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Protection of Privacy Services Protection de la vie privée -
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North Bay ON P1B 3B9 North Bay ON P1B 3B9

Telephone (705) 494-3080 Téléphone (705) 494-3080

Toll Free 1-855-273-3080 Sans Frais 1-855-273-3080

Facsimile (705) 494-3081 Télécopieur (705) 494-3081

www.ontario.ca/mes4 www.ontario.ca/s199

October 4, 2021

Kevin Walby
515 Portage Avenue
Winnipeg, Manitoba R3B 2E9

k.walby@uwinnipeqg.ca

Dear Kevin Walby:

SUBJECT: REQUEST NUMBER: SOLGEN-2021-00535 AND
SOLGEN-A-2021-00540

In response to your request for access to information under the Freedom of Information
and Protection of Privacy Act (the Act), please be advised that partial access is granted
to copies of records relating to probation offices under the heading “Entry and Exit
Screening Procedures” and “Information Distributed” and pertaining to COVID 19.

Access to part of the responsive information is denied in accordance with sections
14(1)(i) and 14(1)(I) of the Act as follows:

14(2)(i)

The ministry may refuse to disclose a record where the disclosure could reasonably be
expected to endanger the security of a building or the security of a vehicle carrying
items, or of a system or procedure established for the protection of such items, for
which protection is reasonably required.

14(1)())

The ministry may refuse to disclose a record where the disclosure could reasonably be
expected to facilitate the commission of an unlawful act or hamper the control of crime.
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Attached is a copy of the information being released. This access decision was made
by the undersigned. You are entitled to appeal this decision within 30 days to:

Information and Privacy Commissioner/Ontario (IPC)
2 Bloor Street East, Suite 1400

Toronto, ON M4W 1A8

(416) 326-3333

Should you decide to file an appeal, please provide the IPC with the following
information:

1) a copy of this decision letter;

2) acopy of your original request for access to information;

3) the mandatory appeal fee of $25.00 in the form of a cheque or money
order payable to the Minister of Finance.

Should you have any questions regarding the foregoing, please do not hesitate to contact
Karen Foster, A/Senior Program Analyst & Advisor, at 705-492-6195.

Sincerely,

F) /7

Le i 4 AL /

A AL A o a1
Sy

Enza Ragone

Coordinator

Freedom of Information and
Protection of Privacy Services

Attachment



May 14, 2020

Process for Sharing COVID-19-Related Offender Information

in Correctional Services

The following processes are intended to supplement ongoing corporate disclosure and discharge planning work and assist with sharing

relevant COVID-19-related offender information between Institutional Services (1S), Community Services (CS), and Corporate Health Care

(CHC):

A. Pre-release: when an offender is to be released from an institution and droplet/contact precautions related to COVID-19 are in place
requiring continued medical isolation and self-monitoring (COVID-19) post-discharge, and/or

B. Post-release: when an offender has already been released from an institution, and health information becomes known related a

requirement to self-isolate and self-monitor.

The responsibility is shared between 1S, CS, and CHC to collaborate and communicate relevant information in a timely way prior to an
inmate’s release, where possible, in order to protect the health and safety of staff, offenders, and the public, and prevent the spread of
COVID-19. The following processes are intended to guide staff and mitigate identifiable risks. The processes may be modified as

operationally required. Please speak to your manager with any questions.

A. INFORMATION SHARING — PRE-RELEASE

As Soon as Possible Prior to an Offender’s Release from an Institution:

1. “Discharge
Information
for
Community
Services
Form”

Health Care Staff at
relevant institution

Complete “Discharge Information for
Community Services Form”

Email Form to all key CS contacts listed in the
Form

Discharge Information for

Discharge
Informaton for Com

+ NOTE — where appropriate,
offenders are provided with
health information regarding
COVID-19 prior to leaving the
institution.

Key CS Regional
Contacts

Immediately email the completed form to the
appropriate Probation and Parole Office Area
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May 14, 2020

Manager for forwarding to the PPO and ILO as
necessary.

2. OTIS Alert Probation and Parole | ¢ Prior to inmate's release from custody, assigned | « NOTE — All PPOs should

Entered Officer (PPO) PPO enters alert into OTIS: check OTIS alerts prior to
o “Communicable disease/droplet and meeting with clients in-office.
contact precaution” (CDDC)

3. “Reporting Probation and Parole | e Immediately complete the “Reporting Reporting Instructions upon
Instructions Officer (PPQ) Instructions upon Release from Custody Letter” | Release from Custody Letter
upon Release e Email Letter to the ILO at the relevant
from Custody institution. ]

Letter” Template Letter -
Reparting Instructic
Institutional Liaison + |ILO to provide Letter and verbal instructions to
Officer (ILO) the offender at the institution prior to their
release.
B. INFORMATION SHARING — POST-RELEASE

Offender has Already Been Released from Institution, and Possible COVID-19 Exposure is Subsequently Discovered

ocuments/iComment

1.

CS to Gather
Information from
Health Care

CS management
(Area Manager or
Regional Office),
copying supervising
PPO, as required

Health Care Manager

* CS to gather relevant information from the
following (via call or email):
o Health Care Manager at the relevant
institution, and
o |8 management, if necessary.

+ Health Care Manager to provide relevant
information regarding the offender(s) to CS,
including:

o Whether offender was on medical
isolation prior to release

o Whether offender should self-isolate
or self-monitor since being released

+ Internal information
sharing between Health
Care/IS and CS will inform
decisions re: appropriate
reporting instructions for
offenders.

e [f PHU input is required,
CS may contact PHU for
consultation as necessary.

¢ PHU wiill follow their usual
processes and contact the
offender(s) directly. PHU
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May 14, 2020

Parties to discuss any additional information
that may be relevant to continuity of care, or
will assist with community services planning
purposes.

may contact CHC/CS as
necessary.

CS to Take
Appropriate Action
Based on
Information
Provided by Health
Care

CS management
(Area Manager or
Regional Office) and
supervising PPO, as
required

Depending on specific circumstances and
information provided by the Health Care
Manager, CS management and/or the
supervising PPO may need to take follow-up
action.

Appropriate steps, may include:
CS management:
o Providing appropriate notifications to
staff
o Liaising with SolGen Facilities Branch
to initiate additional cleaning

PPO:

o Providing appropriate reporting
instructions to the offender

o Consider providing appropriate
publicly available COVID-19 health
information and resources to the
offender, if needed or requested by
offender.

This list is not exhaustive

Publicly available resources:

Public Health Agency of
Canada’s Fact Sheet:
“How to Isolate at Home
When you may have
COVID-19”

covid-19-how to-is
clate-at-home-eng.|

Public Health Agency of
Canada’s Fact Sheet:
“How to Quarantine (Self-
Isolate) At Home When
You May Have Been
Exposed and Have No
Symptoms”

COVID-19 fact

sheet- exposed with

NOTE — Each situation will
vary depending on
individual circumstances
and the information
provided by Health Care
Managers.
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Helpful Contacts

Links

CS contacts for “Discharge Information for
CS Form”

FiEeniaris oa (ADMO)

i m‘s rin o (ADMO)

aiann.os (NR)

Seaivin®Soatark

CS Regional Directors or Managers

Refer to the

Sollen :H ey 3‘0;»» and search by Reglonal Office or Probatlon and Parole

faiisos (CR) Hads

H
H
¥
H
i

IS Regional Directors or Managers Refer to the Soiian LHractiiy and search by Regional Office, or Institution
Health Care Managers Refer to the C'sm%fi-‘:ei' s. %\,‘zc.:s\ and search by Reglonal Offlce or |nstitution
CHC Refer to the Saitaan Direclory — Linda Oxebviegbonianc oa is primary contact
PHU Refer to the ik for more information about, and contact mformatlon for, PHUs
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April 30, 2020

Process for Sharing COVID-19-Related Offender Information

in Correctional Services

The following processes are intended to supplement ongoing corporate disclosure and discharge planning work and assist with sharing
relevant COVID-19-related offender information between Institutional Services (1S), Community Services (CS), and Corporate Health Care

(CHC):

A. Pre-release: when an offender is to be released from an institution and droplet/contact precautions related to COVID-19 are in place

requiring continued medical isolation and self-monitoring (COVID-19) post-discharge, and/or

B. Post-release: when an offender has already been released from an institution, and health information becomes known related a
requirement to self-isolate and self-monitor.

The responsibility is shared between IS, CS, and CHC to collaborate and communicate relevant information to protect the health and safety
of staff, offenders, and the public, and prevent the spread of COVID-19. The following processes are intended to guide staff and mitigate
identifiable risks. The processes may be modified as operationally required. Please speak to your manager with any questions.

A. INFORMATION SHARING — PRE-RELEASE

As Soon as Possible Prior to an Offender’s Release from an Institution:

1. Discharge Health Care Staff at Complete “Discharge Information for Discharge Information fo
Information relevant institution Community Services Form” Community Services Form
for ¥
Community Email Form to all key CS contacts listed in the
Services Form Discharge
Form” Informaton for Com

» NOTE — where appropriate,
offenders are provided with
health information regarding
COVID-19 prior to leaving the
institution.

Key CS Regional
Contacts

Immediately email the completed form to the
appropriate Probation and Parole Office Area
Manager, PPO and ILO as necessary.
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April 30, 2020

2. “Reporting Probation and Parole | e Immediately complete the “Reporting Reporting Instructions upon
Instructions | Officer (PPO) Instructions upon Release from Custody Letter” | Release from Custody Letter
upon Release ¢« Email Letter to the ILO at the relevant
from Custody institution. g
Letter” Template Letter -

Reparting Instructic
Institutional Liaison + |ILO to provide Letter and verbal instructions to
Officer (ILO) the offender at the institution prior to their
release.
B. INFORMATION SHARING — POST-RELEASE

Offender has Already Been Released from Institution, and Possible COVID-19 Exposure is Subsequently Discovered

[s]

1.

CS to Gather CS management
Information from (Area Manager or
Health Care Regional Office),

copying supervising
PPQO, as required

Health Care Manager

* CS to gather relevant information from the
following (via call or email):
o Health Care Manager at the relevant
institution, and
o IS management, if necessary.

+ Health Care Manager to provide relevant
information regarding the offender(s) to CS,
including:

o Whether offender was on medical
isolation prior to release

o Whether offender should self-isolate
or self-monitor since being released

+ Parties to discuss any additional information
that may be relevant to continuity of care, or
will assist with community services planning
purposes.

+ Internal information
sharing between Health
Care/IS and CS will inform
decisions re: appropriate
reporting instructions for
offenders.

¢ If PHU input is required,
CS may contact PHU for
consultation as necessary.

+ PHU will follow their usual
processes and contact the
offender(s) directly. PHU
may contact CHC/CS as
necessary.
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April 30, 2020

2. CSto Take
Appropriate Action
Based on
Information
Provided by Health
Care

CS management
(Area Manager or
Regional Office) and
supervising PPO, as
required

Depending on specific circumstances and
information provided by the Health Care
Manager, CS management and/or the
supervising PPO may need to take follow-up
action.

Appropriate steps, may include:
CS management:
o Providing appropriate notifications to
staff
o Liaising with SolGen Facilities Branch
to initiate additional cleaning

PPO:

o Providing appropriate reporting
instructions to the offender

o Consider providing appropriate
publicly available COVID-19 health
information and resources to the
offender, if needed or requested by
offender.

This list is not exhaustive

Publicly available resources:

Public Health Agency of
Canada’s Fact Sheet:
“How to Isolate at Home
When you may have
COVID-19”

covid-19-how to-is
clate-at-home-eng.|

Public Health Agency of
Canada’s Fact Sheet:
“How to Quarantine (Self-
Isolate) At Home When
You May Have Been
Exposed and Have No
Symptoms”

COVID-19 fact

sheet- exposed with

NOTE — Each situation will
vary depending on
individual circumstances
and the information
provided by Health Care
Managers.

Helpful Contacts

Links

CS contacts for “Discharge Information for =

CS Form™

ain.on (ADMO)

i on (ADMO)  Chi
2 (NR) i

4 WR)

i G (CR)

.2 (ER)

CS Regional Directors or Managers

Refer to the 1S

#ory and search by Reglonal Offlce or Probatlon and Parole

IS Regional Directors or Managers

Refer to the Sl

:ziory and search by Regional Office, or Institution

Health Care Managers

Refer to the il

slory and search by Reglonal Office, or Institution

CHC

Refer to the JaiGan Directory — Linds Oaiviefoniarnio on

: is primary contact

PHU

Refer to the ii:

i for more mformatlon about and contact information for, PHUs
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ontarlo @ Discharge Information for Community Services

Inmates Name (last/first) Institution:
OTIS# Release Date:
(MM/dd/yyyy):

A. INSTRUCTIONS:

1. A nurse MUST complete this form for all inmates who are released while still on medical
isolation or to self monitor (COVID-19)

2. This completed form MUST be emailed to everyone’s email in the box below when the release
date is known, and preferable prior to release date.

Rosshane.Vigharajah@ontario.ca Christine.Hobkinson@ontario.ca
Isabelle.Richard@ontario.ca Lina.ElMVanni@ontario.ca
Maureen.Ennis@ontario.ca Andrea.Calvin@ontario.ca

B. Inmate on Medical Isolation on Release Yes [ No O
OR
Inmate to Self-Monitor on Release Yes [ No O

If YES please complete the following:

1. Inmate to continue to self isolate until (date MM/dd/yyyy)

2. Provided with the following, please check:

[ ] How to Self-Isolate

[ ] One Mask

[] When and How to Wear a Mask

[ ] How to Self-Monitor

[ ] Medication supply for days

[ ] Medication prescription faxed to community pharmacy
[ ] Local public health unit phone number provided

Include the Inmate’s Proposed Address Below if known:
(if they do not have a fixed address, include the shelter/housing where they will be

residing)

Additional Information:

Print name of nurse completing: Signature Date & Time
1.

2.

Discharge Information for Community Services April 22 2020 000008



Ministry of the Solicitor Ministére du Solliciteur =
General général Ontal‘lo

Welland Probation and Parcle Bureau de probation et de
libération conditionnelle

Welland
Suite 303 Suite 303
3 Cross Street 3 Cross Street
Welland, ON L3B 5X6 Welland, ON L9C 3A3
Telephone: 905-735-1660 Téléphone: 905-735-1660
Facsimile: 905-735-5665 Télécopieur:

Memorandum
TO/A: [Client Name]
[OTIS #]

FROM/DE: [PPO Name]

DATE:

SUBJECT/SUJET: Reporting Instructions upon Release from Custody

Mr.or Ms. [surname],

You are directed to report to the [PROBATION OFFICE] at the below address in person

on (DATE) to your supervising officer [PPO NAME] or the designated Duty Officer. If
you were advised by the Institution to self-isolate following your release from custody,
please contact the probation office by telephone within 48 hours of release or on the
first business day.

[PROBATION OFFICE ADDRESS]
[TELEPHONE]

*Please be advised that failure to report as directed may result in a breach of
probation charge being laid against you, for which the maximum penalty is 4
years imprisonment and/or a $5000 fine as per section 733.1(1) of the Criminal
Code of Canada*

In response to COVID-19 we are asking that if you answer yes to any of the following
guestions, that you contact the Probation and Parole Officer prior to reporting to the
office.

Are you feeling unwell with any of the following symptoms?
» Fever, new cough or difficulty breathing

» Unexplained muscle aches or fatigue

» Other signs of new onset iliness such as sore throat or diarrhea

CSD 089-001 (10/04)
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Page 2

Have you experienced any of the following exposure risks?

¢ Close contact with a person who has been diagnosed with COVID-19 (for example,
someone in your household)

¢ Close contact with a person who is sick with respiratory symptoms (for example,
fever, cough or difficulty breathing) or who recently travelled outside of Canada

Sincerely,

[PPO NAME]
Probation and Parole Officer
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CORONAVIRUS DISEASE (COVID9):

HOW T0 GUARANTINE [SELF-ISOLATE] AT
HOME WHEN YOU MAY HAVE BEEN EXPOSED
AND HAVE NO SYMPTOMS

Feople with COVID-19 do not always recognize their early symptoms, nifyoudonothave
197 ng symptoms or

'r‘lp’mrr‘s now, it1s possible to transmit

without ever developing symptoms.

