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Scott.Tyrner

From: Grant.MacDonald
Sent: November 23, 2020 17:08
To: JUS-CJPS-CC-YCC; Deanna.Thick; Denale.Curtis
Subject: Update COVID-19 Webpage Info

Good Morning Everyone - 
 
Following up from our last staff meeting and recent developments associated to the pandemic.  
 
There is a lot of information about COVID on Yukonnect and PSC is working to keep this up to date 
as the situation evolves especially around leave usage. 
 
Some of the more recent content updates: 

x The page on Leave was recently updated and simplified. (Nov 16) 
x A new page provides guidance on how the Safe 6 applies in the workplace (Nov 12) 
x The traffic light checker guidance on when to stay home when sick was shared with all YG 

managers(Supervisor Global Note) and added to the COVID Health and Safety page (Oct 30) 
x Guidance on how to respond to COVID in the workplace was shared with everyone including a 

dedicated town hall for managers (Sep 22). More detailed info just shared on what you need to 
know. 

 
 
You are encouarged to take some time to visit each of the updated pages to ensure you have the 
most up to date information. 
 
Thanks and have a GREAT day!! 
 
Respectfully. 
 
Grant 
 

 

Grant MacDONALD 
Manager - Yukon Community Corrections 
Department of Justice | Corrections Branch 
T 867-667-5661 | C 867-334-6821 | F 867-667-3446 | grant.macdonald@gov.yk.ca 
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Yukon Community Corrections 
COVID – 19 Operational Plan 

 

YCC continues to implement safety measures and put supports in place for its staff in response 
to the COVID-19 Pandemic. YCC Supervisor and Management want to remind all staff about the 
importance of following all safety measures that are already in place. In addition to this, and taking 
into account the recent increase of COVID cases across Canada, YCC has drafted the below 
additional steps/precautions to support YCC to safely meet operational requirements. Please 
keep in mind that these new practices may require adjustment and that these changes may again 
change suddenly as we adapt to the evolving needs of YCC – everyone’s patience and flexibility 
is greatly appreciated!  

- Client Reporting - In line with the principle of least restrictive measure and in order to 
continue having a safe workspace by limiting the number of clients reporting in person, 
clients who have been assessed as a low-risk to reoffend or low-risk to breach reporting 
conditions should be encouraged to report by phone or placed on a phone reporting 
schedule. At this point this is not mandatory and clients may still access the building to 
complete a check-in but the identification of these clients is imperative if there is a sudden 
change for in-person reporting as a result of COVID-19. In the event you have a situation 
where you feel an in-person visit is necessary (Example: CSO, high risk sentenced clients, 
completing a YOSI, intakes etc.) you will be permitted to carry out the meeting so long as 
the ‘safe 6’ are observed. Please use your judgment when determining who needs to 
attend in person. If you have any questions, please speak with your supervisor. At this 
point you may wish to consider a hybrid approach with alternating in-person and over the 
phone contact with appropriate clients.   
 

- Community Travel - As of November 26, 2020, community travel will be suspended unless 
for the sole purpose of attending court. If a situation arises where you believe community 
travel is warranted, please bring this to the attention of you supervisor, so a course of 
action can be discussed. If you have community visits planned, please let the ICW and 
other community stakeholders know that we are currently suspending travel to 
communities and will be conducting our work over the phone. It is important to reach out 
to community ICW/Partners to advise of this and inform them that you are still available 
via e-mail/phone. 
 

