who attains the age of six years on or before the first school day in 
September in any year shall attend an elementary or secondary school on every day 
from the first school day in September in that year until the child attains the age of 
sixteen years; and 

 
(b) every child who attains the age of six years after the first school day in September in 

any year shall attend an elementary school on every day  
 

21. (4) Where a child under compulsory school age has been enrolled as a pupil in an 
Elementary School, this section applies during the period for which the child is 
enrolled as if the child were of compulsory school age. 

 
Duty of parent, etc. 
  

21.      (5) The parent or guardian of a child who is required to attend school is required to attend 
 school under this section shall cause the child to attend school as required by this 
 section. 
 
Inquiry by counsellor  and notice 
 

26  (4)  A school attendance counsellor shall inquire into every case of failure to attend school 
within his or her knowledge or when requested so to do by the appropriate supervisory 
officer of the principal of a school or a ratepayer, and shall give written warning of the 
consequences of such failure to the parent or guardian of a child who is not attending 
school as required, and shall also give written notice to the parent or guardian to cause 
the child to attend school forthwith, and shall advise the parent or guardian in writing 
of the provisions of subsection 24 (2).R.S.O. 1990, c. E.2, s 26. 

 
L iability of Parent or  Guardian 
 

30 (1) A parent or guardian of a child of compulsory school age who neglects or refuses to 
cause the child to attend school is, unless the child is legally excused from attendance, 
guilty of an offence and on conviction is liable to a fine of not more than $200.  R.S.O. 
1990, c. E.2, s. 30 (1). 

 
30    (2) The court may, in addition to or instead of imposing a fine, require a person convicted of 

an offence under subsection (1) to submit to the Minister of Finance a personal bond,  in 
a form prescribed by the court, in the penal sum of $200 with one or more sureties as 
required, conditioned that the person shall cause the child to attend school as required by 
this Part, and upon breach of the condition is forfeit to the Crown. R.S.O. 1990, c.E.2, 
s.30(2); 1997, c.31, s. 12(1). 

 
30  (5) A child who is required by law to attend school and who refuses to attend or who is  

  habitually absent from school is guilty of an offence and on conviction is liable to the 
  penalties under Part VI of the Provincial Offences Act and subsection 266(2) of this  
  Act applies in any proceeding under this section. 1997, c.31, Sec.12(2). 
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SAMPLE CORRESPONDENCE # 9 
 

TO PARENT/GUARDIAN 
RE REFERRAL TO PROVINCIAL ATTENDANCE COUNSELLOR 

 
(ON BOARD LETTERHEAD) 

 
 
Date 
 
 
Dear 
  (Parent/Guardian) 
 
 Re: 
 d.o.b. 
 
Please be advised that the matter of non attendance at school of     has been 
         (student' s name) 
referred to the attention of the Provincial School Attendance Counsellor for further deliberation as per 
subsection 24(2) of the Education Act of Ontario, R.S.O. 1990. 
 

� � � � �� �3� � �� � 0� �� � 3�� � 2 2 � � � 
 �� � �� � � 
 � �� � 
 �� � 1� � � �� 1�� � �
 �2 � � � � � �� �� � 
 � �� � � � � � � �2 � �� � �
4567�6$67$4&5�
 
ext. 2838 or call the office of the Provincial Attendance Counsellor at 1-416-325-1958. 
 
 
Sincerely 
 
 
 
 
Chief Attendance Counsellor 
Manager, Social Work Services 
 
cc:  School Principal 
 Superintendent of Education 
 School Social Worker 
 
 
(encl.) 
 
SS 0626 (INT) 
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SAMPLE CORRESPONDENCE # 10 
 

FROM SOCIAL WORKER TO PRINCIPAL  
RE 15 DAY PROLONGED ABSENCE RULE 

 

(ON BOARD LETTERHEAD) 
 
 
Date 
 
 
Dear Principal 
 
 
 Re:  
 D.O.B. 
 
 
Please be advised that                                                                                            is  
     (Student) 
currently being serviced by the school social worker/attendance counsellor.   
 
Commencing                                                                his/her name may continue to  
     (Date) 
be maintained on the Register of Daily Attendance for a further period of 15 days at the  
 
conclusion of which time I will advise you of this student' s ongoing attendance status. 
 
 
Sincerely 
 
 
 
 
 
 
School Social Worker/Attendance Counsellor 
 
 
 
 
 
 
 
 
 
SS0759INT 
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SAMPLE CORRESPONDENCE # 11 
  

FROM SOCIAL WORKER TO PRINCIPAL 
RE DEMITTING STUDENT FROM  REGISTER 

 
 

(ON BOARD LETTERHEAD) 
 

 
Date 

 
 
 
Dear Principal: 
 
 Re:  
 D.O.B. 
 
Please be advised that                                              ‘s  return to school is not considered imminent at   
    (student) 
this time and as such his/her name may be removed from the school' s attendance register. 
 
This department will continue to work with the family in the hope of realizing future regular attendance 
and you will be advised of on going developments. 
 
It is recommended at this time that a letter from the school to the parent/guardian be sent advising them of 
the demission of their child' s name from the school' s register yet alerting them to their responsibility of re 
registering him/her at a school of their choice in as immediate a fashion as possible. 
 
 
Sincerely  
 
 
 
(Social Worker) 
 
cc:  Superintendent 
� Manager, Social Work Services 
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SAMPLE CORRESPONDENCE #12 

 
FROM PRINCIPAL TO PARENT/GUARDIAN 

RE DEMITTING STUDENT FROM REGISTER 
 

ON SCHOOL LETTERHEAD 
 
 

Date 
 
 
 
Dear  
  (Parent/Guardian) 
 
  
Please be advised that                                     has been absent from school for fifteen(15) consecutive days 
   (Student' s Name) 
without acceptable reason.  According to Ministry of Education Regulations dealing with enrolment  
registers for elementary schools     has been removed from the school register. 
     (Student' s Name) 
 
Your are further advised that should   be between the ages of six and eighteen years you are 
     (Student' s Name) 
responsible for registering him/her at school immediately.  This can be done by contacting this school' s 
office or another school of your choice. 
 
For purposes of follow up the Hamilton-Wentworth Catholic District School Board' s Social Work 
Services Department has been advised of this situation. 
 
Sincerely  
 
 
 
(Social Worker) 
 
cc:  Superintendent 
 Manager, Social Work Services 

�

�

�

�

�
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SAMPLE CORRESPONDENCE #13 

  

FROM SOCIAL WORKER TO PARENT/GUARDIAN 
RE COMPULSORY SCHOOL AGE/ATTENDANCE 

 
(ON SCHOOL LETTERHEAD) 

 
 
Date: 
 
 
Mr. & Mrs.  
 
 
 Re:  
 D.O.B. 
 School:    Grade: 
 
Please be advised that students are not excused from compulsory attendance at school until their  
 
eighteenth birthday.  As your son/daughter      is still of compulsory school  
            (student' s name) 
age the expectation is that he/she be in regular attendance at school. 
 
As continued absence may result in legal proceedings as per the Education Act I would welcome the  
 
opportunity to meet with you to discuss the situation and hopefully avert court proceedings. 
 
I can be reached at 905-525-2930 ext.  
 
Thank you for your anticipated cooperation in this regard. 
 
 
 
Sincerely, 
 
 
 
(School Principal) 
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SAMPLE CORRESPONDENCE # 14 
 

FROM SOCIAL WORKER TO PARENT/GUARDIAN 
RE: SCHOOL ATTENDANCE RESPONSIBLITIES 

FOLLOWING DEMISSION FROM REGISTER 
 

(ON BOARD LETTERHEAD) 
 

 
Date 
 
 
Dear   
  Parent/Guardian 
 
 Re:  
   (student) 
 d.o.b.  
 
It has come to my attention that your child     has been demitted from   
    .     (student)      

(school) 
 
Such action by the school is in accordance with the legislation governing student attendance at school and 
is employed when a student is absent from school in excess of 15 consecutive school days without 
justifiable cause and where his/her imminent return to school is deemed improbable. 
 
However, despite     being demitted from     school it  

(student)     (school) 
remains your responsibility, as his/her parent/guardian, to ensure that he/she either becomes re registered 
at    or at another school with all due immediacy, and further ensure his/her  

(school) 
regular and prompt attendance at that school. 
 
Should you require assistance in this regard please contact me at 905-525-2930 ext.   as soon 
as possible. 
 
 
Sincerely, 
 
Social Worker 
Hamilton-Wentworth Catholic School Board. 
 
cc: School Principal 
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ELEMENTARY ATTENDANCE PROTOCOL 
Section D 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STRATEGIES 

 
 
 
 
 
 
 
 
 

“ WHAT SCULPTURE IS TO A BLOCK OF MARBLE,  
EDUCATION IS TO THE SOUL”  

  - Joseph Addison 
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SCHOOL BASED - STRATEGIES 
 

�  create a school wide attendance philosophy, among teachers and students 
�  utilize a structured attendance protocol that is clear to all involved 
�  publicize the philosophy and protocol to parents and students 
�  make attendance a school wide focus 
�  make attendance management a part of the teacher supervision and evaluation process 
�  recognize teachers who foster excellent attendance 
�  ensure careful, timely and accurate documentation of student absenteeism, school intervention and 

parental responses to situation 
�  provide feedback to the teachers as to the steps the school is taking or to any responses received for 

absenteeism 
�  refer non-attenders to the school social worker/attendance counselor 
�  involve non-attenders in group or personal counseling 
�  visit the home with the school social worker 
�  work closely with school personnel and/or the school social worker when addressing �at risk�  

students 
�  schedule parent conferences about attendance or lateness 
�  offer parents help, direction and information about community resources 
 
 
�  ensure that program placement is appropriate 
�  strive for early identification of learning difficulties 
�  list non-attenders for unrecognized exceptionalities or learning difficulties 
�  consider alternate programs for the non-attender 
�  consider alternate schedules for the non-attender 
�  offer gradual re-integration in to the classroom; using different parts of the school ie. library, for 

student to work in; �  - �  days to begin, increasing gradually with comfort level and successful, 
consistent attendance 

 
 
�  assign teacher or other adult mentors to �at risk�  students 
�  provide peer tutoring 
�  give the student a job/role of importance within the school 
�  let the student track their own attendance and discuss this with their teacher or principal 
�  draft attendance contracts which emphasize success 
�  hold (older) students accountable for unexcused absences, including make up time 
�  create a make-up work policy for students, covering both legitimate and unexcused absences 
 
 
�  have principal recognize students with perfect attendance 
�  mail letters from the principal praising students with perfect attendance 
�  offer certificate for good/improved attendance 
 
 
�  attempt to ensure that all unexplained absences can be confirmed by doctor�s certificate (N.B. 

parent can refuse) 
�  consultation with the CCAS on the basis of possible neglect when situation involves younger 

children 
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CLASS - BASED STRATEGIES 
 

�  ensure careful, timely and accurate documentation of student absenteeism, school intervention and 
parental responses to the situation 

�  coordinate student conferences 
�  coordinate parent conferences 
�  increase telephone contact with parent 
�  initiate communication book between home and school 
�  ensure a pleasant classroom environment 
�  model punctuality and good attendance 
�  show student that they are important and valued in class 
�  help students be successful in day-to-day class activities 
�  provide opportunities for successful experiences 

 
 

�  strive for early identification of learning difficulties 
�  change the physical and/or instructional environment 
�  change instructional method/modalities 
�  plan especially enjoyable activities on �high absence�  days 
�  initiate whole class rewards for a specific period of perfect attendance by all members 
�  present perfect attendance certificates, awards or prizes to students after a week, a month, a term or a 

year of perfect attendance 
 
 

�  determine what might positively motivate the student to attend school 
�  give student the opportunity of helping out at school in a positive way or in a role/job of importance 
�  use of special friends, circle of friends 
�  organize a buddy system to make wake up calls, and/or to walk with the student to school 
�  act as a mentor to the student 
�  involve non-attenders in co-curricular activities 
�  let student track their own attendance and monitor together 
�  establish specific goals for the student to help get them back on track and be successful 
�  use of positive reinforcement/rewards 
�  utilize attendance contracts which emphasize success 

 
 

�  hold (older) students accountable for unexcused absences, including make up time 
�  create a make up work policy for students, covering both legitimate and unexplained absences 
�  provide peer tutoring 

 
�  telephone call or letter to parent reflecting improvement in attendance 
�  make telephone contact with the student if non-attendance has become chronic, just to stay in touch 
�  send a class card or personal note to the student telling them that they are missed 
�  drop off work personally to the home, or arrange for it to be picked up, or dropped off 
�   
�  work closely with other school personnel and/or the school social worker when addressing �at risk�  

students 
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CERTIFICATE 
OF 

ATTENDANCE 

 
       
  Awarded to                                                                                                                   
 

      for  excellent attendance at                              (Name of School)                                                                                            
 

     from                                                  20          through                                                        20                     
            Grade                                                                      
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PARENT/GUARDIAN STRATEGIES 
 
 
Provide positive motivation for the child to attend school eg. provide the child with school supplies, provide 
rewards for attending. 
 
 
Provide clear instructions for the child eg. �We will be leaving for school at 8:30 a.m.� . 
 
 
Ensure that your child arrives at school on time by taking your child to school. 
 
 
Maintain regular contact with the school. 
 
 
Re-enforce appropriate school attendance behaviour. 
 
 
Withdraw verbal and physical attention for non-compliant behaviour and other unacceptable behaviour at home. 
 
 
Notify the school if you suspect that your child may be absent without permission. 
 
 
Cooperate with school personnel with regard to corrective actions that may be taken to improve your child�s   
attendance. 
 
 
Ensure that proper home supervision of your child is in place should your child be suspended from school. 
 
 
10. Decide upon and enforce appropriate home consequences for your child.  (i.e. withdrawal of certain 

privileges; going out; allowance). 
 
 
11. Initiate communication with school regarding concerns about your child' s attendance or other related 

matters. 
 
 
12. Consider family counselling. 
 

 
 

D3 
 

 



H.W.C.D.S.B. 
Safe Schools Manual 

   

 

ELEMENTARY ATTENDANCE PROTOCOL 
SECTION  E 

 

 
 
 

RESOURCES 
 

� � �� � � � � � � �� � � ! � � �� � �� � � �� �� � � � �� � � � �� � � �� � �� �
FINISHED PRODUCT BUT AN INDICATION A PERSON IS PREPARED  

FOR LIFE”  
 

- EDWARD A. MALLOY 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

 
MEMORANDUM # 225   2004 ± 2005 

 VIA E-MAIL  
 

TO:  ELEMENTARY AND SECONDARY PRINCIPALS 
 
 
FROM: J. PRATT 
  ACTING MANAGER 
  BUDGET & INTERNAL AUDIT 
 
DATE:  FEBRUARY 2, 2005 
 
RE:  SO1: CONFIRMATION OF ONTARIO STUDENT RECORD (OSR) 
   AND DAILY ATTENDANCE REGISTER PROCEDURES 
 
 
Some questions have arisen regarding maintenance of the Ontario Student Records  (OSR' s) and the Daily 
Attendance Registers.  The following procedures are required with respect to these items. 
 
Where a student is transferring to another school, the principal is required to initial the top right corner of the 
OSR.  The Ontario Student Record (OSR) Guideline 2000 is a part of the Education Statues and Regulations of 
Ontario.  The Guideline notes ªIt is  
the duty of the principal to establish, maintain, retain, transfer, and dispose of a record for each student enrolled 
in the school in compliance with the guideline and the policies established by the board.º  By initialling the 
OSR when a student is transferring the principal is confirming that the OSR is complete and it has been 
properly maintained in accordance with the guideline. 
 
At the elementary level, the Daily Attendance Registers are the responsibility of the principal.  The enrolments 
shown in the Enrolment Summary on page 11 of the register for October and March are used for determining 
Ministry grants to boards, and must be reported in section C of the October and March Ministry reports.  The 
Enrolment Summary is the only recognized source for these enrolments.  Accordingly, the principal must 
review the Daily Attendance Registers on a regular basis and document the review by initialling the Enrolment 
Summary page in the teacher certification column.  The review should occur at the end of October, March and 
June. 
 
Your cooperation in this matter is greatly appreciated. 
 
JP:TF 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 
 
MEMORANDUM #20  2002-2003    VIA EMAIL 
 
 
TO:   Elementary and Secondary School Pr incipals 
   Elementary and Secondary School Secretar ies 
 
FROM:  N. Digregor io 
   Super intendent of Education 
 
DATE:  August 29th 2002 
 
RE:   S12: Refugee Claimants and Eligible Refugees 
 
 
We would like to bring your attention the amendment Immigration & Refugees Protection Act as it relates to 
students with refugee and illegal status.  
 
Please refer to the chart below as a guide for admission. 
 
Before the amended legislation: 

 
Immigration Status Study Permit Fee 

Canadian Citizen No No 
Permanent Resident No No 
Landed Immigrant No No 
Refugee Claimant Yes No 
Visitor Yes Yes 
Illegal (no papers) Do not register   

 
After  the amended legislation: 
 

Immigration Status Study Permit Fee 
Canadian Citizen No No 
Permanent Resident No No 
Landed Immigrant No No 
Refugee Claimant Yes No 
Visitor No (note change) Yes 
Illegal (no papers) Do not register   

 
If you have any questions in this matter please contact the Assessment Department. 
 
ND/MJC 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 

MEMORANDUM #  136   2003 ± 2004 
          
                                             
TO :  SCHOOL PRINCIPALS, VICE PRINCIPALS 
  SCHOOL SECRETARIES 

 
 
FROM : J.A. WARD 
  MANAGER, ASSESSMENT & STATISTICS 
 
  A.F. DAVIDSON 
  SUPERINTENDENT OF FINANCE & TREASURER 
 
  R. PRESUTTI 
  SUPERINTENDENT OF EDUCATION 
 
DATE:  OCTOBER 23, 2003 
 
RE :  S16: VISA/FOREIGN STUDENT REGISTRATION 
 
The following represents all pertinent information with reference to Visa/Foreign Student Application.  It is 
expected that the Principal will inform the appropriate Superintendent of Education should there be a Visa 
student request.  Please not that the Hamilton-Wentworth Catholic D.S.B. is not encouraging or actively 
pursuing Visa students. 
 
When registering a Visa student into your school, provide them with the VISA STUDENT INFORMATION 
sheets.  Then have the student or parent/guardian follow the steps outlined: 
 
1. Fill out the VISA STUDENT APPLICATION form (See Appendix #1). 

Note: Proof of Guardianship in Ontario is required for all students under the age of 18 
 (if not in the country with their parent). 
 

2. Provide the Tuition fee in advance.   Cer tified cheque, bank draft or  money order  in the amount of 
$7550.00 (secondary) or  $6, 357.00 (elementary) in Canadian currency payable to Hamilton-
Wentworth Catholic District School Board. 
NOTE:  These are the 2003-2004 figures and are subject to change. Regular  cheques or  post ± dated 
cheques with not be acceptable. 
 

3. Provide proof of private health coverage. 
 
4. Provide official documentation of academic credits and or achievements in ENGLISH so that grade 

placement can be made with more efficiency. 
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5. Provide proof of Catholic Baptism (for elementary admission only). 
 
6. Provide proof of vaccination against tuberculosis, mumps, rubella, diphtheria, tetanus and polio. 

(Immunization papers). 
 
7. Providing there is space available in your school and the student has supplied you with the 

documentation listed from steps 1-6, you may provide the student with the letter of acceptance (See 
Appendix #2).   The student must take this letter of acceptance to Canada Immigration and get a 
STUDY PERMIT FORM. 

 
8. When the student returns with the original STUDY PERMIT FROM take a copy for the O.S.R.  You 

may register the student at your school.  Forward a copy of the FORM and the payment to the 
ASSESSMENT & STATISTICS DEPARTMENT. 

 
9. The Assessment and Statistics department will maintain a record of the expiry date of the Study Permit 

for the student.  We will inform the school when the expiry date is close and ask for your assistance.  
You will then supply the letter of renewal of authorization to the student (See Appendix #3).  At that 
time get the advance payment for  the student to remain at your  school for  another  term. Then you 
will repeat step 8. 

 
NOTE: IT IS THE RESPONSIBILITY OF THE STUDENT TO OBTAIN THEIR NEW STUDY 
PERMIT FORM. 
 
Once we admit to one of our schools a person who is a visitor within the meaning of the Immigration Act 
(Canada), we are obliged by the  Education Act to charge the maximum fee calculated in accordance with the 
regulations. 
 
Kindly refer to the Education Act, Section 49 sub section (7), for information of admitting students where 
the fee would not apply. 
 
If you should have any questions or concerns in this matter, please contact the Assessment & Statistics 
department at the board office, Ext. #2327, #2111 or #2188. 
 
/JW 
 
cc: Director 
 Superintendents 
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HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 

 
 
MEMORANDUM #7    2007-2008 
 
 
TO:   SUPERINTENDENT OF SCHOOLS 
   SECONDARY SCHOOL PRINCIPALS &  VICE PRINCIPALS 
   ELEMENTARY SCHOOL PRINCIPALS 
 
FROM:  A. F. DAVIDSON 
   SUPERINTENDENT OF FINANCE 
 
DATE:  AUGUST 27, 2007 
 
RE:   F15:  SCHOOL ADMISSIONS ± CALCULATIONS OF FEES FOR    
    PUPILS ADMITTED WITH A STUDENT VISA (I .E. FOREIGN   
    STUDENT) 
 
 
Based upon the 2007-2008 School Board Estimates filed in July 2007, the calculation of 
annual fees for pupils admitted with a student visa (i.e. foreign students), is provided as  
follows: 
 

Per  School Year  Per  Semester  

Secondary 

Elementary 

$8, 960.94 

$7, 883.90 

$4, 480.47 

 
It is advisable to collect the fees at the time of admission to the school. 
 
Sources:  The Education Act -  Section 49(6), (7) 

 O.Reg. 340/06 Calculation of Fees for Pupils ± 2006/07 
 
 
 
 
 
 
/AB
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VISA STUDENT INFORMATION 
 
Thank you for your inquiry about admission to this Hamilton-Wentworth Catholic school. The 
following information explains the procedure to gain admission.  Also, please find enclosed a 
Visa Student Application  Form. 
 
If you qualify for admission to our school and provide the necessary tuition fee in advance, we 
shall provide you with a letter of acceptance.   This letter will enable you to apply to the Canada 
Immigration Department for authorization to enter Canada as a student.  If your application is 
denied or if you change your plans regarding entering our school system, your tuition fee will be 
refunded. 
 
If you wish to make formal application to attend this school, please do the following: 
 
1. Fill in the enclosed application form, including the acknowledgment of the criteria for 

acceptance. 
 
2. Submit a certified cheque, bank draft, or a postal money order in the amount of $7,550.00 

(secondary) or $6, 357.00 (elementary) in Canadian currency payable to The Hamilton 
Wentworth Catholic District School Board. 
 
NOTE:  These amounts are subject to increase. 

 
3. Provide full notarized documentation of academic credits and or achievements in 

ENGLISH so that grade placement can be made with more efficiency. 
 
4. Provide a baptismal certificate (for  elementary admission only). 
 
5. Provide proof of (Immunization Papers in English). 
 
6. Provide proof of private health insurance coverage. 
 
7. Provide proof of private health insurance coverage. 
 
On receipt of documentation listed above, the school principal/superintendent shall determine 
availability of space.  If space is available, the letter of acceptance will be supplied to you from 
the school.   The acceptance letter will then enable you to obtain a Study Permit from Canada 
Immigration. 
 
Once you receive your Study Permit from Canada Immigration, we ask you to provide the 
original document to the school and a copy will be taken and retained.   Once the school 
receives the authorization and accompanying documents as mentioned already, your admission 
may be approved. 
 

 
 
THE HAMILTON ±WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
90 Mulberry Street, Hamilton, Ontario, Canada 
L8N 3R9 
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APPENDIX #1 

 
 

VISA STUDENT APPLICATION FORM 
 
Please complete this Application Form and return it along with the required documents as outlined in the 
covering letter to the school. 
 
PLEASE PRINT INFORMATION 
 
Name  
  Surname     Given Names 
 
Date of Birth:      Sex: F or M 
   Year  Month Day 
 
Mailing Address: 
 
 
 
What is the First Language spoken in your home? 
 
What is the Second Language spoken in your home (if any) 
 
Have to ever been registered in any school in Ontario or Canada? YES  NO 
 
If YES indicate the dates and names and location of the last school attended. 
 
 
What grade are you requesting to be entered into? 
 
What date are you requesting to begin school? 
 
For Secondary school use only: 
 
Semester One (Sept-Jan)    Semester Two (Feb-June) 
 
 
 
AS-99-01 
 
 
 



H.W.C.D.S.B. 
Safe Schools Manual 

   

 

Please add any additional information which might assist us with your grade placement. 
 
 
 
At what address do you intend to live in the Region of Hamilton-Wentworth? 
 
 
If applicable, please provide the following information on the Canadian resident who has agreed to assist 
you. 
 
Name: 
 
Address: 
 
Telephone Number: 
 
I, the undersigned, understand and accept the terms for admission into 
 
       school. 
 
1. I must be a Catholic in Union with the See of Rome.  (for elementary admission) 
 
2. I must maintain a current Study Permit Form from Canada Immigration. 

 
3. Transportation and Accommodation are the responsibility of the student. 

 
4. Tuition Fees must be paid in full pr ior  to admission, any refund will be made only to the person 

who makes the payment. 
 

5. My admission to a school is based on availability of space. 
 

6. I  am aware that I  should acquire pr ivate health insurance coverage. 
 
 

Date     Signature of Student 
 
 
Date     Signature of Parent of Guardian 

 
 
 
 
 
The Hamilton-Wentworth Catholic Distr ict School Board 
90 Mulberry Street, Hamilton, Ontar io Canada 
L8N 3R9  
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� � � � � � �&�- � �
 

Sample of the letter to be on your school letterhead 
 
 
 

� � � � � ! �� � �� � � � � � � � � � �
 

 
Date 
 
 
Canada Immigration 
55 Bay Street North 
Hamilton, ON 
 

TO WHOM IT MAY CONCERN 
 
This letter is to certify that       , Born    , meets the basic 
registration requirements of the Hamilton-Wentworth Catholic District School Board. 
 
Permission to attend     school, located at 
 
    in grade  is granted as long as the family is 
 
able to meet immigration and other  requirements necessary  to legalize their  status in  
Canada.  A Study Permit Form from your  office will be required before 
    can be admitted.  Admittance will be for school year of  
September   - June    .   Other 
 
 
The family member is residing at 
Tax support, where possible, is to  be directed to this school board. 
 
HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD 
 
 
 
 
Signed by Principal 
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APPENDIX #3 
 

 
 
 
 

LETTER OF VISA STUDENT AUTHORIZATION RENEWAL 
 
 

Date: 
 
 
Canada Immigration 
55 Bay St. North 
Hamilton, ON 
 
 
TO WHOM IT MAY CONCERN 
 
 
This letter is to certify that       is permitted to attend 
    school, located in   
 
for another school term.  The tuition fees have been received for the   school year. 
           

Year 
 
Permission to attend the school will continue to be granted as long as the family is able to meet 
Immigration and other  requirements necessary to legalize their  current status in 
Canada.        Study Permit expires 
on      .         
 
A Study Permit renewal from Canada Immigration will be required before star ting at  
      school in September    . 
 
     address is   
 Student Name      Student Address 
 
 
 
Signed by Principal 
 
 
 
This is the student/family responsibility to know when their  Study Permit will expire. 
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Admissions of elementary students from Eastern  
Chr istian Churches not in full communion with Rome 

 
 

 Guidelines and Protocol  
 

Background: 
 
Throughout the past years, students affiliated with Eastern Christian Churches not in full 
communion with Rome have been, inadvertently, enrolled in the elementary schools as Catholic 
admissions.  There are currently a number of students who fall within this category. 
 
There have also been situations where the parents of students from the same Eastern Christian 
Churches insisted on describing themselves as Catholics, in union with Rome, despite the 
information to the contrary documented in the Baptismal certificates of their children. 
 
This situation has both legal and pastoral implications.  According to the Ontario law, only 
Catholic parents (at least one) are allowed to be Catholic school supporters and subsequently 
have the right to send their children to a Catholic elementary school within their boundary.  Non-
Catholics may apply for non-Catholic admission but their request must be approved by a review 
committee. 
 
On the other hand, the Ecumenical Directory of the Catholic Church, while extending 
hospitality to the members of the Eastern Churches and allowing them to participate in the 
celebration of the sacraments, cautions against any attempt at proselytism (cf. Ibid. #122-125).  
The Church insists that we show sensitivity to the traditions and culture of the different Eastern 
Christian Churches, including those who are separated from the Catholic Church. 
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Protocol: 
 
The following protocol is to be followed with families affiliated with the Christian Churches of 
the East, who are not in full communion with Rome. 
 
a) Procedure regarding students from Eastern Churches separated from the  

Catholic Church and who are already enrolled in the schools: 
 
These students will continue attending the Catholic school.  Their registration 
record will be corrected to reflect their Eastern Christian admission status. 
 
The parents/guardians of these students will be encouraged to consult the 
pastor of their respective Eastern Christian Church regarding the initiation,  
preparation for, or continued participation of their child in, the sacraments, 
celebrated at school. 
 
Siblings will be allowed to attend the same school.  Parents/guardians of  
these students will again be encouraged to consult the pastor of their 
respective Eastern Church regarding participation of the child in the  
sacraments. 
 
All students will be required to take part in religion classes and attend 
liturgical celebrations. 
 
 

 
b) Procedure regarding future applications for admission of students from 
 Eastern Christian Churches separated from the Catholic Church. 
 
 When parents/guardians request, of their own accord, to enrol their child in  
 a Catholic school, they will be required, when possible, first to consult with  
 the pastor of their respective Eastern Christian Church about the matter. 
 