You need 1o quaranté ne (seif~ésclate} .For
r {

B

S

-4

Quaraniine {self-isolate) maans thai, fer 14 days vou need 'a
v stay at home and monitor yoursel

s of at the earliest

r avoid contact with other people (0 help prevent transn
stage of illness

» do your part 1o pravent the spread of disease by practicing physicsl distancing in vour home

i you start o develop symptoms within 14 days of your guaraniine, you must:
v isstate vourself from others as snon as you notice your first symptom

v immedia 2l or public baatih autherity 1o discuss vour symptoms and travel history, and follow

thedr instry

use the safine seif-assessmment tool (if available in your province or territory) to determine if you need further assessment
ing for COVID-19

= Stay at home ar the place vou are staying in Usnada{do

not leave your property). % arid use &

son for this purposel. » Some people may transmit COVID-A2 even Ho igh the:' do
» Do not go to schoot, work, other public areas or use public not showe any % mptoms. Wearin 34
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nose and mouth without gaping, and s

IS

_ _ By L85 OF €37 100R5) T CWnse Cont

¥ er adulis, or those with rmedical avoided. can help protect thoss
isk of developing

» Avoid contact with a mmai:, as +her lrave been several,
s of people 1

those who have not




h
9]
i

.E
-
3 <
o i
o ..r.u
4 -
mw Ww v u &
e [t .= oG
RN = . Q [
- & b4 L
Eon = o R
=8 ’ I
3 W e o U e
: e o

i 2EES
© 8 R
L sl w S R G
=8 TR ED
A e om 8 oo
w 2 o e P
(] i_., i i Fu»....: e i o
=G s m, Py /mmx ...mm. =
Be .2 == w R 2

! £ v a

5

i

=

v

o

=

-

e . .
3o not share personal items with others

&
2 =
B =2
o B oE &
= & == 25 a8
ai - o 8B =X
& ¢ = o e~
= 7 Sou g e
2w g 5 ) B Y ow
=] et g A Eg o=
s L3 bt o L
o it o G = [ = @
BOE D o i W by &
[ - mw 2] p@_{. Pl ST, &
oo s K- w2 W
i S & = = L0
s : el Ke) 1 & -x
- A R ‘- 3 oA
o5 A o Wy W o~ =l (]
o O o o= & 2 og ©
] a2 R ) e O ouE =
e 3 5o 5 o
RS R .mm; (] o) P o
& Do o [ P TR = R
e B A y & i I
i = g
E-Y & =
&
«.ﬂu = o i wn 4
= E o 2 ¢ o=
@ o T .m: w1 a3 o3 o B
5 =] J sl i s s & Fed
w0 oo SN 2 ] B
G 5 E - D 2 u
o a rO oo o ;= Mm“ - a2
oy W v b w2y @ o 4 “
P oo 5z = % = " =
@ o+ T - .= ol N oy TS . o enn
LT LR o = R b ) o
) 5 A L [ & v o i =
Ry = [ o v oMo = ELs) - o
= T Lo o = = 2 )
L R LT IR B R < =
o © e o o B og oW 2 = m = el
(2 w P o g (L [N - &
S T s - o O = . L ]
o Y - w0 o . e o % ) e
& - = et U - T % o z
fesE BE et i 2 5 %
- roo - - pe B aaan
EERY G o m oo U @ G - 2
e N 2 oon LS O e ai &
< o .n._.\, 2 D - BooE 3 i+
= s 2o [ S R TR e 5 &
I [ o) g mom s Sa R 2
o ¥ w3 s by 8 ~ i =
= a3 s E R v G I72) W { 2
i > T oo ZEE x e 0 o ) 5
P & £ - & = [ I a e LD W [
= i oo - N R (. £ ow
@ O B oo 2 E = = &
P il (2] b Pl " - .y = -z
B Te o 25 5 ° 58 2
e w = o L - = s 3 @ e ey
= - G ho G N T 55 £ e P O
LT A e e 0 u 8
& = B & R YU T T R e o
™ EF e T = &= E ooy oz =
A - ! e T S S T S T ) .
= o al L e R s 1Y (=) o oE
= o v o 0] & 5o moo w s ;.mm < L
e R & - = o K O - 2
LY W E a0 A < T e B - B F
W PR TR TR R PR R R W=
5 g ox w5 258 28 05 e Rl AN
FoomoD e 2 5 o BYd = & ¥ o
a s [ B I L o =0
£ E- Y P
F.N & & &
-




4 @
3 5 [
..
£ oa o LLI R —
: 2 —X°7
u,_.!h .._mu“ 21 I
P, o 5 T Li
o B = pet o v
& 2 o5 . 8]
4 Wl
oow = i =
2 a3 o A i U i
5 oo W —
TR Y: & Be o
§siq 5 : 2 oo =
& &= wow o = i
= E R g . & G R T
L5 g g g 5 G S o
opEs =z © G
& oo & = F e il A
¥EST g T = iy ! e D -
Tpecdd 5 . £ 2 SN = ¥
I3 oL S - : g <5 R
sEE6 %58 3 g5 02 L el Ll o S
= y i m ot — (%) [l [ i
oW T e F oy oat o Bl £ e B c o 0 b
&% Z E L3 2a g o c53ds g O S &
g B SR O . SR R TR = | & Fo
y R £ .= = 4 8 O [ B < o bvel
£ oo Ef= st iz uEle £ = o L e g
S w2 B LR oo G W o o o oy
= oSG P R S~ R S BT A — I ol oo
v o T el o M e T ok r ol i
o i oemoe <D | el BN Lid Sus
L il ] ) 1 il - " - -
ooooaoo 3 N
Eas S £:0
Ll T W
< & S 8w
.......................................................... RO on)
............................................................................... AN S5
d g
Huuw (] b
Lo =2 o
= 3 o g
= £ um.u = = o
T Y0 Z P i
5o e 7 w =
) % ¢ g == R b
2 2 ® A 2w e = = w0
@ o~ e e R S @ Coed T
el S b - - - = s
(oI w AR R O S I LI R i B
oo AR e [ W a3
) - e 2 - e v o [T put
o I N s b =
oW -4 I ¢ o o s bH
oW ot mMoom WD o a5 —
= n B P o5 5
o T8 =5 = & . 3
i & ¥ o a® g = z
m... L] 5 = = [N o o L7
= Fow £3>sf F X o
R 2 5 w2 ET 8 = 5 "
= R b - U o N G B I i e
5 ! - A se = 03w o A i
\.ﬂv W W= & .\\W. m“.m o = o e
] w0 [ [V o & &
LT = g B o T ox Fo© o & 3
£ o m —— i m [ Ka—— ﬂ..u [l i_H ar
- = & ° 0 Og L. [ 3 <
@ B I -] w38 = g = £
w WS o oo 3 e e —
oo & Fs w5 Booaw % - u 5
o3 £ DoE G e e i (] ¥
o] PR A ] @ = om W . = 2
& oo B % . 2 PR L e - ¢ = 5=
£ S5 2 ¥ o5 @ 5w < F 4 D g o
o 2= ww — @ T e R 0 LI - .
> = & = o o 2o 2 )
w LA T = S o N.n. o P (] N :@ AL e
oL L T [ (I SR TS e e
i 3 o o =3 { Soed 4=t — H g
5252 2.2 5 2e30% =c0F g
2oad g o ¢ o 2 oa oS S = =
Yoy o B e o bl CR = . o
O W= @ g 5 omgow 89 X < 55t L
e Y = oz e o © O = o b & o
gL B 5 S 8 255 ¢ 5T i &
o g ¥ o ®oOW oW G R =t = I <
552w W — - ~r
| [ B = A & & L e =t
VI o= & = o ’
o o g1
P o
* = o P




If you have any of the following symptofﬁs:

B

e A fever and/or cough or difficulty
breathing

DO NOT ENTER

For all other visitors:

e Use hand sanitizer

e Proceed to the reception desk and you will
be asked further questions at the
reception desk.

If you think you have been exposed to
COVID-19, DO NOT ENTER THIS OFFICE,
make contact by phone at

V ” Ontari
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s.N/R

From: Sol Gen News (SOLGEN)

Sent: April 7, 2020 12.03 PM

To: @SOLGEN-L-CS

Subject: Memo from ADMs of Correctional Services: COVID-19 Update: Mindfulness Initiatives

Available for Staff

& Jont Message from
The Assistant Deputy
Correctional Service:

MEMORANDUM TO: All Correctional Services staff

Corrections Employee Wellness Resources available on the intranet, including new mindfulness initiatives tc
support staff during these uncertain times.

As your senior leaders, we’re aware of the challenges that you are facing on the frontlines because of COVID-19. W
continue to evaluate all options to limit the spread of COVID-19 within our correctional system, protect you and help

regularly.

The correctional environment always has its unique stressors, but there are even more during this time of uncertainty
Each of us is processing current events differently, and we are likely to experience a range of emotions, such as fear.
anxiety or sadness. It's important to find things we can do to support our sense of safety and boost our resilience,
especially for those staff who are serving on our frontlines.

As challenging as it might be right now, we hope you're able to do that and find a bit of time for your wellhess —
because when you support yourself, you can better support those around you. To help you, the Corrections Employe:
Wellness Unit (EWU) has compiled a comprehensive list of resources organised by your potential needs during this
time.

EWU is also introducing several mindfulness initiatives that teach breath and awareness techniques, which can help
regulate our nervous system. These technigques can help us feel calm, think more clearly and respond better when
under pressure. The initiatives include:

+ A new series of 5-10-minute guided mindfulness practices available via the Corrections Hub on InsideOPS&
A new practice is being added weekly, and you can access them anytime, anywhere.

+ The Corrections Mindfulness Community is nhow holding live mindfulness practice sessions every
Thursday, from 11:15 to 11:30 a.m. Staff from any division can join the practice, from anywhere in Ontario,

previous sessions. s.14{1)(i)
s.14(1)(1)
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+ Short virtual mindfulness sessions are available on request at a convenient time.

As a reminder, you can also access the

the TBS page on InsideQPS for the latest information for OPS employees.

These are challenging and uncertain times, but we can get through this together.

s.14(1)(i)
Stay safe and well, s.A4{1)(1)
Suzanne McGurn Renu Kulendran

ADM, Institutional Services ADM, Community Services

Shelley Unterlander Lynn Norris

ADM, Operational Support ADM, Modernization

Kevin West

Chief, Correctional Services
Oversight and Investigations
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March 17, 2020

Community Services — Interim Service Delivery Plan
Key Messages for Managers

¢ Asthe COVID-19 situation continues to evolve, Community Services is
monitoring the situation closely.

¢ Asa response, we have developed an interim service delivery plan, that will be
implemented as of Wednesday March 18, 2020.

¢ The focus will be on core duties and legislated requirements to deliver critical
frontline services, which includes continued supervision of high-risk offenders,
and support to victims, as well our responsibilities to our justice partners; courts
and Ontario Parole Board.

¢ Our staffing model will be reduced to 50 per cent in the offices to begin with,
alternating week schedules to limit exposure to health risks. The remaining 50
per cent will be working from home to provide critical public safety services. Staff
will be rotating.

¢ Our approach includes consolidating offices in urban centres and regions where
possible, or alternating which offices are open subject to changes in operational
conditions.

¢ As necessary, area managers will identify staff to act as CLOs on a rotating
basis. CLOs will report to courts where operations continue or to their area office,
as directed by their area managers. Further direction will be provided if business
practices change.

¢ As necessary, area managers will identify staff to act as ILOs on a rotating basis.
ILOs will continue to report to institutions following regular business schedules.
Screening protocols are in place within institutions to support staff health and
safety, alternative arrangements for speaking with an inmate may also be
available depending on the facility. Further direction will be provided if institution
business practices change.

¢ Our planning is informed by our responsibilities to our justice partners; courts and
Ontario Parole Board.

¢ e will be ensuring that there is ongoing local outreach to community justice
partners and corporate partners, and First Nation communities, where necessary,
regarding the availability of probation and parole services, and flexibility to scale
up and down as necessary.

¢ While working from home you are reminded that privacy, confidentiality, and
information security is paramount.

000020



March 17, 2020

¢ CSisissuing cell phones to enable PPOs to work remotely while being able to
continue to communicate with offenders, collateral contacts, justice partners and
managers.

¢« \While we work to procure and deliver work cell phones to all PPOs, as an interim
measure PPOs can voluntarily use their personal cell phones to facilitate
reporting requirements with offenders.

¢ Staff are reminded to use the cell phones in accordance with government policies
and legislation.

¢ With the use of cell phones, and as the situation evolves, we will continue to
assess and adapt strategies to scale services accordingly.
Qs/As, and maintain universal precautions such as social distancing.

¢ \We appreciate your professionalism and flexibility during times of uncertainty and
rapid change.
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Ministry of the Solicitor General

Office of the
Assistant Deputy Minister

Community Services

25 Grosvenor Street, 17" Floor
Toronto ON M7A 1Y6
Telephone: (519) 675-4742
Fan: (519) 661-6182
Mailing Address

150 Dufferin Avenue, Suite 704
London, ON  N6A 5N&

MEMORANDUM TO:

FROM:

DATE:

SUBJECT:

Ministére du Solliciteur général

Bureau du sous-ministre adjoint

Services communautaires

25 rue Grosvenor, 17°" étage
Toronto ON M7A 1Y6

Téléphone:  (519) 675-4742
Télécopieur (519) 661-6182

Adresse postale
150 rue Dufferin Suite 704
London, ON  N6A 5N6

Ontario @

All Community Services Staff, Community Services

Renu Kulendran

Assistant Deputy Minister, Community Services

March 18, 2020

Interim Service Delivery Plan — COVID-19

The COVID-19 pandemic continues to evolve and Community Services (CS) is
monitoring the situation closely in conjunction with the Ministry of Health. To continue to
support the health and safety of our staff, offenders, and the public, CS is implementing
a temporary staffing model as described below.

As CS is critical front-line, an appropriate staffing model requires a balance that
considers the health and safety of our PPOs and OAGs, with a focus of core duties and
legislated requirements, including:

¢ Continued supervision of high-risk offenders, including Intensive Supervision,
high-risk Domestic Violence, Sex Offenders, and Guns and Gangs Offenders;

and

e Support to victims, as well as our responsibilities to our justice partners, courts
and the Ontario Parole Board.

Accordingly, as of March 18, 2020, the staffing complement of bargaining unit
employees will be reduced to 50 per cent for the time being. Staff will work alternating
schedules every other week, or as otherwise directed by their managers, in order to limit
exposure to health risks. The remaining 50 per cent of staff will be working from home
to provide critical public safety services.
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This approach includes consolidating offices in urban centres and regions where
possible, and/or alternating which offices remain open, subject to changes in
operational conditions:

= Central Region:

o Offices to remain open: All area and sub-offices currently will remain

open, pending a move to an alternating schedule.
Northern Region:

o Offices to remain open: Kenora, Thunder Bay, Sault Ste. Marie, North

Bay, Sudbury, Orillia, Barrie, and Timmins.
Western Region:

o Offices to remain open: All area and sub-offices currently will remain

open, pending a move to an alternating schedule.
Eastern Region:

o Offices to remain open: Kingston, Belleville, Peterborough, Durham
East, Pickering, Cornwall, Ottawa Centre, Ottawa East, Ottawa West,
Pembroke, Renfrew, Smiths Falls, Hawkesbury, and Brockville.

o Offices to remain open with reduced days per week: Northumberland,
Lindsay, Trenton, Bancroft, Minden, and Port Perry.

o Closed: Napanee.

All remote reporting centres will be closed.

For a detailed rotation schedule, please speak to your manager.

This approach ensures continued local outreach to community justice and corporate
partners, and First Nations communities, where necessary, regarding the availability of
probation and parole services. As the situation evolves, we will continue to assess and
adapt strategies to scale services accordingly. We are committed to keeping you
updated along the way. With respect to CLOs and ILOs, we are actively identifying risks
and mitigation strategies for this work.

While working from home you are reminded that privacy, confidentiality, and information
security is paramount. Please see the attached document for tips on working remotely,
as well as links to the OTIS briefcase:
https://intra.mcs.gov.on.ca/content/otis/briefcase/briefcase .html

As you will see in separate ADM communications, CS is purchasing cell phones for
PPOs so that they can work remotely while being able to continue to communicate with
offenders, collateral contacts, stakeholders, and colleagues.

In the meantime, please continue your efforts to self-monitor and self-isolate as outlined
in the OPS Qs/As, maintain universal precautions that include social distancing, and:
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Wash your hands often with soap and water or alcohol-based hand sanitizer

Snheeze and cough into your sleeve

Avoid touching your eyes, nose or mouth

Avoid contact with people who are sick

Stay home if you are sick, and use the Short Term Sickness Plan or Attendance
Credits.

Please be reminded of additional resources and information that are available to
support employees:

.............................................................................................

Remote work: Get resources for working remotely.

Employee assistance: Access the Employee and Family Assistance Program.
For the latest information on COVID-19: piease visi ihe Sinistry of Healh's
website.

Thank you for your continued professionalism and support in keeping our workplace
and community safe.

Sincerely,

i, b foadbiiones

Renu Kulendran
Assistant Deputy Minister, Community Services

Elaine Shin, Executive Assistant, Deputy Solicitor General’s Office, Corrections
Suzanne McGurn, Assistant Deputy Minister, Institutional Services

Shelley Unterlander, Assistant Deputy Minister, Operational Support

Lynn Norris, Assistant Deputy Minister, Modernization Division

Ali Veshkini, Assistant Deputy Minister/CAQ, Corporate Planning

Kevin West, Director, Chief of Oversight and Investigations

Corporate Directors

Attachment:

JC - OPSWorking
Remotely Options ai
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AR o o] T g TN SN e e n o
Working Remolely - Onlions

R I N U S bl S S B
Fewr The Ontarnio Pubuo Sarv

s.14(1)(i)
s.14(1)(1)

FETNEREY

e;i-..}‘\‘\v’\- *-."'

There are three primary Ontario Public Service {OPS)
options for working remotely.

a"m%-amg remaizly means your home or anywhere
that is not an Ontario Government office location.

ALL the same network resources you have
at the office (file shares, WIN/IFIS,
BinderBrowser and other Ministry line-of-
business applications) via a secure
connection to the OPS network when
working remotely.

* An individual RAS Virtual Private
Network (VPN) account and security
token (accounts cannot be shared).

«  An OPS computer/laptop.

< A private space and internet
connection.

i MS Office 365 applications (Outlook, OneDrive, Word,
¢ Excel, PowerPoint, SharePoint Onling, Skype, Teams,

i Forms and more) can be used remotely from an OPS

¢ computer or online versions of the same applications
i can be used from your personal computer.

Authentication (MFA) must be set-up before
working remotely.

An OPS or personal computer/laptop.

A private space and internet connection.

¢ Email (Outlook) and other
i MS Office 365 apps on
: smartphone or tablet.

Additional Security Verification (ASV)/ Multi-Factor

A government-issued
mobile device.

ASV/MFA
Authentication for MS
Office

OPS employees. In the event of an
OPS-wide emergency, non-essential
staff may be required to stop using
RAS so business-critical roles can
access key Ministry/Corporate
applications.

» RAS only has capacity for a subset of .

You cannot access file shares, WIN/IFIS,
BinderBrowser and many Ministry line-of-business
applications without RAS.

MS Office365 is configured to not save documents

to your personal computer for privacy and security

reasons.

The following apps are
available for download
to your smartphone;
Outlook, Word, Excel,
PowerPoint, OneDrive,
Skype, Teams,
OneNote, Planner,
SharePoint

Go to the Service Desk Online (ébDO) for Go to the Service Desk
a new account, replacing a lost/stolen i Online (S.0DO) for mobile

token or resetting your pin. ; services.

: Go to the Office 365 Website for more information.