- Working from home (YCC Whitehorse office).  As we are in the middle of a pandemic YCC 
continues to look at ways to support its employees by following the direction of the Chief 
Medical Officer of Health, the Yukon Communicable Disease Centre and direction 
provided by the Government of Yukon. Effective Thursday November 26, 2020 
Whitehorse based Probation Officers will be supported to work from home on a scheduled 
rotation, if they choose to. This is not mandatory and at this point will be a personal choice. 
To ensure YCC meets its’ operational requirements we have developed two rotational 
shifts. While one shift is working from home (WFH) the other will be in the office. The 
schedule will see shift #1 working M/W/F from the office and shift #2 working T/Thurs from 
the office one week and the reverse of that the following week. You will only be supported 
to work from home on days that coincide with your shift and you must still request to WFH 
to your Supervisor at least one business day prior to the day you wish to WFH. WFH 
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requests cannot be submitted the same day you would like to WFH. Attached to the e-
mail is a calendar indicating the shift days. If you have work duties that cannot be 
completed from home (like attending court, you will still be expected to attend to those 
work duties even on days where you are approved to WFH unless you are able to make 
suitable accommodations). During this phase of the pandemic response, and to ensure 
fairness to all employees, employees will not be supported to work a Compressed Work 
Week (CWW).  

Shift #1 –  

Shift #2 –  

 will continue to work from the office on a full time basis. 
Additionally, due to operational requirements, no one will be supported to WFH December 
29-31, 2020.  

Prior to working from home all staff must complete the following 5 steps:  

Step 1: Complete the below linked worksheet titled: ‘Work at Home Health and Safety 
Checklist’ and provide it to your Supervisor.  
 
https://yukonnect.gov.yk.ca/employee-
info/ layouts/15/WopiFrame.aspx?sourcedoc=/employee-
info/Documents/COVID19%20Home%20Workplace%20Health%20and%20Safety%20C
hecklist.docx&action=default&DefaultItemOpen=1 
 

Step 2: Review the below linked handout titled: ‘Guidance for Protecting Government 
Information for Employees Working Remotely’. Please initial a copy of the worksheet, 
indicating that you understand it and provide it back to your Supervisor. 

https://yukonnect.gov.yk.ca/sites/grpcom/PAC/ layouts/15/WopiFrame.aspx?sourcedoc
=/sites/grpcom/PAC/Governance%20Documents/Guidance%20for%20Protecting%20Go
vernment%20Information%20for%20Employees%20Working%20Remotely%20Mar2020
.docx&action=default&DefaultItemOpen=1 

Step 3: Ensure you are connected and are fully functional to work from home.  This means 
you need a work computer or you can use your home personal laptop or desktop.  Ensure 
you have your work cell phone and it is working. You will need to confirm you have 
VDI/JEIN/ICCS/Skype access. The below link has resources to help you get started:  

https://yukonnect.gov.yk.ca/collab/hpw-
c1/WfH/ layouts/15/start.aspx#/SitePages/Home.aspx   

Step 4: Submit a weekly work plan to your supervisor. This form can be found on the 
Working Directory titled ‘Work From Home Tracking Sheet’. If you do not submit a work 
plan to your supervisor your request to work from home will not be supported. For those 
of you that may choose to work from home please expect that a supervisor will be checking 
in with you regularly to verify what you completed while you were approved to work from 
home. This is not an attempt to micro-manage anyone it is to ensure that we continue to 
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meet the operational requirements and that all duties are being fulfilled while working from 
home.  
   

Step 5: Complete your request via remote tracking. To assist you in how to complete this step, 
click on the following link:  remote work tracking tool in My HR File. 

 
 
** If you plan to take physical YCC client files home with you, you need to outline in your 
daily/weekly work tracking plan how you plan to protect client files while you are working 
from home. This will include having a locked area where you can keep your files secure 
at the end of each workday. If you do not have a secure area at home or means to protect 
government information, you will not be supported to take any client files home with you.  
If you do not have a secure place, then an option will be to scan/PDF docs and send them 
to your email address so you have access to the information you will need while working 
at home.  

Leave during COVID-19: If staff need to be absent from work because they are sick, they will 
need to submit sick leave - This applies whether you are in the workplace or working from home. 
If staff choose to travel outside of the Yukon on non-essential travel, they will be expected to 
submit vacation to cover the full period of their required self isolation. An exception will be made 
for those that booked travel to BC, NWT or Nunavut and submitted the leave request to their 
supervisor prior to the ‘travel bubble’ closing on November 19, 2020, those employees will be 
supported to WFH during their self isolation period. If you have any questions about leave or 
WFH, please speak with your Supervisor. 
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