 It is important to avoid any suspicion of proselytism or triumphalism when  
 processing applications for student admission from members of these  
 Churches.  Accordingly, although schools are encouraged to show  
 hospitality and try to accommodate, as much as possible, the request of the 
 families concerned, their applications for student admission will be treated 
 as non-Catholic applications and submitted to the School©s Review  
 Committee. 
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Subsequent to the children©s admission, the following steps will be  

 taken: 
 
 - the name of the Eastern Christian church will be registered in the 
    space marked "Religion" of the admission form. 
 - for statistical purposes, a copy of the student©s baptismal certificate 
    will be sent to the Religion and Family Life department at the  
    School Board. 
 
 
c) Procedure to be followed when no documentation is available: 
 
 A situation may arise where, for a number of reasons, the parents/guardians 
 have no records available and it is not possible for them to get the required 
 documents from their country of origin. 
 
 In this case, the family concerned will be directed to discuss the matter with, 
 and have it resolved by, the Episcopal Vicar of Education of the Diocese of  
 Hamilton. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
February 5, 1999 
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MEMORANDUM TO:  School Attendance Counsellors 
 
FROM:    Gary Diamond 
 
DATE:     September 30, 1997 
 
SUBJECT:    Par t-Time Home Schooling 
 
 
“ Is a school board obliged to provide part-time programming for home schooling parents on 
demand?º 
 
Subsection 32(1) of the Education Act  gives to a qualified pupil the right to attend school 
without payment of a fee.  Clause (a) of subsection 21 (1) provides for compulsory attendance of 
school-age children.  Clause (a) of subsection 21 (2) of the Education Act 
excuses a child from attendance to school if he or she is receiving satisfactory instruction at 
home.  A pupil of compulsory school age who is qualified to be a resident pupil of a board 
therefore, has the obligation to attend school, unless excused under subsection 21(2), and a right 
to attend school without payment of a fee. 
 
Subsection 3 (1) of the Ontario Regulation 298 establishes the length of the instructional 
program of each school day for pupils of compulsory school age as being not less than five hours 
a day excluding recesses or scheduled intervals between classes. Subsection  
23 (3) of Ontario Regulation 298 permits a principal to excuse a child from attendance at school 
temporarily at any time at the written request of a parent of the pupil or the pupil where the pupil 
is an adult. 
 
Based on the foregoing, it is therefore legally possible, in my view, for a child to attend school 
part-time each day, and for the child to receive satisfactory instruction at home for the remainder 
of the day.  Where a suitable programming arrangement can be agreed to, the principal could 
enrol the child as a part-time pupil.  There is, however, no statutory or regulatory obligation to 
permit such an arrangement.  Pedagogical concerns would presumably be a factor in arriving at a 
decision. 
 
I trust that the foregoing will be of assistance to you. 
 
 
 
Gary Diamond 
Provincial School Counsellor 
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GENERAL ATTENDANCE INFORMATION 
 
 
Suspended Students 

�  a ÁG'  day is recorded for students serving a suspension. 
 
Co-Op Education Courses 

�  are recorded in the same way as classroom attendance with the time spent in the 
placement component considered as minutes of classroom instruction and used for 
purposes of determining a student' s full or part time enrolment status. 

 
Ear ly Dismissal Days 

�  should be recorded as a ÁG'  day with the notation ªBoard Approved Dismissalº. 
 
Section 19 Programs 

�  students enrolled in Section 19 programs are not to be in a regular school register for the 
period of time that they are in the program.  The student cannot attract funding as a day 
school student and a Section 19 student.  Section 19 funding is different than day school 
and Section 19 enrolment is to be reported on a different October and March Report. 

 
(C)CAS 

�  in the situation of a children' s aid society pulling a student, the requirements for 
prolonged absence apply.  The student may remain on the register if the Principal refers 
the case, in writing, to the Attendance Counsellor/Social Worker.  If the student remains 
on the register for one or more subsequent 15 days periods, the Principal must receive , at 
the beginning of each subsequent 15 day period, a report from the Attendance 
Counsellor/Social Worker indicating that the student' s file is still active. 

 
Junior  Kindergar ten and Kindergar ten 

�  for JK and  K ½ day every day attendance, ÁN'  does not have to be recorded.  ÁN'  only 
needs to be recorded if JK or K were provided every other day.  It would be shown on 
those days for which instruction is not scheduled for the students.  The names of the 
students in JK and K classes with staggered admission dates must not be entered in the 
register until the first day that each student begins to attend class. 

 
Removal From Register  

�  a student' s name will only be removed once the OSR has been requested or upon 
confirmation of the student' s attendance at a new school.  Where such confirmation is not 
soon evident the matter should be referred to the Attendance Counsellor/Social Worker 
and the prolonged absence rule will be initiated. 

 
Admission 

�  the Principal shall ensure that a student' s name is not entered in the registry until the day 
on which the student actually begins to attend classes for the current school year.  
However, if a student is continuing on Home Instruction or in a Supervised Alternative 
Learning for Excused Pupil' s program from the previous school year, or if a student was  
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�  referred to an Attendance Counsellor in the previous school year and the file is still 
active, the Principal shall ensure that the student' s name is entered in the register on the 
first day of school for the current school year. 

 
Home Instruction 

�  for students receiving home instruction their names shall be recorded as though they were 
in regular attendance. 

 
Home Schooling 

�  where a child is being home-schooled, they are excused from compulsory school 
attendance and as such, their names shall not appear on the register of attendance. Should 
a student however be receiving some instruction by the school the enrolment and 
attendance for this instruction are to be recorded in the appropriate register in accordance 
with the amount of instruction provided. 

 
Excused Pupils 

�  if the Principal indicates that a student  has been excused temporarily from attending 
school, each day of absence will be recorded as a ÁG'  day.   The appropriate reason shall 
then be entered in the Explanatory Notes. 
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ACCESS TO PREMISES 
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ACCESS TO SCHOOL PREMISES 
 

RIGHTS/RESPONSIBILITIES 
 
The Education Act, Section 305 and Regulation 474 specify who may be on school premises and/or in 
attendance at school activities.  Such persons are identified as: 
 

�  a person enrolled as a student in the school 
�  a parent or guardian of such a student 
�  a person employed or retained by the board, and, 
�  a person who is otherwise on the premises for a lawful purpose. 
 

The presence of the aforementioned persons on school property or at school activities is based on the 
understanding that they are there with the authorization of school personnel and that their conduct, while on the 
premises or at the activity, is in compliance with established codes of conduct and does not, in the opinion of 
school personnel, pose a risk to the safety of students and/or staff. 
 
School officials have the authority to both limit the extent of access of any person and to lock the school 
premises when the premises are not being used for a purpose authorized by the board. 
 
Persons to whom access to the school premises and/or school activities may be denied would include, but not be 
limited to, the following: 
 

�  a student who has been suspended and/or expelled 
�  a person claiming to be a parent/guardian but who is unable to provide legal documentation 

supporting same 
�  a person, who in the opinion of the school principal or other person authorized by board policy, 

is considered to be interfering with the daily operations of the school (e.g. students from other 
schools who come to school over lunch times) 

�  a person, whose behaviour is adjudged by school personnel, to pose a risk to the safety of the 
students and/or staff 

�  persons who have been excluded and/or issued a trespass notice. 
 
When it is determined that a person' s presence on school property or during a school activity is considered to 
compromise the safety of others, school staff may either involve the Police by telephoning 911, or the Principal 
may send a Trespass Warning Letter (refer to Appendix II of this document) to the person should the person be 
non-compliant when requested to leave or vacate the premises. 
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TRESPASSING PERSONS 
 

OPERATING PROCEDURE 
 
Determine why the person is in school or on school premises. 

 
�  employ direct questioning 
�  do not be confrontational 
�  escort individual(s) to office 
�  request identification 
�  request purpose of visit 
�  obtain assistance if necessary. 
 
 Indicate that visitors are required to report to the office (even if on business) 
 
 If the person does not follow your instructions, or if you get a negative reaction: 
 

�  advise person that he/she will be reported as trespassing; 
�  return to the office and call the Police, reporting a trespasser; 
�  secure the area with the assistance of available personnel until police arrive; 
�  follow direction of Police. 

 
Attempt to identify the individual(s) so that a trespass warning letter, if deemed necessary, may be sent from the 
school.  Should positive identification of the trespasser(s) be available a registered letter should be sent by the 
principal to the trespasser' s residence to advise them that they are no longer welcome on the school property.  
Any exclusion should be confirmed in writing, that the written confirmation clearly sets out the terms of the 
exclusion.  It should then be signed by both the principal and supervisory officer.  The latter' s signature 
confirms the support of the school board for the exclusion and confirms that the responsibility for the exclusion 
does not rest only with the principal.  Given the myriad of potential alternatives, each letter should be crafted in 
accordance with the needs of the situation.  In most cases, the proactive exclusion applies to a parent.  The 
following choices should be taken into consideration with respect to crafting the appropriate letter: 
 
�  The person can be excluded from both the building and the property or may be excluded 
�  only from the building. 
�  The letter may indicate that the parent will be allowed to pick up and drop off his or her child and, if so, 

that such would occur in the usual drop-off zone, and the person would not be allowed on other parts of 
the property or in the building. 

�  In certain circumstances, it may be appropriate to indicate to the person that the person will be allowed 
to attend in the school building only for an appointment made with the responsible administrator and, if 
so, that the person is only allowed to go directly to the office for such appointment, and is not to go 
anywhere else in the school. 

2 
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�  The person or another designated person may attend if called by the school in an emergency involving 

their child. 
�  The person may be excluded from attending teacher interviews. 
�  Where the conduct has included harassing phone calls, the person may be prohibited from phoning the 

office, in which case, it should be indicated that staff will be instructed to politely hang up. 
�  The person may be excluded from school functions, such as school plays, sporting events, fairs, other 

school-related activities or other fundraising activities. 
�  An excluded person would not be permitted to attend school council meetings. 
�  The letter may indicate that written reports will be provided with respect to the progress of the student. 
�  The letter may indicate that, if there are any questions or concerns about the program and services for 

the child, such can be addressed to the principal in writing. 
�  The letter should clearly indicate that, if the person breaches the exclusion, the police will be called 

and the parent will be removed by the police, and a charge will be laid under the Trespass to Property 
Act. 

 
Obviously, if the exclusion applies to a person who is not a parent, many of the preceding points will not be 
relevant.  Nevertheless, consideration needs to be given to the exact nature of the exclusion.�    

 
Copies of this letter should then be forwarded to the Regional Police Records Section for filing purposes and to 
the respective Superintendent of Education. 
 
�  If the trespasser is a student from another school, the principal of that school should be notified. 
 

�  Should the trespasser reappear on school property after having been told to leave, or after having been 
sent a trespass warning letter, the Police should be called. 

 
�  Whenever the Police are called, and an officer appears at the school, you should secure: 
 

�  the officer' s name and badge number; 
�  the occurrence number. 

  
�  FOR MORE INFORMATION REFERENCE HAMILTON/POLICE/SCHOOL BOARD 

PROTOCOL IN THIS MANUAL. 
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SAMPLE WARNING LETTER RE:  CONDUCT ON SCHOOL PREMISES 

 
 
 
 
 
 
(Date) 
 
 
 
 
Dear (Parent/Guardian), 
 
Please be advised that your deportment at (School' s Name) on (Date) was not in compliance with established 
codes of conduct and did, in the estimation of the school principal, constitute a risk to the safety and welfare of 
both students and staff. 
 
As a result, you are hereby given notice that any future incidents involving similar behaviour will be brought to 
the attention of the local authorities and a trespass prohibition will be issued. 
 
In the meantime, any access to school premises by you must be approved in advance by myself and also must be 
subject to any conditions as stipulated at that time. 
 
Sincerely, 
 
 
 
 
(Principal, Name) 
 
cc:  School Superintendent 
  Supervisor, Social Work Services 
 
 
 
 
 
 
 

 
4 
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SAMPLE WARNING LETTER OF TRESPASS 
 

SCHOOL LETTERHEAD 
 
 

Date            
 
 
 
 
 
 
Dear 
 
Re: Trespass to Property 
 
Pursuant to the provisions of the Education Act, please accept this letter as notification that you are not to attend 
upon school property at any time for any reason without my prior written consent.   Should you attend without 
right or authority to do so, it will give cause to issue a trespass prohibition. 
 
Yours very truly, 
 
 
 
 
Principal. 
 
 
 
 
 
cc: The Hamilton Police Department 

        The Superintendent 
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SAMPLE LETTER OF TRESPASS 

SCHOOL LETTERHEAD 
 
 
 
 

 
Date 
 
 
Parent/Guardian 
Address 
 
 
Dear Parent/Guardian: 
 
Pursuant to The Trespass of Property Act, 1980, Section 2 and provisions of The Education Act that deal with 
access to premises you are hereby notified that you are not to trespass or in any other way enter upon the lands or 
buildings owned or under the control of The Hamilton-Wentworth Catholic District School Board known as 
(School Name) located at (School Address). 
 
Failure to comply with this notice may result in you being charged under Section 2 of the said Act. 
 
Yours truly, 
 
 
 
 
Principal 
 
Cc: Superintendent 
  Police ± Records Bureau 

 
 

N.B.   SPECIFIC EXCLUSIONARY CONDITIONS SHOULD BE CLEARLY 
 ARTICULATED IMMEDIATELY FOLLOWING THE FIRST PARAGRAPH. 

6 
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SAMPLE LETTER RE TRESPASSING AFTER HOURS 
 
 
 
 
Date 
 
 
 
 
Hamilton-Wentworth Regional Police Department 
Station 20 ± Eastern Area 
2825 King Street East 
Hamilton, Ontario 
 
Attention: 
 

� � 8�� �   � � �# *�� (  +# � "9�  "# � �
 

Dear Officer 

 
Please be advised that we hereby authorize your department to charge individuals on our property, when it is 
suspected that they are trespassing .  These types of occurrences usually take place beyond normal school hours 
(8 a.m. ± 4:00 p.m.), exclusive of evening programs. 
 
We thank you for attending to this matter and if you have any questions, please do not hesitate to call. 
 
Sincerely 
 
Controller of Plant 
 
cc: Manager of Health , Safety and Security 
 Area Manager 
 Area Manager 
 Manager of Plant Services 
 
W:\cinol\HWCDSB\Correspondence\Retional Police-Letter of Authorization.doc. 
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TRESPASSING ± VEHICLE 

OPERATING PROCEDURE 
 
OCCUPIED UNAUTHORIZED VEHICLE 
 
The Principal/Designate should treat such an incident in same fashion as having a stranger in the school 
building. 
 
�  Attempt to secure identification, ie. vehicle license number, driver' s name, etc. 
 
�  Determine why the person is on the school premises: 

�  employ direct questioning 
�  do not be confrontational 
�  request that the individual(s) leave the premises 
 

�  Should the person' s presence persist, contact the Police. 
 
ILLEGALLY PARKED VEHICLE 
 
Posting Signs 
 
Each entrance to the parking lot should be posted with an appropriate sign, under Procedures for Enforcement 
of Illegal Parking on Private Property.  The number and location of the signs must be approved by the Traffic 
Department. 
 
The Principal or designate must then notify the Traffic Department By-Law Enforcement Section in writing of 
those persons authorized to sign complaints on behalf of the school regarding illegally parked vehicles on the 
private property.  A copy of such notification should be kept on file at the school so it can be shown to the By-
Law Officer. 
 
The authorization letter must be accompanied by a cheque in the required amount made payable to the City 
Treasurer.  This is a one-time charge to cover the cost of the sign inspection.  A follow-up visit will then be 
conducted to inspect the location of the signs. 
 
Enforcement of By-Law 
 
To request enforcement, contact: 
 
�  BY-LAW ENFORCEMENT....546-4511 (between 9:00 a.m. and 5:00 p.m., Monday to Friday) 
�  REGIONAL POLICE....546-4925 (at other times). 
 
The complainant must sign a form to authorize enforcement, and accompany the officer to illegally parked 
vehicles to observe the issuance of the Provincial Infraction Notification(s).  Enforcement on private property is 
conducted on a complaint basis only.  The complainant is responsible for all Provincial Infraction Notifications 
issued on private property, and Provincial Infraction Notifications issued in error will not be withdrawn. 

8 
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SUSPICIOUS/DANGEROUS INCIDENTS 

 

OPERATING PROCEDURE 
 
Principal/designate contact Police to report an incident involving a suspicious or dangerous person. 
 
�  The Principal will contact the Superintendent of School' s office to relate the reporting of an incident to 

Police. 
 
�  The Principal will notify the Communications Officer/Director' s Office regarding report of the incident 

to Police and actions taken. 
 
�  The Communications Officer will contact the Media Relations Officer of the Hamilton-Wentworth 

Regional Police (or when necessary, the Regional Inspector) to report the actions taken in reporting the 
incident and related communications. 

 
�  In some cases, the Media Relations Officer/Regional Inspector of the Hamilton-Wentworth Regional 

Police will deem it necessary for neighbouring schools to receive an immediate verbal alert.  In these 
cases, instructions will be given to the Communications Officer/Director' s Office staff regarding 
appropriate communication to neighbouring schools.  The Communications Officers/Director' s Office 
will disseminate this information and report it to the appropriate Superintendent of Schools and 
Principal(s). 

 
�  Police contact the Principal of the school to advise them of the outcome of the investigation and 

probable danger.  The investigating officer, in concert with the Media Relations Officer/Regional 
Inspector of the Hamilton-Wentworth Regional Police, will confer with the Principal and the 
Communications Officer to recommend what, if any, communication is required.  The content of the 
communication will be provided by the Police to ensure accuracy.  No written communication 
concerning the incident will be released without Police recommendation and instructions. 

 
�  If communication beyond the school area is required, the Communications Officer will disseminate this 

information and report it to the appropriate Superintendent(s) of Schools. 
 
 
INTRUSION-NON-CUSTODIAL PARENT 
 
Refer to Custody/Access Section. 
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ONTARIO REGULATION 474/00 
made under  the 

EDUCATION ACT 
 

Made: August 17, 2000 
Filed: August 18, 2000 

 
ACCESS TO SCHOOL PREMISES 

 
1. This regulation governs access to school premises under section 305 of the Act. 

 
2.  (1) The following persons are permitted to be on school premises on any day and at any time.: 

 

1. A person enrolled as a pupil in the school. 

2. A parent or guardian of such a pupil. 

3. A person employed or retained by the board. 

4. A person who is otherwise on the premises for a lawful purpose. 

(2) A person who is invited to attend an event, a class or a meeting on school premises is permitted to be on 
the premises for that purpose. 

 
(3) A person who is invited onto school premises for a particular purpose by the principal, a vice-principal or 
another person authorized by board policy to do so is permitted to be on the premises for that purpose. 
 
(4) Subsection (1), (2) or (3) does not entitle a person to have access to all areas of the school premises. 
 
(5) Subsection (1) does not restrict the right of the board to lock the school premises when the premises are 
not being used for a purpose authorized by the board. 
 
3. (1) A person is not permitted to remain on school premises if his or her presence is detrimental to the 
safety or well-being of a person on the premises in the judgment of the principal, a vice-principal or another 
person authorized by the board to make such a determination. 
 
(2) A person is not permitted to remain on school premises if a policy of the board requires the person to 
report his or her presence on the premises in a specified manner and the person fails to do so. 

 
5. This Regulation comes into force on the later  of,  

 
(a) September  1, 2000; or  
 
(b) the day on which section 3 of the Safe Schools Act, 2000 comes into force. 

 
         JANET ECKER 
Minister  of Education 
 

Dated on August 17, 2000 

36/00 10 
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TRESPASS EXAMPLES 
 

1. Parent accosts/threatens student or staff. 
 
2. Parent comes into school drunk. 

 
3. Parent with a weapon. 

 
4. Parent blocks car in parking lot and becomes aggressive. 

 
5. Two parents in a screaming match in the school.  Are asked to stop and don' t. 

 
6. Parent comes onto the playground and tries to discipline other children.   

 
7. Parent on the playground using profane language. 

 
8. Adult who walks his dog on school property during the school day contrary to refraining requests. 

 
9. Parent threatens principal because of call to CAS. 

 
10. Parent makes threatening phone calls to the school. 

 
11. Student under suspension/expulsion who appears on school property. 

 
12. Student from another school shows up on school property and/or in the school. 

 
13. Parent who has access rights attempts to see child outside of stipulated conditions. 

 
14. Parent tries to take a child from the building when he/she has no access rights. 

 
15. An unruly parent becomes overly demanding and refuses to cooperate. 

 
16. An over zealous parent determines it is his/her right to remain in the school and observe child, 

without proper authorization. 
 

17. A stranger enters the school to use the facilities. 
 

18. A vehicle parked on the premises without proper authorization. 
 

19. People who lurk about the school (ie. on the sidewalk) and watch children at play. 
 

20. Parents who stay on sidewalk and observe interactions of students. 
 

21. People who take pictures of children at play and/or of school. 

11 
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CHILD WELFARE 
 

�  CHILD PROTECTION PROTOCOL 
 

�  THE STUDENT PROTECTION ACT 
 

�  RECORD OF SUSPECTED CHILD MALTREATMENT  
REPORTING FORM 
 

�  AGE-BASED LEGAL MILESTONES 
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CHILD PROTECTION PROTOCOL 
 

INTRODUCTION 
 
 
Ontario' s Child and Family Services Act (CFSA) provides for a broad range of services for families and 
children, including children who are or may be victims of child abuse or neglect. 
 
The paramount purpose of the Act is to promote the best interests, protection and well being of children. 
 
The Act recognizes that each of us has a responsibility for the welfare of children.  It states clearly that those 
members of the public, including professionals who work with children, have an obligation to report promptly 
to a Children' s Aid Society if they suspect that a child is or may be in need of protection. 
 
The Act defines the term a child in need of protection and sets out what must be reported to a Children' s Aid 
Society.  This definition (CFSA s.72(1)) is set out in detail on the following pages.  It includes physical, sexual 
and emotional abuse, neglect and risk of harm. 
 
This protocol summarizes reporting responsibilities under Ontario' s Child and Family Services Act.  It is not 
meant to give specific legal advice.  If you have questions about a given situation, you should contact the 
Children' s Aid Society. 
 
The Catholic Children' s Aid Society of Hamilton and the Hamilton-Wentworth Catholic District School Board 
often work with the same children and families.  In some situations these children have been abused or 
identified as being in need of protection.  Both organizations recognize the ongoing need to foster cooperative 
working relationships.  This manual has been developed to support our collaborative efforts and to serve as a 
resource document.  This manual provides clarification of the roles and responsibilities of each organization 
when working together to protect children. 
 
In addition to understanding each other' s roles and responsibilities, the Catholic Children' s Aid Society of 
Hamilton and the Hamilton-Wentworth Catholic District School Board have agreed on a Statement of 
Principles.  The principles and requirements contained within this protocol are intended to direct staff from both 
organizations in carrying out their responsibilities in a spirit of goodwill and co-operation to the ultimate benefit 
of our community and the children we serve. 
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CHILD IN NEED OF PROTECTION 
 

The Child and Family Services Act does not limit the protection of the child to Children' s Aid Societies and 
the Police.  It is very clear that any person who has reason to believe that a child may be in need of protection 
must report that belief to a Children' s Aid Society.  It also states that professionals who work closely with 
children have a special responsibility and a duty to report such suspicions.  Failure to do so may result in a 
charge being laid against such individuals.   
 
Teachers and other school personnel play a crucial role in the identification and reporting of children 
suspected of being in need of protection and in offering a supportive, caring environment to those children 
who have been so victimized.  Every child spends a considerable part of his/her childhood interacting with 
teachers and other educational resource professionals.  These individuals are in the unique position to offer 
front-line defence and be a potential ally to a child who may be in need of protection.  In order to be able to 
intervene appropriately, these individuals need to be well informed about the indicators associated with 
children in need of protection and be assured that they will be supported when action on their part is 
necessary. 
 
Within the school system, all staff have a duty to report suspicions associated with children in need of 
protection. 
 
Those persons who are not employees, yet work with children, such as, but not limited to mentors, volunteers 
and students in a position of authority are encouraged to advise the principal/designate of any suspicions of 
abuse.  These suspicions must also be shared directly with the CCAS. 
 
VERIFIED  
 
Verification means there are reasonable grounds to believe that allegations of the child being in need of 
protection are true.  Verification does not mean that the Children' s Aid Society must obtain proof beyond a 
reasonable doubt that the abuse did occur.  Even if the incident does not result in criminal or civil proceedings 
against the caregiver responsible for the alleged maltreatment, or if charges are dismissed, it does not 
necessarily mean that the report of abuse was improper. 
 

DEFINITION OF CHILD 
 
The Child and Family Services Act defines a child as a person actually or apparently under sixteen (16) years 
of age.  The term ªchildº is also extended to include those persons up to eighteen (18) years of age who are 
the subject of a court order (e.g., supervision and/or wardship). 
 

DUTY TO REPORT 
 
It is the responsibility of any person who has reasonable grounds to suspect that a child is or may be in need of 
protection, to promptly report the suspicion and the information upon which it is based to a Children' s Aid 
Society.  This responsibility is particularly applicable to those professionals and officials who work closely 
with children and have a special awareness of the signs of child abuse and neglect.  The person who has 
reasonable grounds to suspect that a child is or may be in need of protection must make the report directly to a 
Children' s Aid Society.  The person must not rely on anyone else to report on his or her behalf. 
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WHEN MALTREATMENT IS SUSPECTED 
 
Where the staff member has reasonable grounds to suspect that a child is in need of protection, he/she shall  
follow the respective guideline for The Management of Child Maltreatment allegations (following pages). 
The report shall include background information and the facts upon which the suspicion is based. It is not the 
responsibility of the staff member or the principal to conduct an investigation or to prove that the child is in 
need of protection. The Children' s Aid Society has the legal mandate to conduct a complete investigation and 
to take appropriate action to ensure the safety of the child. 
 
It is the prime responsibility of the person who suspects that a child is in need of protection to report directly 
to the authorities. There can be no delegation of duty to report. While staff must advise the principal/designate 
of the report to the (C) C.A.S. there should be no delay in reporting as a result of waiting to advise the 
principal/designate. 
 
Where a student over 16 years of age discloses that maltreatment is occurring or has occurred, the alleged 
maltreatment shall be reported to the (Catholic) Children' s Aid Society. It is the responsibility of the Society 
to determine if there are other children under the age of 16 who may be at risk. The Society may contact the 
police department for assistance in determining risk to other children. It is also recommended that the 
principal consult with the school social worker regarding these students.  
 
REASONABLE GROUNDS 
 
A person does not need to be sure that a child is or may be in need of protection in order to make a report to a 
children' s aid society. Reasonable grounds are what an average person, given his or her training background 
or experience, exercising normal and honest judgement, would suspect. They may be based on:  
 

�  a complaint from a child 
�  potential abusive circumstances having been identified (i.e. injuries, cries for help)                        
�  a credible witness reporting abusive circumstances; and/or 
�  a credible witness corroborating abusive circumstances that have been reported by     

the child or witness. 
 
When deciding reasonable grounds, help is available. Discussion with the principal/designate, the guidance 
counsellor and/or the school social worker will not only clarify concerns, but will also provide support.  
Regardless however, a staff member should not be discouraged from making a report if he/she believes an 
abuse has or may have occurred.  It remains his/her duty to report.  Consultation with the Intake Unit of the 
C.C.A.S. about specific circumstances is also recommended. Reasonable grounds should be based on factual 
observations and disclosures. It is advisable to keep a factual record of observations with dates and times and 
include any significant quotes from the child.
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WHEN BOARD EMPLOYEE SUSPECTED 
 
Refer to ªGuideline for Management of Child Maltreatment allegations towards a Board employee. 
 
THE NEED TO REPORT AS SOON AS POSSIBLE 
 
When making referrals regarding children suspected of being in need of protection, every effort shall 
be made to  
contact the (C) C.A.S. as early as possible in the day in order to provide the Society sufficient time to 
intervene  
before the child is scheduled to return home. If the report has to be made shortly before lunch or 
dismissal time, 
 the principal/designate shall, at the request of the Society, detain the child at school pursuant to the 
principal' s  
rights and discretion under the Education Act. 

 
DUTY TO CONTINUE TO REPORT 
 
Where a staff member has additional reasonable grounds to suspect that a child is in need of protection, 
he/she shall make a further report even if he/she has made previous reports with respect to the same child.  
 
REQUIRED INFORMATION AT TIME OF REPORT/CONSULTATION 
 
When making a report to or consulting with the (Catholic) Children' s Aid Society, the following information  
should be readily available:  
 

�  identifying information about the child and family including the child' s date of birth, the family 
address,  
telephone number(s), etc.; 

�  the child' s siblings; 
�  your relationship with the family;  
�  the reason why you are making the referral; 
�  whether you have submitted referrals regarding this child/family before and when; 
�  what you have heard and/or observed that has caused you to make the referral; 
�  the current whereabouts of the child; 
�  whether, in your estimation, there is an immediate need for medical involvement; 
�  whether the child shows signs of repeated abuse/neglect; 
�  whether the child is fearful of going home; 
�  whether the family is aware of the referral; 
�  any observed patterns of concern which may have contributed to the referral being made; 
�  whether there are any observable injuries evident on the child; 
�  whether the alleged offender is a Board employee. 
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ACCESS TO CHILD AT SCHOOL 
 
When suspicions regarding a child(ren) being in need of protection are reported at school, the principal shall  
permit a (Catholic) Children' s Aid Society worker and/or the police access to the child at school. Access 
shall also be given to siblings of the child for the purpose of assessing the safety of all children. 
 
DOCUMENTATION OF EVIDENCE 
 
In some instances, it may be necessary for the (Catholic) Children' s Aid Society worker to verify 
maltreatment by requesting that the child show any injury which may have occurred as the result of 
maltreatment.  Documentation of evidence is the responsibility of the (Catholic) Children' s Aid Society. 
 