Ontario@ Land and Resources |+IT Cluster
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LA e ™y - . i T e e
VWorkimg Remotely IS
£ .
Q° Meesling
Remuote! _,
N ¥ # Bring your computer and all of the associated
peripherals with you from the office (power
Teleconterence MS Office 365 offers great remote _cords, chargers, adapters etc,).
s Include both the local/toll-free # collaboration tools: ¥ Test your Additional Security Verification (ASV)/
. i Cre Dirtn Multi-Factor Authentication (MFA) by going to
Format the # for easy use on mobile: ARG LTIV Office.com from a personal computer and
» Rather than trying to coordinate a logging in with your OPS credentials.
g%%lflmﬁg’ﬁkbﬁ]c!:haensdalr‘;)gtglggg_r +" Install MS Office 365 apps on your smartphone.
. . ) ' ¥ Consult your manager if you require RAS VPN or
Virtual Mesting (on your compitet) < Click "Share” in your file menu, a mobileydevice. dgeriy k
+ Same considerations as MS Office 365 Oglly Ehe P90%|$[ %/f?uc?dd will l%e " Ensure you have an adequate/private internet
« Video, voice or screensharing via: able to see/edit the document. connection at your remote location.
+ Microsoft Teams:
o Click “New Teams Meeting”
in Qutlook, or "Makea P Aierasatt Toanss
Call” in the Teams Application “ ¥ I:jm% 1:t T*"’“‘ami‘ y + Accounts must not be shared.
* Skype: Sa{fggfﬂqakﬁ,ag"}f ; ‘;?;’3{5& ;22 S{c? "® |« Make sure you have a private and secure
> Open a Skype discuss things as a group remotely. workspace for working remotely and Don't
chat and use _ leave documents or mobile devices unattended
the buttons: = Direct a chat to someone by at public locations.
s.14(1)(i) typing @Name at the start of . ) _
: your message, and they will get ;| For sensitive materials that are not accessible
s.14{1)(1) a pop-up alert. remotel?/, get director approval and record their
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ removal from the office.
35" Croate 3 oo +" Forwarding government information to
o ) personal accounts or using USB keys on
............................................................... personal Computers is not appropriate_

Contact the OPS IT Service Desk for questions about any of these services:

Sources

+ Office 365

= Securing your
Workspace Guide

= Security Requirements for
Remote Access Service

+ OPS Flex work Guide

Ontario@ Land and Resources |+IT Cluster

000026



Ministry of the Solicitor General

Office of the
Assistant Deputy Minister

Community Services

25 Grosvenor Street, 17" Floor
Toronto ON M7A 1Y6
Telephone: (519) 675-4742
Fan: (519) 661-6182
Mailing Address

150 Dufferin Avenue, Suite 704
London, ON  N6A 5N&

MEMORANDUM TO:

FROM:

DATE:

SUBJECT:

Ministére du Solliciteur général

Bureau du sous-ministre adjoint

Services communautaires

25 rue Grosvenor, 17°" étage
Toronto ON M7A 1Y6

Téléphone:  (519) 675-4742
Télécopieur (519) 661-6182

Adresse postale
150 rue Dufferin Suite 704
London, ON  N6A 5N6

Ontario @

Regional Directors, Community Services

Renu Kulendran

Assistant Deputy Minister, Community Services

March 18, 2020

Personal Cellular Phone Use for Communication With

Offenders

To enhance the health and safety of our staff, offenders, and the public during the
COVID-19 pandemic, Community Services (CS) will issue cellular phones to its
Probation and Parole Officers (PPOs). Cellular phones will enable PPOs to work
remotely while being able to continue to communicate with offenders, collateral
contacts, stakeholders and colleagues.

The Ministry is working diligently to procure and deliver work cellular phones to all
PPOs, however as an interim measure PPOs are encouraged to use their personal

cellular phones to facilitate reporting requirements with offenders.

PPOs who are working remotely and who are not in possession of a work issued
cellular phone can use their personal cellular phone with the understanding that they will
adhere to the following protocols:

Incoming calls:

¢ PPOs will activate the call forward function on their office landline to redirect all

incoming calls to their personal cellular phone.

¢ PPOs will update their personal voicemail to adhere to OPS telephone service
standards while the call forward function is active. Offenders should be advised
that NO personal information be left on the voicemail as all work related
messages on the personal cell phone will be subject to the FIPPA.

e Personal cellular phones are only to be used for voice contact/communication
with offenders. The use of personal cellular phones for any other form of

000027



communication with offenders (e.g. text messaging, social media, emailing) is
prohibited.

¢ PPOs will notify offenders that text messages will not be accepted.

Outgoing calls:
¢ PPOs can activate the call blocking feature on a per call basis by following
these instructions:
o Call Blocking prevents your name and number from being displayed when
you call someone who has Call Display.
o Dial #31#, then immediately dial the telephone number that you want to
call.
o The call recipient's call display will show “Private Name — Private
Number’, “No Caller ID” or a similar indicator.
o PPOs should test this before calling an offender to ensure the Call
Blocking feature works with their carrier.
¢ This is a free service with most service providers, however any charges or fees
associated with setting up this service will be covered by the Ministry.
e To activate the call blocking feature for all outgoing calls, you will need to
contact your service provider to update your phone features.

A reminder that all communication must be documented in the offender's case notes in
the Offender Tracking Information System as per Ministry policies.

Once we have information on the procurement status of work issued cellular phones,
we will make this information available to OPSEU and staff to assist in the timely
distribution of these assets.

| would like to take the opportunity to thank you for your continued professionalism and
support in keeping our workplace and community safe.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services

c: Elaine Shin, Executive Assistant, Deputy Solicitor General’s Office, Corrections
Suzanne McGurn, Assistant Deputy Minister, Institutional Services
Shelley Unterlander, Assistant Deputy Minister, Operational Support
Lynn Norris, Assistant Deputy Minister, Modernization Division
Ali Veshkini, Assistant Deputy Minister/CAQ, Corporate Planning
Kevin West, Director, Chief of Oversight and Investigations

000028



Corporate Directors
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March 17, 2020

Ministry of the Solicitor
General

Screening for Clients or Visitors Requesting Entry to
Provincial Probation and Parole Office

All clients or visitors entering the office must cooperate with this screening process.

Please ask each individual client or visitor:

Do you have any of the following
symptoms?

e Fever/feverish?

¢ New or existing cough?

¢ Difficulty breathing?

if YES, they should be asked to leave_and
contact the office by phone.

Have you travelled internationally (outside
Canada) within the last 14 days?

if YES, they should be asked to leave and
contact the office by phone.

Also suggest: Contacting their local
public health unit or Telehealth for further
instructions.

Telehealth Number: 1-866-797-0000

Have you had close contact with a
confirmed or probable COVID 19 case?

if YES, they should be asked to leave and
contact the office by phone.

Also suggest: Contacting their local
public health unit or Telehealth for further
instructions.

Telehealth Number: 1-866-797-0000

Have you had close contact with a person
with a respiratory illness in the last 14
days?

(i.e. (influenza like illness)

if YES, they should be asked to leave and
contact the office by phone.

If YES to any of the screening questions or refuses to answer, then they have failed
the screening and the client or visitor must be asked to leave the office.

If NO to all questions, the client or visitor can proceed to be serviced at the front

counter or in the secure interview room.

If the client or visitor becomes upset, please contact a manager immediately for

assistance.
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Challenging worries and anxious thoughts
Coping with stress and anxiety during the COVID-19 pandemic

High levels of anxiety and stress are usually fuelled by the way we think. For example, you might
be having thoughts such as “l am going to die” or “There is nothing | can do” or “l won't be able
to cope.” These thoughts can be so strong that you believe them to be true.

However, not all our thoughts are facts; many are simply beliefs that we hold. Sometimes we have
held these beliefs for so long that they feel like facts. How do we know if our thoughts are true or
are just beliefs we've grown used to? Here are some ways to work through and challenge your
worries and anxious thoughts.

« Start with catching your thoughts. When you are feeling anxious or stressed, stop and write
down what you are thinking. There may be more than one thought going through your mind
when you are feeling anxious. (Hint: Your thought might sound something like “What if ...”
or “I'm worried that ... ."

« Onece you have identifisd a thoughts, challengs it Ask yourself
-l thls thought true?
- How do | know it’s true”?
- Is it 100% true and always true?
- What is the evidence for the thought?
- What is the evidence against the thought?
- Has the thing I'm worried about ever happened before?
- What actually happened?

- How did | cope? What was the end result?

o {fyoufind i hard 1o let go of worrving, ask yourseif, "What does worrying do for ma? 1s
worrying actually helping me solve a problem or is it keeping me stuck and feeling anxious?”

« Ask yourself how helpful it is to keep thinking this way?

« After working through these approaches, see if you can come up with a more balanced
thought. For example, “I am elderly, and so many older people are getting extrermely ill. | could
die from this” could be replaced with “| am elderly, but | am also taking all of the recommmended
precautions, | have a good support network, and | am taking steps to stay healthy. | am

axiramely likely to get through this and be fine,

O3-2020

For more information on managing stress and anxiety related to COVID-19,
please visit www.camh.ca/covid19




Dealing with problems in a structured way
Coping with stress and anxiety during the COVID-19 pandemic

All the issues you might need to address during this pandemic situation may feel overwhelming.

It can be useful to identify which things are actually problems that need to be solved or addressed,
and which are just worries that are not necessarily grounded in reality. Here are some steps you
can take to resolve issues that come up for you.

1. Take some time to identify what you feel are problems. As we deal with the COVID-19
pandemic, planning for self-isolation or quarantine might be something you identify. What
concerns are causing you stress or anxiety?

2. Break each problem down into smaller parts, so you don’t feel so overwhelmed. Think about
what parts of the issue are most immediate and urgent: what needs to be done now, what
can be tackled tomorrow, and what can be delayed or even dropped completely because it
doesn’t really matter in the long run.

Brainstorm some options that can help address the problem. List all possible options.
ldentify the pros and cons of each option.

Narrow down to the best option you have.

A

Put the solution into practice and see how it goes. Did it solve the problem? Did it help a bit?
Do you need to adjust the solution or consider another solution from your list?

7. Ask others how they see your “problem”? If they agree that it is a real problem, ask for
feedback on your solution.

8. Consider writing things down—putting this process down on paper. You can cross off tasks as
you do them. This can help you feel you are getting things resolved and can combat feelings
of helplessness.

9. If you may need to plan for self-isolation or quarantine, do so ahead of time. Here are some
resources that may be helpful:

- U.S. Centers for Disease Control and Prevention (CDC)

- Conference Board of Canada

For more information on managing stress and anxiety related to COVID-19,
please visit www.camh.ca/covid19
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Stronger Minds is a completely free digital { With Stronger Minds, you'll get:

Canadians through the COVID-19 crisis. Timely videos and quick reads from

our mental health experts.
Our team of psychologists will help you protect your

emotional wellbeing, so you can regain the resilience to A . -
Activities to help you gain resilience.

get through today - and tomorrow.

Get day-by-day guidance that you can use - all based Ask an Expert videos in response to

guestions we receive.

on Canadians’ concerns, and always adapting to new
stresses as they arise.

Stronger Minds cuts through all the information Stronger Minds is for all Canadians - on its own or
overload, to provide relief from your everyday worries with an existing course of mental health therapy. It is not
sparked by current events. mental health treatment.

stronger
inds

BEACON has provided guided digital therapy for thousands of Canadians to improve their mental wellbeing and live to their fullest potential. 000034
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MEMORANDUM TO: All managers of OPSEU Corrections Bargaining Unit Employees

FROM: Shelley Unterlander, ADM, Operational Support
Suzanne McGurn, ADM, Institutional Services
Renu Kulendran, ADM, Community Services

DATE: May 13, 2020

RE: Digital Therapy Pilot (Employee Wellness) for OPSEU

Corrections Bargaining Unit Employees

OPSEU Corrections Bargaining Unit employees in the Ministry of the Solicitor
General (SolGen) will have access to confidential guided digital therapy with
BEACON as part of a new pilot project.

We are facing an unprecedented time in our correctional system and you have risen to the
challenge. As managers, you show up every day to support your staff and serve the people of
Ontario. We know that the current emergency is taking a mental toll on you and your staff and it can
be challenging to identify the best ways to support your team. As a manager of employees who
belong to the OPSEU Corrections Bargaining Unit, we would like to inform you that a new pilot
program will soon be available to support your employees’ well-being.

BEACON, one of Manulife’s third-party vendors, has parthered with the Ontario Public Service to
pilot their services to all OPSEU Correctional Bargaining Unit employees in SolGen. This pilot allows
SolGen OPSEU-COR staff, and their families, to access BEACON's digital Cognitive Behavioural
Therapy services that are guided by registered mental health professionals. Eligible staff can access
BEACON's services at any time through the device of their choosing.

The pilot program runs province-wide for one year starting May 13, 2020. OPSEU-COR staff will
receive communications directly notifying them that the program is now available. You can also
share the attached info sheet with them.

There is no cost to use the service and participation is voluntary. BEACON will provide aggregate
data from the pilot to the employer that does not include any employee identifiers. This information
will be used to evaluate the program.
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Please know that your health and well-being is equally a priority for us. You can access a imanagar’s

intranet page. In addition, the Ontario government has expanded virtual mental health services
during COVID-19. You can access these through the Ontaric COVID-18 websita.

You have told us the effects that this emergency is having on the mental health of you and your
team. We understand and we will continue to work to support you and to put in place resources for
your health and well-being. Thank you for your hard work, for serving on the frontlines during this
outbreak, and for your commitment to protect all Ontarians.

Stay safe and well.

Original Signed by Original Signed by Criginal Signed by
Shelley Unterlander Suzanne McGurn Renu Kulendran
Assistant Deputy Minister Assistant Deputy Minister Assistant Deputy Minister
Operational Support Institutional Services Community Services
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. Now available for all OPSEU
members in Correctional Services

While working in Correctional Services, you've faced unique
challenges every day in your work environment. Left
unsupported, challenges like these can create or intensify a
mental health problem. You need meaningful help to cope
with day to day challenges.

BEACON is digital therapy that's there for you wherever
and whenever you want it. With it, you'll be guided by a
registered mental health professienal. Used by Canadians
coast to coast, it provides Cognitive Behavioural Therapy
(or CBT), a clinically-proven methed considered the geld
standard when it comes to helping improve moed and
anxiety.

With BEACON, there are no face-to-face therapy
appointments to keep - everything is on your terms in
a way that protects your data and privacy.

|s BEACON right for me?

If you can't shake feeling down, stressed, or overwhelmed,
BEACON can empower you to become more resilient.

s

BEACON has been designed to help individuals

(age 16 years or older) experiencing symptems related

to depression, anxiety, panic, PTSD, and insemnia. If you
think you may be feeling any of these things, you can do a
BEACON assessment.

R
=

3
3
3
3
3
3
i

»in o wisic www.mindbeacon.com/bcs252.

From there, you'll complete a persenal assessment which
will help to ensure that BEACON therapy is compatible with

% & your needs, and to help your therapist custemize a care path
for you. Following this, you'll receive an invitation to begin
therapy.

BEACON is not for people in crisis.
If you believe you need immediate
psychological assistance, contact
your family doctor or call 911.

beacon
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What exactly is Cognitive
Behavioural Therapy?

to improve your frame of mind when life feels overwhelming.

CBT begins with identifying how our thoughts, behavicurs,
how they are related and what they trigger, we can change
how we feel. This is accomplished through readings,
management technigues, exposure activities, maintaining
thought records, and completing worksheets.

The more committed you are to developing resilience,
the more you'll get cut of CBT - and the better prepared
you'll be when faced with a stressful situation.

How does the BEACON
therapist work with me?

BEACON therapists are registered mental health
professionals (primarily registered social workers).

You are paired with one BEACON therapist for the duration
of your therapy, and they are dedicated to your progress
from beginning to end.

Your BEACON therapist will tailor a course of therapy based
on your unigue needs, and will select readings and activities
that will help you develop new skills. As you work through
BEACON, your therapist will review your progress, provide
enceuragement and advice, as well as new perspectives

to consider.

You interact with your therapist via secure messaging

through BEACON, and they will always respond within
1-2 business days.

Will anyone know if | use BEACON?

Your use of BEACON is protected health information and

are accessing BEACON, and may only receive non-persenal
aggregate information such as number of users or average
satisfaction ratings.
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MEMORANDUM TO: All Staff of Community Services

FROM: Renu Kulendran
Assistant Deputy Minister, Community Services
DATE: June 25, 2020
SUBJECT: Community Services Division - Critical Services Updates:

Interim Staffing Model, Updated Staff Self-Assessment, and
Interim Policy Amendments

Over the last few months, Community Services (CS) has made great strides in adapting to the
evolving COVID-19 pandemic. We have continued to provide critical frontline services to our
clients semi-remotely and implemented interim policy amendments and health and safety
protocols to support this work and keep our staff, clients and the public safe. These efforts have
not been without their challenges, and | want to commend you for your continued flexibility and
resourcefulness.

I'm proud that our collective efforts have helped limit the spread of COVID-19. Given the
reductions in new COVID-19 cases and the staged re-openings underway throughout the
province, the ministry will gradually increase both CS staffing levels and in-person reporting for
specialized/protocol clients in a gradual and safe manner. To prepare, we have undertaken
consultations with health care officials, our justice partners, TBS, and OPSEU.

Interim Staffing Model Update:

CS will gradually return to a 50/50 staffing model with 50% of staff working in probation and
parole offices, and 50% working remotely, where operationally feasible. This aligns with the re-
opening of the courts and our critical service delivery obligations. We are taking a two-staged
approach:

1. With some flexibility, we are aiming to implement a return to a 50/50 staffing model on
July 6, 2020.

2. Approximately two weeks later, on July 20, 2020, we will implement our updated interim
policy amendments (below) that will increase in-person reporting by clients, with
particular attention to high risk, protocol cases, parolees, conditional sentences, and
reports.

While schedules may differ within and across regions due to office size, staffing, and client
numbers, a gradual approach to re-opening balances the continued need to have reduced staff
on site with the sprit of a 50/50 model, which increases in-office service delivery to our clients.
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Staff will work in the office on a rotating schedule as directed by their managers. Staff working
from home will continue to provide critical public safety services in this alternative service
delivery model. ILOs will continue to work on-site in institutions. CLOs will be included in the
office rotational schedule, and CS will continue to liaise with our MAG partners regarding CLOs’
safe return to working onsite in courthouses.

Reporting centres will remain closed for the time being as we continue to evaluate appropriate

hours of business and closures.

Please speak to your manager about a detailed staffing and rotation schedule and any
guestions regarding these changes. We recognize that the operational needs of offices vary
across the province so this tailored, gradual appreoach allows us to re-open in a careful,
considered, and flexible way.

Updated Staff Self-Assessment and Health and Safety Measures:

In line with Public Health and MOH guidance, CS is immediately implementing an updated Staff
Self-Assessment and Affirmation that is to be completed before entering a probation and parole
office.

Updated CS Staff
Self Assessment COV

In addition, CS will continue to follow Public Health, MCH, and TBS guidance to reduce the risk
of staff and offender exposure to COVID-19 while we undertake a safe and gradual re-opening.
To this end, CS is working with Corporate Health Care and OPSEU on a comprehensive risk-
assessment and workplace safety plan to inform our re-opening strategy. Further information
will be shared in the coming days.

In the meantime, please refer to the health and safety best practices outlined in my May 26,
2020 memo (below) for ongoing guidance, as well as the following interim measures which will
begin to be implemented during our gradual re-opening, including:
e Limiting the number of clients permitted in the probation and parole office waiting room
to allow for physical distancing;
¢ Placing markings in probation and parole offices to encourage physical distancing and
direct traffic flow;
e Creating additional designated interview rooms that will be fitted with plexiglass barriers
affixed to desks;
¢ Enhanced cleaning of key public areas: secure and other desighated interview rooms,
entrances, waiting rooms, counter-tops, and washrooms;
¢ Continuing to provide cleaning and sanitization supplies;
¢ Continuing to require staff and clients to practice hand-washing hygiene and physical
distancing while attending the office, and immediately using hand sanitizer provided
upon entry;
¢ Continuing to require staff, clients, and visitors to complete a self-screening for
symptoms or exposure risks prior to entering a probation and parole office; and
e Continuing to allow employees and clients to wear their own face coverings, noting that
employees and clients are encouraged to wear their own face coverings in
circumstances where physical distancing may be difficult (in the reception area,
boardroom, waiting room, and when escorting clients). CS is exploring providing face
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coverings to staff and clients, and further information will be provided upon the
completion of the risk-assessments.