PRESENCE OF SCHOOL STAFF DURING INTERVIEW 
 
To reduce the trauma experienced by the child, the principal/designate should consult with the Society worker  
on the merits of a supportive adult from the school being present whenever possible during the interview with  
the child. However, the ultimate decision as to who might be present during an interview rests with the 
Society worker. 
 
NOTIFICATION OF PARENT/GUARDIAN 
 
It is the responsibility of the (Catholic) Children' s Aid Society to notify the parents of the child when 
 investigations occur. Best practice would suggest that the timing of such notifications take place prior  
to the child leaving the school, however relevant circumstances may dictate otherwise. If the principal or  
principal designate wishes to notify the parent, he/she shall first consult with the Society worker. 
 
NOTIFICATION OF BOARD EMPLOYEE 
 
Where a Board employee is the alleged offender the (Catholic) Children' s Aid Society representative and the  
school principal or designate will determine who will advise the Board employee and when. 

4 



H.W.C.D.S.B. 
Safe Schools Manual 

 

 
INTERVIEWING OTHER CHILDREN 
 
Occasionally it is necessary for (C)C.A.S. to interview other children regarding the situation. In such 
instances, while the (C)C.A.S. is authorized to do so without parental authorization, best practice of the 
organization dictates it will attempt to secure such authorization first and respect parental wishes. In such 
situations, it is the responsibility of the (C)C.A.S. to secure parental authorization. 
 
ONGOING STATUS OF INVESTIGATION 
 
It is important that the Principal be informed by the (Catholic) Children' s Society worker as soon as possible 
as to the status of the child or outcome of the investigation. In instances where there has been no 
communication from the Society worker, the Principal is encouraged to contact the Society to determine the 
status of the investigation. 
 
 
 

WORKING TOGETHER 
 
The Hamilton-Wentworth Catholic District School Board and the Catholic Children' s Aid Society of 
Hamilton realize that there are situations that either do not fall within the scripted parameters of an 
investigation protocol or that produce outcomes that require further discussion and explanation. 
 
Should such situations present themselves staff are encouraged to utilize one of the following resources: 
 
THE AT RISK STUDENT COMMITTEE ± is comprised of representatives from both organizations.  Its 
mandate is to conference situations referred to it from schools regarding students whose welfare is adjudged 
to be of concern and for whom service providers require a coordinated approach.  This committee meets on a 
monthly basis and is accessed through the school social worker. 
 
THE SCHOOL BOARD/CCAS LIAISON COMMITTEE ± is comprised of representatives from both 
organizations.  One of it' s mandates is to review outstanding concerns/issues as such may pertain to the 
suspected child maltreatment investigative process and other related child welfare concerns.  This committee 
meets on an as needed basis and may be accessed by contacting the Board' s Supervisor of Social Work 
Services. 
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GUIDELINE FOR MANAGEMENT OF 
CHILD MALTREATMENT ALLEGATIONS ± GENERAL 

 
Where a staff person suspects child maltreatment or is in receipt of information causing him/her to suspect 
that a child has been/is being maltreated the following guideline will apply: 
 

�  the staff person may attempt to seek clarification of the suspected/reported facts in order to determine 
reasonable grounds.  This may be accomplished by speaking directly with the child in question or with 
the person bringing the concerns forward or the staff person may also choose to discuss the matter 
with the school Principal, Department Manager or School Social Worker or with the (C)CAS directly. 

 
�  should reasonable grounds be determined then the staff person who suspects child maltreatment must 

contact the (C)CAS directly and immediately (there can be no delegation of this duty). 
 

�  based on the information provided the (C)CAS will decide whether to initiate an investigation 
 

�  where the (C)CAS determine that an investigation is not necessary it may provide the staff person with 
other direction 

 
�  where the (C)CAS determines that an investigation is warranted the staff person will provide the 

(C)CAS with all information as requested 
 
�  whether or not a (C)CAS  investigation results, the staff person will complete and route the ªRecord of 

Suspected Child Maltreatmentº Form.  Copies of this form shall not be made. 
 
�  the School Principal/Department Manager and the suspecting staff member, in consultation with the 

(C)CAS worker will develop a school action plan.  The school action plan will address: 
 

- when the parent will be contacted by the (C)CAS 
- other possibly affected students ± siblings, classmates, friends, relatives etc. 
- the possible need to interview others; who they are; where and when they' ll be interviewed 
- custody and access rights of parent/guardian 
- any plans to transfer children  to another school/living arrangement 
- arrangements for child at school while (C)CAS contacts parent/guardian 
- ongoing status updates 
- other issues as may be identified 
 

Where a member of the community shares a possible maltreatment concern with a staff member, the 
individual should be directed to contact the (C)CAS with the concern and further advised that the staff 
member will also be contacting the (C)CAS with the concern and  will be providing the name of the 
individual sharing the concern 
 
Where the allegation of a child maltreatment involves a Board employee the ªGuideline for Management of 
Child Maltreatment Allegations Towards a Board Employee,º shall be followed. 

 
N.B. Refer to ªSpecial Notesº 

6 



H.W.C.D.S.B. 
Safe Schools Manual 

 

GUIDELINE FOR MANAGEMENT OF CHILD MALTREATMENT 
ALLEGATIONS TOWARDS A BOARD EMPLOYEE 

 
The Catholic Children' s Aid Society recognizes the impact of staff-based allegations on the school 
community and shall strive to accord such allegations a priority response.   The availability and cooperation of 
the Principal and Board staff is essential in enabling the Society to conclude the matter within established 
timeframes. 

 
The CCAS will take all necessary steps to conclude the investigation as quickly and expeditiously as possible.  
In most situations an investigation will be concluded no later than one month as per Ontario Child Protection 
Standards.  In some circumstances an investigation may extend beyond the period of one month.  If it is 
expected that this may occur, the CCAS has a responsibility to communicate via a telephone call to the school 
principal and the employee being investigated, what the expected duration shall be (which shall be no longer 
than two months from start to finish) and explain why the CCAS is unable to conclude the investigation 
within the month' s time. 

  
Where allegations of child maltreatment involving a Board Employee are concerned, a preliminary discussion 
will take place between the School Principal and the CCAS Intake Supervisor.  The discussion will serve as a 
consultation wherein the need for on-going action by the CCAS will be determined. 

 
Where no further action is required by the (C)CAS, an investigation is not initiated and the (C)CAS will send 
a form letter to the Principal and the respective Superintendent of Education to advise of the status of the 
consultation/referral.  The Principal will immediately contact the parent/guardian of the student(s) involved 
and advise them of: 

 
�  the situation in question 
�  the outcome of the consultation with the (C)CAS 
�  their right to contact the (C)CAS should they determine the need to do so 

 
The principal will also meet with the involved staff member and advise him/her of: 

 
�  the situation in question 
�  the outcome of the consultation with the (C)CAS 
�  the right of the parent/guardian to pursue the matter with the (C)CAS if they so choose 
�  the employee' s right to seek consultation with their federation, union, association etc. 
�  the need for him/her to submit to the Principal a documented account of the situation in question 

 
Where further action is required, the (C)CAS will initiate an investigation and the (C)CAS  Intake Supervisor 
will contact the School Principal and arrange a meeting at the school with the assigned worker as soon as 
possible.   The (C)CAS shall contact the child' s parents/caregiver to advise them of the reported concern and 
invite them to attend this meeting. 
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The purpose of the school meeting will be to: 
�  develop an action plan for the investigation 
�  determine who will advise the Board employee in question of the allegations (this may be the 

(C)CAS or the Principal) and when this notification is to occur (notification should be at the 
earliest opportunity as long as it does not impact on the integrity of the investigation). 

�  determine how best to accommodate the parent' s wishes regarding on-going  contact between 
their child and the staff member in question 

�  identify who will be interviewed (when, where and in what order) and any accompanying 
authorizations that may be required 

�  determine who will notify parents/caregivers of other children to be interviewed and when 
�  clarify roles of federations/unions/association representatives  
�  determine timelines for the investigations as well as any other pertinent steps to be taken by 

(C)CAS  
�  determine whether the Human Resources Department of the Board and the College of Teachers 

are to be notified as per the Student Protection Act 
 
The status of the employee in question during the investigation will be determined by the Board. 

 
Regardless of whether further action by the (C)CAS is required the School Principal shall: 
 

�  advise the respective Superintendent of Education at the earliest possible opportunity 
�  complete the ªRecord  of Suspected Child  Maltreatmentº form  and send original to  the Board' s 

Manager of Social Work Services.  NO COPIES OF THIS FORM ARE TO BE MADE. 
 
For all moderate and low risk allegations, the CCAS will not make decisions regarding the classroom status of 
the employee but it shall make recommendations as to whether the employee should be removed from the 
classroom where allegations of sexual abuse and/or  serious physical abuse are concerned.  Based on any 
recommendations and/or  the nature of the situation the Superintendent of Education will make a final 
decision. 

Following the development of the investigation action plan, the assigned Child Protection Worker  shall be the 
primary (C)CAS liaison, with their Supervisor acting as their backup and the School Principal will be the 
Board' s primary liaison with his/her Superintendent serving as their backup. 

The School Principal will advise the respective Superintendent of Education of the investigation plan that has 
been developed. 

At the conclusion of the investigation, the (C)CAS will notify the respective Superintendent of Education 
regarding  the outcome of the investigation via written correspondence and a face to face meeting will be 
discussed and arranged as deemed necessary by all parties. 

The Superintendent of Education will notify the School Principal and the Manager of Social Work Services 
and others as deemed necessary. 
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SPECIAL NOTES 
 

1. The adverse reporting requirements as stipulated in the Teaching Profession Act do not apply 
when making a report of suspected child maltreatment. 

 
2. The unavailability of a Principal/Designate or Superintendent shall not compromise the duty to 

report suspicions/allegations immediately.   However, these individuals shall be advised at the 
earliest opportunity. 

 
3. Where the Principal is suspected, the staff member shall advise the Designate and/or 

Superintendent directly. 
 
4. In all situations, the person suspecting or to whom the allegation is made shall be the person to 

contact the (C)CAS directly and immediately.  There can be no delegation of this duty. 
 
5. The Hamilton-Wentworth Catholic District School Board reserves the right to conduct its own 

review of the situation and shall do so in such a manner as to preserve the integrity of the (C)CAS 
investigation. 

 
6. Other professional resource staff may become involved at the request of the 

Principal/Superintendent and upon consultation with (C)CAS. 
 

7. The staff person being investigated reserves the right and is encouraged to consult, at any time, 
with his/her federation/union/association representative, the School Principal, the respective 
Superintendent of Education and/or the assigned (C)CAS representative or that person' s 
supervisor. 
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THE STUDENT PROTECTION ACT 
THE STUDENT PROTECTION ACT, 2001 

 
 

The Student Protection Act, 2001 is legislation designed to bolster existing child welfare law by increasing the 
levels of accountability associated with those individuals who prey upon the innocence of the young. 
 
The Government of Ontario introduced the Student Protection Act, 2001, in efforts to set a clear definition of 
sexual abuse and to strengthen the authority of the Ontario College of Teachers in enforcing high standards of 
conduct and taking action in instances of sexual abuse. 
 
The Student Protection Act, 2001 covers all members of the Ontario College of Teachers i.e. all certified 
teachers in Ontario.  The Ontario College of Teachers; The Ministry of Education and other government 
ministries and agencies employing certified teachers in educational settings to teach students 18 years old or 
less (21 or less for persons with special needs) and all employees of certified teachers employed in 
educational settings to teach students 18 years old or less (21 or less for persons with special needs).  These 
employers include: 
 

·  School Boards and school authorities 
 
·  The Provincial Schools Authority 

 
·  Independent Schools employing certified teachers 

 
·  Other employees of certified teachers such as tutoring agencies, conservatories of music etc. 

 
DEFINING SEXUAL ABUSE FOR PURPOSES OF REPORTING AND  
INFORMATION-SHARING BY  EMPLOYERS AND THE ONTARIO 

COLLEGE OF TEACHERS (O.C.T.) 
 

 
Sexual Abuse, for purposes of reporting and information-sharing, is defined as 
 

·  sexual intercourse or other forms of physical, sexual relations    
   between the teacher and a student; 
 

·  touching of a sexual nature, of a student by the teacher; or 
 

·  behaviour or remarks of a sexual nature, by a teacher towards a    
   student. 

 
[Ontario College of Teacher Act, 1996] 

 
Other forms of abusive behaviour are and will continue to be dealt with under the Child and Family 
Services Act and the Criminal Code of Canada. 
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RESPONSIBILITY OF EMPLOYERS 
 

All employers of certified teachers working with students under the age of 18 (age 21 for special needs 
pupils), are required to notify the College when a member in their employ has: 

 
a) been charged with a criminal offence involving sexual abuse and minors; 
 
b) been charged with any Criminal Code offence that in the employer' s opinion indicates that 

students may be as risk; 
 

c) engaged in conduct that in the employer' s opinion should be reviewed by the College; 
 

d) engaged in professional misconduct for which the employer has terminated the member' s 
employment, or imposed restrictions on a member for reasons of professional misconduct; 

 
e) resigned when the employer was intending to terminate the member' s employment, or imposed 

restrictions. 
 
Failure to meet reporting requirements becomes a provincial offence subject to a fine of up to $25,000 upon 
conviction. 
 

DEFINING SPECIAL NEEDS 
 

The 21 or under age limit applies to any student who, in the employers opinion is particularly vulnerable to 
sexual abuse because of a physical or mental disability; or one whom the employer, using reasonable 
diligence, should have concluded is vulnerable. 
 
This definition differs from the Ministry' s definitions of exceptional pupil, in that it does not depend on the 
formal Identification, Placement and Review process. 
 
Such a definition requires that employers and supervisors of certified teachers (e.g. school principals, etc.) 
need to be aware of individual students'  physical and/or mental disabilities which may increase their potential 
vulnerability to sexual abuse. 
 

REMOVAL OF TEACHERS FROM THE CLASSROOM 
 

In order to properly facilitate this section of the Student Protection Act, 2001, the Education Act has been 
amended so as to require school boards to remove any teacher (certified or temporary) from the classroom and 
from duties involving contact with students when the teacher has been: 
 

(i) Charged with a sexual abuse-related offence with minors, or any other criminal code offence 
where the employer believes that students may be at risk pending acquittal, withdrawal or stay of 
charges; or 

 
(ii) Convicted of a sexual abuse-related offence with minors, or any other criminal code offence where 

the employer believes that students may be at risk.  
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The Board is required to notify the College promptly in writing of this action and the reasons.  This 
provision applies to school boards, school authorities and the Provincial Schools Authority. 
 

RESPONSIBILITY OF ONTARIO COLLEGE OF TEACHERS 
 

The College' s Registrar is required to provide an employer with a copy of the written decision and reasons 

of the Statutory Committee in cases where the committee' s decision relates to information provided by the 

employer. 

The College is required to notify employers promptly of all interim suspensions that it issues under 
Section 29(3) of the Ontario College of Teacher' s Act. 
 

The College' s Registrar is required to provide an employer with a written report respecting the action 
taken, if any, by the Registrar, in response to a report submitted by the employer to the Registrar relating to 
termination or intended termination of a member or the imposition or intended imposition of restrictions on 
a member relating to professional misconduct. 
 

THE TEACHING PROFESSION ACT ± IMPLICATIONS 

To preserve the mandate of the Student Protection Act, 2001, the section of the Teaching Profession Act 
that requires a member of the profession who makes an adverse report about another member to provide 
the colleague with a written copy of the report within three days of submitting  it, has been revised.  The 
Teaching Profession Act now specifies that the duty to inform a colleague about an adverse report does not 
apply to a report of suspected sexual abuse relating to that colleague. 
 

BOARD REPORTING PROTOCOL 
 

As per the responsibilities associated with the Child and Family Services Act, 1990 and as per the reporting 
of children in need of protection (Child Abuse¼ .Together We Can Help, June, 2001) staff are obliged to 
immediately report allegations, suspicions and/or knowledge of abusive situations involving minors to the 
(Catholic) Children' s Aid Society.   Further, where the abuse, by a staff person, is of a sexual nature and is 
directed towards a student, regardless of age, that situation must be immediately reported in writing to the 
Administrator of Human Resources of the Hamilton Wentworth Catholic School Board. 
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RECORD OF SUSPECTED CHILD MALTREATMENT 
 
(C)C.A.S.  File Number        (Obtain from CCAS) 
 
School:         Date: Year Month        Day 
 
Student' s:  Age  Gender  Grade  Religion  R.C. Other   
 
 
 
Reason for  Reporting: Personal Suspicion:  Allegation by: Student Other: (Identify) 
 
Alleged Offender :  Peer   Parent/Guardian   Other (Identify) 

Sibling   Staff 
   
Type(s) of Maltreatment Suspected: Physical Sexual  Emotional     Neglect 
 
Time and Date of Suspicion/Disclosure/Allegation  A.M./P.M. Year   Month  Day 
 
Time and Date of Report to CCAS: A.M/P.M.  Year  Month  Day 
 
Name of (C)CAS Worker  Contacted: 
 
Decision by (C)CAS: Investigate  School to Monitor  No Follow Up  Other 
 
Indicated Response Time By (C)CAS [where investigation results]: 
 
 
 
Remarks: 
 
 
 
 
 
 
 
Reporting Person:     Pr incipal  
    (Print)      (Print) 
Position : 
 
Signature:       Signature: 
 
Date:        Date:  

 
ROUTING ORIGINAL TO MANAGER, SOCIAL WORK SERVICES H.W.C.D.S.B. 

(NO COPIES TO BE MADE)  
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SUMMARY OF AGE-BASED LEGAL MILESTONES FOR YOUTH IN ONTARIO 
 
       AMAA   - Age of Majority & Accountability Act    FLA       - Family Law Act    MHA - Mental Health Act 
       CAS     - Children�s Aid Society                      HCCA   - Health Care Consent Act   OWA - Ontario Works Act    
  CCC     - Criminal Code of Canada       HRC      - Human Rights Code (Ontario)  POA - Provincial Offences Act 
       CFSA   - Child & Family Services Act         HTA      - Highway Traffic Act   SLRA - Succession Law Reform Act  
       CLRA   - Children�s Law Reform Act   ITA        - Income Tax Act    SDA - Substitute Decisions Act, 1992 
       CNA     - Change of Name Act                    MA        - Marriage Act    Th Act - Theatres Act 
       Ed Act   -Education Act                   MFIPPA - Municipal Freedom of Information  YCJA - Youth Criminal Justice Act 
                                  & Protection of Privacy Act  
                  
6 & OVER 
School attendance required 
[Ed. Act. s21(1)] 
 
7 & OVER 
Consent to be adopted 
required [CFSA,, s. 137(6)] 

( � � � � �	 $�

Can be apprehended by CAS 
for serious criminal behaviour 
[CFSA, s. 37(2)(j) & (k)] 
 
Can be the subject of secure 
treatment order only with 
Minister=s consent. 
[CFSA, s. 117(2)] 
 
Cannot see a movie during 
school hours or after 7:30 
p.m. unless accompanied by 
person apparently 16 years 
or older. [Th. Act, s. 19(1)] 
 
12 & OVER 
Can be prosecuted for 
provincial offences such as 
truancy. [POA, s. 93(a)] 
 

Can be charged with a 
criminal offence.  [YOA, s. 
2(1)] 
 
Consent of child required by 
voluntary care agreements 
with CAS and voluntary child 
protection proceedings. 
[CFSA, s.29(2)(b), s.37(2)(1)] 
 
Can consent on one=s own 
to counselling by service 
provider. [CFSA, s. 28] 
 
If in care, can apply to have 
status reviewed. [CFSA, s. 
64(4)(a)] 
 
CAS wards can consent to 
access by person previously 
in charge of them. [CFSA, s. 
59] 
 
Can be the subject of a 
secure treatment order 
[CFSA, s. 117] 
 
Consent required to change 
name. [CNA, s. 5(2)(c)] 
 
 

14 & OVER 
Can stop attending school or 
attend part time with parents= 
consent and Board approval.  
[Ed. Act, s. 11(8), O. Reg.  
 
665/91] 
 
Can reside with third party or 
non-custodial parent without 
criminal repercussion to the 
parent or third party. 
[CCC, ss. 281, 282 but see 
s.280] 
 
Can be transferred to adult 
court for prosecution of a 
criminal offence.[YCJA, s. 62] 
 
Can see ªadult entertainmentº 
movies if with person 18 
years or older. [Th. Act. s. 9, 
19(3)] 
 
Can consent to sexual activity 
except with person in position 
of authority or trust. 
[CCC, s. 150.1, 151, 152, 
153.1] 
 
 

( � � � � �	 : �

Can be apprehended and 
taken to place of safety, and 
can be the subject of child 
protection proceedings.  
[CFSA, s. 37(1), 40(2) 
and CLRA, s. 36] 
 
Parents' obligation to provide 
financial support is absolute 
and not dependant residence 
or why child left home. [FLA, 
s. 31] 
 
Deemed competent to 
appoint and instruct counsel 
in proceedings for admission 
into a psychiatric facility 
[MHA, s. 43] 
 
Legal custodian may exercise 
child=s rights to privacy and 
access to information on 
child=s behalf. [MFIPPA, s. 
54(c)] 
 
15 
If 15th birthday is between 
first day of school and  
 

December 31st, can quit 
school at the end of that 
school year [Ed Act. s. 21(b)] 
 
16 & OVER 
Considered an adult under 
the POA [s. 93(b)] 
 
If 16th birthday is between  
January 1st and end of 
August, can quit school on 
16th birthday [Ed Act, s. 21(a)] 
 
Can work during school 
hours. [Ed Act. s. 21] 
 
Entitled to participate in 
decision identifying whether 
special needs student and 
subsequent placement, and 
in development of Individual 
Education Plan. 
[Ed Act. O. Reg. 181/98, s. 
5(1), s. 6(2)] 
 
Can voluntarily withdraw from 
parental control but may lose 
right to parents= financial 
support. [CFSA, s. 43(2), 
CLRA, s. 65, FLA, s. 31 
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16 & OVER cont'd 
Can no longer be 
apprehended by the CAS. 
[CFSA, s. 37] 
 
Can apply for secure 
treatment. [CFS, s. 114] 
 
May apply to terminate 
wardship (CAS will NOT 
usually oppose) [CFSA, s. 
64] 
 
Considered an adult for the 
purpose of MHA. 
 
Can refuse emergency 
treatment.  [HCCA, s. 26] 
 
Can be or appoint a 
substitute decision maker in 
medical treatment and 
personal care matters. 
[HCCA, s. 33, SDA, s 44] 
 
Substitute decision maker 
must give effect to patient's 
treatment wishes made after 
patient turned 16 years. 
[HCCA, s. 21] 
 
Can marry with parents' 
consent, court order or 
Minister's permission. 
[MA, s. 5(2), 6] 
 
Can change name with 
parents' consent or court 
order. 
[CNA, s. 43(3), (4)] 

If single, entitled to social 
assistance in special  
circumstances. [OWA, O. Reg 
491/01, s. 10] 
 
Protected from discrimination 
based on age respecting 
housing. [HRC, s. 4] 
 
Eligible for novice driver's 
licence in graduated licensing 
scheme. [HRT, s. 37(1), O. 
Reg. 67/02, s. 12(6)] 
 
Right to privacy of and access 
to personal information on own 
behalf [MFIPPA, s. 54(c)] 
 
UNDER 18 
Parents may be civilly liable for 
damages caused by their 
minor children.  Liability based 
on failing to supervise and 
depends on maturity of child. 
[Common Law, AMAA, s. 1] 
 
Litigation Guardian required to 
sue or be sued civilly unless 
court orders otherwise. [Rules 
of Civil Procedure, R. 7.04 & 
AMAA, s. 1] 
 
No statutory appeal or process 
rights under the Education Act.  
[Ed Act, ss. 1(2)] 
If a student, entitled to reduced 
minimum wage [ESA, O. Reg. 
285/01, s. 5(1)] 
Can be sued on contracts for 
necessities (such as housing).  
May be sued on contracts for 

non-necessities if beneficial 
to the minor. [Common 
Lay] 
 
Considered a �child�  under 
the United Nations 
Convention on the Rights 
of the Child [Article 1] 
 
18 & OVER 
Age of majority-ceases 
being a minor [AMAA, s. 1] 
 
Considered an adult under 
the CCC (no longer a 
�young person�  under the 
YCJA as of April 1/03) 
[YCJA, s. 2(1)] 
 
Can sue or be sued in their 
own name as no longer a 
minor under Rule 7.02.  
[AMAA, s. 1] 
 
Eligible to vote [Election 
Act, s. 3] 
 
�Adult�  for the purposes of 
the Ed Act [s. 1(2)] 
 
Protection from age 
discrimination. [HRC, s. 10] 
 
Can appoint or be a 
substitute decision maker 
with respect to property 
matters. [SDA, s. 4, 5] 
 
Cannon be the subject of 
child protection orders.  
Existing orders terminate 

unless extended by CAS 
[CFSA, s. 71] 
 
Can no longer be the subject 
of custody or access orders 
[CLRA, s. 18(2)] 
 
Parent's obligation to provide 
financial support ceases,  
unless in school full time. 
[FLA, s. 31(1)] 
 
Eligible for social assistance, 
if in need [OWA] 
 
Entitled to earn full minimum 
wage [ESA, O.Reg. 285/01, 
s.5(1)] 
 
Can enter into contracts. 
[Common Law] 
 
Can make a will. [SLRA, s. 8] 
 
Can change name. 
[CNA, s. 1;4(3)] 
 
Can see a restricted movie. 
[Th Act, s. 19(4)] 
Can marry without 
permission. [MA, s.5] 
 
19 & OVER 
Can consume alcohol [Liquor 
License Act, s. 30(1)] 
 
Can purchase tobacco 
[Tobacco Control Act, s. 3] 
 
Eligible for GST refund credit 
[ITA] 

NON AGE-BASED 
MILESTONES 
Pupils of any age can see their 
school records [Ed Act, s. 
266(3)] 
 
Entitlement to attend school 
depends on residence of 
parent or tenancy of pupil in 
school board area   [Ed Act, s. 
36] 
 
Consent to medical treatment 
depends on mental capacity 
not age. [HCCA] 
 
Federal HRC and Charter 
protect all ages from age 
discrimination [Canadian 
Human Rights Act, Charter] 
 
Single parents of any age are 
eligible for social assistance, if 
needed. [OWA] 
 
Parents or married persons of 
any age are eligible to claim 
GST refund credit [ITA] 
 
Married persons or those in 
military can make a will at any 
age. [SLRA, s. 8] 
 
Civil liability of minors depends 
on maturity not age (no known 
case ascribing liability to a 
child of � tender years�  i.e. 
under 6 years) [Common Law] 
�  Copyright, Justice for 
Children and Youth, August 
2003
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 CUSTODY AND ACCESS 
 

When two people have a child, they each have an equal right and equal responsibility to raise their child.   
They have an equal right to make decisions about their child' s care and upbringing.  This is true whether the 
parents are married or not. 
 
When parents live together, they can make decisions about their child' s care and upbringing together on a 
day-to-day basis.  As a couple, they work out how they spend time with and share responsibility for their 
child. 
 
When parents do not live together, they must arrange how they will share their parenting rights and  
responsibilities. 

WHAT TYPE OF DECISIONS DO PARENTS WHO DO NOT LIVE TOGETHER NEED TO 
MAKE? 
 
Parents who do not live together must make decisions about: 
 

�  where their child will live, 

�  how much time each of them will spend with their child, 

�  how they will make decisions about their child' s welfare and upbringing, and 

�  what role each of them will playing caring for their child. 

 

These are decisions about what the law calls ªcustodyº and ªaccessº. 
 

WHAT IS CUSTODY? 

Custody is the right to make important decisions about the care and upbringing of a child.  For example, 

the child' s: 

�  religion, 

�  school and educational programs, and 

�  medical treatment. 

If parents disagree about what is best for the child, it is the parent with custody who gets to make the final 
decision. 
 
In addition to decision-making, custody normally includes the physical care, control and upbringing of the 
child.  The child usually lives with the parent who has custody. 
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WHAT IS ACCESS? 
 
If one parent  has custody of a child, the other parent usually has the right to access.  Access is the right to 
spend time with a child. 
 
Access is also the right to ask for and be given information about a child' s health, education, and welfare.  
The parent with custody has an obligation to keep the parent with access informed about these matters.  In 
addition, other authorities, such as the child' s school, doctor, and daycare providers, must provide any 
information or reports requested by the parent with access, in the same way that they provide this for the 
parent with custody. 
 
However, the parent with access does not have the right to make decisions about how their child will be 
raised. (The Family Law Series). 
 

RESPONDING TO AN INCIDENT 
 
Where doubt, uncertainty, confusion or concern exists regarding a parent' s contact with a child and/or access 
to information regarding a child, the following procedure will apply. 
 
PROCEDURE 
 
Staff 
 
�  determine the identity and intention of the individual. 
 
�  verify the identity of the individual with the student. 
 
�  accompany the individual to the office to sign in. 
 
�  contact the principal/designate to inform him/her of the person/s presence and request. 
 
Administration 
 
�  verify the identity and intent of the individual. 
 
�  check the student' s file for the existence of any court orders outlining custodial and access 

arrangements.  (Such orders remain valid until the child' s eighteenth birthday unless varied by a 
further court order in the interim.) 

 
�  with regard to access to children by non-custodial parents: 
 

�  in the presence of court orders denying access to the children by the non-custodial 
 parent, the principal should refuse access to the student and immediately contact the 
 custodial parent regarding the matter; 
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�  cooperate with the proper authorities (i.e., police) if they are summoned by the custodial 
 parent; 

 
�  note any identifying features of the visitor and her/his vehicle (e.g., colour, license plate 

number, etc.). 
 

�  with regard to access to information about the student' s academic progress (including the Ontario 
Student Record): 

 
�  in the presence of court orders denying access to the children by the non-custodial parent, the 

principal should not provide information about the student(s) to the non-custodial parent 
without written permission from the custodial parent; 

 
�  in the presence of court orders granting sole custody to one parent and restricting access to the 

student(s) by the non-custodial parent, the non-custodial parent is entitled to examine the 
Ontario Student Record and/or arrange interviews with the teachers.  Consider separate 
interviews for each of the student' s parents, if needed. 

 
�  if the principal/designate has grounds to believe the student may be in danger, police should be 

contacted immediately. 
 
�  extend supportive services, if appropriate: 
 

�  inform the school social worker of the incident. 
 

�  work with the parent to arrange counselling for the student. 
 

�  involve guidance counsellor, special education teacher, youth care worker, collaborative team 
member, community service personnel, clergy or chaplain. 

 
CUSTODY AND ACCESS  
 
CUSTODIAL PARENT - Responsibilities 
 
�  will be responsible for the registration of his/her child in school. 

 
�  will ensure that the school is provided with the most current documentation  regarding  custody and 

access. 
 

�  will seek legal counsel/clarification regarding desired changes to existing  custody/access 
arrangements. 
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SCHOOL - Responsibilities 
 
�  will inform parents of the need for up-to-date, written court orders/separation agreement regarding 

custody and access. 
 
�  will inform the appropriate staff of any court orders/separation agreements, etc. 
 
�  will require the custodial parent to alert the school in writing to any prearranged contacts by the non-

custodial parent/guardian. 
 
�  will abide by the conditions as set out in any court orders/separation agreements and, in the absence 

thereof, will seek direction from the custodial parent (the custodial parent in this case being the person 
with whom the child is residing). 

 
�  will, where the safety of the student is adjudged to be at risk, contact the police, the child welfare 

authorities and/or any other involved agency (see policy re: Child Protection - Reporting). 
 
CUSTODY AND ACCESS  
Entitlements 
 
�  custody of a child means the right to make decisions regarding the child, including, but not limited to 

decisions related to their health, education welfare. 
 
�  the parent with whom the child lives has ªdefactoº custody, which remains in place unless there is a court 

order or a separation agreement which provides otherwise. 
 
�  both parents are equally entitled to custody of a child.  However, where the parents live separate and 

apart and the child lives with one of them with the consent, implied consent or acquiescence of the other, 
the right of the other to exercise the entitlement of custody and the incidents of custody, is suspended 
until a separation agreement or order otherwise provides otherwise. 

 
�  the issue of custody, access or incidents of custody are always subject to alteration by a court order or a 

separation agreement. 
 
�  a non-custodial parent' s request to have information shared with them is a right unless it has been altered 

by court order or separation agreement.  As long as a non-custodial parent has an entitlement to access, 
then they are entitled to information. 

 
�  unless the court orders otherwise, a spouse who is granted access to a child of the marriage has the right 

to make inquiries, and to be given information as to the health, education and welfare of the child. 
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�  if the school is going to involve itself in facilitating access to children (or not), then a court order or an 

agreement should be produced with respect to that issue.  If an access parent has a court order or 
agreement providing that he or she has entitlement to access, then the school cannot prevent the parent 
from exercising such access.  This, of course, would be unless the school had some concerns pursuant to 
the Child and Family Services Act that the child was in danger or in need of protection.  (See policy re: 
Child Protection - Reporting). 

 
�  supportive documentation should be restricted to a court order or a separation agreement with respect to 

the issue of access to a child.  A letter from the parent' s solicitor is not sufficient. 
 

�  joint custodial parents are each entitled to make decisions with respect to their child' s education, unless a 
court order or separation agreement provides otherwise. 

 
�  respecting the whereabouts of the child, the school does not have any obligation to produce information 

at any time.  If a parent is requesting same, they should be referred to their lawyer. 
 

CUSTODY AND ACCESS  
Definitions 

 
�  Inter im/Inter im Order  
 

This is usually a very short term order issued by a judge.  This Order is often time limited; however, if 
it is not time limited, it remains in full force and effect unless/until varied by a further Order of the 
Court.  

 
�  Inter im Order  
 

This is a temporary order issued by a judge, which can cover a number of months.  Temporary Orders 
are often made about custody and access. 

 
�  Custody Order  
 

This is legal document signed by the judge or other court officer.  It has the court seal as well.  It 
indicates the terms of custody and access and is valid until the child attains the age of eighteen years 
or unless altered by subsequent court orders.  A Court Order dealing with access does not have to 
specifically give the parent access to a school board or more particularly school board records 
pertaining to the child.   Entitlement to access includes entitlement to information as to the education 
of the child unless a court order specifically provides otherwise. 
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�  Recognizance to Keep the Peace (Peace Bond) 
 

This is issued by a Justice of the Peace or a Judge. 
ªIt obligates the offender to ªkeep the peace and be of good behaviourº and to follow the 
designated terms set out.º  ªIf breached, the police should be called and the person may forfeit 
any money posted as security, may lose his/her freedom and may be subject to criminal 
charges.º 

 
�  Recognizance of Bail 
 

This is issued by a Justice of the Peace pending a trial. It lists the terms that the accused must follow to 
remain in the community. 

 
�  Terms of Probation 
 

It lists the conditions that an individual must follow when remaining/returning to the community. 
 
�  Restraining Order  
 

In the Hamilton-Wentworth area, this is usually issued by a judge of the Superior Court of Justice, 
Family Court.  It is an order that restrains contact with another person. 
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SAMPLE LETTER RE CUSTODY/ACCESS 
 

�

Date 
 

�

Dear  
 

Thank you for providing us with the most recent legal document regarding the custody and access 
arrangements involving your children.  This will assist in creating a situation that can be positively 
experienced by all. 

 
Let me commence by addressing those points that impact upon the school: 

 
 

Regarding access to the children' s records I bring to your attention the Board expectation that affects all 
parents.  Appointments to see a teacher/principal must be made in advance through the school secretary. 

 

Regarding access to the children during school time the [court order is silent on this and as such we have no 
alternative but to restrict such contact unless authorized by the custodial parent in writing].  Further, should 
such conditions be met it would still require you contacting the principal in advance. 

 

For information purposes I have appended relevant extracts from the Board' s Safe School Manual. 

 

Thank you for your anticipated on-going assistance and cooperation in this regard. 

 

Sincerely 

 

Principal 

(encl.) 
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A NEED FOR UNDERSTANDING  
 
 
Young people of both elementary and secondary school age do commit suicide. 
 
Adolescents have always tended to reflect most vividly both the strengths and weaknesses of the world in 
which they are growing.  That large numbers of young people are depressed and feel a sense of hopelessness 
about the future is a sad commentary on today' s society and the value placed on life from the Catholic-
Christian perspective. 
 
The very nature of adolescence is change; a changing body, hormonal changes, fluctuating moods and 
emotions, and changes in ability to think logically.  Compounding these difficulties is the fact that society is 
also in a tremendous state of flux.  
 
In the midst of this agonizing complexity and without the experience to understand what is happening, a 
young person may begin to feel there is no way out.  A suicide attempt, while a personal cry of despair, can 
also echo a whole family' s deep need of help.  It is a desperate cry for change - a scream for help.  It is a 
permanent solution to what is usually a temporary problem. 
 
As educators we are in the unique position of being able to detect a possible suicidal situation quickly.  We 

stand ªin loco parentisº during school hours and must always be prepared to provide our students with care 

and assistance during their moments of need. 

 
 
 

 
IF A STUDENT YOU KNOW IS SUICIDAL, YOUR 
ABILITY TO RECOGNIZE THE SIGNS AND YOUR 
WILLINGNESS TO HELP COULD MEAN THE 
DIFFERENCE BETWEEN LIFE AND DEATH. 
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INDICATORS 
 
The formal assessment of risk, associated with suicidal intent, is a function of qualified health professionals.  
However, staff must be aware of the indicators of suicidal intent in order to be able to identify those students 
who may be contemplating such action. 
 
The following indicators are often associated with suicide intent and while a cluster of warning signs should 
signal cause for immediate concern and action even one such indicator by itself should not be dismissed. 
 
�  preoccupation with death and suicidal thoughts or threats (i.e. writing notes, theme of death in art 

work or literature); 
 
�  presence of a specific plan to harm oneself; 
 
�  precipitating crisis  - recent death of a loved one or friend 

- breakdown of family and/or peer relations, etc.; 
 

�  disclosure of suicidal intent (notes, etc.); 
 
�  noticeable self-abuse; 
 

�  the means for harming oneself has been procured; 
 

�  sudden changes in behaviour and affect (i.e. withdrawal, uncooperativeness, running away, neglect of 
appearance, anger, loss of self-esteem, signs of general depression and listlessness); 

 
�  making final arrangements (i.e. giving away prized possessions); 
 

�  change in school performance (i.e. difficulty concentrating, poor marks, truancy); 
 

�  substance abuse (especially if there is an increase); 
 

�  previous suicide attempts; 
 

�  exhibits physical/somatic complaints. 
 

 
ANY SUSPICION THAT A STUDENT MAY BE 
CONSIDERING SUICIDE MUST BE TREATED 

SERIOUSLY. 
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INTERVIEWING THE STUDENT 
 
When the student' s actions or inactions are cause for concern, it is recommended that the student be 
interviewed at the most immediate opportunity. 
 
The interview is a tool designed to assist the staff person in identifying which, if any of the indicators 
associated with suicide intent may be present.  This information will be of assistance when informing the 
parent/guardian of the situation. 
 
The person conducting the interview should: 
 
�  PROMISE PRIVACY, NOT CONFIDENTIALITY 
 
�  do so in a calm and caring manner 
 
�  establish rapport both verbally and non-verbally 
 
�  explore thoughts and feelings (use clear and concise questioning i.e., ªDo you plan to kill yourself?º 
 
�  identify and prioritize immediate stressors 
 
�  not hit the panic button 
 
�  not ignore the person' s need to talk 
 
�  not minimize the student' s distress 
 
�  not moralize about the student' s thoughts or actions 
 
�  not focus on solving all difficulties presented during the interview  
 
�  not be reluctant to draw on the expertise of another during the interview 
 
�  not leave the student alone 
 
�  not discuss with other students or staff. 

4 



H.W.C.D.S.B. 
Safe Schools Manual 

 

RESPONSE PROCEDURE 
 
Teachers and other Board staff stand ªin loco parentisº of children while they are at school or are engaged 
in school-related activities.  This means that we must act in a fashion that is congruent with the actions of a 
prudent, judicious and caring parent.  We are therefore obliged, regardless of the age of the student, to 
advise the parent/guardian of any concerns as such may pertain to the physical or mental well-being of their 
child and to do so in as timely a fashion as possible. 
 
Staff persons suspecting suicidal intent shall: 
 

�  Report the situation to the principal/designate. 
 
�  Contact the parent/guardian immediately and request that they come to school to take responsibility 

for their child. 
 
�  Encourage the parent/guardian to contact their family physician, emergency psychiatric service 

and/or the Crisis Outreach and Support Team (C.O.A.S.T.), for further direction. 
 
�  Ensure that the student is not left alone. 

 
�  If necessary, escort the student to a hospital emergency department whereupon the staff member 

shall remain until responsibility for the student can be transferred to the parent/guardian (prior 
contact with the family physician is encouraged in order to facilitate hospital emergency admission). 
It should be noted however that students beyond the age of 16 years can refuse emergency treatment.  
Should such a situation arise and significant concern exist, the police should be contacted for 
assistance and the parents/guardians alerted.  The C.O.A.S.T. program may also be contacted, 972-
8338. 

 
�  Contact the police should the student become uncooperative or flee. 

 
�  Contact the (Catholic) Children' s Aid Society should a parent/guardian fail to respond to the medical 

needs of their child who is under 16 years of age. 
 
�  Determine, in consultation with health professionals, an on-going Action Plan. 

 
�  Document all actions taken. 
 

 
When uncer tainty exists, staff are encouraged to consult with 
Board resource personnel (Psychologist, Social Worker , Public 
Health Nurse). 
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METHOD OF REFERRAL 

 
 
 

STAFF MEMBER 

PARENT/GUARDIAN 

HOSPITAL EMERGENCY PSYCHIATRY 
ASSESSMENT AND REFERRAL AND/OR 

C.O.A.S.T. PROGRAM 
 

FAMILY PHYSICIAN 

FAMILY 
PHYSICIAN 

HOSPITAL EMERGENCY 
DEPARTMENT OR  

C.O.A.S.T. 

IN-PATIENT OUT-PATIENT 

DISCHARGE WITH 
POSTVENTION 

DISCHARGE WITH 
POSTVENTION 

N.B. Initial concerns must be for the well-being of the student.  However, the parent/guardian must be  
contacted as soon as practically possible. 
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 POLICY: 
ADOPTED:   June 20, 2007 
APPROVED BY: 
REVIEWED: 

CATEGORY: Protocols        Page 1 of 22 
TITLE: Access to Children's Services Protocol: 

Contact Hamilton 
Hamilton-Wentworth Catholic District School Board, Student 
Services 
Hamilton-Wentworth�District School Board, Student Services�

 
1.0  Parties to the Protocol 
 
Hamilton-Wentworth Catholic District School Board (HWCDSB), Student Services 
 
Hamilton-Wentworth District School Board (HWDSB), Student Services 
 
Contact Hamilton for Children's and Developmental Services 

�

2.0  Scope of the Protocol 

The scope of this protocol deals with how to access children's services regarding children and 
youth aged birth to their 18th birthday presenting with social, emotional, behavioural, psychiatric 
and / or developmental concerns.   
 
Exclusions: Processes specific to youth with developmental disabilities leaving high school are 
found in a separate protocol ªProtocol Between Contact Hamilton and Hamilton-Wentworth 
District School Board and the Hamilton-Wentworth Catholic District School Board Regarding 
Students with Developmental Disabilities Leaving High Schoolº (October 2004). 
 

3.0  Purposes of the Protocol 
 
This protocol will assist the School Boards and Contact Hamilton to achieve: 
 

- Clarity with respect to process, responsibility and accountability 
- A respectful working relationship between the local district School Boards and Contact 

Hamilton 
- Compliance and consistency with agreed upon procedures 

 
This protocol will address the following areas: 
 

4.0  Overview of Services 
5.0  Age of Consent 
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6.0  Access to Children's Services through Contact Hamilton 
7.0  Accessing School Board Support Services 
8.0  BCFPI Administration by the HWDSB 
9.0 Transitional Aged Youth With Developmental Disabilities Requiring 
  School Placement Upon Discharge from Child Welfare 
10.0 Contact Hamilton / Education Liaison Committee Meetings 
11.0 Children's Services Systems Committee (CSSC) 
12.0 Contact Hamilton Resource Database 
13.0 Privacy Statement 

 
 
4.0  Overview of Services 
 
4.1  The HWCDSB and the HWDSB 
 
Governed by the Education Act and Regulations, it is the responsibility of district school boards 
to provide an education for every student enrolled in their schools. Boards develop policies and 
procedures that outline the processes used to promote academic excellence, responsibility, 
respect and civility in a safe learning and teaching environment. 
 
The HWCDSB and the HWDSB provide support services during the school year for students 
with special needs including social work, psychology, communication services (speech, 
language and hearing services) and special education services. These services are accessed 
through the school principal. Please see Appendices 2 and 3 for details. 
 
4.2 Contact Hamilton 
 
Contact Hamilton is the access point for services funded by:  
 

- The Ministry of Child and Youth Services (MCYS) - for children / youth aged birth to their 
18th birthday and presenting with social, emotional, behavioural and / or developmental 
needs  

 
- The Ministry of Community and Social Services (MCSS) ± for people aged 18+ years 

with a confirmed developmental disability  
 
Please refer to Appendix 1 for a listing of agencies directly involved with Contact Hamilton.  
 
Contact Hamilton is responsible for the following: 
 

- Providing information and consultation as required 
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- Facilitating the access process on behalf of people requesting access to children's and / 

or developmental services 
- Facilitating the Resolution Meetings process 
- Facilitating the Residential Placement Advisory Committee process 
- Facilitating the Community Service Plan 

   
 
5.0 Age of Consent 
 
The School Boards and Contact Hamilton have different consent practices, each governed by 
different legislation.  Contact Hamilton's consent practices are to be followed in order to access 
children's services.   
 

5.1  School Boards Consent Practices 
 
In accordance with the Education Act, school boards require written consent from the legal 
guardian to access information and services where the child / youth is under the age of 18 
years.  There are exceptions to this: i.e. when students are living independently and in 
emergency situations.  
 
According to the Education Act, school boards require written consent from the student to 
access information and services where the student is 18 years of age or older. 
 

5.2  Contact Hamilton Consent Practices 
 
As per the Child and Family Services Act, any child / youth aged 12 years or older can call 
Contact Hamilton to request services.  Consent from the guardian is not required however, the 
staff person will advise the child / youth of the desirability of involving their parent / legal 
guardian. 
 
A legal guardian can call Contact Hamilton to request services on behalf of their child under the 
age of 16 years.  The child's / youth's consent will not be required in these situations however, 
attempts to engage the child / youth will be made as appropriate. 
 

- Where the parents are living and raising their child together, consent from one of the 
parents is sufficient. 

 
- Where the parents are living separate and apart (there may or may not be a court order 

or separation agreement), the Resource Coordinator determines from whom consent 
is required (can be one or both parents depending on the situation).  Resource 
Coordinators are guided by their internal consent policy and procedures. 
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Professionals and others involved with the child / youth and family can initiate a referral 
to Contact Hamilton as long as they have the verbal or written consent of the youth or 
guardian to do so.  Contact Hamilton will follow up with the youth  / guardian to confirm 
consent and will proceed accordingly. 
 
In order for Contact Hamilton to proceed with a youth aged 16 years and older, consent 
of that youth is required. 
 
5.3  Consent Scenarios Regarding Accessing Services Through Contact Hamilton 
 
The purpose of this section is to provide clarity with respect to typical consent related 
practices through the provision of some examples / scenarios: 
 
5.3.1 Scenario 1 
 
Scenario: The Resource Coordinator calls the school social worker on behalf of a 16 
year-old student living at home.  The Resource Coordinator identifies that they have the 
consent of the youth to talk with the school social worker for the purposes of gathering 
intake information. 
 
Action: The school social worker is not able to proceed with the Resource Coordinator 
until written consent from the youth's parent is obtained. 
 
5.3.2 Scenario 2 
 
Scenario: The school obtains consent from the guardian of a youth aged 16 years to 
initiate a referral to Contact Hamilton to access services, and not directly from the youth.  
(NB: In most cases, the school will encourage the family to call Contact Hamilton directly. 
In some situations and with consent, the school may call on family's behalf). 

 
Action: Contact Hamilton can provide the school with information and / or a non-
identifying consultation but cannot initiate the referral to Contact Hamilton as the youth's 
consent is required (youth is 16 years of age). 
 
5.3.3 Scenario 3 
 
Scenario: The school obtains consent from the guardian of a youth aged 14 years to 
initiate a referral to Contact Hamilton to access services. 
 
Action: The school calls Contact Hamilton.  Contact Hamilton records relevant information 
as provided by the school personnel and then calls the guardian to follow up on the 
referral.  Contact Hamilton confirms the guardian's consent and the youth's eligibility.  
Only the guardian's consent is required to proceed in this case as the youth is under the 
age of 16 years.  Having said this, Contact Hamilton works with the guardian in trying to 
engage the youth in the intake and referral processes.  Where the youth 
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cannot be engaged or is declining services, Contact Hamilton proceeds as appropriate 
with the consent of the guardian.   
 
5.3.4 Scenario 4 
 
Scenario: A child aged 12 years approaches school personnel and requests assistance in 
obtaining counselling services and says that they do not want their parent to know.   
 
Action: The school personnel can assist the child by providing information about Contact 
Hamilton.  School personnel are unable to call Contact Hamilton on the child's / youth's 
behalf (under the age of 18 years).  The child needs to call Contact Hamilton her/himself.  
Upon calling Contact Hamilton, Contact staff engage the child by confirming consent, 
eligibility and where appropriate, scheduling an intake appointment.  The child's wishes to 
not involve their parent are respected, however, consistent with the Child and Family 
Services Act, the child is advised of the desirability of involving their parent / guardian. 
 

: %5�� Access to Children's Services Through Contact Hamilton 

6.1 Calling Contact Hamilton 
 
Where the child is presenting with social, emotional, behavioural, psychiatric and / or 
developmental issues AND is under 18 years of age AND resides in Hamilton AND the 
legal guardian or youth is requesting service or information, the school directs the youth / 
guardian to Contact Hamilton at 905-570-8888.  The school encourages the guardian to 
call Contact Hamilton directly. 
 
School personnel can initiate a referral to Contact Hamilton when they have the 
appropriate consent to do so (refer to Section 5.0).  Where the school initiates a referral: 
 

- The call is received by Reception.  Reception checks the database to 
determine if the child / youth is registered with Contact Hamilton.  Where the 
child / youth is registered with Contact Hamilton, the caller is connected to the 
assigned Resource Coordinator. 

- Where the child / youth is not registered with Contact Hamilton, Reception 
transfers the call to an available Intake Coordinator.  Where an Intake 
Coordinator is not available to take the call directly, Reception takes a basic 
message.  By the end of the business day, the Intake Coordinator first calls the 
school contact person to follow up on the referral.  The Resource Coordinator 
then calls the youth / guardian to follow up. 

 
Once connected with an Intake Coordinator, the youth / guardian identifies why they are 
calling.  The Intake Coordinator provides the required information and / or consultation.  
For many people, the call ends here as their information / consultation needs have been 
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met.  For those people seeking services the Intake Coordinator confirms the child's or 
youth's eligibility for services.  Eligibility criteria include: 
 

- Child / youth is aged birth to their 18th birthday 
- Lives in Hamilton 
- Is presenting with a social, emotional, behavioural and / or developmental concerns 
- Appropriate consent is in place 
- Guardian is requesting service / assistance 

 
Where the child / youth meets eligibility criteria, the Intake Coordinator arranges an intake 
appointment between the youth / guardian and a Resource Coordinator.  The Intake 
Coordinator arranges any required interpretation supports.  Intake appointments are 
scheduled at a mutually convenient time.   
 
6.1.1 Urgent Situations  
 
Urgent situations are expedited through the typical access process.  Contact Hamilton 
confirms the urgency of the child's/youth's situation based upon information that is 
collected through the intake process.  For threat situations, the school boards will follow 
their Threat Assessment protocols that may include initiating a referral to Contact 
Hamilton (either directly by the school board or by the guardian/youth).  In all instances, 
the guardian/youth must consent to any recommendations made by Contact Hamilton 
before referrals can be made. 
 
For instance, a student requiring urgent intervention/assessment due to an actual or 
potential threat to other students in the school setting may be an example of an urgent 
situation.  The information provided by the student/parent and/or school to Contact 
Hamilton will be critical to the determination of urgency. 
 

6.2  Intake / Information Gathering 
 
At the intake appointment, the collection of intake information generally takes 1 to 1 ½ 
hours.   
 
For children presenting with mental health needs intakes are generally conducted over the 
telephone.  In-office appointments are accommodated as required (e.g. interpretation 
services are required) or as requested. 
 
For children presenting with a developmental concerns intakes are generally conducted 
in-person (either in the office or child's home). 
 
During the intake phase, the Resource Coordinator completes the Common Intake with 
the youth / guardian and others (e.g. current service provider) where required.  The
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Resource Coordinator also administers the Brief Child and Family Phone Interview 
(BCFPI) with the youth / guardian in the following situations: 
 

- The child / youth is presenting with social, emotional and/or behavioural issues 
between the ages of 3 and 18 AND 

- The child / youth is ªnewº to Contact Hamilton OR 
- The child's / youth's situation has changed significantly since the completion of the 

original intake/BCFPI OR 12 or more months have passed since the completion of 
the BCFPI AND 

- Interpretation services are not required. 
 
Once the information has been gathered, the Resource Coordinator prioritizes the child's / 
youth's needs using the community developed ªNeeds Profileº. 
 
The youth / guardian advises the Resource Coordinator of changes in their situation and / 
or changes in their contact information as it occurs (e.g. address, telephone number).  The 
Resource Coordinator re-prioritizes the needs as required and takes appropriate next 
steps. 

6.3    Recommendations 
 
Once the intake process is complete the Resource Coordinator documents all the 
recommendations made to the youth / guardian and their outcomes.  Resource 
Coordinators are guided by the ªleast intrusiveº principle as appropriate.  
Recommendations may include recommendations to MCYS funded programs, non-MCYS 
funded programs or a combination.   
 
The youth / guardian considers the recommendations made by the Resource Coordinator. 
 
The Resource Coordinator documents the youth's / guardian's response (i.e. agreement 
or rejection) for each recommendation made.  The Resource Coordinator mails the youth / 
guardian a letter outlining the recommendations made and the resulting action plans. 
 
The following actions are taken depending on the response to the recommendation by the 
youth / guardian: 
 

- Where the youth / guardian declines a recommendation, the Resource Coordinator 
reviews the rationale, addresses any outstanding issues and makes alternative 
recommendations, where appropriate. 

 
- Where the youth / guardian consents to a service for which Contact Hamilton is not 

the single access point, the youth / guardian follows up with that referral 
independently.  Resource Coordinators assist as required. 
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- Where the youth / guardian consents to a service for which Contact Hamilton is the 

single access point, the Resource Coordinator follows the ªReferral Processº 
identified below.   

6.4  Referral Process for Obtaining Services Through Contact Hamilton 
 
Where the youth / guardian consents to a service for which Contact Hamilton is the single 
access point (refer to the Appendix 1), the Resource Coordinator makes and tracks that 
referral. 
 
The Resource Coordinator includes the following information in the referral package that is 
mailed out to the agency: Referral Form, Common Intake, BCFPI (where completed), 
Needs Profile and Verbal / Written consent. 
 
Referrals are mailed out twice weekly.  Crisis referrals are faxed out as required. 
 
Parents / guardians keep the Resource Coordinator updated as their needs change and if 
required, needs are reprioritized. 
 
Contact Hamilton tracks the outcome of all referrals for services falling within its single 
point of access mandate and follows up accordingly. 
 
Agencies are required to review the referrals sent to them by Contact Hamilton and to 
respond within designated time frames: 
 

- With respect to non-residential referrals, agencies respond back to Contact Hamilton 
regarding the appropriateness of the referral within 5 working days of receiving the 
referral (24 hours for crisis referrals) 

 
- With respect to residential referrals, agencies need to meet with the child / youth 

and their guardian to confirm that residential admission is appropriate.  This is 
usually determined within 21 days of the agency receiving the referral. 

 
A referral may have the following outcomes: 
 

- Referral is Proceeding: this means that the referral is appropriate.  The child / 
youth either waits for the service or is admitted into service immediately. 
 

- Referral is Cancelled: this means that the agency determined that the referral is 
not appropriate for them.  In this instance, the Resource Coordinator obtains 
clarification from the agency regarding the reason the referral was declined and 
attempts to address the issue. If this is not successful, the Resource Coordinator re-
connects with the youth / guardian regarding making alternative recommendations 
and / or determining next steps. 



 

 

 
 

- REINTEGRATION 
 
The Hamilton-Wentworth Catholic District School Board believes that it is vitally important that a student 
involved in a suicidal situation should be safely returned to the normal school environment as quickly as 
is appropriate given his/her medical/psychological condition. 
 
�  Where the school personnel are aware of the suicide attempt, the school principal reserves the 

right to review the projected return date of an identified high risk/moderate risk student, taking 
into consideration the intensity of treatment received for his/her condition and the students current 
mental status. 

 
�  Where the school personnel are not aware of the suicide attempt, it is important that the treating 

therapist/facility strongly encourage the parent/guardian to authorize a consultation meeting with 
the school for the purposes of jointly establishing a return to school date which will not only be 
most beneficial to the student but also will identify any postvention procedures involving 
particular school personnel. 

 
 
 
LEGALITIES 
 
Suicide is not a criminal but rather a civil matter in Canada, and the caregiver incurs liability only if 
he/she has been determined to be negligent by a court.  Among the things that a court must consider are 
the difference between an error in judgment and negligence, whether the standard of care provided was 
commensurate with the caregiver' s expertise and whether or not the caregiver is a professional. 

 
Although there is no obligation on the part of a teacher or other caregiver to exercise the skill or judgment 
of a mental health expert, a caregiver could be expected to encourage the student to seek help (refer); to 
know the resources, to obtain medical assistance, to keep notes and objectively assess the situation each 
time a student has an interview. 
 
As long as one can establish that he/she exercised the requisite level of care, in that consistent procedures 
were followed and trained individuals were used, then it will be difficult for someone to establish that the 
caregiver failed to provide the appropriate level of care. 
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CONFIDENTIALITY 
 
With respect to the issue of confidentiality, the Municipal Freedom of Information and Protection of 
Privacy Act, Statutes of Ontario 1989, c.63, which came in force on January 1st, 1991, applies to a school 
board.  Personal information is defined under this act as meaning ªRecorded information about an 
identifiable individual including... information relating to the education or the medical, psychiatric, 
psychological, criminal or employment history of the individual.º 
 
While Section 4 of the Act states that every person has a right of access to a record or a part of a record in 
the custody or under the control of an institution, there are certain exemptions set out in the Act where the 
right of access is limited. 
 
Except where there is a compelling public interest in the disclosure of the record, personal information 
shall not be disclosed to any person other than the individual to whom the information relates except 
under certain circumstance (see Section 14, Municipal Freedom of Information and Protection of Privacy 
Act). 
 
It is important in maintaining the records with respect to the suicide risk of an individual student that this 
information not be disclosed to others except: 
 
a) with the student' s consent 
 
b) for the purpose for which it was obtained or compiled 
 
c) where there are compelling circumstances affecting the health or safety of an individual which 

require the disclosure of certain person information, so long as the disclosure notification is later 
mailed to the individual indicating that the information was disclosed. 