ADM Memo CS - Best Practices Guide
Health and Safety Befor Health and Safet

Updated Interim Policy Amendments and Additional Supports:

Further to my March 29, 2020 memo, we have updated CS’ interim policy amendments to
support our gradual re-opening. The interim policy or procedure changes are detailed in the
below document, and primarily focus on;
¢ Documentation requirements
e Offender reporting reguirements
¢ |n-person assessments and in-person report interview requirements (e.g. Pre-
Sentence Reports and Pre-Parole Reports)

COVID 19 Policy
Implications FINAL It

Per the Premier's June 9, 2020 announcement, as the province continues to move forward with
its reopening plan, emergency child care will wind down effective June 26, 2020 as all licensed
child care centres are permitted to open province-wide. CS staff and their families served
through emergency child care will be supported by service system managers to return to their
previous arrangement or finding new space during the transition back to regular childcare.
Please speak to your manager regarding any questions regarding your individual circumstances
related to your childcare obligations.

While we focus on re-opening and getting back to a “new normal”, | want to emphasize that we
must continue to be diligent in our efforts to limit the spread of COVID-19. Our management
team will continue to take every reasonable precautionary measure to ensure your health,
safety, and well-being. We are committed to keeping you updated on how these changes impact
our business. You may also refer to TBS' Questions & Answers for up-to-date OPS-specific
information.

| understand that the measures implemented due to this outbreak have been challenging in both
our professional and personal lives. | encourage you to access the confidential support services
offered through the Employee and Family Assistance Program.

Thank you for your continued professionalism and resiliency. VWe will continue to evaluate this
fluid situation and our management team remains available to offer their support and answer
your questions as we move forward.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services
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June 24, 2020
PLEASE READ PRIOR TO COMMENCING WORK
Community Services Staff Self-Assessment and Affirmation

Are you feeling unwell with any of the following symptoms?

Fever/feverish, new or worsening cough or difficulty breathing | Yes | No
Other signs of new onset or worsening illness such as:

Sore throat Yes | No
Extreme tiredness that is unusual (fatigue, lack of energy) Yes | No
Hoarse voice Yes | No
Muscle aches that are unusual or long lasting Yes | No
Difficulty swallowing Yes | No
Lost sense of taste or smell Yes | No
Headache that is unusual or long lasting Yes | No
Digestive issues (hausea/vomiting, diarrhea, stomach pain) Yes | No
Chills Yes | No
Pink eye Yes | No
Runny, stuffy or congested nose (not related to seasonal allergies or other known Yes | No
causes or conditions)

OR
Have you experienced any of the following exposure risks in the last 14 days?

o Travel outside of Canada (Note: for the purposes of this, travel is Yes No
defined as an overnight period, or extended visit with extensive
community interactions)

s Close contact with a person who has been diaghosed with COVID- Yes No
19 (for example, someone in your household)
o Close contact with a person who is sick with respiratory symptoms Yes No

(for example, fever, cough or difficulty breathing) or who travelled
(per the definition above) outside of Canada

If you have answered yes to any of the above symptoms or have experienced the
additional exposure risks (travel or contact), DO NOT enter the workplace. Contact your
manager and follow their instructions.

If at any time while at work, you begin to experience fever, cough or difficulty breathing,
please distance yourself from others, perform hand hygiene and immediately advise your
manager who will provide further direction.

By attending work today, you are affirming you are not experiencing any of the above
symptoms and have not experienced any of the above exposure risks.

Employee Signature Date
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MEMORANDUM TO: All Staff of Community Services
FROM: Renu Kulendran
Assistant Deputy Minister, Community Services
DATE: May 26, 2020
SUBJECT: Best Practices for Health and Safety in Probation and Parole
Offices

Community Services (CS) continues to follow Ministry of Health guidance and collaborate with
our SolGen Corporate Health Care, Facilities, and OPSEU partners to continue to support the
health and safety of our staff, offenders, and the public during the COVID-19 pandemic. We
recognize that the situation is constantly evolving as more information about COVID-19
becomes available.

In my memo dated March 15, 2020, | outlined precautionary measures implemented in CS, such
as conducting interviews with offenders via phone or in secure rooms behind protective barriers.
These measures and our reduced in-office staffing model have been effective in allowing for
physical distancing in probation and parole offices.

In addition, CS has developed further operational best practices for probation and parole offices
to address ongoing health and safety concerns. As best practices, these measures are intended
to be guidelines in order to allow for flexibility based on operational needs and individual
circumstances.

Employees are reminded that according to Health Canada guidelines, washing hands frequently
with soap and water is always the best way to prevent infection from any illness. Using hand
sanitizer is also a good option when access to water and soap is not readily available.
Additionally, everyone should remember to:

e practice physical distancing;
sheeze and cough into your sleeve;
avoid touching your eyes, nose or mouth;
avoid contact with people who are sick; and
stay home if you are sick.
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With the understanding that CS employees are not currently required to wear personal
protective equipment (PPE), and that medical grade PPE is prioritized for those in health care
roles and/or congregate care settings, the additional best practices that are recommended in
probation and parole offices pertain to:

e the optional use of Employee-supplied face coverings, while a longer-term strategy is

developed;
¢ the optional use of Employer-supplied vinyl gloves;
¢ the handling of mail or other documentation;
e cleaning protocols; and
¢ best practices when meeting with offenders in the secure interview rooms.

Please refer to the attached “Best Practices Guide for Health and Safety” for further details, and
contact your manager for any questions regarding these additional health and safety measures.
For additional information about COVID-19, please visit https://covid-19.ontario.ca/.

| also understand that the measures implemented due to this outbreak have been challenging in
both our professional and personal lives. | encourage you to access the confidential support

The Questions & Answers resource offered by Treasury Board Secretariat will help you stay up-
to-date with new information as it becomes available. We are committed to keeping you
updated on how these changes impact our business.

| would like to reiterate that your support and adaptability is very much appreciated, as is the
collaboration at every level — frontline, managetrial, and union. | continue to be impressed by
your professionalism, resilience and caring spirit. Taking care of each other is more important
now than ever before. Qur management team will continue to be available to offer their support
and answer your questions over the coming weeks.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services
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May 25, 2020

Best Practices Guide for Health and Safety in Probation and Parole QOffices

Community Services (CS) continues to follow Ministry of Health (MOH) guidance and
collaborate with our SolGen Corporate Health Care, Facilities, and OPSEU partners to
continue to support the health and safety of our staff, offenders, and the public during
the COVID-19 pandemic. We recognize that the situation is constantly evolving as more
information about COVID-19 becomes available. CS has therefore developed further
operational best practices for probation and parole offices to address ongoing health
and safety concerns. As best practices, these measures are intended to be guidelines in
order to allow for flexibility based on operational needs, individual circumstances, and
evolving guidance.

These best practices were developed with the understanding that CS employees are
not currently required to wear personal protective equipment (PPE), and that medical
grade PPE is prioritized for those in health care roles and/or congregate care settings.
PPE resources are globally constrained in light of COVID-19 and allocation of PPE
supply is limited in both health and non-health sectors, and we are reminded of the
importance to ensure stewardship of resources.

Overarching Best Practices for Health and Safety:

Employees are reminded that according to Health Canada guidelines, washing hands
frequently with soap and water is always the best way to prevent infection from any
illness. Using hand sanitizer is also a good option when soap and water are not readily
available. Additionally, everyone should remember to:

sheeze and cough into your sleeve;

avoid touching your eyes, nose or mouth;

avoid contact with people who are sick; and

stay home if you are sick.

Furthermore, employees should:
¢ maintain a physical distance of two metres from others
¢ regularly disinfect commonly touched surfaces, where possible*

o *CS staff are not expected to perform or replace cleaning functions,
however, disinfectant products are being provided to staff as an added
layer of precaution should they wish to wipe down high traffic areas such
as desks, counters, door handles, printers, scanners, etc.

Voluntary Use of Employee-Supplied Face Coverings and Employer-Supplied
Vinyl Gloves

o Voluntary Use of Employee-Supplied Face Coverings as a Method of Source
Control:
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May 25, 2020

o While a longer-term strategy is developed in CS, employees in adult
probation and parole offices will be permitted to wear their own face
coverings (homemade or commercially manufactured) on a voluntary
basis in the course of performing their duties, provided that the following
conditions are met:

= The employee’'s personal face covering does not negatively impact
client service delivery (e.g. meeting Ontarians’ accessibility needs);

= The face covering has no offensive markings whatsoever and must
be in line with the Respectful Workplace Policy and the
Correctional Services Code of Conduct and Professionalism;

= Face coverings are properly cleaned and maintained by
employees; and

= Employees follow appropriate steps for donning and doffing.

o Personal face coverings may be used as a method of source control
(being worn to protect others), and are not a substitute to other important
infection prevention and control practices, including hand hygiene and
physical distancing.
website, face coverings will not protect you from getting COVID-19. The
Employer makes no promises, representations, or guarantees whatsoever
with respect to the effectiveness and/or adequacy of employees’ face
coverings in preventing the contraction of COVID-19 or any other
communicable disease or illness.

o Employees are responsible for proper care and laundering of their
personal face coverings.

o Staff should to refer to MOH website for information regarding face
coverings and how to properly wear, fit, remove and clean your non-
medical face coverings.

o NOTE - The Employer will continue to follow MOH guidance, and should
PPE or other types of protective equipment be recommended for CS staff,
CS will evaluate those needs on a continuous basis, subject to available
supply and keeping in mind the importance of ensuring stewardship of
resources.

¢ Voluntary Use of Employer-Supplied Disposable Vinyl Gloves:
o Subject to available supplies, CS will continue to provide disposable non-
medical vinyl gloves for optional use by employees when working at the
probation and parole offices.
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o The use of these non-medical gloves is voluntary and strictly intended to

provide peace of mind and protect against possible irritants caused by
cleaning products.

Employees are responsible for following appropriate hygiene protocols
when removing gloves and are reminded that the wearing of gloves does
not replace the need to wash hands frequently with soap and water. Staff
should refer to the tip sheet from Public Health Ontario for instructions on
how to properly remove gloves.

The Employer makes no promises, representations, or guarantees
whatsoever with respect to the gloves meeting regulated health and
safety standards and requirements, and/or adequacy of gloves in
preventing the contraction of COVID-19 or any other communicable
disease or illness.

Additional Operational Measures and Best Practices for Health and Safety:

Mail and Client Documents:

O

Public Health Ontario has been closely monitoring reports and
publications on COVID-19, and there are no reports of transmission
through handling paper products. It is however recommended that
employees continue to practice proper hand hygiene at all times and
therefore are encouraged to wash their hands before and after handling
any mail/client documents.

Cleaning Supplies:

O

CS is currently providing hand sanitizer throughout employee areas and in
the waiting room and secure interview room.

CS is currently providing cleaning supplies such as disinfectant wipes
and/or disinfectant spray to offices, where possible.

CS is ensuring that disinfectant soap is also provided in washrooms.
Please refer to Health Canada’s approved list of hard-surface
disinfectants, which CS and Facilities is adhering to, where possible.

CS staff are not expected to perform or replace cleaning functions;
however, these products are being provided to staff as an added layer of
precaution should they wish to wipe down high traffic areas such as
desks, counters, door handles, printers, scanners, etc.

Staff may choose to use the non-medical restaurant grade gloves
provided for the purpose of protecting their hands from possible irritants
when using the cleaning supplies.

Cleaning Procedures:
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o Appropriate cleaning continues to be undertaken to reduce risk to staff
and visitors within OPS occupied buildings. The current cleaning practice
is to ensure a hygienic workplace is maintained. Environmentally friendly
cleaning products that are effective at reducing the spread of bacteria and
viruses are used.

o Inaddition, MGCS is coordinating with Infrastructure Ontario and ministry
CAOs for the delivery of enhanced cleaning of all high contact areas up to
three times per day.

o High contact areas include: door handles, hand rails, elevators, push
plates, light switches, bathroom areas, etc. Enhanced cleaning includes
cleaning with stronger disinfectant cleaner consistent with the advice of
public health officials.

o If a manager is seeking enhanced cleaning for their locations, please
ensure requests are submitted through your CAQO’s office to submit for
processing to MGCS/IO. Please do not contact Infrastructure Ontario or
their service providers directly

¢ Regqularvs. Enhanced Cleaning:

o Regular Cleaning — All current cleaning practises that were previously
established will continue.

o Enhanced Cleaning — High touchpoint or contact areas in facilities/offices
(e.g. entrances, elevator buttons, washrooms, etc.) are cleaned up to
three times daily; this can include other publicly accessed areas
determined by the ministry.

o Additional One-time Cleaning — Cleaning of targeted areas due to a
localized issue (e.g. immediate staff space and adjacent space, including
areas of travel based on conversation with staff or video surveillance, if
available).

o Best Practices for Health and Safety in the Secure Interview Room (SIR):
o Due to high foot traffic in the SIR area, the following best practices are
recommended:

= C(Clients and staff are asked to wash their hands before entering and
after leaving the SIR.

= Staff are to leave the interior employee entrance door propped
open so that employees do not have to open and shut the door.

= Although a physical barrier is in place in the SIR, managers should
place a line on the floor (i.e. using masking tape or other indicator)
whereby nobody crosses in order to limit touch points in the SIR
such as countertops, chairs, glass, microphones, etc.

= Employees may wish to stand in the SIR or use their own office
chair.

=  Offices should place hand sanitizer on both sides of the barrier (in
wall-mounted stations where possible, or stand-alone dispensers),
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disinfectant spray and paper towel or disinfectant wipes on both
sides of the barrier.

= Clients and staff are requested to use disinfectant spray and paper
towel or disinfectant wipe to wipe down surfaces before and after
their appointment.

= Signage with the process should be articulated for both clients and
staff.

= Best practices of no leaning on counter or unnecessary use of
equipment should be followed (i.e. leave speaker on, do not use
phone or shared laptop in SIR, where possible. If a shared laptop is
required, staff are recommended to wipe down before and after
each use).

= Where possible, AMs should work out schedules for PPOs in the
office whereby they schedule clients at specific blocks of time so
that if they are using the room, the staff member is the only person
in there for a period of time (unless, for example, an |ISO who
attends when not scheduled and is in crisis is required to be seen in
the SIR).

=  Duty should be performed through the front glass, where feasible
(exceptions may apply); SIR to be reserved for scheduled
appointments where possible.

Please contact your manager for any questions regarding these additional health and
safety measures. For additional information about COVID-19, please visit https://covid-
19.0ntario.ca/ and also refer to the Questions & Answers resource offered by TBS.
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

. 07-06-2020
Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES
Documentation | case notes and records changes No update — Most PPOs and
Requirements: | when working remotely without full | Administrative Support Staff have laptops
network access: and VPN.
o PPOs are to enter information
into OTIS Briefcase. The use of OTIS briefcase should be
e |nformation to be filed in an reserved for situations where a network is
offender’'s P-Drive is to be: net available.

« sent by email to the
office for filing, or

e« saved in the PPO’s
OneDrive.

« all documentation filed
on the OneDrive and
can later be uploaded to
the offender’s file on the
P-Drive when the PPO
gets access to the
network.

¢ PPO will attend the office to
synchronize OTIS Briefcase
per established schedule.

In the absence of access to OTIS
outside of the office, the PPO wiill
ensure that any OTIS updates are
provided to the designated person in
the office who will enter the
information in OTIS including:

e Entering OTIS alerts

e Entering legal orders

¢ Updating address, telephone
numbers
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

. 07-06-2020

Current | Interim Policy/Procedure Interim Policy/Procedure

Policy Change UPDATES -
Offender s Face to face reporting: This will Face to face reporting: This will be

Reporting: be restricted to those offenders as | expanded to those offenders as noted

] noted below. below.
Various

policies Telephone reporting: Will be used

¢ Telephone reporting: Will be
used for most offenders.

o Reporting frequency for
non-protocol cases will be
as outlined in the offender's
Offender Management Plan
(OMP).

o If the PPO determines that
a change in reporting
frequency is required they
will document the change in
the offender’'s case notes
and OMP.

o PPO will verify that the
person reporting is the
offender

¢ Desk report: Eliminate offender’s
signing and filling out desk
reporting forms for those offenders
that attend the office. Staff to fill
out and file accordingly.

* WWhen the wording of a reporting
condition of an order specifies in
person reporting or specifies a
reporting frequency and the
offender does not meet the criteria,
the PPO will consult with the Area
Manager or Assistant Area
Manager (AM or AAM) and/or the
Crown Attorney regarding the
viability of a variation application to
revise the wording to report as
directed by the PPO.

THE FREQUENCY AND MODE OF
REPORTING MAY BE INCREASED
WHEN THE PPO/MANAGER
DETERMINES AN INCREASE IS
REQUIRED FOR VICTIM OR
PUBLIC SAFETY, REGARDLESS
OF CASE TYPE OR RISK LEVEL.

primarily for Low to Medium risk offenders
and as an additional reporting
appointment to meet the minimum
requirements as noted.

s A4(1)(1)

Desk report: No change
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

L 07-06-2020
Current Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES
Intensive Reporting requirement changes for | Update: Reporting requirement
Supervision Intensive Supervision (ISO) and changes for Intensive Supervision
Offenders High Risk Offenders: {(150) and High risk offenders:
¢ |SOs — report minimally once a e |SOs — report minimally twice per
month in person and once a month month in person (or more as
by telephone (or more as determined by PPO discretion).
determined by PPO discretion).
¢ High Risk Offenders — report « High risk offenders (non-specialized)
minimally one month in person and report minimally once per month in
alternating month by phone (or person {or more as determined by
more as determined by PPO PPO discretion).
discretion) o Frequency can he reduced to
once a month in person,
alternating month by phone,
. where an offender's response
e In areas where high risk and ISOs to supervision has been
are unable to report in person: positive and a comprehensive
o PPOC to notify the AM/AAM LSI-OR assessment and OMP
o Al reporting will be support that the risk the
completed by telephone no offender poses can be
less than two times per effectively managed.
month
¢ In areas where High risk offenders
and ISOs are unable to report in
person:
o PPO to notify the AM/AAM
o All reporting will be completed
by telephone no less than two
times per month
Domestic Reporting requirement changes for | Update: Reporting requirement

Violence (DV)

Domestic Violence {DV) Offenders:
¢ Low to medium risk DV Offenders
to report by telephone once a

month.

+ High Risk DV offenders - report in
person minimally once per month
with alternate phone reporting as
required (or more as determined
by PPO discretion).

* |n areas where a DV Offender is
unable to report in person:
o PPO to notify the AM/AAM
o All reporting will be
completed by telephone.

changes for Domestic Violence {DV)

Offenders:

* Lowto Medium risk DV offenders to
report minimally one month in person
and alternating month by phone (or
more as determined by PPO
discretion)

« High risk DV offenders to report in
person minimally once per month with
additional phone reporting as required
(or more as determined by PPO
discretion).