 
Confidentiality is essential in dealing with such sensitive subject matter.   Suicidal intent may have 
implications for future employment opportunities for the student or the availability of insurance for the 
student in later years. 
 
 
FOR ADDITIONAL REFERENCE, ATTENTION IS DIRECTED TO THE ªSUICIDE 
PREVENTIONº  PROTOCOL OF THE H.W.C.D.S.B. 
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1.0  Parties to the Protocol 
 
Hamilton-Wentworth Catholic District School Board (HWCDSB), Student Services 
 
Hamilton-Wentworth District School Board (HWDSB), Student Services 
 
Contact Hamilton for Children's and Developmental Services 
 

2.0  Scope of the Protocol 

The scope of this protocol deals with how to access children's services regarding children and 
youth aged birth to their 18th birthday presenting with social, emotional, behavioural, psychiatric 
and / or developmental concerns.   
 
Exclusions: Processes specific to youth with developmental disabilities leaving high school are 
found in a separate protocol ªProtocol Between Contact Hamilton and Hamilton-Wentworth 
District School Board and the Hamilton-Wentworth Catholic District School Board Regarding 
Students with Developmental Disabilities Leaving High Schoolº (October 2004). 

 

3.0  Purposes of the Protocol 
 
This protocol will assist the School Boards and Contact Hamilton to achieve: 
 

- Clarity with respect to process, responsibility and accountability 
- A respectful working relationship between the local district School Boards and Contact 

Hamilton 
- Compliance and consistency with agreed upon procedures 

 
This protocol will address the following areas: 
 

4.0  Overview of Services 
5.0  Age of Consent 



 

 

 
6.0  Access to Children's Services through Contact Hamilton 
7.0  Accessing School Board Support Services 
8.0  BCFPI Administration by the HWDSB 
14.0 Transitional Aged Youth With Developmental Disabilities Requiring 
  School Placement Upon Discharge from Child Welfare 
15.0 Contact Hamilton / Education Liaison Committee Meetings 
16.0 Children's Services Systems Committee (CSSC) 
17.0 Contact Hamilton Resource Database 
18.0 Privacy Statement 

 
 
4.0  Overview of Services 
 
4.1  The HWCDSB and the HWDSB 
 
Governed by the Education Act and Regulations, it is the responsibility of district school boards 
to provide an education for every student enrolled in their schools. Boards develop policies and 
procedures that outline the processes used to promote academic excellence, responsibility, 
respect and civility in a safe learning and teaching environment. 
 
The HWCDSB and the HWDSB provide support services during the school year for students 
with special needs including social work, psychology, communication services (speech, 
language and hearing services) and special education services. These services are accessed 
through the school principal. Please see Appendices 2 and 3 for details. 
 
4.3 Contact Hamilton 
 
Contact Hamilton is the access point for services funded by:  
 

- The Ministry of Child and Youth Services (MCYS) - for children / youth aged birth to their 
18th birthday and presenting with social, emotional, behavioural and / or developmental 
needs  

 
- The Ministry of Community and Social Services (MCSS) ± for people aged 18+ years 

with a confirmed developmental disability  
 
Please refer to Appendix 1 for a listing of agencies directly involved with Contact Hamilton.  
 
Contact Hamilton is responsible for the following: 
 

- Providing information and consultation as required 



 

 

 
- Facilitating the access process on behalf of people requesting access to children's and / 

or developmental services 
- Facilitating the Resolution Meetings process 
- Facilitating the Residential Placement Advisory Committee process 
- Facilitating the Community Service Plan 

   
 
5.0 Age of Consent 
 
The School Boards and Contact Hamilton have different consent practices, each governed by 
different legislation.  Contact Hamilton's consent practices are to be followed in order to access 
children's services.   
 

5.1  School Boards Consent Practices 
 
In accordance with the Education Act, school boards require written consent from the legal 
guardian to access information and services where the child / youth is under the age of 18 
years.  There are exceptions to this: i.e. when students are living independently and in 
emergency situations.  
 
According to the Education Act, school boards require written consent from the student to 
access information and services where the student is 18 years of age or older. 
 

� �� �� Contact Hamilton Consent Practices 

 
As per the Child and Family Services Act, any child / youth aged 12 years or older can call 
Contact Hamilton to request services.  Consent from the guardian is not required however, the 
staff person will advise the child / youth of the desirability of involving their parent / legal 
guardian. 
 
A legal guardian can call Contact Hamilton to request services on behalf of their child under the 
age of 16 years.  The child's / youth's consent will not be required in these situations however, 
attempts to engage the child / youth will be made as appropriate. 
 

- Where the parents are living and raising their child together, consent from one of the 
parents is sufficient. 

 
- Where the parents are living separate and apart (there may or may not be a court order 

or separation agreement), the Resource Coordinator determines from whom consent 
is required (can be one or both parents depending on the situation).  Resource 
Coordinators are guided by their internal consent policy and procedures. 



 

 

 
 
Professionals and others involved with the child / youth and family can initiate a referral to 
Contact Hamilton as long as they have the verbal or written consent of the youth or guardian to 
do so.  Contact Hamilton will follow up with the youth  / guardian to confirm consent and will 
proceed accordingly. 
 
In order for Contact Hamilton to proceed with a youth aged 16 years and older, consent of that 
youth is required. 
 
5.3  Consent Scenarios Regarding Accessing Services Through Contact Hamilton 
 
The purpose of this section is to provide clarity with respect to typical consent related practices 
through the provision of some examples / scenarios: 
 
5.3.1 Scenario 1 
 
Scenario: The Resource Coordinator calls the school social worker on behalf of a 16 year-old 
student living at home.  The Resource Coordinator identifies that they have the consent of the 
youth to talk with the school social worker for the purposes of gathering intake information. 
 
Action: The school social worker is not able to proceed with the Resource Coordinator until 
written consent from the youth's parent is obtained. 
 
5.3.5 Scenario 2 
 
Scenario: The school obtains consent from the guardian of a youth aged 16 years to initiate a 
referral to Contact Hamilton to access services, and not directly from the youth.  (NB: In most 
cases, the school will encourage the family to call Contact Hamilton directly. In some situations 
and with consent, the school may call on family's behalf). 

 
Action: Contact Hamilton can provide the school with information and / or a non-identifying 
consultation but cannot initiate the referral to Contact Hamilton as the youth's consent is 
required (youth is 16 years of age). 
 
5.3.6 Scenario 3 
 
Scenario: The school obtains consent from the guardian of a youth aged 14 years to initiate a 
referral to Contact Hamilton to access services. 
 
Action: The school calls Contact Hamilton.  Contact Hamilton records relevant information as 
provided by the school personnel and then calls the guardian to follow up on the referral.  
Contact Hamilton confirms the guardian's consent and the youth's eligibility.  Only the 
guardian's consent is required to proceed in this case as the youth is under the age of 16 years.  
Having said this, Contact Hamilton works with the guardian in trying to engage the youth in the 
intake and referral processes.  Where the youth  



 

 

cannot be engaged or is declining services, Contact Hamilton proceeds as appropriate with the 
consent of the guardian.   
 
5.3.7 Scenario 4 
 
Scenario: A child aged 12 years approaches school personnel and requests assistance in 
obtaining counselling services and says that they do not want their parent to know.   
 
Action: The school personnel can assist the child by providing information about Contact 
Hamilton.  School personnel are unable to call Contact Hamilton on the child's / youth's behalf 
(under the age of 18 years).  The child needs to call Contact Hamilton her/himself.  Upon calling 
Contact Hamilton, Contact staff engage the child by confirming consent, eligibility and where 
appropriate, scheduling an intake appointment.  The child's wishes to not involve their parent 
are respected, however, consistent with the Child and Family Services Act, the child is advised 
of the desirability of involving their parent / guardian. 
 

6.0  Access to Children's Services Through Contact Hamilton 
 

6.1 Calling Contact Hamilton 
 
Where the child is presenting with social, emotional, behavioural, psychiatric and / or 
developmental issues AND is under 18 years of age AND resides in Hamilton AND the legal 
guardian or youth is requesting service or information, the school directs the youth / guardian to 
Contact Hamilton at 905-570-8888.  The school encourages the guardian to call Contact 
Hamilton directly. 
 
School personnel can initiate a referral to Contact Hamilton when they have the appropriate 
consent to do so (refer to Section 5.0).  Where the school initiates a referral: 
 

- The call is received by Reception.  Reception checks the database to determine if the 
child / youth is registered with Contact Hamilton.  Where the child / youth is registered 
with Contact Hamilton, the caller is connected to the assigned Resource Coordinator. 

- Where the child / youth is not registered with Contact Hamilton, Reception transfers 
the call to an available Intake Coordinator.  Where an Intake Coordinator is not 
available to take the call directly, Reception takes a basic message.  By the end of the 
business day, the Intake Coordinator first calls the school contact person to follow up 
on the referral.  The Resource Coordinator then calls the youth / guardian to follow up. 

 
Once connected with an Intake Coordinator, the youth / guardian identifies why they are calling.  
The Intake Coordinator provides the required information and / or consultation.  For many 
people, the call ends here as their information / consultation needs have been  



 

 

met.  For those people seeking services the Intake Coordinator confirms the child's or youth's 
eligibility for services.  Eligibility criteria include: 
 

- Child / youth is aged birth to their 18th birthday 
- Lives in Hamilton 
- Is presenting with a social, emotional, behavioural and / or developmental concerns 
- Appropriate consent is in place 
- Guardian is requesting service / assistance 

 
Where the child / youth meets eligibility criteria, the Intake Coordinator arranges an intake 
appointment between the youth / guardian and a Resource Coordinator.  The Intake Coordinator 
arranges any required interpretation supports.  Intake appointments are scheduled at a mutually 
convenient time.   
 
6.1.2 Urgent Situations  
 
Urgent situations are expedited through the typical access process.  Contact Hamilton confirms 
the urgency of the child's/youth's situation based upon information that is collected through the 
intake process.  For threat situations, the school boards will follow their Threat Assessment 
protocols that may include initiating a referral to Contact Hamilton (either directly by the school 
board or by the guardian/youth).  In all instances, the guardian/youth must consent to any 
recommendations made by Contact Hamilton before referrals can be made. 
 
For instance, a student requiring urgent intervention/assessment due to an actual or potential 
threat to other students in the school setting may be an example of an urgent situation.  The 
information provided by the student/parent and/or school to Contact Hamilton will be critical to 
the determination of urgency. 
 

6.2  Intake / Information Gathering 
 
At the intake appointment, the collection of intake information generally takes 1 to 1 ½ hours.   
 
For children presenting with mental health needs intakes are generally conducted over the 
telephone.  In-office appointments are accommodated as required (e.g. interpretation services 
are required) or as requested. 
 
For children presenting with a developmental concerns intakes are generally conducted in-
person (either in the office or child's home). 
 
During the intake phase, the Resource Coordinator completes the Common Intake with the 
youth / guardian and others (e.g. current service provider) where required.  The 



 

 

Resource Coordinator also administers the Brief Child and Family Phone Interview (BCFPI) with 
the youth / guardian in the following situations: 
 

- The child / youth is presenting with social, emotional and/or behavioural issues between 
the ages of 3 and 18 AND 

- The child / youth is ªnewº to Contact Hamilton OR 
- The child's / youth's situation has changed significantly since the completion of the 

original intake/BCFPI OR 12 or more months have passed since the completion of the 
BCFPI AND 

- Interpretation services are not required. 
 
Once the information has been gathered, the Resource Coordinator prioritizes the child's / 
youth's needs using the community developed ªNeeds Profileº. 
 
The youth / guardian advises the Resource Coordinator of changes in their situation and / or 
changes in their contact information as it occurs (e.g. address, telephone number).  The 
Resource Coordinator re-prioritizes the needs as required and takes appropriate next steps. 

6.3  Recommendations 
 
Once the intake process is complete the Resource Coordinator documents all the 
recommendations made to the youth / guardian and their outcomes.  Resource Coordinators are 
guided by the ªleast intrusiveº principle as appropriate.  Recommendations may include 
recommendations to MCYS funded programs, non-MCYS funded programs or a combination.   
 
The youth / guardian considers the recommendations made by the Resource Coordinator. 
 
The Resource Coordinator documents the youth's / guardian's response (i.e. agreement or 
rejection) for each recommendation made.  The Resource Coordinator mails the youth / 
guardian a letter outlining the recommendations made and the resulting action plans. 
 
The following actions are taken depending on the response to the recommendation by the youth 
/ guardian: 
 

- Where the youth / guardian declines a recommendation, the Resource Coordinator 
reviews the rationale, addresses any outstanding issues and makes alternative 
recommendations, where appropriate. 

 
- Where the youth / guardian consents to a service for which Contact Hamilton is not the 

single access point, the youth / guardian follows up with that referral independently.  
Resource Coordinators assist as required. 



 

 

 
 

- Where the youth / guardian consents to a service for which Contact Hamilton is the single 
access point, the Resource Coordinator follows the ªReferral Processº identified below.   

 

6.4  Referral Process for Obtaining Services Through Contact Hamilton 
 
Where the youth / guardian consents to a service for which Contact Hamilton is the single 
access point (refer to the Appendix 1), the Resource Coordinator makes and tracks that referral. 
 
The Resource Coordinator includes the following information in the referral package that is 
mailed out to the agency: Referral Form, Common Intake, BCFPI (where completed), Needs 
Profile and Verbal / Written consent. 
 
Referrals are mailed out twice weekly.  Crisis referrals are faxed out as required. 
 
Parents / guardians keep the Resource Coordinator updated as their needs change and if 
required, needs are reprioritized. 
 
Contact Hamilton tracks the outcome of all referrals for services falling within its single point of 
access mandate and follows up accordingly. 
 
Agencies are required to review the referrals sent to them by Contact Hamilton and to respond 
within designated time frames: 
 

- With respect to non-residential referrals, agencies respond back to Contact Hamilton 
regarding the appropriateness of the referral within 5 working days of receiving the 
referral (24 hours for crisis referrals) 

 
- With respect to residential referrals, agencies need to meet with the child / youth and 

their guardian to confirm that residential admission is appropriate.  This is usually 
determined within 21 days of the agency receiving the referral. 

 
A referral may have the following outcomes: 
 

- Referral is Proceeding: this means that the referral is appropriate.  The child / youth 
either waits for the service or is admitted into service immediately. 

 
- Referral is Cancelled: this means that the agency determined that the referral is not 

appropriate for them.  In this instance, the Resource Coordinator obtains clarification from 
the agency regarding the reason the referral was declined and attempts to address the 
issue. If this is not successful, the Resource Coordinator re-connects with the youth / 
guardian regarding making alternative recommendations and / or determining next steps. 



 

 

 
 
NB: Referrals that were initially ªproceedingº may later be cancelled if the youth/guardian 
declined consent or did not materialize into service. 
 

6.5  Meetings 
 
From time to time, Children's Integrated Planning meetings may be required to assist in: 

- Determining the most appropriate service option 
- Identifying a service provider 
- Coordinating various supports and / or 
- Accessing a service that is urgently required   

 
The intent of the Children's Integrated Planning Meeting is to engage in collective and 
collaborative service planning with the child / youth and their family in a proactive way (pre-
crisis).  The goal is to avert crisis situations from occurring or should they occur, to be able to 
respond in a meaningful and timely way.  Please refer to the Children's Integrated Planning 
Meeting Procedure for details (Appendix 4). 
 
For children/youth placed out-of-area through the Children's Integrated Planning Meeting 
Process, the child's/youth's case manager is responsible for notifying Contact Hamilton when 
additional resources and/or planning is required. 
 
The school boards will have representation on the Core Team.  The Core Team attends every 
meeting and participates in the collective planning / problem solving and recommendation 
making. 
 
Notwithstanding school board participation on the Core Team, where a school board has current 
involvement with the child being discussed, other school board staff will be specifically invited to 
a meeting on behalf of that child.  The school board staff will speak to their involvement and 
advise of any recommendations they have. 
 

7.0  Accessing School Board Support Services 
 
Access to school support services provided by the local district school boards is through the 
principal of the child's / youth's home school.   
 
Where the child's / youth's issues are school-related, Contact Hamilton Resource Coordinators 
can recommend that guardians connect with their child's school principal to discuss whether 
school board support services are appropriate.  Resource Coordinators cannot refer directly to 
school board support services. 



 

 

   
 
 
8.0   Brief Child and Family Phone Interview (BCFPI)  

Administration by the HWDSB 
 
8.1  HWDSB Use of the BCFPI 
 
The BCFPI is not used by all social workers in all cases. 
 
A number of HWDSB social workers have been trained to administer the BCFPI.  For those 
social workers that have been trained, the BCFPI is used in selected situations as an 
assessment instrument to enhance case practice. The BCFPI is not used for all cases.  The 
BCFPI is only administered in those situations where a formal referral to the social worker has 
already been made.  Separate consent (verbal) is obtained from the guardian to complete the 
BCFPI.   
 
Generally speaking, the BCFPI is not shared with community agencies nor is it pooled in the 
community database.   
 
8.2 HWDSB and Contact Hamilton: BCFPI Interface 
 
8.2.1 Determining the Potential for Duplicating the BCFPI 
 
There is some potential for a youth / guardian to have the BCFPI (Parent Form) administered 
through both the school social worker and Contact Hamilton.  To lessen this possibility, it will be 
determined whether the BCFPI has been administered by either organization.  If ªnoº, it shall be 
administered.  If ªyesº, refer to Section 8.2.2. 
 
8.2.2 Sharing BCFPI Information 
 
Where a BCFPI has recently been completed and the other party feels that repeating the BCFPI 
is unnecessary and would like a copy of the BCFPI, the request for a copy of the completed 
BCFPI goes directly to the child's / youth's Resource Coordinator or appropriate social worker at 
the HWDSB (depending on who completed the BCFPI).  Written consent (following the consent 
guidelines outlined in Section 5.0) is required.  Upon receipt of the verbal or written consent, a 
hard copy of the BCFPI will be shared. 
 
In order for the Resource Coordinator to be able to distribute the already completed BCFPI to 
agencies as part of the referral / access process, the Resource Coordinator must obtain the 
appropriate consent (written).  The Resource Coordinator also clearly notes in the child's / 
youth's intake that the BCFPI was completed by the HWDSB.  



 

 

 
 
9.0 Transitional-Aged Youth (Aged 16 ± 21 Years of Age) With 

Developmental Disabilities Requiring School Placement Upon 
Discharge from Child Welfare 

 
9.1   Repatriating Youth to Hamilton and the Need for School Placement 
 
Some children / youth with developmental disabilities are placed outside of Hamilton.  These 
children / youth are either supported by the child welfare system (crown wards) or the Brokerage 
Service. 
 
Where possible, efforts are made to repatriate these children / youth to Hamilton in advance of 
their 18th birthday.   
 
Repatriation planning begins in the youth's 16th year.   The goal is to repatriate youth living 
outside of Hamilton by their 18th birthday.  When the youth's accommodation placement is 
finalized (i.e. the supporting agency and placement location are confirmed), the supporting 
agency connects with the home school to engage in any relevant school-based planning. 
 
Annually in June, through the School Boards / Contact Hamilton liaison meeting, information 
about projected child welfare repatriations for the following school year is shared for planning 
purposes.  With consent, identifying information is shared.  Where consent is not obtained, non-
identifying information is shared. 
 
9.2  Youth Already Living in Hamilton 
 
Some youth supported by child welfare or the Brokerage Service are already supported in 
Hamilton.  However, upon their 18th birthday, the accommodation supports for these youth are 
very likely to change.   
 
Minimizing changes is key to ensuring the best transition.  Where possible and appropriate, 
maintaining the youth's current school placement is the goal.   
 
With consent and after the intake information has been gathered, the Resource Coordinator 
advises the youth's school that planning is occurring to transition the youth from the care of the 
child welfare system to a funded developmental services agency.  The Resource Coordinator 
involves the school in any planning meetings held on behalf of the youth. 
 
Once a Planning Agency (i.e. local MCSS agency that will support the youth) has been 
identified, the Resource Coordinator prompts the Planning Agency to connect with the youth's 
school regarding specific school-related planning.  From this point onwards, the Planning 
Agency is the school's main contact. 
 



 

 

 

10.0 Contact Hamilton / Education Liaison Committee Meetings 
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There are two levels regarding issue identification and resolution: 
 

- Time sensitive client issues: 
o The Resource Coordinator calls the Principal or Manager of the respective school 

board service 
o The school board staff calls Contact Hamilton and asks to speak with the assigned 

Resource Coordinator 
 

- Time sensitive process issues: 
o These issues will be dealt with through the liaison contacts 

11.0  Children's Services Systems Committee (CSSC) 

�
The CSSM is a regular forum for Children's service providers funded by MCYS/MCSS to 
conduct sector specific business.  A single senior representative from each of the school boards 
is represented on this committee. 
 
The CSSC meets nine times per year on the 4th Wednesday of the month from 9 am to 12 pm.  
Meetings do not take place in July, August and December. 
 
The Children and Youth with Complex Special Needs Committee is a subcommittee of the CSC.  
This subcommittee meets routinely to develop appropriate services and systems in Hamilton to 
support children and youth with complex special needs and to make recommendations to the 
Hamilton-Niagara Regional Office regarding the allocation of new funding for this group of 
children and youth.  A single senior representative from each of the school boards is a 
corresponding member to this subcommittee. 



 

 

�
12.0 Contact Hamilton Resource Database 
 
In partnership with Community Information Service (CIS), Contact Hamilton has created a 
resource database that enables Resource Coordinators to access up-to-date information about 
community-based services and supports for children.  In addition, a ªpublic viewº of this 
resource database is also available to the general public through Contact Hamilton's website: 
http://www.contacthamilton.ca 
 
School board personnel will keep their records updated with CIS.  This will ensure that 
information about the school boards is kept current for use by Contact Hamilton Resource 
Coordinators and by the general public. 
 
School board personnel are encouraged to use the public view of this resource database at any 
time.  Orientation to this resource database by Contact Hamilton staff can be made available 
upon request. 
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Contact Hamilton, the HWCDSB and the HWDSB will comply with all applicable legislation 
regarding privacy and protection of personal information. 
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Appendix 1: Contact Hamilton's Partner Agencies 
 
MCYS Funded Mental Health Services for Children and Youth: 

 
 Average Age 

Served 
(approximate) 

Accessed 
through Contact 
Hamilton only 

Can be 
Accessed by 
Multiple Points 

Charlton Hall Child and 
Family Centre: Charlton Hall 

12 ± 18 
years, girls 

�   

Catholic Family Services: St. 
Martin's Manor 

Under 21 
years, girls 

 �  

Centre de sante 
communautaire ± mental 
health services for children 
and youth 

Birth - 18 �   

Children with Complex 
Needs Partnership (Lynwood 
Hall, Catholic Family 
Services and Rygiel 
Supports for Community 
Living) 

Birth - 18 �   

Children's Mental Health 
Outreach Program 
(partnership with SISO, and 
the Community Child Abuse 
Council)  

Birth - 18 �  �  Government 
sponsored 
refugees 

Crisis Outreach and Support 
Team (COAST) 

Birth to 18  �  

Community Adolescent 
Network: Outlook Residence 

15 - 18 �   

Community Child Abuse 
Council 

5+ years  �  

High Risk Youth Justice 
(partnership with Child and 
Adolescent Services, 
Probation Services and 
Alternatives for Youth) 

Children and 
youth 

�  
Probation is the 
main referent 

 

Lynwood Hall Child and 
Family Centre: Hamilton 
Residence, Intensive Child 
and Family Service 

Birth to 18 �   

McMaster Children's 
Hospital: Integrated Child 
and Youth Mental Health 
Services 

Birth to 18 �   



 

 

 
Public Health and 
Community Services: Child 
and Adolescent Services 

3 ± 18 years �   

The Good Shepherd: 
Brennan House 

16+ years  �  

Salvation Army: Grace 
Haven 

  �  

Wesley Urban Ministries   �  
Woodview Children's Centre: 
Canada House Residence, 
After School Programs 

13 ± 16 
years, boys 

�   

 
MCYS/MCSS Funded Developmental Services for Children and Youth: 
 
 Accessed through 

Contact Hamilton 
only 

Can be Accessed 
by Multiple Points 

Community Living Hamilton: Charlton 
House, After School Programs, 
Alternate Care 

�   

McMaster Children's Hospital: 
Developmental Paediatrics 

 �  

Rygiel Supports for Community 
Living: Respite, Accommodation 

�   

Children with Complex Needs 
Partnership (Lynwood Hall, Catholic 
Family Services and Rygiel Supports 
for Community Living) 

�   

 
NB: Other youth serving agencies not identified above (e.g. Big Brothers, Big Sisters, Banyan) 
can be accessed directly. 
 
 
Adult Developmental Services: 
 
Contact Hamilton is the single access point for the following adult developmental services: 
 
Beth Tikvah Foundation of Hamilton 
Catholic Family Services: Adult Protective Services 
CHOICES 
Christian Horizons 
Community Living Hamilton 
Hamilton and District Extend-A-Family 
L'Arche Hamilton 
McMaster Children's Hospital 
Rygiel Supports for Community Living 
The Salvation Army: Lawson Ministries 
Woodview Manor 
YWCA of Hamilton: Services for the Developmentally Handicapped 



 

 

 
Appendix 2:  
 
Hamilton Wentworth Catholic District School Board Student Services 
 
SOCIAL WORK SERVICES 
 
The Social Work Services department provides support services designed to empower students 
and assist them in sustaining and / or reclaiming a semblance of control over their particular 
situation(s).  These services are immediate and short term in nature with the primary goals 
being prevention, intervention and advocacy.  The services include: assessment, attendance 
investigation, class / grade presentations, community liaison, consultation, counselling, crisis 
intervention, parent in-service / training, professional staff development and system resource. 
 
SPECIAL EDUCATION SERVICES 
 
The Special Education Services Department of the HWCDSB provides the following services: 
 

- consultation to principals, teachers, educational assistants and parents / guardians 
concerning the education of exceptional pupils; 

- in-service education for principals, teachers and educational assistants concerning the 
education of exceptional pupils; 

- provision of transportation to and from school for exceptional pupils; 
- provision of assistive technology for exceptional pupils; 
- liaison with community professional and paraprofessionals concerning the education of 

exceptional pupils 
 
PSYCHOLOGICAL SERVICES 
 
The Psychological Services Department of the HWCDSB provides the following services: 
 

- psycho-educational assessments of students Junior Kindergarten to Grade 12; 
- consultation to principals, teachers, educational assistants and parents /guardians 

concerning exceptional pupils; 
- in-service education for principals, teachers and educational assistants concerning the 

education of exceptional pupils; 
- liaison with community professionals and paraprofessionals concerning educational 

planning for exceptional pupils 
 
SPEECH, LANGUAGE AND HEARING SERVICES 
 
The Speech, Language and Hearing department supports the needs of students with 
Communication Disabilities or disorders (ranging from mild to severe) where the need has been 
identified and a referral received.  Those services include such things as assessment and 
consultation, direct services provided by supportive personnel such as Educational Assistants 
and the provision of education regarding speech, language and pre-literacy skills to Board Staff.  
The needs of those students requiring Augmentative and Alternative forms of communication 
are also addressed.  Resource teachers for the Deaf and Hard of Hearing provide direct and 
consultative services to those students either personally or through the use of supportive 
personnel.  Educational opportunities for Board staff are also provided by this resource team in 
regard to teaching strategies for these students. 



 

 

 
 
 
Appendix 3:  
 
Hamilton Wentworth District School Board Student Services 
 

SOCIAL WORK SERVICES 
 
Social Work Services is comprised of seven key areas: 

1. Social work support to all schools and programs (consultation and direct intervention) 
2. Supervised Alternative Learning for Excused Pupils (SALEP) 
3. Behaviour Resource Team 
4. Violence Prevention 
5. Alternative Education 
6. Program and resource development; 
7. Psychiatric consultation 

 
The service is delivered by a manager, school social workers, system social workers, the 
SALEP Centre team (a social worker, teachers, and educational assistants), the Behaviour 
Resource Team (BRT) ( a social worker, consultant, educational assistants), a fee for service 
consulting child psychiatrist and administrative staff support.  Consultation about service may 
occur at any time.  A formal referral where a staff member will be working directly with the 
student requires a formal consent.  All referrals are made through the school Principal.  
Referrals may be appropriate when there is a school related problem.  
 

SPECIAL EDUCATION 
 
The Vision of the Hamilton-Wentworth District School Board is ªa future in which all students 
achieve their full potentialº.  The Board's Mission is ªeducating student to become life-long 
learners and contributing citizens in a challenging, changing, multi-cultural worldº.  Three core 
values of Respect, Innovation and Accountability will govern the Board's actions and 
decisions. 
 
The Board provides a continuum of special education supports and services for exceptional 
learners.  This continuum includes regular class placements and support, special class 
placement and support, and special day school placement and support.  The Board 
endeavours to meet the needs of all special education students in the most enabling 
environment, in accordance with parental preference.  A Board motion, which states, ªThat 
the Board approve, in principal, that the special learning needs of all students, wherever 
possible, be addressed within the home school.º  (March 23, 2000) is consistent with Ministry 
direction. 
 
Continuous evaluation and assessment is an integral part of special education programming.  
Monitoring progress, reviewing program interventions and making changes in instructional 
practices that result in increased student learning are the hallmarks of special education. 
 



 

 

PSYCHOLOGICAL SERVICES 
 
Psychological Services is comprised of psycho-educational consultants and a manager.  
Psycho-educational consultants have advanced degrees in Psychology.  Each consultant 
provides service to a group of schools.  Psychological assessments are conducted to evaluate 
and to address learning, social-emotional or behavioural needs of children and adolescents.  
These assessments are used for classroom programming purposes.  Schools also benefit from 
ongoing consultations from our department around a variety of student issues.  Other avenues 
of support to teachers, students and parents are through training opportunities, in-services, 
information sheets and research. 

 

COMMUNICATION SERVICES (SPEECH / LANGUAGE) 
 
The Communication Services Team provides assessment, consultation and remedial services to 
students having communication difficulties.  Services are provided in partnership with parents, 
school staff and outside agencies.  These services include, but are not limited to: 
 

- screening 
- formal assessment 
- classroom consultation individual programming  
- referral to outside agencies 
- participation at school meetings 
- participation at Identification Placement and Review Committee (IPRC) meetings 

 
The team consists of speech-language pathologists; communicative disorders assistants, 
teachers and educational assistants.  Each school is assigned a speech-language pathologist.  
Also, each school has access to two specialized teams:  the Autism Spectrum Disorders Team 
and the Alternative/Augmentative Communication Team.   
 

CARE, TREATMENT AND CORRECTIONAL PROGRAMS 
 
Care, Treatment and Correctional programs are funded by the Ontario Ministry of Education 
to deliver educational services to young people who are unable to attend regular community 
schools because they are either in Care Facilities (e.g. hospitals), Treatment Facilities (e.g. 
children's mental health centres), or Correction/Custody Facilities (e.g. detention centres, 
open custody group homes).  These programs require formal agreements between the 
School Board and the partnering Community Agencies and must be approved annually by the 
Ministry of Education.  Academic programs follow Ministry of Education and training 
guidelines but are delivered in a flexible and often individualized manner.  Whenever possible, 
they are co-ordinated and integrated with the facility's management and treatment programs.  
They are designed to maximize the educational outcomes for these students. 
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Protocol Agreement 
 
 
The Youth Criminal Justice Act provides for information disclosure by the Provincial Director (or 
delegate) with school authorities for four primary reasons: 
 

·  To assist in preparation of a report  
·  To ensure compliance by the young person with an authorization under section 91 

(reintegration leave) or an order of the Youth Justice Court 
·  To ensure the safety of the students and staff 
·  To facilitate the rehabilitation of the young person 

 
The Ministry of Children and Youth Services, Youth Justice Services is a partner with the local District 
School Boards and shares responsibility for the interests of our schools and the future positive 
development of the young people who have come into conflict with the law and who have been placed on 
Probation and/or Custody and Community Supervision.  To this end, every effort will be made to 
cooperate and share information in the best interests of these young people and our schools while 
maintaining a respect for the right to privacy of every individual. 
 
The noted partners believe that services to young persons should reflect both rehabilitative and 
enforcement roles of Probation Officers and the importance of continued educational opportunities ± both 
academic and social ± that assist, support and encourage young persons to become law-abiding, 
productive citizens. 
 
The development of this protocol is intended to clarify roles, respect different mandates and develop trust 
among all those involved with the young person in order to work in concert to assist and support the 
individual and to ensure the safety and security of the school environment.  The protocol will be used by 
Probation Officers and School Board Administrators to guide their actions and interactions. 
 
 
 
_____________________________      ______________________________ 
Donna Turnbull, Provincial Director   Director of Education 
Ministry of Children and Youth Services  Hamilton Wentworth District   
Youth Justice Services, Western Region  School Board 
 
 
       ______________________________ 

Director of Education 
       Hamilton Wentworth Catholic   
       District School Board  
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Key Terminology 
 
In order to understand some key phrases, terminology and acronyms used by Youth  
Services, the following definitions are provided for the benefit of the users of this  
Protocol. 

Case Management Plan 
 
Every young person will have a Case Management Plan (C.M.P.) developed and documented within 
30 days of placement in a residential facility and within six weeks of being placed on Probation.  
These plans (also known as Plans of Care under the C.F.S.A.) outline the young persons'  needs, risks, 
strengths, goals and means to achieve them.  The C.M.P. is developed in cooperation with the youth, 
facility staff, parents/guardians and other professionals.  The C.M.P. is created after a Risk/Need 
Assessment is completed and both are reviewed and updated regularly. 
 

Detention 
 
Detention refers to a facility where young persons are held prior to the Court' s disposition or the 
young person' s release on bail.  Detention can be distinguished from custody in that custody refers to 
a placement after sentencing.  Detention can be either Open or Secure.  
 

Pre Sentence Repor t  
 
(Pre Sentence Reports were called Pre Disposition Reports under the Young Offender' s Act.)  A Youth 
Court Justice can only order a Pre Sentence Report after a finding of guilt, but prior to sentencing.  The 
report is used by the Justice to assist in making a final decision on sentencing.  A Probation Officer 
prepares the report and it includes information about a young person' s family history, education, 
employment, and available services in the community to address the needs of the young person. A 
Probation Officer may wish to contact the school, with the appropriate releases signed, to obtain such 
educational information as grade, level of achievement, attendance, behaviour in the classroom, 
relationship with peers and teachers.  Copies of the report are made available to the Justice, the Crown 
Attorney, the young person, the parents, and Defense Counsel.  The information contained in the report 
may be subject to cross-examination.  
 

Probation Officer  
 
A Probation Officer is the person who fulfils the role of ªYouth Workerº, the more official term used in 
the Youth Criminal Justice Act (YCJA). The Probation Officer is also the ªcase managerº for the youth 
while they are in the justice system and is responsible for carrying out the mandate of the YCJA.   
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Provincial Director  
 
A person appointed by the Lieutenant Governor in Council to perform the duties or functions of a 
Provincial Director.  Most often thought of as the Probation Manager, but also the Superintendents of 
custody facilities and in many cases, the Probation Officer has Provincial Director delegation. 

Reintegration Leave 
 
The YCJA provides for two types of Reintegration Leaves (formerly referred to as Temporary Releases 
under the Young Offender' s Act) 

- a release from custody for a period not exceeding 30 days without escort 
- a recurring release or pre-authorized releases from custody during specified days and times. 

 
Suggested purposes for the leaves as outlined in the legislation include; 
 -    reintegration/rehabilitation 

- medical 
- humanitarian/compassionate 
- employment 
- education 

 

Reviews  
 
There are many grounds for a Review under the new legislation.  A Review Hearing can be a means to 
return a young person to the Youth Court to modify their probation order, to reduce their sentence, to 
change the level of custody, to be released from custody, as a consequence for non-compliance, to change 
a condition of probation or to terminate a court order. 
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Sentencing Options 
 
 
The Youth Criminal Justice Act introduced a number of new sentencing options that did not exist under 
the Young Offender' s Act.  A brief outline of available sentences will follow, divided into Custodial and 
Non-Custodial Sentences.  As before, there are two levels of custody.  Open Custody, which is a 
community residential centre and Secure Custody, which is a place designated by the Lieutenant 
Governor in Council for the secure detainment of young persons (often referred to as jails).  In Ontario, 
the Youth Court decides the level of custody for a young person. 
 

Custody Sentences 
 
Custody and Community Supervision Order (C.C.S.O.): 
Unlike the Young Offender' s Act, the YCJA provides that all custody orders include a period of 
supervision in the community immediately following release.  The purpose of the community supervision 
portion is to ensure appropriate supervision and support for the young person during their transition from 
custody back to the community.  The community portion of most Custody and Supervision Orders is 
equal to half of the custody time.  For example, a young person who served six months in custody would 
be under community supervision for three months after release. 
 
The YCJA contains a list of mandatory conditions that apply to all young persons while under this type of 
supervision.  Additional conditions can be imposed by the Probation Officer prior to a youth' s release 
from custody that address their needs and manage risk.  If a young person breaches a condition of a 
CCSO, the order can be suspended by way of a warrant, the youth returned to custody and ultimately be 
brought back before the Youth Court.  The Justice may order the youth to spend the remainder of their 
sentence in custody, or may release him/her on new conditions. The police may not enforce the conditions 
of a CCSO, violations must be referred to Probation for enforcement. 
 
Intensive Rehabilitative Custody and Supervision Order (I.R.C.S.): 
This is a new youth sentence intended to provide treatment for serious violent offenders.  This type of 
order may be made if the Court determines certain criteria are met.  Special federal funding has been set 
aside to ensure this sentencing option is available throughout the Country.  This special treatment 
sentence offers youth who might otherwise be sentenced as an adult, an opportunity to receive treatment 
in a youth facility. 
 
Deferred Custody and Supervision Order (D.C.S.O.): 
Although this sentence is served in the community, it should be considered for most purposes, a type of 
custodial sentence because a breach of a condition can result in the young person serving the remainder in 
custody.  A deferred custody order may not exceed six months and the Youth Justice Court sets the 
conditions. 
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Non-Custody Sentences 
 
Sentence Orders: 
The Youth Court may make orders for Restitution, Community Service Work or Conditional Discharges 
that do not involved the probation office or require the young person to report or be under supervision.  
 
Probation: 
Probation is a sentence the court can impose for a young person to be supervised by a Probation Officer 
for a period of up to two years.  Probation orders contain mandatory conditions of ªkeep the peace and be 
of good behaviourº and ªappear before the Youth Court when required to do soº and they can contain 
optional conditions.  Optional conditions can be found in sec. 55(2) of  the YCJA and can include the 
following: 

- report to a Probation Officer; 
- make reasonable efforts to obtain and maintain employment; 
- attend school or any other place of learning, training or recreation that is  appropriate, if the 

youth justice court is satisfied that a suitable program for the young person is available there;   
- not own any weapons, etc. 

 
Enforcement of a probation order is pursuant to section 137 of the YCJA and is referred to as  a ªBreach 
of Probationº or a ªWillful Failure to Complyº charge.  If found guilty, and youth may receive a fine, six 
months in custody or other dispositions available under section 42(2) of the YCJA.   It should be noted 
that Probation Officers have discretion to lay charges and may utilize other measures first depending on 
the seriousness of the violation.  Police officers may also lay a charge under section 137 of the YCJA if 
they encounter a youth who is in violation of a condition, such as non-compliance with curfew.  Probation 
officers must be mindful of the new sentencing principles in the Youth Criminal Justice Act that limit the 
use of custody (section 38 and 39). 
 
Intensive Support and Supervision Program (I.S.S.P.): 
This new sentence is an alternative to custody that enables young persons with mental health issues to 
serve their sentences and access programs in the community.  This sentence is not yet available in 
Hamilton. 
 
Attendance Centres: 
This new sentencing option can require a young person to attend for programming for a specified number 
of hours. Programs can run in the day, evening or weekends and this order can be combined with a 
probation order. This option is not yet available in Hamilton. 
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Jurisdiction and Role of Youth Justice Services 
 
 
There are two provincial ministries involved in the supervision of offenders on probation.  The age they 
were at the time of the offence will determine which Probation Office will provide supervision.   
 
The Ministry of Children and Youth Services, Youth Justice Services supervises young persons who were 
12 to 17 at the time of their offence.  There may be young people bound by a youth court order well over 
the age of 18, depending on how long the matter took to get to Court and the duration of the sentence 
imposed.  Cases do not automatically get transferred to the adult office when the youth turns 18. It is also 
important to note that young person information is not available to the adult office and vice versa.  
 
The Ministry of Community Safety and Correctional Services provides for the supervision, detention and 
release of adults (over 18 years of age at the time of the offence).   
 
There are many cases where a young person is bound by both an adult sentence and a youth sentence. In 
cases such as these, the Ministries have worked out a `Memorandum of Understanding'  regarding 
supervision of the legal orders.  It is best to contact the probation office directly to enquire which office 
has authority as the rationale for supervision varies on a case-by-case basis. 
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Information Sharing Procedures 
 
 
The Youth Criminal Justice Act section 125(5) and (6) permits information exchange in  
the following circumstances: 

- to assist in the preparation of a report; 
- to ensure compliance by the young person with a Reintegration Leave or youth court order; 
- to ensure the safety of staff, students and others; 
- to facilitate the rehabilitation of the young person 

 
 
1.  Disclosure for the Preparation of Reports 
 
Section 125 (5) of the Youth Criminal Justice Act permits the Provincial Director or Youth Worker to 
disclose information contained in a youth record if the disclosure is necessary for procuring information 
that relates to the preparation of a report.   
 
While there are a number of reports that may be prepared for the Youth Court, schools will most often be 
contacted for the preparation of a Pre Sentence Report.  These reports and the information contained in 
them are subject to cross-examination and copies are given to the young person at Court. 
 
A Probation Officer, after being assigned a Pre Sentence Report, will contact the Principal or Vice-
Principal where the young person currently attends or last attended school as soon as possible.  A signed, 
original Release of Information form must be provided to the school before any information will be 
released.  If additional school staff need to be contacted, the Probation Officer will consult with the 
Principal or Vice-Principal rather than phoning teachers directly. 
 
Information that may be provided by the Probation Officer to the school includes: 

- the name and age of the young person 
- the type and purpose of the report 
- timelines for receipt of the information 
- the type of information they are requesting (for example, attendance records, performance 

records, discipline issues) 
- a signed Release of Information form signed by the youth and their parent.  (The Education 

Act requires that the parents must sign releases if the student is under age 18.  Exceptions may 
be made when the student is 16 years of age or older and living independently.)   

 
2.  Disclosure to ensure compliance with a Reintegration Leave or a Youth Court order 
 
When considering a Reintegration Leave (from a custody facility) under section 91 of the YCJA, the 
Probation Officer may contact the school to confirm that the student is  

9 



 

 

registered to attend the school and will arrange with the appropriate staff member a method of confirming 
attendance at school during the Reintegration Leave. 
 
Probation Officers will make decisions to share information with schools or other service providers based 
on the Risk/Need Assessment and Case Management Plan and will also consider the seriousness and 
nature of the offence.  If the student is doing well and attendance is not a problem, the Probation Officer 
may ask the young person or parents to bring in report cards to enable the Probation Officer to monitor 
the young person' s progress. 
 
Information that may be provided by the Probation Officer to the schools includes: 

- the expiration date of the order 
- the particular terms of the order which relate to school attendance or any educational matter 
- the offence, if relevant 

 
Whenever possible, a signed release of information will be obtained prior to sharing information. Note 
however that the Youth Criminal Justice Act does not allow for a young person to consent to the 
disclosure of his/her youth record. 
 
When a student on probation is suspended and there is a Release of Information form on file, there would 
be an expectation that the school official would notify the Probation Officer of the suspension  or of any 
concerns regarding compliance issues.   
 
If attendance continues to be an issue, the Probation Officer may request an attendance profile to discuss 
with the young person prior to determining the response to non-compliance.  Options may include any or 
all of the following: 

- increased reporting to probation 
- complying with sanctions at home with parent 
- attending a case conference 
- participation in an approved community based program 
- a charge of Willful Failure to Comply under section 137, YCJA 

 
 
3.  To ensure the safety of staff, students and others 
  
Probation Officers may also disclose useful and meaningful information to school officials in order to 
assist with  the safety of staff, students or other persons.  The term ªsafetyº should be given a fairly broad 
interpretation in a school context so that it extends beyond the traditional assault or violent incidents. 
 
A case specific determination would be made with respect to other offences, some or all of which could 
indicate disclosure might be appropriate, for example: arson, sexual assault, trafficking, harassment, 
possession of weapons, assault, etc.  
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Information that may be shared by the Probation Officer with the school may include the following: 

- details of particular aspects of the offence which make notification under Section 125 
(6) necessary; 

- prior offences that may effect safety 
- information regarding any pattern of behaviour which might signal the onset of activity 

would could effect the safety of students/staff 
- recommendations for reducing the level of risk of violence and increasing the level of 

safety 
- any identifiable individual or group which could be at risk from the young person 
- any relationship between the young person and other students who have been found 

guilty 
 
 
4.  Disclosure to facilitate the rehabilitation of the young person 
 
Probation Officers may also disclose other useful and meaningful information to school officials in order 
to assist with the rehabilitation of the young person.  In order to honour the spirit of confidentiality, only 
information that directly affects the young person' s attendance at school will be released.  The ªneed to 
knowº principle will be applied to any information that falls under this circumstance. 
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Storage, Transfer  and Destruction of Information 
 

 
The initial recipient of a disclosure by a Probation Officer is empowered to further disclose that 
information to another person ONLY IF it is necessary for the purpose for which the disclosure was 
authorized.  Limits of subsequent disclosure can be found in Section 129, YCJA. 
 
Section 125(7), YCJA requires that information disclosed pursuant to Section 125(6)(a)(b)(c) be stored 
apart from ordinary school records of the young person and that it is accessible only to those who need 
access.  This section also requires that recipients of the information destroy their copy of the record when 
information is no longer required for the purpose for which it was initially disclosed.  No information may 
be disclosed under this section after the end of the Period of Access to Records, Sec. 119(2), YCJA. 
 
Records should be kept in a locked cabinet under the control of the Principal and not in the Ontario 
Student Record.   
 
In the case of a transfer, the Probation Officer may share the information with the next Principal as 
required and information from the previous school would be destroyed.  Files should be destroyed when 
no longer needed, i.e. when probation has expired, at the end of a school year, when a youth transfers or 
in the case of a safety issue when the demonstrated concern no longer exists.   
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Woman Abuse and Family Violence is a community issue that requires a community response. 
The Community Women' s Shelters and District School Boards have a partnership  that recognizes 
our responsibilities to respond.  Many women who have or are experiencing abuse choose to seek 
support through residential/or non-residential services from women' s shelters. 
 
Their children often require special consideration in order to continue their education. 
 
In most situations, women who are fleeing a domestic violence situation take their children with them.  In 
order to normalize this transition period in the children©s lives, it is extremely important to have the 
children involved in some type of schooling.  Over the years, shelters have developed working 
relationships with their neighbouring schools (receiving school) whereby such students are 
accommodated on a temporary basis. 
 
In extremely high-risk situations, other arrangements such as alternate receiving schools, home instruction 
or home schooling have to be made.  Many adolescents in secondary schools prefer to still attend their 
original (home) school. 
 
The development of this protocol is the result of a grant from the Ministry of Education entitled School 
Based Services.  The partners in the development of this protocol are Hamilton' s Women' s Shelters, 
District School Boards, and the Community Child Abuse Council. 
 
This protocol allows school board staff, shelter staff, and mothers to facilitate children' s education. 
This document provides information, guidelines, procedures and best practices to create as seamless 
and as safe a response as possible for children living in shelters to ensure that their access to 
education is not unduly disrupted in situations of woman abuse. 
 
This protocol applies to all schools where children need to change schools as a result of woman 
abuse.  It is particularly relevant to those schools designated as a ªreceiving schoolº. 
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1.0 AUTHORITY 
 

1.1 Education Act 
 

  Section 21(1) defines the ages of compulsory school attendance generally as 
  between the ages of 6 to 15 inclusive. 
 

Section 22(2) defines when compulsory school attendance is excused including 
satisfactory instruction at home or elsewhere, sickness, or other unavoidable cause. 
 
Regulation 298 Section 23 indicates a parent may apply to the principal to have a 
pupil excused from school for a temporary period of time. 
 

1.2 Register of Daily Attendance 
This document should be checked annually for any changes. 

 
Admission 
The principal shall ensure that a pupil's name is not entered in the register until the 
day on which the pupil actually begins to attend classes for the current school year. 
 
Absenteeism 
A pupil's name may be retained in the register for sixteen to thirty consecutive days 
of absence, if the principal has referred the case in writing to the attendance 
counsellor.  If a pupil's name is to be retained for one or more subsequent fifteen-
day periods, the principal must receive at the beginning of each subsequent fifteen-
day period a report from the attendance counsellor indicating that the pupil's file is 
still active.  Where, for any reason, the attendance counsellor does not submit a 
report or indicates that the pupil's file has become inactive; the pupil shall be shown 
as a retirement on the day following the last fifteen-day period. 

 
1.3  O.S.R. Guideline (Sections 3.1.2, 3.2.1, 3.2.2) 

 
A report card shall be completed and filed in the OSR folder for each student who has been enrolled 
in the school for more than 6 (six) weeks from the commencement of the reporting period: 
 

·  at the time of his/her transfer to another school, or 
·  at the time of his or her retirement from school; or 
·  at the end of each of three reporting periods, the first to occur during the fall 
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1.4 Criminal Code 

 
Subject to the terms of a recognizance order, a person who is ordered not to be in the 
vicinity of a child can be charged if the order is violated.  (Criminal Code ± Section 810 & 
Section 515 (4)) 
 

1.5 The Family Law Act 
 

A restraining order under the Family Law Act has to be followed (see 3.5). 
 
"On application, a Court may make an interim or final order restraining the 
applicant©s spouse, same-sex partner, or former spouse or same-sex partner from 
molesting, annoying or harassing the applicant or children in the applicant©s lawful 
custody, or from communicating with the applicant or children, except as the order 
provides, and may require the applicant©s spouse or former spouse to enter into the 
recognizance that the Court considers appropriate."  (Family Law Reform Act ± 
Section 46 (1)) 
 
The section also provides that a person who contravenes a restraining order may, 
upon conviction, be fined or imprisoned or both. 

 
1.6. Trespass to Property Act ± Section 2 of the POA 

 
Should a trespasser appear on school property after having been told to leave or after 
having been sent a trespass warning letter, the Police should be called provided the 
trespasser is still on school property.  If the trespasser has left the scene and the 
school wishes to lay trespass charges, someone from the school must go to the 
nearest police station and complete a general occurrence report.  (This section may 
be cross-referenced with the Education Act Regulation 474/00, Access to School 
Premises and The Provincial Offences Act Section 2.) 

 

 1.7 Children©s Law Reform Act ± Part 111, Subsection 20 (4) 
 
"Where the parents of a child live separate and apart and the child lives with one of 
them with the consent, implied consent or acquiescence of the other of them, the 
right of the other to exercise the entitlement of custody and the incidents of custody, 
but not the entitlement to access, is suspended until a separation agreement or 
order otherwise provides".  (Subsection 20(4)) 
 
Under both the Children's Law Reform Act and the Divorce Act, the legal right of a 
non-custodial parent to have access to a child includes the right to make inquiries 
and to be given information concerning the child's health, education, and welfare.  
Only a Court Order can alter these rights. 
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1.8 Child and Family Services Act 
  Section 72 

This section obligates professionals to report suspicions of family violence to a 
Children's Aid Society.  (Section 72) 
 
Section 208 
In this part, ªcustomary careº means the care and supervision of an Indian or native 
child by a person who is not the child's parent, according to the custom of the 
child's band or native community.  (R.S.O.  1990, c C.11, s. 208.) 
 
Section 211. (1)  A band or native community may designate a body as an Indian or 
native child and family service authority. 
(2) Where a band or native community has designated an Indian or native child 

and family service authority, the Minister, 
(a) shall, at the band's or native community's request, enter into negotiations 

for the provision of services by the child and family service authority; 
(b) may enter into agreements with the child and family service authority 

and, if the band or native community agrees, any other person, for the 
provision of services; and 

(c) may designate the child and family service authority, with its consent and 
if it is an approved agency, as a society under subsection 15(2) of Part I 
(Flexible Services).  (R.S.O. 1990, c. C.11, s.211.) 

 
2.0 PROCEDURES 
 

2.1 Role of Shelter Staff 
 

a) Students from a catholic school board should go to a receiving school within 
the Hamilton-Wentworth Catholic District School Board.  Students from a 
public board should go to a receiving school within Hamilton-Wentworth 
District School Board. 

 
b)  The Shelter staff will do the following: 

·  notify both the receiving school and the liaison person with that district 
school board of the intent to place the child and to arrange a planning 
conference at that school; 

 
·  assist the woman in providing the receiving school with information 

about the student©s education; 
 

·  encourage the woman to provide to the principal of the receiving 
 school a copy of any available court order(s) (see 3.5); 

 
·  request that the woman sign a Release of Information for   

   shelter/school board communication; the release will be forwarded  to 
   the liaison representative; 
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·  accompany the woman and student to the receiving school for a 
 planning conference and at this time identify any special needs to 
 the school principal; 

 
·  develop a safety plan with the woman, child, and receiving school; 

 
·  notify the school and the board's liaison person as soon as possible of 

any change in plans, including the termination of placement at either 
the shelter or the receiving school; and 

 
·  for students from outside the Hamilton area, shelter staff will provide the 

receiving school/liaison person with available educational information 
and contact persons subject to appropriate releases of information. 

 Note 
(i) In extremely high-risk situations, other arrangements may have to be made 

such as home instruction, home schooling or temporary excusal. 
 
(ii) Many students registered in secondary schools prefer to continue to attend 

their home school. 
 
(iii) Some elementary school students will remain in their home school. 

 
 

2.2 Role of Receiving School Staff 
 

a) Convene a planning conference with the shelter representative, the woman 
and the student (and resource staff if deemed necessary) in order to ascertain 
the most appropriate placement for the student, to understand any special 
needs that the student may have, and to discuss safety concerns.  The 
planning conference will be held as soon as possible (one to three days of the 
notification from the shelter) and at the mutual convenience of all concerned 
parties. 

 
b) Students living in shelters but attending a school from the SAME BOARD 

should NOT be put on the register at the receiving school as they will be 
continuing on the register at the home school but marked absent (see 1.2).  
The receiving school will keep accurate attendance records in a separate file.  
When the student is placed in a permanent school situation, the attendance 
information will be forwarded to that school and/or the home school, to be 
included with the student's permanent attendance information. 

 
c) Students commencing school in September and who have not 

entered/attended school in the current school year should be entered on 
the register of the "receiving school" (see 1.2). 
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d) Unless otherwise requested by the woman, students from other school 
boards will be registered after 30 school days of attendance at the receiving 
school (see 1.2). 

 
e) Ontario Student Record (OSR) ± for purpose of this Protocol the OSR is not 

requested by the receiving school.  When confidentiality and safety are 
concerns or the educational information is required, the OSR can be 
requested through the Board©s liaison person (see Appendix I - sample letter). 

Section B of the OSR shall be completed only when the student retires or 
transfers from the school.  (OSR Guideline, Section 3.1.2.) 

f) It is expected that most students will be able to participate in all school 
procedures (e.g.: awaits entry on the playground, recess, and dismissal).  
However, in some situations, special safety arrangements may be established. 
If these arrangements appear to be too restrictive to be accommodated within 
the school environment, other forms of education should be considered (home 
instruction, home schooling). 

 
g) Should the receiving school be approached for information by the "parent with 

whom the child is not residing", personnel at the school should: 
 

·  confirm the identity of the person and enact whatever safety plan  
  may be necessary 
 

·  contact the shelter/ ªwoman with whom the child is residing"   
  immediately; 

 
·  be aware that the "parent with whom the child is not residing" and who 

still has access rights is entitled to make inquiries and to be given 
information as to the education of his or her child(ren).  It is 
appropriate to delay release of information or access to a child to the 
"parent with whom the child is not residing" as long as the delay is not 
inordinate.  It would be reasonable to make contact with the "woman 
with whom the child is residing" prior to releasing either the student or 
information about the student in order to ensure that there is not an 
order in place which would restrict such actions.  (See 1.7 - Children©s 
Law Reform Act) 

 
·  contact the police or Children's Aid as necessary; 

 
·  contact the board liaison representative if necessary. 

 
h) If requested, the receiving school will complete a transfer form at the end of the 

student placement.  
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i) If a student has not been in a home school for six (6) weeks after a reporting 

period, but has been in the receiving school for at least six (6) weeks, the 
receiving school is required to complete a report card.  This could be done in 
collaboration with the home school.  In this situation the student can be 
registered ªafter the factº. 

 
2.3  Role of Board©s Liaison Representative 

 
a)  Social Work Services of the Hamilton-Wentworth District School Board and 

Social Work Services of the Hamilton-Wentworth Catholic District School 
Board will each designate a liaison representative. 

 
b)  Subject to the woman's consent, the liaison representative will obtain the 

following information from shelter personnel - name of student(s), date(s) of 
birth, home school(s), previous grade placement(s), receiving school(s) or 
alternative educational plan(s). 

 
c) The liaison representative will notify the home school that the student is in a 

safe situation and should be marked absent until further notice (see 1.2).   At 
this time any educational concerns that the home school has should be 
provided to the liaison representative who in turn will share this information 
with the receiving school. 

 
d) When the liaison representative is notified that the student has completed 

the stay at the receiving school, the home school and/or the new school will 
be advised. 

 
e) Should the liaison representative be approached for information by the 

"parent with whom the child is not residing", the representative should: 
 

·  confirm the identity of the person; 
 

·  contact the shelter/"woman with whom the child is residing"   
 immediately; 

 
·  delay release of any information to the "parent with whom the  

 child is not residing" until the "woman with whom the child is   
 residing" has been contacted; 

 
·  contact the police or Children's Aid Society as necessary; 

 
·  advise the receiving and home schools about the inquiry. 

 
f) Request the OSR as required (see 2.2e and Appendix I). 
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2.4  Role of the Home School Principal 

 
a) Provide relevant information on the student to the liaison representative. 
 
b) Indicate on the register that the student is absent (see 2.2b).  However, a 

prolonged absence report should be completed.  When the student is in a 
permanent school situation the attendance at the ªreceivingº school should 
be entered into the student's information. 

 
c) Advise anyone seeking information on the student that the student is absent 

and the student©s whereabouts is unknown.  While the person making such 
inquiries is not to be referred to the liaison representative, the principal (or 
principal's designate) will advise the liaison representative about the inquiry 
that has been made. The liaison person will provide support and direction as 
required and will contact the woman/shelter. 

 
d) If a student has been in a home school for six (6) weeks after a reporting 

period, the home school is required to complete a report card. This could be 
done in collaboration with the receiving school. 

 
3.0 OTHER 
 

3.1  Transportation/Special Needs 
 

a) In order to normalize the life of the student, and in situations where safety is 
not an issue, students should be encouraged to walk to school either on their 
own or with the parent. 

 
b) In unsafe situations, transportation arrangements may have to be made. 

Shelters should contact the liaison representative of the appropriate board to 
determine if the request can be accommodated through the board©s 
transportation policy. 