¢ In areas where a DV offender is
unable to report in person:
o PPO to notify the AM/AAM
o All reporting will be completed
by telephone no less than twice
per month.

Page 3 of 15
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

L 07-06-2020
Current Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES
DV Written Update:
Revocable
Consent
Note that the Ministry is working on a
video conferencing strategy that will
provide additional options for
corresponding with offenders, victims and
other colfaterals.
Sex Offenders. Reporting Requirements changes Update: Reporting Requirements
(SO) for Sex Offenders (SO): changes for Sex Offenders (SO):
¢ Low to Medium risk SOs — report ¢ Low to Medium risk SOs — to report no
by telephone twice a month. less than twice a month (1x in person,
* High Risk SOs - report minimally 1x by phone).
once per month in person and ¢ High risk SOs - report minimally twice
second reporting will be by per month in person {or more as
telephone {or more as determined determined by PPO discretion)
by PPO discretion) » Discretion to reduce reporting as per
the current Policy Manual still applies
if criteria is met.
s In areas where a SO is unable to
report in person:
o PPO to notify the AM/AAM | e In areas where a SO is unable to
o All reporting will be report in person:
completed by telephone. o PPO to notify the AM/AAM
o All reporting will be completed
by telephone no less than twice
per month.
Parole - Reporting requirements changes Updates: Reporting requirements
Supervision for parole: changes for parole:

¢ |Initial reporting appointment upon
release will be as directed by the
OPB (in person, by phone).

¢ Low to Medium risk parolees —
report by telephone once a month.

« High risk parolees to report once
per month in person to the PPO

Low to Medium risk parolees — report
minimally one month in person and
alternating month by phone, for the
first three months of supervision.
High risk parolees to report no less

than twice a month (1x in person, 1x

Page 4 of 15
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

_ 07-06-2020 .
Current Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES -
and second reporting will be by by phone) to the PPO (or more as
telephone {or more as determined determined by PPO discretion).
by PPO discretion) » Frequency can be reduced to once a
¢ In areas where the parolee is month in person after three months,
unable to report in person, all where an offender's response to
reporting will be by telephone at Parole supervision has been positive
least twice a month. and a comprehensive LS| OR
assessment supports that the risk the
offender poses can be effectively
managed
¢ |n areas where the parolee is unable
to report in person, all reporting will be
by telephone at least twice a month.
Conditional No change as there is no minimum No change
Sentences reporting requirements for conditional
sentences.
Minimum reporting requirements for
offenders with a conditional sentence
order will be based on risk level and
case type as noted above.
Transfers (PTI) | Once an offender has been No change

interviewed in person or by
telephone by the receiving PPO (or
duty officer) the responsibility for
supervision lies with the receiving
PPO

Probation and

PFEl/Incarceration During a Term of

Conditional

Probation and CSFl/Incarceration
Duringa Term of Conditional
Sentence

Declaration of Intent {DOI):

As a standard practice, PPOs should
direct all offenders that they must
report [in person/by phone based on
risk level and PPO discretion] to their
PPO within two working days of
release from custody or hospital.

The PPO should caution the offender
regarding possible consequences for
failure to comply and case note the
direction in OTIS.

*Coordinate interim DO processes
with local Institution®*.

Options to consider where a DOl is
deemed necessary (i.e. ISOs, High
Risk DV)

Update: Unless other local practices are
established, the ILOs will facilitate inmate
reporting instructions.

¢ While facilitating inmate reporting
instructions, ILO will make attempt
to obtain offender address, contact
number, and an emergency
contact upon release and
document in DOl and appropriate
OTIS screens.
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Interim Policy Amendments During COVID -19

Based on CUR;;RENT STAFFING LEVELS (50/50)

_ 07-06-2020 .
Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES

¢ Create a process to forward

completed DOls to the Institution’s
general mailbox and coordinate
with IS a process to have the DOI
signed and returned to CS.

¢ Create a standard template letter
that can be provided by the
institution to the offender before
release, instructing the offender to
report within two business days to
the P&P office.

The letter should minimally
contain:

e direction to report to or contact
a Probation and Parole Officer
within two working days of
release,

e provide the address and phone
number of the Probation and
Parole Office,

a standard caution regarding
the possible consequences of
failing to report.

Leve| of Service

(LSI-CR)

With the exception of those offenders
who are screened as potential ISO:

Replace the initial assessment
requirements for an in-person
assessment interview to permit a
telephone interview, provided the PPO
is satisfied that the person being
interviewed is the offender.

Note: COPU is preparing a blank
template of the LSI-OR that can be
provided to PPOs to complete out of
the office.

The PPO would be required to enter
the information into the e-LSI-OR
application when they are in the P&P
office to sync OTIS Briefcase.

Electronic copies would be filed in the
offender’s file on the PPQO’s One-
Drive. This would then be moved to
the offender’s P-Drive file.

Update: The initial LSI-OR assessment
interview for DV, SO and those screened
as possible ISO will be completed in
person. Where this is not operationally
possible, the PPO will consult with their
AMIAAM.

Low Risk
|dentifier

(LRIVLRI Re-

Assessment

Replace the Initial LRI requirements
for an in-person assessment interview
with the offender to permit a telephone
interview provided the PPO is satisfied
that the person being interviewed is

the offender.

No change
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

07-06-2020

Current
Policy

Interim PoliéylProcedure
Change

Interim PolicyIProcedufé
UPDATES

COPU is preparing a blank template
of the LRI that can be provided to
PPOs to complete out of the office.

The PPO would be required to enter
the information into the e-LSI-OR
application when they are in the P&P
office.

Electronic copies would be filed in the
offender’s file on the PPQO’s One-
Drive. This would then be moved to
the offender’s P-Drive file.

Domestic

Assessment Requirements
changes:
¢+ ODARA template can be
emailed from the main office,
where applicable.
¢+ ODARA can be completed
based on telephone interviews
with the victim and the
offender, and with police by
phone or by email.

No change

Sex Offenders

Change in assessment
requirements:

¢ RASO tools, where applicable:

¢ STABLE-2007 and ACUTE-
2007 may be completed
with the offender via the
telephone and will be
reviewed and confirmed at
the first in-person interview.

¢ Note that the Static-99R is a
file review and will be
completed by PPOs when
they are in the office to
attend the office to sync
OTIS Briefcase.

Update: The Stable 2007 and Acute
2007 will be completed in person with the
offender. Where this is not operationally
possible, the PPO will consult with their
AMIAAM.

Pre-Sentence

Court Reports

Offender in the Community:

¢ The support staff will email the
intake, contact information and
other relevant documents to the
assigned PPO

¢ The PPO may interview the
offender via the telephone. The
PPO needs to be satisfied the
person being interviewed is the
offender.

Update: PSR interviews with the offender
will be completed in person for
specialized {i.e. DV, SO) and high-profile
cases. Where this is not operationally
possible, the PPO will consult with their
AM/AAM.

Page 7 of 15
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

_ 07-06-2020
Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES

s PPO to note in the PSR that the
interview occurred cver the phone. s.14{1)(1)

¢ The PPO will review any
information (e.g. assessments,
response to prior supervision, etc.)
when they attend the office.

« |fthe PPO is unable to sign the
report, an explanatory note should
be provided indicating that the
reason is due to COVID19.

e  Submission of the PSR will be as
per local practice.

¢ Any Release of Information (ROI)
that the PPO knows will need to be
signed will be signed at the time of
intake where possible.

¢ |f during the interview the PPO
requires additional ROIs to be
signed the offender will be directed
to attend the office to sign the
additional ROIls. The PPO will
complete the information on the
ROI so that they are ready to be
signed when the offender attends
the office.

¢ Where the signing of ROls is not
possible, the PPO will seek verbal
consent from the offender and
consult with the source of
information (e.g. agency,
counsellor) regarding the ROI.

¢« Note: Where no response is
received by the agency for whom
the ROI was for, the PPO will note
in the PSR that no information was
received and proceed with any
known information.

Update: The ILO will coordinate the
Offender in Custody: signing of ROlIs.

 The PPO will schedule a
telephone interview with the
appropriate contact at the
institution (e.g. Deputy
Superintendent, Administrative
Assistant etc.) and confirm how
the call will take place {i.e.
whether the CO will be calling
the PPO, or if the PPO is to call
the institution at a set date and
time).

¢ When scheduling the telephone
interview, the PPO will speak
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Interim Policy Amendments During COVID -19
Based on CUR;;RENT STAFFING LEVELS (50/50)

07-06-2020
Current Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES
with the institution regarding
any required ROls and request
that they have the offender sign
the ROIls. Where possible, the
ROls signed by the offender
will be scanned and emailed
back to the PPO by institution
staff.
¢ Where the signing of ROls is
not possible, the PPO will seek
verbal consent from the
offender and consult with the
source of information {e.g.
agency, counsellor) regarding
the ROI.
¢ Note: Where no response is
received by the agency for
whom the ROl was for, the
PPO will note in the PSR that
no information was received
and proceed with any known
information.
Where the offender provides an No change
Pre-Parole address, the PPO is required to
Report Policy confirm the residence and comment
on the suitability of the proposed
address.
 The PPR will indicate the
reason why a home visit will not
be completed (COVID-19).
Remains in effect:
When an offender's parole plan is to
reside alone, i.e. no sponsor, the PPO
will verify the residence through other
sources
Where the offender's plan is to reside
in public housing, the offender or
sponsor will provide proof that the
offender is permitted to reside in the
home.
Enforcement Enforcement changes: No change

When an offender is unable to comply
with a condition on a supervision order
because of access issues or
availability (e.g. programming or CSO
hours), the reason they were unable
to comply and the PPO’s rationale for
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07-06-2020

Current
Policy

Interim PoliéylProcedure
Change

Interim PolicyIProcedufé
UPDATES

their enforcement decision will be
documented in the offender’'s case
notes.

Enforcement of Treatment, CSO or
Restitution condition/order — Where
a PPO believes that there are
extenuating circumstances {e.g.
related to COVID19) that may affect
the viability of an FTC charge, the
PPO must consult with the Area
Manager or Assistant Area Manager
(AM or AAM) and/or the Crown
Attorney prior to laying the charge.

Offender
Incident

Reporting (OIR)

OIR submission changes:

Staff will populate the OIR template
and email it to the regional incident
reporting mailbox and the IMU
mailbox @JUS-L-MCS-CSD-IMU.

Subject line naming convention:
When submitting incident reports to
IMU by e-malil, staff are to include in
the subject line: the name of their
work location, type of incident and
date (example: North Bay P&P - New
Serious Charge (256Mar20).

In addition, PPOs are to include the
following in the incident narrative: the
specifics of any new charges, the
control dates for any community
supervision orders and Alerts
information.

No change

Ministry Issued
Cellular Phones

Please be advised now that
Ministry issued cellular phones
have been provided to PPOs, the
use of personal cellular phones for
work purposes is to cease.

Staff are expected to use these work-
issued cellular phones in line with the
OPS Acceptable Use of Information
and Information Technology (I1&IT)
Resources Policy. Additionally, the
Mobile Device Tip Sheet and Security
Requirements for Mobile Devices
must be reviewed by all staff.

o PPOs will only use cellular
phones issued by the Ministry
of the Solicitor General

{SolGen) for ministry business,

No change
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_ 07-06-2020
Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES

during approved business
hours, and in accordance with
manager’s instructions.

e Cellular phones will be used in
a safe, secure, and legal
manner (e.g. hands-free
driving), and OPS telephone
service standards are to be
adhered to.

o PPOs are to secure their
ministry issued cellular phone
with a passcode combination.
For emergency purposes, the
passcode combination is to be
provided to the Area Manager
(AM) or Assistant Area
Manager (AAM). The AM/AAM
will keep a list of all passcodes.

¢ Cellular phones will be used
only for voice and text (see
texting with offenders policy
below) contact/‘communication
with offenders. The use of the
cellular phones for any other
forms of communication (e.g.
social media and emailing with
offenders) is prohibited.

o PPOs will protect the
confidentiality of all information
per OPS guidelines and
ministry policies.

» PPOs who wish to store an
offender’s number in the
cellular phone’s contacts must
only use the offender’s first
name and last initial. Once the
offender is no longer under
community supervision the
offender’s contact information
will be deleted.

¢ All communication must be
documented in the offender's
case notes in the Offender
Tracking Information System
per ministry policies.

e Lost orstolen cellular phones
are to be immediately reported
to the PPO’s AM or AAM.

¢ PPOs who are working
remotely will ensure that their
personal voicemail at their
office location provides the
cellular phone number where
they can be reached.

Ministry email:
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_ 07-06-2020
Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES

Ministry issued cellular phones are
equipped to allow staff to access their
govermnment email accounts.

o Staff are reminded that the use
of ministry outlook email must
be in accordance with |&IT
policy and directives

¢ Email correspondence with
offenders is prohibited.

Texting with Offenders Policy:

To minimize the risk of breaching
confidentiality and to protect the safety
of others, PPOs must adhere to the
following directions when texting:

¢ texting is not permitted with
victims, collateral contacts or
stakeholders

o texting with an offender is only
permitted for the purposes of
scheduling, rescheduling or
confirming reporting
appointments (including date,
time and location)

e only the first name and last
initial of the offender will be
used in the body of the text

+ case management information
will not be sent by text

+ no personal information is to be
included in a text

s before texting with an offender,
the PPO will advise the
offender that:

o textingis only to be used
for scheduling,
rescheduling and
confirming reporting
appointments

o textingis only one option
for contacting the PPO
regarding their reporting
appointments and
telephone calls remain
the preferred method of
communication, and

o communication
regarding any other
matter must occur by
telephone call or during
an in-person meeting

+ when a PPO receives a text

message with content other
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07-06-2020

Current
Policy

Interim PoliéylProcedure
Change

Interim PolicyIProcedufé
UPDATES

than reporting appointment
information {e.g. personal, case
management or other
concerns), or from someone
other than the offender, the
PPO will not respond by text
and will contact the sender by
telephone

+ all text communication must be
documented in the offender's
case notes in OTIS and the
case note must identify that the
communication occurred by
text, and

+ once entered into case notes,
the PPO will promptly delete
the text message.

ILO Duties

ILOs will perform their duties remotely
and meet with inmates over the phone
to discuss parole eligibility and
support parole applications.

How to Schedule a Telephone
Interview with an Inmate

» Each institution has been informed
that ILOs will be conducting
interviews with inmates over the
phone, and Correctional Officers
(COs) have been instructed to
work with ILOs to ensure these
calls take place.

e However, itis the [LO’s
responsibility to schedule a
telephone interview with the
appropriate contact at the
institution {(e.g., Deputy
Superintendent, Administrative
Assistant, etc.) and to confirm how
the call will take place (i.e. whether
the CO will be calling the ILO, or if
the ILO will be calling into the
institution).

e Atthe scheduled time of the call, a
CO will escort an inmate to the
phone and will supervise the
inmate while the call is being
conducted.

e Telephone interviews with inmates
must cover the same information
an ILO would normally provide to
the inmate in person.

¢ Forexample, the [LO must
continue to inform the inmate of

Update: [LOs have resumed duties and
responsibilities at most institutions.

Update: Offenders can provide verbal
consent to the release of information
when participating in the parole
application process. The Ontario Parole
Board Attestation Form is to be used
when an offender is unable to sign parole
related documents but has provided
verbal confirmation for the Institutional
Liaison Officer, or designate, to sign on
their behalf. Once signed, the Attestation
Form will be provided to the Ontario
Parole Board along with the documents
that the offender is unable to sign.

Parole Hearings: no change
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Current | Interim Policy/Procedure Interim Policy/Procedure
Policy Change UPDATES

the different hearing processes,
and their right to request:

o An assistant for the hearing
(e.g. a lawyer, agent, family
member or friend),

o French language support
and/or interpretation
services,

o Culturally appropriate
services if the inmate
identifies as Indigenous,

o Accommodation for
disabilities (e.g. hearing
loss, dyslexia, anxiety, or
other Human Rights Code
related needs).

Ensuring Necessary Paperwork is
Completed

The ILO must provide a detailed
description of each form an inmate
is required to sign. While we are
not obtaining verbal consent, it is
essential that the inmate
understand what each form says
and what is being asked of them.
Working remotely presents
obvious challenges with obtaining
the inmate’s signature on all
required forms. Ontario regulations
require an inmate to provide their
direction to the OPB in written
form.

As such, the CO that is supervising
the inmate during the phone call
has agreed to support the ILO to
obtain the necessary signatures.
To facilitate this, the [LO must
ensure that each institution has
hardcopies of all of the required
paperwork. The ILO may consider
bringing hardcopies to the
institution on their last visits or
couriering documents to the
institution. These arrangements,
and where the paperwork will be
stored must be determined in
agreement with the institution.

The ILO must ensure there are

enough copies to support their

caseload for an extended period of
time and must coordinate with the

institution if more forms are
needed.

Once the form is signed by the
inmate, the CO will have it
scanned and sent to the |LO.
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Hearings

¢ |LOs are not required to be on site
or join the teleconference hearing.

e The ILO will continue to receive
the hearing agenda, which will
include the teleconference
number. The ILO is required to
share the teleconference number,
date and time of the hearing with
any assistants who may be dialing
in to support the inmate.

s The ILO will continue to coordinate
parole packages with institutions,
PPOs and the OPB as usual. This
will require the ILO to have access
to the designated inbox and VPN.

¢ PPOs are asked to provide their
new office hours andfor contact
information to ILOs should they
need to follow up on information.

Page 15 0f 15
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MEMORANDUM TO: All Staff of Community Services

FROM: Renu Kulendran
Assistant Deputy Minister, Community Services
DATE: March 29, 2020
SUBJECT: Community Services Division - Critical Services Updates:

Interim Staffing Model and Policy Amendments

Following the joint deputy memo, | wanted to reiterate that our ministry and division is
committed to doing our part to slow the spread of COVID-19. The continued health and safety of
our employees and the communities we serve is paramount.

All divisional staff are an integral part of the programs we deliver: Probation and Parole
provides critical services to meet legislated duties and core operational requirements, including
supporting victims and supetrvising high risk offenders.

Interim Staffing Model:

To support our critical service delivery obligations while limiting staff and offender exposure to
COVID-19, Community Services, in consultation with OSPEU, is further adjusting the temporary
staffing model previously announced on March 18, 2020.

Effective Monday, March 30, 2020, our staffing model includes the following critical roles:

Probation and Parole Officers
Assistant Area Managers
Area Managers

OAGSs

CSRs

O 0 O 0O O

Further, the staffing complement of bargaining unit employees working in Probation and Parole
offices will be further scaled back, reducing the number of staff working in the offices. The
revised ratio will have approximately 30 per cent of staff in the office, 70 per cent working
remotely, where operationally feasible. While schedules may have some different variations
due to staffing and client numbers, we are tracking true to the spirit of reduced staff on site. Staff
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will work in the office on a rotating schedule of every three (3) weeks, or as otherwise directed
by their managers. Staff working from home will be providing critical public safety services in
this alternative service delivery model remotely.

Additionally, Institutional Liaison Officers (ILOs) will now perform their regular duties remotely
and will meet with inmates via telephone to discuss parole eligibility and support parole
applications. Court Liaison Officers (CLOs) will report to Probation and Parole Offices, and be a
part of the staff rotation noted above. Please speak to your manager about a detailed staffing
and rotation schedule, and any questions regarding these changes.

We will also continue to consolidate offices in urban centres and regions where possible, and/or
alternate which offices remain open, subject to changes in operational conditions. Please refer
to the following link for up-to-date information on Probation and Parole Office hours of business
and closures. We recognize that the operational needs of offices vary across the province, so
this tailored approach allows us to be flexible and adapt to change.

When you are required to report to work in-person based on your rotating schedule, our
mahagement team will continue to take every precautionary measure to ensure your health,
safety, and well-being. Additional cleaning protocols, including repeated cleaning of key public
areas: secure rooms, entrances, waiting rooms, counter-tops, and washrooms continues.
Please practice hand-washing hygiene and physical distancing while attending the office.

Please do not attend the office unless scheduled to be there for any reason, including
after business hours attendance, without first consulting with your manager in order to
ensure the health and safety of all staff in the office.

Policy Amendments and Supports for Working Remotely:

As you adapt to working remotely in order to limit the spread of COVID-19, you may have found
that it also presents some logistical challenges in how you perform your work. Accordingly, a
number of polices and procedures have been immediately amended to support you.

The interim policy or procedure changes are detailed in the attached document, and primarily
focus on:
¢ Documentation requirements
¢ Offender reporting reguirements
¢ |n-person assessments and in-person report interview requirements (e.g. Pre-
Sentence Reports and Pre-Parole Reports)
¢ Streamlining offender incident reporting processes

Most of you have begun to receive your ministry-issued cellphone, and we hope that these
additional technological and policy changes will assist you while working offsite.

| understand that the measures implemented due to this outbreak have been challenging in both
our professional and personal lives. | encourage you to access the confidential support services
offered through the Employee and Family Assistance Program.

The Questions & Answers resource offered by Treasury Board Secretariat will help you stay up-
to-date with new information as it becomes available. We are committed to keeping you
updated on how these changes impact our business and will be providing you with further
guides and tools in the coming days to help staff adapt to working remotely.
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| speak on behalf of our entire divisional leadership team when | sincerely thank you for your
support and adaptability as we continue to navigate this rapidly changing situation. It is a credit
to our high levels of collaboration at every level, frontline, managerial and union. You have been
professional, resilient and caring. Taking care of each other is more important now than ever
before. Our management tearm will continue to be available to offer their support and answer
your questions over the coming weeks.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services
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Interim Policy Amendments During COVID -19
Based on CURRENT STAFFING LEVELS
. March 27, 2020

Current Policy Interim Policy/Procedure Change
Documentation Case notes and records changes when working remotely without full
Requirements: network access:

e PPOs are to enter information into OTIS Briefcase.
e |nformation to be filed in an offender’s P-Drive is to be:

« sent by email to the office for filing, or

e saved in the PPQO’s One Drive.

e all documentation filed on the one drive and can later be
uploaded to the offender’s file on the P-Drive when the PPO
gets access to the network.

¢ PPO will attend the office to synchronize OTIS briefcase per
established schedule.

In the absence of access to OTIS outside of the office, the PPO will ensure
that any OTIS updates are provided to the designated person in the office
who will enter the information in OTIS including:

e« Entering OTIS alerts
e Entering legal orders
« Updating address, telephone numbers

Offender Reporting: ¢ Face to face reporting: This will be restricted to those offenders as
noted below.
¢ Telephone reporting: Will be used for most offenders.

o Reporting frequency for non-protocol cases will be as outlined
in the offender’'s Offender Management Plan (OMP).

o If the PPO determines that a change in reporting frequency is
required they will document the change in the offender’s case
notes and OMP.

o PPO will verify that the person reporting is the offender

Various policies

s.14(1)(1)

« Desk report: Eliminate offender’s signing and filling out desk reporting
forms for those offenders that attend the office. Staff to fill out and file
accordingly.

+« When the wording of a reporting condition of an order specifies in
person reporting or specifies a reporting frequency and the offender
does not meet the criteria, the PPO will consult with the Area Manager
or Assistant Area Manager (AM or AAM) and/or the Crown Attorney
regarding the viability of a variation application to revise the wording to
report as directed by the PPO.

THE FREQUENCY AND MODE OF REPORTING MAY BE INCREASED
WHEN THE PPO/MANAGER DETERMINES AN INCREASE IS REQUIRED
FOR VICTIM OR PUBLIC SAFETY, REGARDLESS OF CASE TYPE OR
RISK LEVEL.

Reporting requirement changes for Intensive Supervision {ISO) and

Intensive SUPErVsion | Wigh Risk Offenders:

Qfenders ¢ |SOs — report minimally once a month in person and once a month by
telephone {or more as determined by PPO discretion).

+ High Risk Offenders — report minimally one month in person and
alternating month by phone (or more as determined by PPO
discretion)

March 20, 2020 COPU Page 1 of 8
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Interim Policy Amendments During COVID -19

Based on CURRENT STAFFING LEVELS
. March 27, 2020

Current Policy

Interim Policy/Procedure Change

Domestic Violence
(OV)

Sex Offenders (SO)

Parole - Supervision

+ |n areas where high risk and |ISOs are unable to report in person:
o PPO to notify the AM/AAM
o All reporting will be completed by telephone no less than two
times per month

Reporting requirement changes for Domestic Violence (DV) Offenders:
+« Low to medium risk DV Offenders to report by telephone once a
month.
« High Risk DV offenders - report in person minimally once per month
with alternate phone reporting as required {or more as determined by
PPO discretion).

¢ |n areas where a DV Offender is unable to report in person:
o PPO to notify the AM/AAM
o All reporting will be completed by telephone.

Reporting Requirements changes for Sex Offenders (SO):
¢ Lowto Medium risk SOs — report by telephone twice a month.
¢ High Risk SOs - report minimally once per month in person and
second reporting will be by telephone (or more as determined by PPO
discretion)

¢ |n areas where a SO is unable to report in person:
o PPO to notify the AM/AAM
o All reporting will be completed by telephone.

Reporting requirements changes for parole:

« |nitial reporting appointment upon release will be as directed by the
OPB (in person, by phone).

« Low to Medium risk parolees — report by telephone once a month.

« High risk parolees to report once per month in person to the PPO and
second reporting will be by telephone {or more as determined by PPO
discretion)

¢ |n areas where the parolee is unable to report in person, all reporting
will be by telephone at least twice a month.

Conditional Sentences

No change as there is no minimum reporting requirements for conditional
sentences.

Minimum reporting requirements for offenders with a conditional sentence
order will be based on risk level and case type as noted above.

Once an offender has been interviewed in person or by telephone by the
receiving PPO (or duty officer) the responsibility for supervision lies with the
receiving PPO.

March 20, 2020

COPU Page 2 of 8
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Interim Policy Amendments During COVID -19

Based on ?URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

Probation_and

Conditional Sentences

PFEl/Incarceration During a Term.of Probation and CSFEl/Incarceration During
a Termm of Conditional Sentence

Declaration of Intent (DOI):

As a standard practice, PPOs should direct all offenders that they must report
[in person/by phone based on risk level and PPO discretion] to their PPO
within two working days of release from custody or hospital.

The PPO should caution the offender regarding possible consequences for
failure to comply and case note the direction in OTIS.

*Coordinate interim DOl processes with local Institution®.

Options to consider where a DOI is deemed necessary {i.e. |ISOs, High Risk
DV)

+« Create a process to forward completed DOls to the Institution's general
mailbox and coordinate with IS a process to have the DOI signed and
returned to CS.

+« Create a standard template letter that can be provided by the institution to
the offender before release, instructing the offender to report within two
business days to the P&P office.

The letter should minimally contain:

¢ direction to report to or contact a Probation and Parole Officer within
two working days of release,

¢ provide the address and phone number of the Probation and Parole
Office,
a standard caution regarding the possible consequences of failing to
report.

Level of Service
Inventory — Ontario
Revision
Assessment/Re-

Assessment (LSI-OR)

With the exception of those offenders who are screened as potential ISO:

Replace the initial assessment requirements for an in-person assessment
interview to permit a telephone interview, provided the PPO is satisfied that
the person being interviewed is the offender.

Note: COPU is preparing a blank template of the LSI-OR that can be
provided to PPOs to complete out of the office.

The PPO would be required to enter the information into the e-LSI-OR
application when they are in the P&P office to sync OTIS Briefcase.

Electronic copies would be filed in the offender’s file on the PPO’s One-Drive.
This would then be mowved to the offender’s P-Drive file.

Low Risk |dentifier

Assessment

Replace the Initial LRI requirements for an in-person assessment interview
with the offender to permit a telephone interview provided the PPO is
satisfied that the person being interviewed is the offender.

COPU is preparing a blank template of the LRI that can be provided to PPOs
to complete out of the office.

The PPO would be required to enter the information into the e-LSI-OR
application when they are in the P&P office.

Electronic copies would be filed in the offender’s file on the PPO’s One-Drive.
This would then be mowved to the offender’s P-Drive file.

March 20, 2020

COPU Page 3 of 8
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Interim Policy Amendments During COVID -19
Based on ;URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

Domestic Violence
(OV)

Assessment Requirements changes:
¢ ODARA template can be emailed from the main office, where
applicable.
¢ ODARA can be completed based on telephone interviews with the
victim and the offender, and with police by phone or by email.

Change in assessment requirements:

¢ RASO tools, where applicable:

STABLE-2007 and ACUTE-2007 may be completed with the
offender via the telephone and will be reviewed and confirmed at
the first in-person interview.

Note that the Static-99R is a file review and will be completed by
PPOs when they are in the office to attend the office to sync OTIS
briefcase.

Pre-Sentence Reports

(PSR) Court Reports

Offender

in the Community:

The support staff will email the intake, contact information and
other relevant documents to the assigned PPO

The PPO may interview the offender via the telephone. The PPO
needs to be satisfied the person being interviewed is the offender.

PPO to note in the PSR that the interview occurred over the phone.
The PPO will review any information (e.g. assessments, response
to prior supervision, etc.) when they attend the office.

If the PPO is unable to sign the report, an explanatory note should
be provided indicating that the reason is due to COVID19.
Submission of the PSR will be as per local practice.

Any Release of Information (ROI) that the PPO knows will need to
be signed will be signed at the time of intake where possible.

If during the interview the PPO requires additional ROls to be
signed the offender will be directed to attend the office to sign the
additional ROls. The PPO will complete the information on the ROI
so that they are ready to be signed when the offender attends the
office.

Where the signing of ROIs is not possible, the PPO will seek verbal
consent from the offender and consult with the source of
information (i.e. agency, counsellor) regarding the ROI.

Note: Where no response is received by the agency for whom the
ROl was for, the PPO will note in the PSR that no information was
received and proceed with any known information.

Offender

in Custody:

¢ The PPO will schedule a telephone interview with the appropriate
contact at the institution {e.g. Deputy Superintendent, Administrative
Assistant etc.) and confirm how the call will take place (i.e. whether the
CO will be calling the PPO, or if the PPO is to call the institution at a
set date and time).

+« When scheduling the telephone interview, the PPO will speak with the
institution regarding any required ROls and request that they have the
offender sign the ROIs. Where possible, the ROIs signed by the

March 20, 2020
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Interim Policy Amendments During COVID -19
Based on ;URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

offender will be scanned and emailed back to the PPO by institution
staff.

¢ Where the signing of ROIs is not possible, the PPO will seek verbal
consent from the offender and consult with the source of information
(i.e. agency, counsellor) regarding the ROI.

+ Note: Where no response is received by the agency for whom the ROI
was for, the PPO will note in the PSR that no information was received
and proceed with any known information.

Pre-Parole Report
Palicy

Where the offender provides an address, the PPO is required to confirm the
residence and comment on the suitability of the proposed address.

¢ The PPR will indicate the reason why a home visit will not be
completed (COVID-19).

Remains in effect:
When an offender's parole plan is to reside alone, i.e. no sponsor, the PPO

will verify the residence through other sources

Where the offender's plan is to reside in public housing, the offender or
sponsor will provide proof that the offender is permitted to reside in the home.

Enforcement

Enforcement changes:

When an offender is unable to comply with a condition on a supervision order
because of access issues or availability (e.g. programming or CSO hours),
the reason they were unable to comply and the PPO’s rationale for their
enforcement decision will be documented in the offender’s case notes.

Enforcement of Treatment or Restitution conditionforder — Where a PPO
believes that there are extenuating circumstances (i.e. related to COVID19)
that may affect the viability of an FTC charge, the PPO must consult with the
Area Manager or Assistant Area Manager (AM or AAM) and/or the Crown
Attorney prior to laying the charge.

Ministry Issued Cellular
Phones

Please be advised now that Ministry issued cellular phones have been
provided to PPOs, the use of personal cellular phones for work
purposes is to cease.

March 20, 2020

COPU Page 5 of 8
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Interim Policy Amendments During COVID -19

Based on ?URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

Staff are expected to use these work-issued cellular phones in line with the
OPS Acceptable Use of Information and Information Technology (I&IT)
Resources Policy. Additionally, the Mobile Device Tip Sheet and Security
Requirements for Mobile Devices must be reviewed by all staff.

¢ PPOs will only use cellular phones issued by the Ministry of the
Solicitor General (SolGen) for ministry business, during approved
business hours, and in accordance with manager's instructions.

e Cellular phones will be used in a safe, secure, and legal manner (e.q.
hands-free driving), and OPS telephone service standards are to be
adhered to.

¢ PPOs are to secure their ministry issued cellular phone with a
passcode combination. For emergency purposes, the passcode
combination is to be provided to the Area Manager (AM) or Assistant
Area Manager (AAM). The AM/AAM will keep a list of all passcodes.

¢ Cellular phones will be used only for voice and text (see texting with
offenders policy below) contact/communication with offenders. The
use of the cellular phones for any other forms of communication {e.g.
social media and emailing with offenders) is prohibited.

¢ PPOs will protect the confidentiality of all information per OPS
guidelines and ministry policies.

¢ PPOs who wish to store an offender’'s number in the cellular phone’s
contacts must only use the offender’s first name and last initial. Once
the offender is no longer under community supervision the offender’s
contact information will be deleted.

¢ All communication must be documented in the offender's case notes in
the Offender Tracking Information System per ministry policies.

+ Lostor stolen cellular phones are to be immediately reported to the
PPO’s AM or AAM.

¢ PPOs who are working remotely will ensure that their personal
voicemail at their office location provides the cellular phone number
where they can be reached.

Ministry email:
Ministry issued cellular phones are equipped to allow staff to access their
government email accounts.
« Staff are reminded that the use of ministry outlook email must be in
accordance with I&|T policy and directives
¢ Email correspondence with offenders is prohibited.

Texting with Offenders Policy:

To minimize the risk of breaching confidentiality and to protect the safety of
others, PPOs must adhere to the following directions when texting:

« texting is not permitted with victims, collateral contacts or stakeholders

« texting with an offender is only permitted for the purposes of
scheduling, rescheduling or confirming reporting appointments
(including date, time and location)

+ only the first name and last initial of the offender will be used in the
body of the text

e case management information will not be sent by text

e no personal information is to be included in a text

« before texting with an offender, the PPO will advise the offender that:

March 20, 2020
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Interim Policy Amendments During COVID -19
Based on ;URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

o textingis only to be used for scheduling, rescheduling and
confirming reporting appointments

o textingis only one option for contacting the PPO regarding their
reporting appointments and telephone calls remain the
preferred method of communication, and

o communication regarding any other matter must occur by
telephone call or during an in-person meeting

« when a PPO receives a text message with content other than reporting
appointment information {e.g. personal, case management or other
concerns), or from someone other than the offender, the PPO will not
respond by text and will contact the sender by telephone

s all text communication must be documented in the offender's case
notes in OTIS and the case note must identify that the communication
occurred by text, and

¢ once entered into case notes, the PPO will promptly delete the text
message.

ILO Duties

ILOs will perform their duties remotely and meet with inmates over the phone
to discuss parole eligibility and support parole applications.

How to Schedule a Telephone Interview with an Inmate

Each institution has been informed that ILOs will be conducting interviews
with inmates over the phone, and Correctional Officers (COs) have been
instructed to work with |ILOs to ensure these calls take place.
However, itis the ILOs responsibility to schedule a telephone interview
with the appropriate contact at the institution {i.e. Deputy Superintendent,
Administrative Assistant, etc.) and to confirm how the call will take place
(i.e. whether the CO will be calling the ILO, or if the ILO will be calling into
the institution).
At the scheduled time of the call, a CO will escort an inmate to the phone
and will supervise the inmate while the call is being conducted.
Telephone interviews with inmates must cover the same information an
ILO would normally provide to the inmate in person.
For example, the ILO must continue to inform the inmate of the different
hearing processes, and their right to request:
o An assistant for the hearing (i.e. a lawyer, agent, family member or
friend),
o French language support and/or interpretation services,
o Culturally appropriate services if the inmate identifies as
Indigenous,
o Accommodation for disabilities (e.g. hearing loss, dyslexia, anxiety,
or other Human Rights Code related needs).

Ensuring Necessary Paperwork is Completed

The ILO must provide a detailed description of each form an inmate is
required to sign. While we are not obtaining verbal consent, it is essential
that the inmate understand what each form says and what is being asked
of them.

Working remotely presents obvious challenges with obtaining the inmates
signature on all required forms. Ontario regulations require an inmate to
provide their direction to the OPB in written form.

March 20, 2020
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Interim Policy Amendments During COVID -19
Based on ;URRENT STAFFING LEVELS

March 27, 2020

Current Policy

Interim Policy/Procedure Change

As such, the CO that is supervising the inmate during the phone call has
agreed to support the ILO to obtain the necessary signatures.

To facilitate this, the ILO must ensure that each institution has hardcopies
of all of the required paperwork. The |ILO may consider bringing
hardcopies to the institution on their last visits or couriering documents to
the institution. These arrangements, and where the paperwork will be
stored must be determined in agreement with the institution.

The ILO must ensure there are enough copies to support their caseload
for an extended period of time and must coordinate with the institution if
more forms are needed.

Once the form is signed by the inmate, the CO will have it scanned and
sent to the ILO.

Hearings

ILOs are not required to be on site or join the teleconference hearing.

The ILO will continue to receive the hearing agenda, which will include the
teleconference number. The |LO is required to share the teleconference
number, date and time of the hearing with any assistants who may be
dialing in to support the inmate.