 
3.2  Requests from Outside Agencies 

 
Requests for information from outside agencies for students in shelters should be 
done through the board©s liaison representative.  Proper release of information 
forms must be provided and the shelter staff and the parent should be notified. 

 
3.3  Financial Need 

 
Families in shelters are not always financially secure.  Assistance may be needed 
for students to participate in any special events at the school. 
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3.4  Telephone Numbers 

 
a) Shelters: 
 

    Inasmuch House 905 529 8149 (fax 905 529 6156) 
     Interval House  905 387 9959 (fax 905 387 0563) 
     Martha House  905 523 8895 (fax 905 527 3033) 
     Native Women©s Centre  905 664 1114 (fax 905 664 1101) 

 
b)  District School Boards/Liaison Person: 
 

Hamilton-Wentworth District School Board             
905 527 5092 ext. 2509 or 2448 (fax 905 521-2512)      
Hamilton-Wentworth Catholic District School Board    
905 525 2930 ext. 2183 or 2194 (fax 905 547 2118)  

 
3.5  Types of Court Orders (Check Dates, Signature, & Seal) 

 
Note: 
Court orders usually have specific terms.  Please read these terms carefully and check as to the 
presence of dates, signatures, and court seal.  If you have any questions or concerns, consult with 
the liaison representative.  Letters from lawyers do not constitute a court order.   
 
In an urgent situation call the police and shelter. 
 
Several court orders are described below: 
 
a)  Interim/Interim 

There is an extremely short-term order (3 to 6 week in length) issued by a 
judge.  Where there is a safety issue, one party may apply for this order.  
One party is given sole custody with the other granted access or no access.  
This order is usually time limited. 

 
b)  Interim 

This is a temporary order issued by a judge, which can cover a number of 
months.  Temporary written decisions are made about custody and access. 

 
c)  Custody Order 

This is a legal document signed by the judge or other court officer.  It has the 
court seal as well.  It indicates the terms of custody and access. A Court 
Order dealing with access does not have to specifically give the parent 
access to a school board.  Access in its broadest sense includes entitlement 
to information as to the education of the child. 
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d)  Recognizance to Keep the Peace (Peace Bond) 

This is issued by a justice of the peace or a judge. 
It obligates the offender to "keep the peace and be of good behaviour" and to 
follow the designated terms set out. 

 
e)  Recognizance of Bail 

This is issued by a justice of the peace pending a hearing.  It lists the terms 
that the accused must follow to remain in the community. 

 
f)  Terms of Probation or Parole 

It lists the conditions that an individual must follow. 
 

 g) Restraining Order 
In Hamilton area this is usually issued by a judge of the Unified Family Court.  
It is an order that restrains contact with another person (see 1.5). 

 
3.6  Definitions 

 
a) Access Parent 

This term should be used when referring to a non-custodial parent who has 
access to his or her child.  The entitlement to access includes the right to 
visit with, and be visited by, the child and the same right as the custody 
parent to make inquiries and be given information as to the health, 
education, and welfare of the child. 

 
b) Board Liaison Representative 

The person(s) that a board has designated to be the central office contact 
with the shelters. 

 
c) Right of Custodial Parent 

This term usually refers to the parent who has custody of a child pursuant to 
a Court Order.  Note, there can be joint custody situations where two 
caregivers share custody.  Also, it may be used to refer to the parent with 
whom the child resides even if there is no Court Order or Separation 
Agreement providing the living arrangement is with the consent, implied 
consent or acquiescence of the other parent. 

 
d) Home School 

The school in which the student was previously enrolled before the family 
entered the shelter. 
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e) Non-Custodial Parent 

This term refers to the parent who does not have custody of the child 
pursuant to a Court Order, Separation Agreement or understanding. 
 

    f) Planning Conference 
  This is a planning meeting convened at the receiving school prior to  
  placing the child. 

 
g) Receiving School 

The school that the student attends while living in the shelter. 
 
   h) Safe Situation/Unsafe Situation 

As defined by shelter personnel. 
 

i)  Shelter Liaison Representative 
The person that the shelter has designated to be the prime contact with both 
the schools and the respective board©s liaison representatives. 

 
3.7 Commonly Asked Questions 
 

1) What information would board personnel be obliged to tell a father/partner who 
has custody and whose child(ren) are living in a shelter? 

 
A father/partner who has custody is entitled to any information and privileges, which 
would be available to any custodial parent.  If it were sought to limit this entitlement, 
the onus would be on the other parent to promptly seek a Court Order (probably 
without notice to the custodial parent).  The school is put in a very difficult position if it 
is asked to limit the rights of the custodial parent without legal support.  For safety 
reasons the school will not disclose the child's residence (see Section 2). 

 
2) What information would board personnel be obliged to tell a father/partner who 

has access rights and whose child(ren) are living in a shelter? 
 

An access parent would, in the absence of any Order to the contrary, have the right to 
know the child©s school location, to receive copies of report cards, to be involved in 
parent/teacher interviews and generally to have made available to him or her all of the 
privileges available to any parent.  The one exception is that you would not have to 
disclose the child©s residence to that parent. 
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3) What information would board personnel be obliged to tell a father/partner who 
has neither custody nor access rights and whose child(ren) are living in a 
shelter? 

 
 It is not enough for a Court Order to simply be silent as to access.  A parent©s 

entitlement to access can only be suspended by express terms set out either in a 
Separation Agreement or Court Order.  Assuming the parent©s entitlement to access 
has been suspended, this would suspend the entitlement to receive any information. 

 
3.8 Revision Team 2004 
 

o Dorothy Anderson 
  Staff Assistant, Social Work Services 
  Hamilton-Wentworth District School Board 
o Des Brennan 
  Supervisor, Social Work Services 
  Hamilton Wentworth Catholic District  School Board 
o Christene Briks 
  Executive Director, Community Child Abuse Council 
o Linda Ense 
  Executive Director, Native Women's Centre 
o Clare Freeman 
  Executive Director, Interval House of Hamilton 
o Katherine Kalinowski 
  Director, Good Shepherd Centres ± Women's Services, Martha House 
o Malcolm Powell 
  Manager, Social Work Services 
  Hamilton-Wentworth District School Board 
o Nancy Smith 
  Program Co-ordinator, Interval House of Hamilton 
o Lisa Whittaker 
  Director, Inasmuch House 
o Sandra Williams 
  Senior Crisis Intervention Worker, Native Women's Centre 
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Appendix I
 
 

Sample Letter Requesting OSR 
 

Note 
 
·  This letter is to be used when for safety reasons both the school and the shelter agree 

that the Ontario Student Record should be requested through the board©s liaison 
representative. 

 
·  The liaison representative will develop an internal procedure for tracking such OSR©s 

for future reference. 
 
 

 
 
 
Date 
 
 
Principal 
School Address 
 


 � � �
 � � � � 
 � � � 
 � � �� �� � � 
 �

	 	 	 	 � � � � 	� /	� �� � � 	

 
Dear Madam/Sir: 
 
The above named student is residing with her mother in our area and is attending one of 
our schools. 
 
Would you please direct the Ontario Student Record to  
the Social Work Services of the ___________________________ Board and it will be 
forwarded to the appropriate school.  We agree to accept responsibility for the record and 
to maintain, transfer, and dispose of the record in accordance with the guideline for the 
OSR. 
 
Sincerely
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OTHER BOARD POLICIES 

PROMOTING SAFE SCHOOLS 
 

�  CELL PHONES, AUDIO, VIDEO, PHOTOGRAPHIC AND 
OTHER TELECOMMUNICATIONS DEVICES POLICY 
 

�  INTERNET ACCEPTABLE USE POLICY FOR SCHOOLS 
 

�  DRESS CODE/SCHOOL UNIFORM POLICY 
 

�  SCHOOL VOLUNTEERS POLICY 



 

 

 
 
INTRODUCTION 
 
 
 
 
 
The Hamilton-Wentworth Catholic District School Board is dedicated to providing its staff, 

students and the inclusive school community with safe places of work and learning that are 

conducive to proper growth and development. 

 

It addition to the many policies, protocols and procedures already addressed in this manual there 

are others that also impact on one' s safety and security. 

 

In this current time of advancing technology some of these assume a heightened sense of 

importance and relevance. It is incumbent upon us as educators, parents and students to 

appreciate this and support their positive intent.

(i) 



 

 

 

 
 
 
 
 
 
 
 

CELL PHONES, AUDIO, VIDEO,  
PHOTOGRAPHIC AND OTHER 

TELECOMMUNICATIONS 
DEVICES POLICY 



 

 

ADMINISTRATION H-WCDSB 

 POLICY 
 MANUAL 
 
CELL PHONES, AUDIO, VIDEO, PHOTOGRAPHIC    A.12 
AND OTHER TELECOMMUNICATIONS DEVICES 
 
POLICY 
 
The wide range and use of communication technology devices continues to increase. As a 
Catholic learning community, we accept the responsibility of conducting ourselves in a manner 
consistent with the Mission and Vision of Catholic Education.  
 
As new technologies continue to expand, so have the implications related to safety, privacy and 
the intrusive use of such devices. It is therefore important to govern the use of these devices to 
ensue the safety of the teaching/learning environment and board staff and students. This policy 
outlines the acceptable use of cell phones, personal electronic audio, video, photographic and 
telecommunications devices on all Board properties and Board/school-sponsored events. 

 
The category of devices to which this policy applies, referred to as Personal Electronic Devices 
(PED), is understood to include cell phones, video/camera cell phones, PDAs (Personal Digital 
Assistants i.e. digital organizers such as Palm Pilots), wireless PDA/ telecommunications hybrid 
devices such as the Blackberry, pagers, any camera or video camera, digital and conventional 
sound recording devices (digital voice recorders, I-Pods, Dictaphones, etc.), personal 
entertainment devices such as CD/DVD MP3 players, miniature T.V.s,  eavesdropping or 
listening devices and the like.  It is also understood to include newly developed devices 
employing any form of technology that provides any device with similar image taking, 
eavesdropping/listening and communications capabilities. 
 
This policy applies to Board employees, students, parents/guardians, volunteers, 
employees of contracted service providers and visitors when attending at any Board 
site, or at any Board or school sponsored activity. 

 
This policy does not apply: 
 

�  to the authorized use of photographic/video and audio recording of school events 
including but not limited to graduation, theatrical productions, sports, athletic or 
other similar events as determined and approved by the principal; 

�  to authorized use of photographic/video and audio recording for educational, 
instructional and/or research purposes as approved by the Board or the school 
principal. 

 



 

 

ADMINISTRATION        H-WCDSB 
POLICY 

 MANUAL 
CELL PHONES, AUDIO, VIDEO, PHOTOGRAPHIC    A.12 
AND OTHER TELECOMMUNICATIONS DEVICES 
  
PRINCIPLES 
 
1. The Board recognizes the legislated responsibility of Principals under the Education Act:   
 

�  to maintain proper order and discipline in the school (S. 265. (1)(a)); 
 

�  to be in charge of the instruction and the discipline of pupils in the school, and the 
organization and management of the school (Reg. 298. 11. (1a, b)); and  

 
�  to regulate access to the school premises (S. 305). 

 
2.    The Board recognizes the legislated requirements for pupils under Ontario Regulation 

298 S. 23.  Particular notice is paid to the pupil being responsible for his or her conduct to 
the Principal of the school the pupil attends while on school premises, on out-of-school 
activities, and while traveling on school busses contracted by the Board. 

 
3. The Board acknowledges that the regulated use of some personal electronic devices in the 

school and community by staff and students may contribute to the safety and security of 
the person. 

 
4. The Board recognizes that openness to and the educated use of new and future 

technologies promotes adaptive and constructive uses of technology by students. 
 
5. The Board respects the dignity of the human person and the potential for invasion of 

personal privacy made possible by the inappropriate use of personal electronic devices.  
 
6. The unregulated use of personal electronic devices may pose a risk to personal safety of  

students, staff and visitors and may facilitate inappropriate/illegal activity.  
 

7. The Board acknowledges the potential for disruption to classroom instruction, and the  
potential interference in the day to day and emergency operations of the school, that can 
result from the unrestricted use of personal electronic devices by students, staff, 
parents/guardians, employees of contracted service providers, volunteers and visitors. 

 
8. The preservation of academic integrity and security requires the regulation of the use of 

personal electronic devices. 
 
9. The regulation of use by employees of personal electronic devices is considered 

necessary to the proper stewardship of business-related and personal data held by the 
Board.  
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CELL PHONES, AUDIO, VIDEO, PHOTOGRAPHIC   
AND OTHER TELECOMMUNICATIONS DEVICES  A.12 
 
PROCEDURES           
  
Schools will incorporate into the local Safe School Code of Student Conduct the stipulations of 
this policy and associated procedures.  
 
The application of student discipline for infractions under this policy will be progressive save for 
those instances which are judged by the Principal: a) as posing a physical risk to an individual or 
to the school population; b) to be a serious (i.e. humiliating) invasion of personal privacy; or c) 
as damaging to the academic and moral operation of the school. Details concerning the 
application of student discipline in this area will be included in procedures associated with this 
policy. 
  
1.  Conditions under which Personal Electronic Devices May be Carried on to Board Premises 

 
 (a) The Principal or designate may authorize use of cell phones, pagers, video/camera 

phones, cameras and recording devices on the school site. 
 

 (b) Anyone carrying a personal electronic device on to Board premises will comply 
with all the requirements of this policy and any associated procedures. 

 
 (c) Cell phones and other personal electronic devices must be turned off during class 

time. Cell phones and other personal electronic devices may not be operated/used 
in any scheduled class. 

 
 (d) Cell phones, pagers, video/camera phones, cameras and recording devices are 

valuable electronic devices for which individual students, visitors, contracted 
service providers, staff and volunteers are responsible. When carried on to Board 
premises, the secure storage of these devices is the sole responsibility of the 
owner/user. The Board assumes no responsibility for the safety and security, loss, 
recovery, repair or replacement of these devices. If a student violates the policy, 
the electronic device may be confiscated and returned to the parent/guardian (or 
student 18 years or older) after the instructional day or as appropriate.  

 
 (e) In the event of an emergency, lockdown, or evacuation the Principal will provide 

instruction to the school community pertaining to the acceptable use of PEDs in 
the particular emergency conditions.  
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2. Unauthorized Use of Personal Electronic Devices 
 

(a) The use of any personal electronic device in a manner that violates a person' s 
reasonable expectation of privacy including but not limited to the use of change 
rooms, washrooms, academic examination rooms or private conferencing 
locations, or violates the protection of privacy provisions of individuals under the  

 
 

Municipal Freedom of Information and Protection of Privacy Act, is strictly 
prohibited and may be subject to discipline up to and including expulsion, 
dismissal, exclusion from Board premises and/or the involvement of the Hamilton 
Police Service as appropriate. 

 
(b) The use of the camera feature or audio recording feature on any electronic device 

is strictly prohibited on Board property and at Board related events. 
 

(c) The electronic transmission or posting of photographic images of a person or 
persons on school property, at school events, and during school activities and/or 
hours, is prohibited without the permission of the person or persons being 
photographed, the principal or designate, and where the student is below the age 
of 18, the consent of the parent/guardian. 

 
 (d) The use of any personal electronic device in a manner that interferes with or 

disrupts any form of academic instruction (teaching-learning activity) in any 
classroom or other instructional space is strictly prohibited and may be subject to 
discipline up to and including termination of employment, suspension, expulsion 
or exclusion from the Board premises as appropriate. 

 
 (e) Personal electronic devices shall not be permitted by students in all test and 

examination rooms. The communication of test or examination contents, the 
marks or grades assigned to students resulting from evaluation or the actual 
contents (or part thereof) of any evaluation activity being completed by any 
individual(s) are factors affecting the severity of the disciplinary response. 

 
(f) Board employees, volunteers, etc., are not permitted to use cell phones, pagers (to 

send or receive calls or text messages), video/camera phones for personal or 
professional use in any classroom or instructional space during assigned classes, 
instructional or supervision time without the expressed consent of the Principal. 

 
(g) The unauthorized use of any personal electronic device to record and/or transmit 

any information or data used in the conduct of Board business operations is 
strictly prohibited and may result in the termination of contracts, civil litigation, 
discipline up to and including expulsion, dismissal from employment and/or the 
involvement of the Hamilton Police Service as appropriate.   
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(h) The use of any personal electronic device in a manner that facilitates the 
commission of a crime under federal, provincial and/or municipal statutes is 
strictly prohibited and may be subject to discipline up to and including expulsion, 
dismissal, exclusion from Board premises and/or the involvement of the Hamilton 
Police Service as appropriate. 

 
 
BM  6 JUN 06  
  
RELATED BY-LAW(S):  N/A 
 
RELATED BOARD COMMITTEE: Committee of the Whole 
 
POLICY REVIEW DATE:   1 year 
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INTERNET ± ACCEPTABLE USE 
POLICY FOR SCHOOLS        S.15 
POLICY 
 

1. The Hamilton-Wentworth Catholic District School Board provides schools with access 
to the Internet, a world-wide network of computers. This service enables students, 
teachers and staff to access electronic mail and electronic conferencing to use the World 
Wide Web (WWW) and to access a variety of libraries and databases available online.  

 
2. The Internet offers tremendous opportunities to meet the varied instructional needs, 

learning styles and abilities of students. It transforms the ways in which individuals 
share ideas, transmit information and contact others. With these opportunities, however, 
arise new challenges and responsibilities. Since children will be able to access a wealth 
of information, it becomes necessary to teach them the critical thinking skills necessary 
to make good moral and intellectual decisions about the information they encounter.  

 
3. While the Internet provides an opportunity to access unlimited amounts of information 

to enable students to delve into the richness of our Catholic intellectual heritage or the 
intricacies of the ongoing NASA space mission, it also facilitates access to 
objectionable material such as pornography, hate literature and excessive commercial 
advertising. Such challenges need to be met within the context of the Hamilton- 
Wentworth Catholic District School Board©s Mission and Vision statement and with a 
very clearly stated understanding of "acceptable use" expectations and responsibilities.  

 
REGULATIONS  
 

1. Students  
 

Students are responsible for appropriate behaviour on school networks just as they are in a 
classroom or a school hallway. The network is provided for cultural enrichment, to conduct 
research and to communicate with others. In order to ensure proper use of the network, 
students are required to:  

 
·  use the Internet in schools under teacher supervision;  
·  obtain permission from the teacher before using the network (when doing independent 

study);  
·  observe standards of common courtesy and respectful behaviour consistent with the 

practices and policies of the Board and the school when sending or publishing messages 
or other information on the Internet;  

·  acknowledge sources by using appropriate citation methods 
·  observe standards of academic honesty in never misrepresenting the work of another as 

an original work (plagiarism) 
·  obey Copyright laws; and  
·  observe accepted standards of Network Etiquette (reference -.Acceptable Use: Terms 

and Conditions©).           
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2. Board  
 

The Board supports access by students to a wider range of inforn1ation resources and the 
development by staff of appropriate skills to evaluate and integrate such resources in the 
school©s curriculum. The Board therefore will:  

 
·  provide Internet access under the supervision of teachers in schools;  
·  provide user id©s to students for email and network access;  
·  monitor accounts, when necessary, on the Board©s network; and  
·  train staff in the safe use of computer networks and provide resources to help staff guide 

students in appropriate use.  
 
3. School  
 
In order to facilitate access and to ensure the appropriate use of the Internet, the school will:  
 
·  ensure that the Internet is used in schools under the supervision of a teacher;  
·  ensure that all students, parents, teachers and persons working with students are aware 

of students© responsibilities;  
·  collect and maintain the properly completed Agreement Form prior to student use of the 

Internet;  
·  monitor students for appropriate use and behaviour as defined in this document; deal 

with student infractions of the Acceptable Use Policy in a manner consistent with the 
school code of behaviour;  

·  instruct users in the effective and ethical use of the Internet; and  
·  ensure that any information posted to school web pages, teacher web pages and student 

web pages is consistent with the Freedom of Information Act and the Protection of 
Privacy Act and Board policy.  

 
4. Acceptable Use: Terms and Conditions  

 
a) Educational Purpose  

 
All school use of the Internet shall support the goals of Catholic education and be 
consistent with the curricular objectives of the Board and the school. Use of other 
organizations© networks or computing resources shall comply with the rules 
appropriate for that network. Transmission (receiving or sending) of any material 
in violation of any Canadian or Ontario regulation is prohibited. This includes, but 
is not limited to: copyrighted material; threatening, offensive or obscene material; 
material suggesting pornography, racism or sexism. Use for commercial activities 
by "for-profit" institutions is not acceptable. Use of product advertisement or 
political lobbying is also prohibited. Illegal activities are strictly prohibited.  
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b) Agreement Form  
 

All Hamilton-Wentworth Catholic District School Board students may access the 
Internet through the school computer network under the terms defined in this 
policy and upon completion of the Agreement Form.  
 
Completed Agreement Forms are to be completed and signed by the parent and 
student, returned to the appropriate teacher and filed for future reference.  

 
c) Inappropriate Use of Computers 

 
The Board will deem what is inappropriate use based upon the guidelines outlined 
in the Acceptable Use Policy and its decision shall be final.  The Board will take 
appropriate disciplinary measures to ensure that any inappropriate use of 
computers and computer networks is dealt with firmly, fairly and expeditiously. 

 
d) Network Etiquette 

 
Users are expected to abide by the generally accepted rules of network etiquette. 
These include (but are not limited to) the following:  

 
·  Politeness. No abusive messages are to be written, displayed or sent to others;  
·  Use of appropriate language. Swearing, using vulgarities or any other 

inappropriate language are unacceptable;  
·  Privacy. One©s personal address/phone number or the phone numbers of 

students/colleagues are not to be revealed;  
·  Respect for others. Use of the network must not be conducted in a disruptive 

and/or selfish way (e.g. downloading huge files during prime time; sending 
mass e-mail messages; annoying other users); and Recognition of private 
ownership. All communications and information accessible via the network 
must be assumed to be private property and therefore subject to copyright 
restrictions.  

 
e) Reliability  

 
The Hamilton-Wentworth Catholic District School Board makes no warranties of 
any kind, whether expressed or implied, for the service it is providing. The Board 
will not be responsible for any damages suffered by a user. This includes loss of 
data resulting from delays, non-deliveries, misdeliveries, or service interruptions 
caused by its own negligence or user©s errors or omissions. Use of any 
information obtained via school networks is at the users© risk. The Board 
specifically denies any responsibility for the accuracy or quality of information 
obtained through its services.  
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f) Criminal Activity 
 

Any criminal use of Board networks such as bullying, harassment, stalking and 
criminal threats shall be reported to the appropriate civil authorities.  It should be 
noted that electronic mail (e-mail) is not guaranteed to be private. People who 
operate the system do have access to all mail. Messages relating to or in support 
of illegal activities shall be reported to the authorities. 

g) Security  

Security on any computer system is a high priority, especially when the system 
involves many users. A user who feels that he or she can identify a security 
problem on any Board network must notify a system administrator. The following 
actions are not allowed:  

-Sharing with or demonstrating to others a security problem;  

-Using another individual©s account without written permission from that 
individual; and  

-Giving one©s password to any other individual. 

Attempts to login to the system as another user and/or as a system administrator 
constitutes a serious breach of Board regulations and possibly criminal behaviour.  
It will be dealt with appropriately. 

h) Vandalism  

Vandalism is defined as any malicious attempt to manipulate, harm or destroy 
data or equipment of another user of any of the networks that are connected to the  

  Internet.  This includes, but is not limited to, the deliberate infection of school  
  computers with viruses.  This is criminal activity and will be dealt with   
  accordingly. 

 
 
BM 4 Feb 97; 1 Oct 02; 7 Jun 05 NEPN: 
 IJND 
 
RELATED BY-LAW(S) 7.03 
 
RELATED BOARD COMMITTEE:     Religion, Family Life and Instructional Services 
 
POLICY REVIEW DATE:  Five (5) Years 
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INTERNET SAFETY 
 

FOR PARENTS AND YOUNG 
PEOPLE 



 

 

INTERNET SAFETY 
      for  Parents and Young People 

 
What is the Internet? 
 
The Internet is a global decentralized network of computers taking advantage of common 
protocols to transfer information.  No individual, company or government controls the Internet.  
When used properly, the Internet is an amazing tool for kids and adults to learn, explore, and 
expand horizons. 
 
What are the Risks? 
 
	  Viewing inappropriate material such as photos and stories of explicit sexual material, 

illegal drug use, or how to make weapons. 
 
	  Promotion of violence against humans, animals or institutions that will desensitize users 

to the violence. 
 
	  Hate and Racism is promoted by coercion, indoctrination and recruitment material.  Some 

sites promote hatred and intolerance, deny the holocaust, promote cults, self-mutilation, 
suicide and criminal acts. 

 
	  Commission of Criminal acts by promoting drug manufacturing, sale or possession, by 

downloading child pornography, or by committing frauds through ªhow toº get rich sites. 
 
	  Exposing the user to risks of becoming a victim of criminal harassment, sexual 

exploitation or to be involved in a stranger meeting. 
 
Tips for  Young People 
 
Despite the advantage of having electronic pen pals, the safest advice would be not to use CHAT 
rooms.  There are mentally and emotionally disturbed people just waiting to meet and exchange 
mail with you.  Many young people, believing themselves to be anonymous, have made 
mistakes, or unwittingly provided perpetrators with windows of opportunity. 
 
Don' t Talk to Strangers!  Avoid Chat Rooms! 
 
But, if you do talk with strangers... 
 
	  Use a Code name - keep personal information & telephone numbers to yourself 
	  Stay in control and don' t participate in something that feels uncomfortable 
	  Use common sense and remember insults, and ªflamingº is not good ªetiquetteº 
	  Involve your parents in Internet purchases 
	  Report any harassment to your parents 
	  Oppose meeting with strangers 
	  If a problem develops or you mess up, make sure you get help from your parents or a 

trusted adult 
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Follow the advice of your parents, teachers and police with regards to Internet Safety.   
Making mistakes not only can put you in trouble with the law, but also may expose you and your 
family to unknown strangers. 
 
Tips for  Parents: 
 
�  Learn about computers and the Internet. 
 
�  Locate the computer in a common part of the house, not in the privacy of a bedroom. 
 
�  Talk to your children.  Set rules, time limits and other guidelines for computer use and 

ensure they are followed. 
 
�  Surf the net with your children.  Identify positive sites and get to know the services your 

child uses. 
 
�  Get to know your child' s on-line friends as you should also get to know all other friends. 
 
�  Develop and monitor a ªfavouritesº list that is appropriate for them to access. 
 
�  On a monthly basis, check the history of your computer to see what Internet sites have 

been visited. 
 
�  Monitor your Credit Card Bills for unauthorized purchases. 
 
�  Consider filtering software to reduce opportunities for your children to visit inappropriate 

sites. 
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Glossary of Terms 
 
Attachment: Electronic files can be attached to e-mails like attaching paper with a clip. 
 
CHAT Rooms are found on commercial online services or Web sites.  Chatting is in real time.  
Keyboards, telephones and video cameras can be used to send messages.  Users can attempt to 
hide their identify, but profiles and conversation lead to release of personal info.  Pedophiles and 
other perpetrators lurk in CHAT rooms. 
 
Cookie:  Information from a Web site sent to and stored on the user' s hard drive to be retrieved 
later by the Web site.  The Web server looks for cookies when the user next visits.  A cookie can 
obtain personal information captured previously.  Users can configure their browser' s to accept, 
reject or be prompted to accept or reject cookies. 
 
Escrow Services help protect consumers from fraudulent on line activity.  When consumers pay 
for items, they submit the payment to the Service who holds the payment until the item is 
shipped, received and approved by the buyer. 
 
Filter ing Software programs will list web pages devoted to sex, drugs, racism, violence or other 
illegal and offensive activities.  Users can usually add to the file.  Filtering can help prevent 
access to forbidden sites and can alert parents to any attempted access. 
 
Instant Messaging requires software on both sender and receiver computers.  Messages appear 
immediately on the receiver=s computer.  Promotion of this type of software and participation by 
parents will encourage correspondence with known true friends. 
 
Spam:  unsolicited junk e-mail; sometimes known to carry viruses 
 
Web-based e-mail: This type of account can be accessed from any computer with a Web 
browser and Internet access.  Personal information can be compromised. 
 
Internet Cr ime:  The Hamilton-Wentworth Regional Police Service is committed to addressing 
computer crime.  To that end, the Service has created a Technology Crime Unit to support front 
line investigation of computer and Internet crime.  The Technology Crime Unit, one of few in the 
Province, is accessible to police officers only. 
 
If you receive any threatening or inappropriate messages, or if you are a victim of fraud or 
harassment, you should contact your Internet Service Provider. 
 
If the matter requires police involvement, please contact the Hamilton-Wentworth Regional 
Police Service at 546-4925 
 
Visit us at www.police.hamilton-went.on.ca 
 
Acknowledgements: 
 
Produced by the Hamilton-Wentworth Regional Police Chief' s Student Advisory Committee 
with the assistance of Ancaster High School and the Ancaster High School Parents Council and 
the Hamilton-Wentworth Regional Police Service School Liaison Officers. 
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POLICY 
 

1. All schools within the jurisdiction of the Hamilton-Wentworth Catholic District School 
Board shall adopt an appropriate dress code for students. 

 
2. A school' s student dress code shall be in keeping with the Board' s philosophy, mission 

and vision, and Catholic social teachings. 
 

3. All secondary schools within the jurisdiction of the Board shall adopt a mandatory school 
uniform policy. 

 
4. All elementary schools within the jurisdiction of the Board shall adopt a mandatory 

school uniform policy. 
 

5. Only a school logo/name shall be permitted on school uniforms.  Advertisement of any 
kind on school uniforms is prohibited. 

 
6. All suppliers of school uniforms must adhere to ªThe Sweatshop Free Purchasing 

Policyº. 
 