The ILO will continue to coordinate parole packages with institutions,
PPOs and the OPB as usual. This will require the ILO to have access to
the designated inbox and VPN.

PPOs are asked to provide their new office hours and/or contact
information to ILOs should they need to follow up on information.

March 20, 2020

COPU Page 8 of 8

000075
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SUBJECT:
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Ontario @

Bureau du sous-ministre adjoint

Services communautaires

25 rue Grosvenor, 17°™ étage
Toronto ON  M7A 1Y6

Téléphone:  (519) 675-4742
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Adresse postale
150 rue Dufferin Suite 704
London, ON  N6A 5N6

All Staff of Community Services

Stephen Mitchell

Regional Director, Northern Region, Community Services
on behalf of

Renu Kulendran

Assistant Deputy Minister, Community Services

July 3, 2020

Community Services Re-opening Strategy — Action Required:
Risk Assessment Checklist, Updated Best Practices Guide
for Health and Safety, and Client/Visitor Screening and
Tracing

Further to my June 25, 2020 memo, Community Services (CS) continues to follow Public
Health, Ministry of Health (MOH), and Treasury Board Secretariat (TBS) guidance to reduce the
risk for staff and offender exposure to COVID-19 while we undertake a safe and gradual re-

opening.

Beginning on July 6, 2020, CS will return to a 50/50 staffing model, with more clients returning
on July 20, 2020. In advance of this change, CS has worked with Corporate Health Care (CHC)
and Ontario Public Service Employees Union (OPSEU) to develop several comprehensive tools
and guidelines to inform and support our re-opening strategy, including:

¢ Risk Assessment Checklist

e Updated Best Practices Guide for Health and Safety in Community Services

¢ Notice to Clients and Visitors re: Reporting Instructions

¢ Daily Client and Visitor Tracking Form

Risk Assessment Checklist — Action Required:

The attached Risk Assessment Checklist contains core elements to consider when identifying

the level of preventive measures required to limit the spread of COVID-192 in probation and
parole offices. Specifically, using the Risk Assessment Checklist will help determine how to
minimize risks through the application of the hierarchy of control measures, and ultimately
determine if masks and/or other related safety equipment should be used to help protect against
and prevent the spread of COVID-19.




For consistency purposes, an overall CS-wide Risk Assessment Checklist has been completed
in conjunction with CHC and OPSEU. The results reinforce and validate the actions CS has
taken to-date and also support additional measures that CS will implement starting on July 6,
2020, which are outlined in the updated Best Practices Guide for Health and Safety in CS (see
below).

However, there may be unique differences within and across regions due to office layout and
size, staffing, and client numbers. Therefore, we request that each Area and Satellite Office also
complete the Risk Assessment Checklist to identify any additional measures that may need to
be implemented in that specific office. Depending on where and when the Court Liaison
Officers’ (CLO) office is open, the Manager and CLO will work with their local court
administration to conduct a risk assessment and mitigate any risks. Similarly, Managers and
Institutional Liaison Officers (ILO) will work with their local institutions to ensure all safety
protocols are known and adhered to. Area Managers should work with their local Health and
Safety Representatives/Committees to complete the Risk Assessment Checklist and submit to
their Regional Directors by July 17, 2020. If you require additional health and safety expertise,
please consult with a certified employer or employee representative, including your Regional
Employee Relations Committee (RERC) representative. Please also note that the Risk
Assessment Checklist contains several Posters and Fact Sheets for easy reference and posting
in probation and parole offices.

COVID-19 Risk
Assessment-Recover

Updated Best Practices Guide for Health and Safety in CS:

As best practices, the measures outlined in the updated Best Practices Guide for Health and
Safety in CS (below) are intended to be guidelines and allow for flexibility based on operational
needs, individual circumstances, and evolving guidance. The updated best practices that are
recommended in probation and parole offices include:
e Employees and clients continue to have the option to supply and wear their own face
coverings;
e Employer to make available a supply of non-medical masks or face coverings for
employee and/or client use;
e Updated cleaning protocols; and
e Best practices for health and safety in the waiting room and expanded reporting spaces.

Best Practices Guide
for Health and Safet

Screening Tool and Reporting Instructions for Clients and Visitors — Action Required:

CS has updated the Screening Tool for Clients and Visitors and has developed a further Notice
to Clients and Visitors regarding Reporting Instructions. These documents are to be posted in a
visible location at the entrance of each probation and parole office and should be read by, or
explained to, each client and visitor before their arrival and / or upon entry.
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Updated Screening Client and Visitors
Tool for Visitors Jur Reporting Instructio

Daily Client and Visitor Tracking Form — Action Required:

With additional clients coming into probation and parole offices, it is crucial that CS keep clear
records of clients and visitors in attendance each day. To assist public health units with contact
tracing protocols if someone develops COVID-19, each probation and parole office is required
to complete the Client and Visitor Tracking Form on a daily basis. This form is to be filed locally
and made available to regional offices or public health units on an as-needed basis.

Client Visitor
Tracking Form - FIN

We appreciate your cooperation in completing the Risk Assessment Checklist and additional
screening and tracking requirements. These measures will help us to continue to evaluate and
enhance the Best Practices for Health and Safety Guide in order to prevent the spread of
COVID-19.

For additional information about COVID-19, please visit hitps.//covid-19.ontario.ca/, or refer to
TBS’ Questions & Answers for up-to-date OPS-specific information.

| understand that the measures implemented due to this outbreak have been challenging in both
our professional and personal lives. | encourage you to access the confidential support services
offered through the Employee and Family Assistance Program.

Thank you for your continued professionalism and resiliency. VWe will continue to evaluate this
fluid situation and our management team remains available to offer their support and answer
your guestions as we move forward.

Sincerely,

Stephen Mitchell
Regional Director, Northern Region, Community Services

oh behalf of

Renu Kulendran
Assistant Deputy Minister, Community Services
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Risk Assessment-Recovery of Probation and Parole Offices

This checklist contains core elements to consider for a COVID-19 risk assessment for

probation offices. Use this checklist to identify the level of preventive measures

required to prevent the spread of infection.

Date:

Completed By:

Area:

Risk Level

Consider the risk level of COVID-19

circulating in the local communit
Eng

Is there accessible hand washing

stations (i.e. sink) with hand
washing sighage, liquid soap and
paper towels in the:
o washrooms
o kitchenette
o lunch room
o other

Poster: How to wash hands/use
sahitizer

Poster: General practices to stay

healthy

Is there hand sanitizer available
with hand rub signage in the:
entrance to office
waiting room

interview rooms

meeting rooms

office area

lunch room

o other

o 0 0 O O O

Poster: How to wash hands/use
sanhitizer
Poster: General practices to stay

Are there physical barriers between
client and staff

o secure interview room

o interview rooms

o reception/screening area

o other

Can the layout/furniture be changed
to ensure physical distancing of 2
metres and visual cues adopted,
such as tape on the floor:

o office
interview rooms
lunchroom
kitchenette
boardroom
client waiting room
photocopier

o 0 0o 0 O O

Prepared by Corporate Health Care SolLGen
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o main entrance door area

7Y

"”Is active screening-affirmation for
staff done daily?

CS Staff Self Assessment:

Is there active screening for
professional visitors/clients/victims
o prior to appointment
o on arrival

Prior to Arrival:
¢ Notice to Clients and Visitors
regarding Reporting Instructions

Client and Visitors
Reporting Instructio

On Arrival:
e C3S Signage (Eng/Fr)

¢ (CS Screening Tools for Clients and
Visitors:

Is there a record of all individuals
and staff that have been in the
office for contact tracing purposes if
required?

¢ Client and Visitor Tracking Form:

Client Visitor
Tracking Form - FIN

Are there procedures in place to
ensure non-business visitors do not
enter/wait in the office, such as a
driver or spouse”?

Are there protocols developed for
managing non-business visitors
(such as children, caregiver etc.)
Respecting our duty to
accommodate as necessary.

Is there signage located in the
office with specific attention to the
main entrance door:

o passive screening

o what is COVID-19

Sighage:
e passive screening

o See screening tools above
¢ whatis COVID-19

Prepared by Corporate Health Care SolLGen
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o hand hygiene

cough etiquette

o physical distancing on wall
and floors

O

o PHQO: COVID-19 Overview
(printable webpage)
o MOH COVID-19 - Latest

Updates
o Poster: General practices to stay

healthy
hand hygiene
o Poster: How to wash hands/use
sanitizer
cough etiquette
o Poster: Cough Etiquette
physical distancing on wall and floors
o Fact Sheet. Physical Distancing
o Poster; Stay 2 metres apart

Do staff have prolonged (greater
than 15 mins) close
interactions/contact with clients or
other staff during the shift with:

o no physical barrier

o ho physical distancing

If a client or staff member becomes
ill at the office, is there a protocol
developed for isolation if they are
not able to leave the office (i.e.
terminate and reschedule client
appointment, wait in a separate
area such as empty waiting room or
non secure office)?

Fact Sheet: How to self-isolate
Self-isolation Guide

Are there disposable medical
masks on hand to provide to those
who develop symptoms?

Poster: Face Coverings
Fact Sheet: Non-Medical Masks and
Face Coverings

Can physical distancing (2 metres

distance) for staff be done:
o entrance/exit to office

offices (list)

meeting rooms

lunch room

kitchenette

hallway

elevator, if applicable

reception area

photocopy room

o boardroom

o 0 0 0 O O 0O O

Can physical distancing (2 metres)
for clients/visitors be done:
o ehtrance/exit to the office

Prepared by Corporate Health Care SolLGen
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elevators, if applicable
waiting room

interview room

hallways

sighage on walls and floors

o 0o 0 O O

Are measures in place to ensure
the waiting room facilitates physical
distancing, such as scheduling of
appointments to avoid
overcrowding, seats have a 2-metre
separation between clients/visitors,
indicated by taping or marking on
the bench seats, floor taping,
sighage added

Can the lunch and break times be
staggered to reduce the number of
staff gatherings

Poster: Staggering lunch breaks

Are there multi-person team
meetings
o in person with physical
distancing
o virtual
o teleconferencing

Do you have clients who are at
higher risk of severe illness:
o 70 and older
o compromised immune
system
o other underlying medical
conditions

Are your clients able to follow
hygiene practices, such as
washing hands or using hand
sanitizer when entering the office

Poster: How to wash hands/use
sahitizer
Poster: General practices to stay

healthy

Are staff trained on proper cleaning
and donning and doffing of gloves?

Poster: Steps to Take off Gloves
Video; How to put on gloves
Video: How to take off gloves
[Consider inserting CSRTC 30-min
video on PPE use]

Are emergency preparedness (i.e.
building evacuation) impacted by

_COVID-19 measures?

Prepared by Corporate Health Care SolLGen
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Do clients frequently have contact
with high-touch surfaces (e.g.
doorknobs)?

Do staff frequently have contact
with high touch surfaces (i.e. door
handles, light switches)

Are there high-touch communal
items, such as water coolers,
kettle/coffee makers, indicate
location

Are there appropriate cleaning
agents and disposable gloves
available for those who wish to use
them?

Poster: Clean reqularly touched items

Fact Sheet: Cleaning and Disinfecting

Are high touch surfaces cleaned at
least twice a day?

@]

If surfaces are visibly dirty,
then clean prior to use

Can the number of common
surfaces that need to be touched be
reduced?

Can non-essential shared
equipment have restricted access?

(list)

Are there no-touch waste
receptacles in:

O
O
O
O
O

waiting room
washrooms
offices

lunch room
other

Are there paper towel dispensers

n:
O
O

washrooms
kitchenette

Information Sheet

1. Risk Level: the risk level at the workplace is affected by the level of COVID-19
cases in the local community. For instance, if there is known or high level of
COVID-19 cases in the community, then there is a higher risk that it may be

introduced in the workplace

2. Covid-19 spreads person to person through respiratory droplets (i.e. coughing,
sheezing) during close contact (within 2 metres with no physical barrier) or
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through touching something with the virus on it, then touching your mouth, nose
or eyes before washing your hands.

3. Hand hygiene refers to hand washing with soap and water, and hand sanitizer or

rub (can be wall mounted or bottles).

Physical distancing means keeping a 2-metre distance between individuals.

Physical barrier can be glass or plexiglass partition or window that is higher than

head height

6. COVID-19 can cause more severe illness among people who are 70 and over,
and individuals with compromised immune system or other underlying health
conditions. Thus, consider scheduling appointments in low traffic times. (first
appointment in the morning) balanced with public safety. Encouraged to wear a
face covering, seen in the secure interview room or staff to also don a face
covering.

7. Non-medical masks can help to prevent droplets of an individual from coming
into to contact with other individuals (source control). Recommendation for the
use of PPE should be based on risk assessment of environment and risk of
exposure.

8. Disposable medical masks help protect the person wearing the mask and slow
the spread of infection. Recommendation for the use of PPE should be based on
risk assessment of environment and risk of exposure.

S
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July 3, 2020

Updated Best Practices Guide for Health and Safety in Probation and Parole
Offices

Community Services (CS) continues to follow Ministry of Health (MOH) guidance and
collaborate with our SolGen Corporate Health Care, Facilities, and OPSEU partners to
continue to support the health and safety of our staff, offenders, and the public during
the COVID-19 pandemic. As best practices, these measures are intended to be
guidelines in order to allow for flexibility based on operational needs, individual
circumstances, and evolving guidance.

These best practices were developed with the understanding that CS employees have
the option to wear cloth face coverings; in addition, the Employer will make available a
supply of non-medical masks or face coverings. Clients and visitors to P&P Offices will
be encouraged to wear a face covering, and similarly the Employer will make available
non-medical masks or face coverings for source control.

Overarching Best Practices for Health and Safety:

Employees are reminded that according to Health Canada and MOH Guidelines
everyone should remember to:

¢ maintain a physical distance of two metres from others

wash your hands frequently with soap and water, or use hand sanitizer
sneeze and cough into your sleeve;

avoid touching your eyes, nose or mouth;

avoid contact with people who are sick;

stay home if you are sick; and

regularly disinfect commonly touched surfaces, where possible*

o *CS staff are not expected to perform or replace cleaning functions;
however, disinfectant products are being provided to staff as an added
layer of precaution should they wish to wipe down high traffic areas such
as desks, counters, door handles, printers, scanners, etc.

¢« \When physically distancing is not possible, a mask/face covering is
recommended to be worn. Should you not have your own personal mask / face
covering, the employer will make one available.

Face Coverings and Gloves:

e Use of Employee-Supplied Face Coverings as a Method of Source Control.

o Employees, clients and visitors attending adult probation and parole
offices will be permitted to wear their own face coverings (homemade or
commercially manufactured) in the course of performing their duties.

o As perthe OPS Non-Healthcare Settings Guidelines for Masks, Face
Coverings and Other Related Safety Equipment document, masking is
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recommended where it is not possible to physically distance in
conjunction with the COVID-19 risk assessment.

o Considerations will be explored for staff, clients, visitors with existing
physical limitations or medical needs.

o As areminder, the following conditions need to be met:

= The employee’'s personal face covering does not negatively impact
client service delivery (e.g. meeting Ontarians’ accessibility needs);

= The face covering has no offensive markings whatsoever and must
be in line with the Respectful Workplace Policy and the
Correctional Services Code of Conduct and Professionalism;

= Face coverings are properly cleaned and maintained by
employees; and

= Employees follow appropriate steps for donning and doffing.

o Personal face coverings may be used as a method of source control
(being worn to protect others) and are not a substitute to other important
infection prevention and control practices, including hand hygiene and
physical distancing.
coverings will not protect you from getting COVID-19. The Employer
makes no promises, representations, or guarantees whatsoever with
respect to the effectiveness and/or adequacy of employees’ face
coverings in preventing the contraction of COVID-19 or any other
communicable disease or illness.

o Employees are responsible for proper care and laundering of their
personal face coverings.

o Staff should to refer to the MOH website and PHO Fact Sheet for
information regarding face coverings and how to properly wear, fit,
remove and clean your non-medical face coverings.

o A supply of non-medical masks or face coverings will be made available
to employees, clients, and visitors to use.

¢ Voluntary Use of Employer-Supplied Disposable Vinyl Gloves:

o Subject to available supplies, CS will continue to provide disposable non-
medical vinyl gloves for optional use by employees when working at the
probation and parole offices.

o The use of these non-medical gloves is voluntary and strictly intended to
provide peace of mind and protect against possible irritants caused by
cleaning products.

o Employees are responsible for following appropriate hygiene protocols
when removing gloves and are reminded that the wearing of gloves does
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not replace the need to wash hands frequently with soap and water. Staff
should refer to the tip sheet from Public Health Ontario for instructions on
how to properly remove gloves.

The Employer makes no promises, representations, or guarantees
whatsoever with respect to the gloves meeting regulated health and
safety standards and requirements, and/or adequacy of gloves in
preventing the contraction of COVID-19 or any other communicable
disease or illness.

Additional Operational Measures and Best Practices for Health and Safety:

¢ Mail and Client Documents:

O

Public Health Ontario has been closely monitoring reports and
publications on COVID-19, and there are no reports of transmission
through handling paper products. It is however recommended that
employees continue to practice proper hand hygiene at all times and
therefore are encouraged to wash their hands before and after handling
any mail/client documents.

¢ Cleaning Supplies:

@]

CS is currently providing hand sanitizer throughout employee areas and in
the waiting room and secure interview room.

CS is currently providing cleaning supplies such as disinfectant wipes
and/or disinfectant spray to offices, where possible.

CS is ensuring that disinfectant soap is also provided in washrooms.
Please refer to Health Canada’s approved list of hard-surface
disinfectants, which CS and Facilities is adhering to, where possible.

CS staff are not expected to perform or replace cleaning functions;
however, these products are being provided to staff as an added layer of
precaution should they wish to wipe down high traffic areas such as
desks, counters, door handles, printers, scanners, etc.

Staff may choose to use the non-medical restaurant grade gloves
provided for the purpose of protecting their hands from possible irritants
when using the cleaning supplies.