 
REGULATIONS 
 
1. Education Act Regulation 298 (Requirements for Pupils) S.23 (1)(f). 

 
2. Safe Schools Act, 2000.  Education Act S.302 (5) 

 
 
Definitions 
 

1. Dress Code is defined as the standard of student dress agreed upon by the school 
community and in keeping with the Education Act & Regulations.   
 

2. School Uniform is defined as the standard of student dress consistent in style, colour and 
pieces [i.e. shirts, sweaters and pants].   
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PROCEDURES 
 
Dress Code 
 

1. The Principal, in consultation with the Catholic School Council, shall develop a student 
dress code as part of the Code of Student Conduct.  While schools are able to list 
available items of school uniforms and how they are to be worn, it is necessary to address 
external trappings that some students may choose to adopt.  These include such things as 
chains, jewellery, body piercing, spiked bracelets/necklaces, excessive make-up etc.  
Therefore, any externals not in keeping with the spirit of the dress code as judged by the 
school administration, will not be permitted. 
 

2. A school' s student dress code shall be communicated annually to the school community. 
 

School Uniform 
 
Secondary Schools 
The items which make up the school uniform, the guidelines and compliance which govern 
the wearing of the uniform are to be adhered according to the School' s Dress/Uniform 
policy. 
 
Elementary Schools 
All elementary school shall abide by the following principles in the implementation of 
mandatory school uniform. 
 
The following are the minimum items that make up the school uniform: 

 
Bottoms: Navy blue (casual pants, walking shorts, skorts) 
Tops: Navy blue or white (golf shirts, polo shirts, turtlenecks) 
  School crest/logo is strongly encouraged to be part of the uniform.   

Items may be purchased from the designated supplier or other source, 
provided items are comparable. 
 

Cost: The following strategies shall be used as a means of keeping costs affordable 
for all parents.  They are: 

 · give advance notice to parents of uniform requirement 
 · suppliers should provide a percent return to help off-set costs 
 · suppliers should provide further discounts to families with more than 2 

children 
 · set up swap days during the year 
 · facilitate donations of outgrown items 
 · parents are not mandated to buy from the supplier 
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PROCEDURES cont' d 

 
 
Compliance/Enforcement: 
    Mandatory school uniform implies that all students arrive at school dressed 

appropriately.  Failure to do so shall result in consequences.  The following 
progressive disciplinary consequences are to be followed: 

 
1. Three verbal reminders along with a written notification (notes, agendas) to parents by 

the teacher.  
 

2. Written communication by the principal or designate to parent regarding the breach of the 
Board policy and outlining the following consequences for further breach. 
 

(i) loss of privileges (but not recess) and/or 
 

(ii) student receives detention/age appropriate discipline assignment and/or 
 

(iii) parent is contacted to pick up student from school and/or 
 

(iv) student will be suspended in the event the student attends without proper 
uniform attire. 

 
   
BM    6 Mar 01, 7 May 02, April 04, 1 Jun 04     NEPN: 
          GBEBA,JICA 
 
RELATED BY-LAW(S):    7.02 
 
RELATED BOARD COMMITTEE:  Religion, Family Life and Instructional Services, 
Committee of the Whole 
 
POLICY REVIEW DATE: 5 years 

 

- 3 - 



 

 

 
 
 
 
 
 
 
 

SCHOOL VOLUNTEERS POLICY 



 

 

 
SCHOOLS H-WCDSB 
 POLICY 
 MANUAL 
 
SCHOOL VOLUNTEERS S.16 
 
POLICY 
 
The Hamilton-Wentworth Catholic District School Board approves and welcomes the use of 
volunteers in its schools 
 
REGULATIONS 
 
1. A principal shall encourage the use of volunteers who have expertise in various areas to 

be used as resource persons and for additional support. 
 
2. A principal shall encourage the use of volunteers as resource persons to assist teachers 

within school programs whether during or after school hours. 
 
3. Individuals with expertise in various areas should be recruited for volunteer service in the 

schools. 
 
4. The selection, recruitment and screening of volunteers shall be done at the school level. 
 
5. The assignment of volunteers who are acceptable to the teacher shall be the responsibility 

of the principal (or designate).   
 
6. Records, including the volunteer©s application form, types of services provided, shall be 

kept on file at the school. 
 
7. Effective September 1, 2005 all school volunteers will be required to provide to the 

Board, at their own expense, an original Police Record Check.  All current school 
volunteers [persons having direct and regular contact with students] will provide to the 
Board an annual Offence Declaration in accordance with Regulation 521/01, as amended 
by Regulation 323/03.  Completed criminal reference checks for volunteers will be filed 
in a locked and secured filing cabinet in the Human Resources Department together with 
all subsequent offence declarations. 

8. The same dress code and code of ethics followed by the professional staff shall apply to 
volunteers. 
 

9. Volunteers shall perform their duties without remuneration. 
 
10. Schools shall maintain a roster of readily available volunteers. 
 
11. Volunteers shall be given the same respect as that exhibited to all other  school and 

Board staff while they are involved with school/ Board activities. 
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SCHOOLS      H-WCDSB 
 POLICY 
 MANUAL 
 
SCHOOL VOLUNTEERS S.16 
 
REGULATIONS  
 
11. Liability Insurance 
 

a) Volunteers, while in the performance of duties on behalf of the Hamilton-Wentworth 
Catholic District School Board, shall be covered under the Board©s School Liability 
Insurance. 

 
b) Volunteer drivers 

 
Volunteer drivers for "Out of School Learning Experiences" shall require the principal©s 
authorization and shall be made aware of the following stated conditions: 

 
"This authorization is dependent upon the driver having a current and valid 
insurance policy.  It is the responsibility of the principal to inform those 
who drive students that their own insurance policy initially bears the 
liability for property damage and/or personal injury.  Each driver must 
receive a copy of the USE OF PRIVATE VEHICLES TO TRANSPORT 
STUDENTS NOTICE (see Appendix "A")." 

 
"Therefore, persons transporting students in private motor vehicles should be sure 
that their Public Liability Insurance coverage is valid and current.  The Board, 
however, maintains an Excess Liability Insurance Policy which covers all 
employees and volunteers who are transporting students within Canada on behalf of 
the Board to a limit of $10,000,000.  This judgement comes into effect if a 
judgement arises against that employee or volunteer resulting from use of his/her 
vehicle and is in excess of the limit carried by the individual on his/her personal 
policy." 

 
Volunteer drivers must ensure that their vehicle is in safe working condition and that all 
passengers have appropriate seat belts. 

   
Volunteer  dr ivers must adhere to the use of child passenger safety seats/ car  seats and booster  
seats that are in compliance with Motor  Vehicle Safety Regulations. 
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SCHOOLS             H-WCDSB 
 POLICY 
 MANUAL 
 
SCHOOL VOLUNTEERS                S.16 
 
 
PROCEDURES 
 
1. By means of school newsletters, teacher' s letters, or appeals through the Catholic School Council, 

parents shall be made aware of volunteering opportunities in the school 
 
 Principals, and through the principal, teachers may request volunteers to drive students to out of 

school learning experiences. 
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RELATED BOARD COMMITTEE:  Religion, Family Life and Instructional Services 
 
POLICY REVIEW DATE: Two (2) Years 
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SHARING OF INFORMATION 
 

Requests for sharing of information regarding a student must always be accompanied by an authorization 
for release of information signed by the student' s official guardian.  Where the child is in the care of a 
children' s aid society then it should be  a representative of that organization who signs the authorization 
(foster parents cannot sign such documents).  Where custody/access issues are present either parent is 
entitled to make the request unless court imposed conditions exist that speak to the contrary (refer to 
Child Welfare section of the Safe Schools Manual). 
 
When approached by police or children' s aid society officials for basic identifying information regarding 
a child (i.e. address, telephone, d.o.b.) it is permissible to comply with the request.  However, when more 
specific information from the OSR is requested these officials must be advised of the school' s obligation 
to uphold the provisions of the Education Act that address privacy and confidentiality of information 
contained in the OSR.  To that end  a court order is required. 

 
A signed authorization by the parent/adult student also represents sufficient documentation to fulfill the 
request. 

 
The following extracts from the OSR Guidelines 2000 are provided as a resource for determining how to 
proceed when information requests, especially as such pertain to the OSR, are received.  For a more 
complete reference the reader is encourage to view the document in its entirety. 
 
Access to the OSR 
 
Access to an OSR means the right of those persons authorized by the Education Act or other legislation to 
examine the contents of the OSR.  In addition, municipal and provincial freedom of information 
legislation permits persons who have the right to have access to personal information to receive copies of 
the information.   This provision applies during both the period of use of the OSR and the period of 
retention and storage. 
 
Both the Municipal Freedom  of Information and Protection of Privacy Act, which applies to schools 
operated by school boards, and the Freedom of Information and Protection of Privacy Act, which applies 
to Provincial and Demonstration Schools, prohibit institutions from releasing personal information in their 
custody or under their control to anyone other than the person to whom the information relates, except in 
certain circumstances.  These circumstances are defined in the legislation, and it is up to the head of an 
institution to decide whether or not to grant access to personal information in such circumstances. 
 
Students 
 
Every student has the right to have access to his/her OSR. 
 
Parents 
 
The parents of a student have the right to have access to the student' s OSR, until the student becomes an 
adult (age eighteen).  Under both the Children' s Law Reform Act and the Divorce Act, 1985, the legal 
right of a non-custodial parent to have access to a child includes the right to make inquiries and to be 
given information concerning the child' s health, education, and welfare. 
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Educational Personnel 
 
Under the Education Act, only supervisory officers and the principal and teachers of the school have 
access to the OSR for the purpose of improving the instruction of the student. 
 
Ministry and School Boards 
 
The Education Act permits the compiling and delivery of information contained in an OSR if it is required 
by the Minister of Education or the school board.  In instances where ministry staff members are seeking 
to collect information from OSRs, students who are adults and parents of students who are not adult will 
be notified. 
 
Cour ts and Law Enforcement Agencies 
 
Subsection 266(2) of the Education Act states that the OSR will not be produced in the course of any legal 
proceedings. There may be occasions, however, when access to the OSR of current students or former 
students will be sought.  In such cases, boards should obtain legal advice from their lawyers. 
 
Both the municipal and provincial freedom of information acts permit disclosure of personal information 
for the purposes of law enforcement.  The conditions for disclosure and the definition of ªlaw 
enforcementº are contained in the legislation. 
 
In court proceedings, subject to an appeal, the judge' s order must be followed.  If a principal receives a 
court order requiring the release of an OSR, the principal should contact the board' s legal counsel.   
Although court orders must be followed, the principal should obtain legal advice.  Refer to ªCases 
Involving Criminal Codeº following. 
 
Civil suits 
 
A principal may be served with a subpoena requiring that he or she appear in court on a particular date 
and bring part or all of an OSR.   If a principal receives a subpoena, he or she must comply with it, but 
should obtain legal advice from the board' s legal counsel. 

 
As a general rule, the pr incipal should go to cour t with both the or iginal OSR and a complete 
and exact photocopy of it, and should propose to the judge that the photocopy be submitted 
instead of the or iginal.  The pr incipal should also inform the judge that the subpoena is 
inconsistent with subsection 266(2) of the Education Act.   The pr incipal must, however , 
relinquish the documents if ordered to do so by the judge. 
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Cases involving the Cr iminal Code 
 
The Criminal Code is federal legislation; where there is conflict between it and provincial legislation, 
it takes precedence.  Therefore, if a principal is served with a search warrant under the Criminal Code 
requiring the surrender of an OSR to the police, or is served with a subpoena requiring his or her 
appearance at court with the OSR, he or she is obliged to comply with the search warrant or the 
subpoena.  In both cases, the principal should obtain legal advice from the board' s legal counsel 
about any relevant issues.  The principal should also inform the relevant authority (i.e., the police or 
the judge) that the use of any part(s) of the OSR as evidence in court proceedings is inconsistent with 
subsection 266(2) of the Education Act (see following).   The principal should present the police or 
the judge with both the original OSR and a complete and exact photocopy of it, and should propose 
that the photocopy be submitted instead of the original. 
 
Provisions under  the Child and Family Services Act 
 
Under the Child and Family Services Act, R.S.O. 1990, c. C.11, it is possible for a court to order a 
principal of a school to produce a student' s OSR for inspection and copying.   A court may make 
such an order if it is satisfied that (a) a record contains information that may be relevant to a 
consideration of whether a child is suffering abuse of likely to suffer abuse, and (b) the person in 
control of the record has refused to permit a Children' s Aid Society director to inspect it.  If a 
principal receives a court order under the Child and Family Services Act, he or she should seek legal 
advice about how to comply with it.  
 
Education Act, Subsection 266(2) 
 
A record (in respect of a pupil) is privileged for the information and use of supervisory officers and the 
principal and teachers of the school for the improvement of instruction of the pupil, and such record, 

a) subject to subsections (2.1), (3) and (5.1, 5.2 and 5.3), is not available to any other person; 
and 
b) except for the purposes of subsection (5.1, 5.2 and 5.3), is not admissible in evidence for 
any purpose in any trial, inquest, inquiry, examination, hearing, except to prove the 
establishment, maintenance, retention or transfer of the record, without the written permission 
of the parent of guardian of the pupil or, where the pupil is an adult, the written permission of 
the pupil.  

 
Requests for  Other  Information 

 
There may be occasions when other information (ie. private/personal notes) may be requested by 
organizations such as the Police or a Children' s Aid Society.  Said notes should not be shared without a 
court order to do so and even when served with a subpoena* the person should still not disclose but rather 
attend court, on the specified date, and bring the notes with her/him. 
 
In such situations it is always advisable to consult with the Board' s legal counsel. 
 
*  A Subpoena is really just another name for a summons.  It is a court document that is served on an 
 individual to require their attendance in court. 
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Requesting Information 
 

When requesting information from another agency/organization regarding a student it is necessary that the 
person making the request ensure that a Consent to the Disclosure, Transmittal or Examination of 
Information form (next page) is completed.   
 
It must be remembered that this form is only valid for 3 months whereupon a new form must be 
completed.  Further, any information received as a result of such a request must be securely stored in 
either the Documentation Section of the OSR or the Central Files in Student Services at the Nicholas 
Mancini Centre, as indicated on the form. 
 
A student who is 18 years of age or older may self authorize.  
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CONSENT TO THE DISCLOSURE, TRANSMITTAL OR EXAMINATION OF INFORMATION 
 
 
 

I (We)           
    (Print Full Name) 
 
of                                                                                                             , 
     (Address) 
 
THE LEGAL GUARDIAN OF                                                        ,   HEREBY AUTHORIZE AND   
 
CONSENT TO THE SHARING AND EXCHANGE OF ANY AND ALL  INFORMATION/   
 
DOCUMENTATION REGARDING           
        (Student' s Name & D.O.B.) 
 
BETWEEN THE HAMILTON-WENTWORTH CATHOLIC DISTRICT SCHOOL BOARD AND   
  
                                                                                                                                                                . 
     (Name of Agency, Organization) 
                                                                                                                                                                 
SAID INFORMATION WILL BE STORED IN  �    STUDENT SERVICES CENTRAL FILES     

�    DOCUMENTATION SECTION OF OSR                              
 
 
 
(Signature of Parent/Guardian or Adult Student)    (Witness)*  

 
 

Dated the    day of    , 2         . 
 
 
THIS CONSENT IS VALID FOR 3 MONTHS FROM THE DATE OF SIGNATURE, THAT IS, THE  
       DAY OF               , 2                   UNLESS PREVIOUSLY WITHDRAWN IN WRITING. 
      
 
 
IN THE ABSENCE OF OTHER CONVENIENT WITNESSES, THE PROFESSIONAL MAY SERVE AS 
WITNESS. 
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YOUTH GANGS 
 
Youth Gangs operating within the school setting create fear for both staff and students.  The problem of 
gangs and violence in schools has produced a significant amount of media and public attention.  The well-
publicized incident at Columbine High School in Colorado is one example where youths who were 
members of a gang, created a reign of terror for a community.    

 
Gangs influence the quality of life within the school community.  They affect the social milieu and have a 
negative impact on learning. 
 
A 1994 study of Youth Gangs conducted by Dr. Frederick Matthews in Toronto stated:  ªThe problem 
with gangs/groups in school raised some of the strongest feeling among all participants¼ The prevalence 
of violence in schools is felt to be a reflection of the violence outside in the community and the rest of 
society.º (Youth Gangs on Youth Gangs) 
 
This issue of youth gangs is a difficult problem that has many solutions yet no simple answers.  In order 
to be as proactive as possible in dealing with youth gangs in the school community, police, educators, 
parents and students must work collectively. 
 
The following information is provided in an effort to facilitate awareness of youth gangs and youth gang 
culture. 

 
Definition 
 
The accepted definition of ÁGang'  is two or more persons who form an allegiance for a common criminal 
purpose and who individually or collectively create an atmosphere of fear and intimidation within a 
community. 
 
In order to be identified as a gang member, police require the following criteria to be met: 

�  be identified as a reliable information source 
�  information is a result of direct observation 
�  subject acknowledges membership(s) 
�  involvement (direct/indirect) in gang motivated crime 
�  previous court findings 
�  common or symbolic gang identification or paraphernalia (tattoos, weapons, clothing) 

 
Characteristics of typical gang member: 

�  80%  male 
�  victims of abuse 
�  marginalized 
�  visible minority 
�  economically disadvantaged 

 
Reasons for seeking membership in a gang: 

�  acceptance 
�  protection 
�  status 
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While most gangs are male-based there are some female gangs. 
 
Characteristics of female gang-members include: 

�  between 12 and 19 years of age 
�  have boyfriends who are in gangs 
�  have history of victimization 

 
Identifiers: 
 
(a) Colours -  Crips  - Blue (worn on right side) 

Blood  - Red (worn on left side) 
 
(b) Clothing  -  baggy pants 

- bandanas 
- baseball hats worn backwards 
- one pant leg or one sleeve rolled up 

 
(c)  Tattoos 

 
(d) Use of sign language 

 
(e) Gangsta Rap music devotees (most gangsta is written by prison inmates) 

Gangsta Rap is violent, degrading and obscene in nature.  It promotes degradation of women, 
murder and mayhem. 
 

(f) The number 187 (California Penal Code for Murder). 
 
Blood gang members refer to each other as dogs and use three dots/circles in shape of a dog' s paw to 
demonstrate membership 

 
WHY GANGS? 

 
The tendency for students to join gangs is a troubling reality when the consequences of such involvement 
can be fatal. Children join gangs to fill a perceived need or void in their lives which can include: 
 

NEED 
 

�  Protection 
�  Recognition, respect, power 
�  Imitation ± family, hero figure 
�  Money 
�  Excitement 
�  Glamour ± MTV/Much Music 
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VOID 
 

�  Substitute family 
�  Lack of choices, lack of positive role models 
�  Lack of Parental involvement 
�  Lack of self esteem, peer pressure 
�  Parental abuse, neglect, violence, or  

 
There is no racial precursor to gang involvement. 
Any race, culture or religion is represented within Ontario' s gang phenomenon.  Inter racial gangs are 
common in Toronto. 

� $� � � �� � �� � � � � �
 

Organized 
 

�  Established leadership, rules and roles 
�  High level of communication 
�  Involved in many various crime ventures 

 
Terr itor ial 
 

�  Traditional street gang controlling an area or territory 
�  Mostly involved in drug/gun trade 

 
Scavenger  
 

�  Very mobile, not associated with a particular location  
�  Crimes of opportunity such as muggings, drug dealing, extortion, abuse 

LEVELS OF INVOLVEMENT 
 
Not all gang members have the same level of involvement within the gang.  How deep they are within 
the gang will affect how to deal with them. 
 
1. Wannabe ± Emulator 

�  no gang affiliation 
�  dress the part, talk the talk 
�  will most likely join or be recruited 

 
2. Apprentice 

�  newest member 
�  least trusted, most to prove 
�  lacks direction, may drift in/out of gang 
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3. Regular Member 

�  highly devoted, most violent 
�  do the dirty work of the gang 
�  actively recruit new members 

 
4. Hardcore Member 

�  lives revolve around gang/gang lifestyle 
�  oldest members, extensive criminality 
�  direct other members, gang activity 
�  establish rules and structures of gang 
�  protected by other members at all cost 

 

� � � � �� ! � � � � � � ��
 

The purpose of Gang Graffiti is to intimidate and inform. Look for crowns, crossed out letters, pitchforks, 
stars, 187, weapons, street names, gang names, acronyms, hearts, tails, wings, addresses, neighbourhoods. 
 

TAGGING 
 
Tagging is also graffiti although it usually is not gang related.  Taggers may work individually or Áin 
crews' , but other than the vandalism of their tags, they are generally not involved in criminal activity.  
Tagging is generally more colourful and more intricate than gang graffiti.  This tagging can be 
individualistic, informational or competitive. 

! � � ! �� /  +� �
 

�  Gang members have protection 
�  Only prey on each other ± Only youths involved 
�  Females not involved 
�  Just one race 
�  Turf oriented 
�  Just wannabe' s 
�  One leader, structured 
�  All wear colours 
�  solution is to lock them up 
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RULES OF ENGAGEMENT 
(approaches to approach gang members) 
 

1. Be aware of the three r' s of gang life, reputation, respect, retaliation. 
2. Never insult, belittle or show disrespects. 
3. Focus on the student, the behaviour, the risk and not the gang. 
4. Listen actively, listen ªbetween the linesº. 
5. Build rapport, maintain trust and confidentiality where possible. 
6. Guide student to make safe choices, follow-up.  Suggest resources where available. 

 
WHAT TO DO.. 
 
When you have reason to believe or suspect a student is involved in gang activity or had been the target of 
gang activity doing nothing is not an option. 
 
Here are some ideas for teachers: 
 

�  AVOID DENIAL 
�  Stay informed on Gangs 
�  Talk to your students about the consequences of being in a gang 
�  Involve the student' s family 
�  Remain calm and non-judgmental, but be firm 
�  Take an active interest in the student.  Many have skills and talent that if developed would keep 

them occupied 
�  Do not let your students minimize the risks of gang involvement 
�  Encourage students to talk about consequences to themselves, their families, their victims and 

accept personal accountability 
�  Prepare to go the Áextra mile'  
�  Do no hesitate to involve local community or law enforcement agencies and probation officers. 
�  CARE!! 

 
In Hamilton it is estimated that there are 15 different gangs with approximately 150 core members and 
500 associate members.  The two major gangs are the ÁBloods'  and the ÁCrips' . 
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SIGNS OF POSSIBLE GANG INVOLVEMENT 

Note:  any or  all of these signs are not definitive proof of gang involvement, but  
        may suggest such an activity and that fur ther  steps may be warranted.  

 
1. Admits to being a gang member, hangs around with gang members. 
2. Obsessed with one particular colour or clothing manufacturer. 
3. Tattoos, marks, scars.  Some tattoos not professionally done. 
4. Excessive jewellery, expensive clothing, unexplained goods or purchases. 
5. Possession of large amounts of cash and extravagant spending. 
6. Bullying or assaulting other students. 
7. Asking for/stealing money/Living beyond means. 
8. Left/right orientation in clothing, pant rolled up on one leg, one sleeve rolled up, hat to one side. 
9. Excessive number and use of pagers, cell phones, smart phones. 
10. Driving or seen getting into expensive luxury cars. 
11. Using a  nick name/street name/moniker. 
12. Sudden change in friends/Change in appearance. 
13. Showing little or no interest in school/skipping school/falling asleep in class. 
14. Disrespect for authority, family, and/or school. 
15. Frequent negative confrontation with the law. 
16. Withdrawal from social activities. 
17. Desire for excessive privacy. 
18. Staying out later than usual/all night. 
19. Evidence of substance abuse. 
20. Unexplained injuries. 
21. Obsession with gangster-influenced music, videos and movies to the point of imitation. 
22. Using unknown vocabulary, gang slang, speaking in fractured sentences, excessive swearing. 
23. Using hand signals. 
24. Drawing peculiar graffiti symbols and names on books, folder, bedroom walls. 
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IMPORTANT DATES ON THE HATE/BIAS CALENDAR 

 
 
January 19th Martin Luther King Jr.' s birthday, Robert J. Mathew' s 

birthday (leader of the Order), and Adolph Hitler and the Nazi 
Party took power. 

 
Apr il 4th  Martin Luther King Jr. was assassinated. 
 
Apr il 19th  Known as ªWaco Dayº when FBI forcibly ended the Branch 

Davidian standoff and Anniversary of the Oklahoma City 
bombing 

 
Apr il 20th  Adolph Hitler' s birthday 
 
Apr il 26th  Israel Independence Day, Confederate Memorial Day, and 

Rudolph Hess'  birthday. 
 
May 6th  Ku Klux Klan was incorporated. 
 
May 19th  Malcom X' s birthday 
 
June 30th  ªNight of the Long Knivesº , in 1934 Hitler consolidated 

power by murdering rivals within his own party. 
 
July 13th  Nathan Bedford Forest' s birthday (founder of the Ku Klux 

Klan). 
 
August 17th  Death of Rudolph Hess, Hitler' s deputy Fuhrer who was the 

longest imprisoned Nazi criminal. 
 
 
September  11th  World Trade Centre Towers fallen to terrorist' s act. 
 
September  15th  National Aryan Power Awareness Day 
 

7 
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October  11th  National Gay and Lesbian ªComing Outº Day 
 
October  24th  United Nations Day 
 
November  9th  Berlin Wall torn down 
 
November  9/10th   

Anniversary of Kristalnacht (ªNight of Broken Glassº), the 
1938 program when Nazi Germany ordered gangs to burn 
down hundreds of synagogues, destroy property and attack 
Jewish civilians 

 
November  17th  Balfour Declaration ± Jews get Israeli homeland 
 
November  25th  A ªDeclaration of Warº against the government of the United 

States was signed by members of the Order in 1984 
 
December  6th  Montreal massacre of women 
 
December  8th  Known as ªMartyrs Day: - the day when Robert Matthews, 

leader of the Order was killed in a shoot-out with FBI in 1984 
 
December  24th  Ku Klux Klan was founded 
 
February  Black History Month 
 
 
June/July/August Gay and Lesbian Pride Months 
 

NOTE: pay close attention to dates of significance for ethno-
specific/religious holidays and days of religious observation (i.e. Rosh 
Hashanah, Yom Kippur, Hanukkah, Ramadhan, Baisakhi, etc.) 

 
   - BCT Anti Racism/Comm. Pol. Study Guide 

 

8 



  
 H.W.C.D.S.B. 
 Safe Schools Manual 

 

 
 

Gang Assessment Tool 
 
1. Do you have graffiti on or near your school (5 points) 
 
2. Do you have crossed-out graffiti on or near your school (10 points) 
 
3. Do your students wear colours, jewellery, or gang related clothing; flash hand signs; or display 

other behaviour that may be gang related.  (10 points) 
 
4. Are drugs available at or near your school. (5 points) 
 
5. Has there been a significant increase in the number of physical confrontations within the past 12 

months in or near your school.  (5 points) 
 
6. Are weapons increasingly present in your community.  (10 points) 
 
7. Do your students use pagers, cellular phones.  (10 points) 
 
8. Has there been a drive-by shooting at or near your school.  (15 points) 
 
9. Have you had a ªshow-by" display of weapons at or near your school.  (10 points) 
 
10. Is your truancy rate increasing.  (5 points) 
 
11. Is an increasing number of racial incidents occurring in your school.  (5 points) 
 
12. Does your community have a history of gangs.  (10 points) 
 
13. Is there an increasing presence of informal social groups with unusual names like ªWoodland 

Heights Posseº, ªRip of Ruleº, ªKappa Phi Nastyº, ª18th Street Crewº or ªNew Thugs for Lifeº.  
(15 points) 

 
From The GANG Intervention Handbook by Arnold P. Goldstein 
 
Scoring: 

15 or less - No significant problem 
20-40 - Emerging gang problem 
45-60 - Need to establish Systematic Gang Prevention/Intervention Strategies 
65 & more - Acute gang problem; require immediate intervention 
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RULES OF ENGAGEMENT 
(approaches to approach gang members) 
 

1. Be aware of the three r' s of gang life, reputation, respect, retaliation. 
2. Never insult, belittle or show disrespect. 
3. Focus on the student, the behaviour, the risk and not the gang. 
4. Listen actively, listen ªbetween the linesº. 
5. Build rapport, maintain trust and confidentiality where possible. 
6. Guide student to make safe choices, follow-up. Suggest resources where available. 
 

WHAT TO DO.. 
 
When you have reason to believe or suspect a student is involved in gang activity or has been the target of 
gang activity doing nothing is not an option. 
 
Here are some ideas for teachers: 
 

�  AVOID DENIAL 
�  Stay informed on Gangs 
�  Talk to your students about the consequences of being in a gang 
�  Involve the student' s family 
�  Remain calm and non-judgemental, but be firm 
�  Take an active interest in the student.  Many have skills and talents that if developed would keep 

them occupied. 
�  Do not let your students minimize the risks of gang involvement 
�  Encourage students to talk about consequences to themselves, their families, their victims and 

accept personal accountability. 
�  Prepare to go the Áextra mile'  
�  Do not hesitate to involve local community or law enforcement agencies and probation officers. 
�  CARE !! 

 
In Hamilton it is estimated that there are 15 different street gangs with approximately 150 core members 
and 500 associate members.  The two major gangs are the ÁBloodsº and the ÁCrips' . 
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REGULATIONS - EDUCATION ACT 
 

�  ONTARIO REGULATIONS 472/07 ± SUSPENSION AND 
EXPULSION OF PUPILS 
 

�  ONTARIO REGULATIONS 474/00 ± ACCESS TO SCHOOL 
PREMISES 

 
 
 

BILL 212 
 
PPM 128 
PPM 141 
PPM 142 
PPM 144 
PPM 145 

 
 
 

Please go to 
http://www.publications.serviceontario.ca 

 
 