¢ Cleaning Procedures:

O

Appropriate cleaning continues to be undertaken to reduce risk to staff
and visitors within OPS occupied buildings. The current cleaning practice
is to ensure a hygienic workplace is maintained. Environmentally friendly
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cleaning products that are effective at reducing the spread of bacteria and
viruses are used.

o In addition, MGCS is coordinating with Infrastructure Ontario and ministry
CAOs for the delivery of enhanced cleaning of all high contact areas up to
three times per day.

o High contact areas include: door handles, hand rails, elevators, push
plates, light switches, bathroom areas, lockers etc. Enhanced cleaning
includes cleaning with stronger disinfectant cleaner consistent with the
advice of public health officials.

o If a manager is seeking enhanced cleaning for their locations, please
ensure requests are submitted through your CAQO’s office to submit for
processing to MGCS/IO. Please do not contact Infrastructure Ontario or
their service providers directly

e Regqularvs. Enhanced Cleaning:

o Regular Cleaning — All current cleaning practises that were previously
established will continue.

o Enhanced Cleaning — High touchpoint or contact areas in facilities/offices
(e.g. entrances, elevator buttons, washrooms, etc.) are cleaned up to
three times daily; this can include other publicly accessed areas
determined by the ministry.

o Additional One-time Cleaning — Cleaning of targeted areas due to a
localized issue (e.g. immediate staff space and adjacent space, including
areas of travel based on conversation with staff or video surveillance, if
available).

o Best Practices for Health and Safety in the Secure Interview Room (SIR):
o Due to high foot traffic in the SIR area, the following best practices are
recommended:
= Clients and staff are asked to wash their hands or use hand
sanitizer before entering and after leaving the SIR.
= Staff are to leave the interior employee entrance door propped
open so that employees do not have to open and shut the door.
= Although a physical barrier is in place in the SIR, managers should
place a line on the floor (i.e. using masking tape or other indicator)
whereby nobody crosses in order to limit touch points in the SIR
such as countertops, chairs, glass, microphones, etc.
= Employees may wish to stand in the SIR or use their own office
chair.
= Offices should place hand sanitizer on both sides of the barrier (in
wall-mounted stations where possible, or stand-alone dispensers),
disinfectant spray and paper towel or disinfectant wipes on both
sides of the barrier.
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= Clients and staff are requested to use disinfectant spray and paper
towel or disinfectant wipe to wipe down surfaces before and after
their appointment. There is an option to don/doff disposable gloves.

= Signage with the process should be articulated for both clients and
staff.

= Best practices of no leaning on counter or unnecessary use of
equipment should be followed (i.e. leave speaker on, do not use
phone or shared laptop in SIR, where possible. If a shared laptop is
required, staff are recommended to wipe down before and after
each use).

= Where possible, AMs should work out schedules for PPOs in the
office whereby they schedule clients at specific blocks of time so
that if they are using the room, the staff member is the only person
in there for a period of time (unless, for example, an ISO who
attends when not scheduled and is in crisis is required to be seen in
the SIR).

=  Duty should be performed through the front glass, where feasible
(exceptions may apply); SIR to be reserved for scheduled
appointments where possible.

¢ Best Practices for Health & Safety in the Waiting Room

@]

The main entrance into the Probation Office should indicate the required
physical distance of 2 meters for clients and visitors waiting to access the
waiting room.

Establishing a maximum number of people in the waiting room. This
number is informed by physical distance, egress, emergency situations.
Within the waiting room, floor and chair markers indicate 2 metre
distances to ensure appropriate physical distance.

Clients and visitors are screened for illness or exposure to COVID 19,
including coming from a congregate setting where there is an outbreak.

If either client or visitor presents with risk factors, then they must be
provided a disposable mask, instructed to contact telehealth or their health
care provider, leave the office promptly and reschedule.

For tracking purposes, and if a COVID 19 tracing protocol is required, a
daily list of client / visitor is centrally recorded and filed for accountable
reference.

Immediately upon arrival, clients are directed to use hand sanitizer and /
or wash their hands with soap and water.

Where a client must use a locker, an office must devise a system to
stagger the use of individual lockers and disinfecting keys / tokens.
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o Clients are encouraged to wear a face covering; a supply will be made
available for their use.

o If clients are unable to wear a face covering for health reasons or refuse to
wear a face covering, they will be seen in the secure interview room.

o Best Practices for Expanded Reporting Spaces (Boardroom, PPO offices closer
to the waiting room)

o As part of our reopening process, there will be an increase in the number
of clients that are required to report in person.

o To manage this process, additional reporting spaces: the boardroom and
/ or PPO offices closest to the waiting room will have plexiglass protective
screens installed.

o The use of a central schedule to assign clients and staff to specific
locations (secure interview room, reporting space #1, #2, #3) is ideal to
reduce traffic flow and commonly touched surfaces.

o Where possible, staff can facilitate client entry using automatic door
opening features (where available) or provide the client with a disinfectant
wipe to enter and exit the PPO office.

o There is an option to use floor arrows or other visual cues to direct the
client to the appropriate reporting office.

o Where the hallway is narrow or physically distancing is difficult, there is an
option for both client and staff to don a face covering.

o Clients that are known to the PPO, and where they are typically stable and
compliant can be seen in the expanded reporting spaces.

o Where there is concern about a client being prone to angry outbursts or
loss of composure (droplet concern), clients should be seen in the secure
interview room.

o Both client and staff can wipe the contact surfaces with a disinfectant
wipe. Disposable gloves can also be used for this purpose.

Please contact your manager for any questions regarding these additional health and
safety measures. For additional information about COVID-19, please visit https://covid-
19.ontario.ca/ and also refer to the Questions & Answers resource offered by TBS.
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General

Ministry of the Solicitor

Screening for Visitors Requesting Entry to
Provincial Probation and Parole Office

All visitors requesting admission to the office must cooperate with this screening

process.

Please ask each individual visitor prior to entry to the institution:

O
O

O

Are you feeling unwell with any of the
following symptoms?

e Fever/feverish, new or worsening
cough, shortness of breath when
you're not active or difficulty
breathing?

¢ Other signs of new onset or
worsening illness, such as

sore throat

extreme tiredness that is
unusual (fatigue)

hoarse voice

muscle aches that are
unusual or long lasting
difficulty swallowing

lost sense of taste or smell
headache that is unusual or
long lasting

digestive issues (nausea,
vomiting, diarrhea, stomach
pain)

chills

pink eye

runny , stuffy or congested
nose (not related to
seasonal allergies or other
known causes or
conditions)

if YES, they cannot enter the office.

Suggest: Contacting their primary care
provider or Telehealth for further
instructions.

Telehealth Number: 1-866-797-0000

Have you travelled internationally {outside
Canada) within the last 14 days?

if YES, they cannot enter the office.

Suggest: Contacting their local public
health unit or Telehealth for further
instructions.

Telehealth Number: 1-866-797-0000
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In the last 14 days, have you had close if YES, they cannot enter the office
contact with a person who has been
diagnosed with COVID-197 Suggest: Contacting their local public

health unit or Telehealth for further
instructions.
Telehealth Number: 1-866-797-0000

In the last 14 days, have you had close if YES, they cannot enter the office.
contact with a person who is sick with
respiratory symptoms (for example, fever, | Suggest. Contacting their local public
cough or difficulty breathing) or who health unit or Telehealth for further
recently travelled outside of Canada? instructions.

Telehealth Number: 1-866-797-0000

If YES to any of the screening questions or refuses to answer, then they have failed
the screening and cannot enter the building.

If NO to all questions, ask the visitor to use hand sanitizer before entering the office.

If the visitor becomes upset, please contact a manager immediately to handle
the situation.
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ATTENTION

Notice to Visitors to P&P — COVID-19 Procedures

Call to reschedule your appointment if:
¢ If you are feeling ill with any of the following symptoms: Fever/feverish, new or worsening
cough or difficulty breathing
¢ Have other signs of new onset or worsening illness such as:

O

o o 0o o O 0 0 0O 0 0

Sore throat

Extreme tiredness that is unusual (fatigue, lack of energy)
Hoarse voice

Muscle aches that are unusual or long lasting

Difficulty swallowing

Lost sense of taste or smell

Headache that is unusual or long lasting

Digestive issues (nausea/vomiting, diarrhea, stomach pain)
Chills

Pink eye

Runny, stuffy or congested nose (not related to seasonal allergies or other known
causes or conditions)

¢ [f you have travelled outside of Canada, been exposed to someone with COVID-19 or you are
coming from a congregate setting (jail, shelter, cruise ship, retirement home) where there has
been an outbreak.

Advise your probation and parole officer in advance if:

¢ you are over 70 or have any specific health risks or concerns
e you must attend the office with children

When you attend the probation and parole office:

e Arrive as close as possible to your scheduled time.

¢ Attend alone, unless you require a support person. If you require a support person, please
share this notice with them.

¢ Leave all personal belongings at home or in your vehicle.

¢ You are encouraged to wear a face covering. If you do not have one, a disposable mask will
be made available.

¢ Wash your hands or sanitize when you arrive and check-in at the front counter.

If you are diagnosed with COVID-19 within 14 days of your reporting appointment, please
call your PPO promptly.

Thank-you for helping to prevent the spread of COVID-19.

000093



Office Tracking Record during COVID 19

This tracking record requires additional diligence if someone develops COVID 19 and we
must undertake a contact tracing exercise.

Probation & Parole Office:

Daily Reporting Date:
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March 18, 2020
PLEASE READ PRIOR TO COMMENCING WORK

Staff Self-Assessment and Affirmation

Are you feeling unwell with any of the following symptoms?

» Fever, new cough or difficulty breathing

» Unexplained muscle aches or fatigue

» Other signs of new onset illness such as sore throat or diarrhea
And

Have you experienced any of the following exposure risks?

*» Travel outside of Canada in the last 14 days (Note: for the purposes of this, travel is
defined as an overnight period, or extended visit with extensive community interactions.)

» Close contact with a person who has been diagnosed with COVID-19 (for example,
someone in your household)

* Close contact with a person who is sick with respiratory symptoms (for example, fever,
cough or difficulty breathing) who recently travelled (per the definition above) outside of
Canada

If you have answered yes to any of the above symptoms and have experienced
the additional exposure risks (travel or contact), immediately advise your
manager you are unwell and unable to work. They will provide further directions.

If at any time while at work, you begin to experience fever, cough or difficulty
breathing, please distance yourself from others, perform hand hygiene and
immediately advise your manager who will provide further direction.

By attending work today, you are affirming you are not experiencing any of the
above symptoms and have not experienced any of the above exposure risks.

Employee Signature Date
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Ministry of the Solicitor General

Office of the
Assistant Deputy Minister

Community Services

25 Grosvenor Street, 17" Floor
Toronto ON  M7A 1Y6
Telephone: (519) 675-4742
Fax: (519) 661-6182
Mailing Address

150 Dufferin Avenue, Suite 704
London, ON N&6A SN6

MEMORANDUM TO:

FROM:

DATE:

SUBJECT:

Ministére du Solliciteur général

Bureau du sous-ministre adjoint

Services communautaires

25 rue Grosvenor, 17" étage
Toronto ON  M7A 1Y6

Téléphone:  (519) 675-4742
Télécopieur (519) 661-6182

Adresse postale
150 rue Dufferin Suite 704
London, ON  N6&A 5N6&

All Staff of Community Services

Renu Kulendran

Ontario @

Assistant Deputy Minister, Community Services

March 15, 2020

COVID-19 Pandemic — Community Services Updates

In the Community Services program, we have the resources and professional
relationships to respond and evolve to the COVID-19 pandemic and have a collective
commitment to do our best to deliver essential public services. Our approach will be
informed by relevant and current information provided by the Ministry of Health and will
require ongoing communication and reassessment to nimbly adapt our strategies as

needed.

Probation and Parole is an essential service and provides important public safety
services. Health and safety is a priority for our colleagues, clients, justice and
community partners. We recognize the need to minimize contact and exposure to the
virus balanced with the need to triage service to high risk and protocol cases, including
services to the Court and Ontario Parole Board.

Staff are expected to report to work as scheduled on Monday March 16, 2020, as we
work with our justice partners, specifically our institutional counterparts, the courts,
crown attorneys and police as we look at options to enable the scaling back of
community correctional services. Operational staffing models will consider legislated
duties and core operational requirements, and focus on the supervision of clients that

are deemed high risk.

As we continue to monitor the situation, all programming will be suspended for the next
three weeks. Appropriate signage will be in place to facilitate self-screening by clients,
and additional cleaning protocols for all public areas, including waiting and secure
rooms, have been implemented. To the extent practicable, interviews should be
conducted by phone and when in person contact is required, should be conducted in

Page 1 of 2
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secure rooms where operationally feasible. Ve will work with our justice sector partners
to assess the risk of keeping remote reporting centres open and ask that staff speak to
their managers prior to attending work in those locations.

We are committed to continue to provide you and OPSEU with timely updates on the
COVID-19 pandemic and the impacts it has to our business.

Collaboration and longer-term planning are key to our successful management of this

unigue situation, and | want to personally thank you for your continued commitment and
professionalism during these challenging circumstances.

b L
Renu Kulendran
Assistant Deputy Minister, Community Services

Page 2 of 2
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Correctional Services

COVID-19: What you need to know

What is COVID-19?

COVID-19 is a deadly virus that spreads from person to person through close contact, for

example, when people are living close to each other

There s no specific treatment for COVID-18, and thers is no vaccine that protects against it.

Most people who get COVID-19 will recover on their own,

You can take steps to protect yourself and help to stop the spread of COVID-19,

How does COVID-19 spread?

If a persen is coughing

without covering their

mouth and you are close

by (within 2 metres/6

feet, or the length of a

hockey stick).

If someocne with the virus

touches or coughs on a

surface and you touch
that surface and then

touch your face without

washing your hands first.

How to protect yourself and others

Stay home. Do not go out except for essential reasons like accessing health care, getting food
or walking pets when needed. If you must leave your home, stay at least two (2) meters away

from others, To protect yourself.

Avoid touching your face,
nose, eyas or mouth.

Wash your hands often with
soap and water,

Clean and disinfect things
that are touched a lot.

Cough of sneeze into your
upper sleeve or elbow.

Stay home when you are = Stay away from people wheo are
sick. sick.

Avoid situations where you
would come in contact with
people you do not live with,
Keep at least 2 metres away
from others.

Do not share items like dishes,
drinking glasses, cups, spooens,
knives and forks, towels or pillows,
Clean them properly.
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How to wash your hands

Wash hands for at least 15 seconds {sing the 'Happy Birthday' song twice).
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Rub fingertips of each Rub each thumb: Rinse thoroughly Pat hands  dry with Tum off water using
hand in: opposite pali: clasped.in opposite under running water. paper towel”. papertowel:::
hand. i i
‘ora clean towel only you use Source; COVID-19: How to wash your hands, Public Health Ontario

When to talk to a health care professional

Stay away from others if possible and contact your primary care provider or Telehealth
Ontaric at 1-865-797-0000 if you have any of the following:

Fever +  Runny nose

New or worsening cough + Headache

Difficulty breathing + Body ache

Sore throat +  Unusually tired
When to call 911

Call 911 if you are having severe difficulty breathing {for example, struggling for each breath
speaking in single words), severe chest pain, having a hard time waking up, feeling confused, or
passing out It could be an emergency.

Do not call 911 or go to an emergency room unless it is an emergency.

Tips to take care of yourself and others

S .+ Always try to get some rest and drink lots of fluids if you are feeling unwell.

Stay in touch with your friends and family - write them a letter, give them a
, call, etc.
. - Think of others and support them if you can - check-in and share this
: information,

Listof symptoms
Information sheet (available in miuilti
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Ministry of the Solicitor General

Office of the
Assistant Deputy Minister

Community Services

25 Grosvenor Street, 17" Floor
Toronto ON M7A 1Y6
Telephone: (519) 675-4742
Fan: (519) 661-6182
Mailing Address

150 Dufferin Avenue, Suite 704
London, ON  N6A 5N&

MEMORANDUM TO:

FROM:

DATE:

SUBJECT:

Ministére du Solliciteur général .
Ontario @

Bureau du sous-ministre adjoint

Services communautaires
25 rue Grosvenor, 17°" étage
Toronto ON M7A 1Y6
Téléphone:  (519) 675-4742
Télécopieur (519) 661-6182
Adresse postale

150 rue Dufferin Suite 704
London, ON  N6A 5N6

Regional Directors, Community Services

Renu Kulendran
Assistant Deputy Minister, Community Services

March 19, 2020

Ministry Issued Cellular Phone

To enhance the health and safety of our staff, offenders, and the public during the
COVID-19 pandemic, Community Services (CS) is issuing cellular phones to its
Probation and Parole Officers (PPOs). Cellular phones will enable PPOs to work
remotely while being able to continue to communicate with offenders, collateral
contacts, stakeholders and colleagues.

Beginning this week, cellular phones will be delivered to Area Offices across each
Region, unless otherwise noted. Once cellular phones have been delivered, we ask that
Area Managers help coordinate with PPOs to pick up their phone.

Staff are expected to use these work-issued cellular phones in line with the OPS
Acceptable Use of Information and Information Technology (1&1T) Resotrces Policy.

Additionally, a Mobile Device Tip Sheet is available online for staff reference.

While a comprehensive cellular phone policy is under development, employees will
adhere to the following directions:

¢ PPOs will only use cellular phones issued by the Ministry of the Solicitor General
(SolGen) for ministry business, during business hours, and in accordance with
manager’s instructions.

¢ Cellular phones will be used in a safe, secure, and legal manner (e.g. hands-free
driving), and OPS telephone service standards are to be adhered to.
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¢ PPOs are to secure their ministry issued cellular phone with a passcode
combination. For emergency purposes, the passcode combination is to be
provided to the Area Manager (AM) or Assistant Area Manager (AAM). The
AM/AAM will keep a list of all passcodes.

e Cellular phones will be used only for voice contact/communication. The use of
the cellular phones for any other forms of communication (e.g. text messaging,
social media, and emailing) is prohibited.

¢ PPOs will advise offenders that text messages will not be accepted.

¢ PPOs will protect the confidentiality of all information per OPS guidelines and
ministry policies.

¢ PPOs who wish to store an offender’s number in the cellular phone’s contacts
must only use the offender’s first name and last initial. Once the offender is no
longer under community supervision the offender’s contact information will be
deleted.

¢ All communication must be documented in the offender's case notes in the
Offender Tracking Information System per ministry policies.

e Lostor stolen cellular phones are to be immediately reported to the PPO’s AM or
AAM.

PPOs who are working remotely will ensure that their personal voicemail at their office
location provides the cellular phone number where they can be reached.

Further information on the confidentiality provisions of SolGen can be found in the
Ministry of Correctional Services Act, Public Service of Ontario Act, and the Probation,
Parole, and Conditional Sentence Policies and Procedures Manual.

Please provide this information to the managers in your regions for review with their
PPOs.

| would like to take the opportunity to thank you for your continued professionalism and
support in keeping our workplace and community safe.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services

c: Elaine Shin, Executive Assistant, Deputy Solicitor General's Office, Corrections
Suzanne McGurn, Assistant Deputy Minister, Institutional Services
Shelley Unterlander, Assistant Deputy Minister, Operational Support
Lynn Norris, Assistant Deputy Minister, Modernization Division
Ali Veshkini, Assistant Deputy Minister/CAQO, Corporate Planning
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Kevin West, Director, Chief of Oversight and Investigations
Corporate Directors
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1. INTRODUCTION

Information and Information Technology (I&IT) resources simplify government work and
enhance communications across the OPS. They have been acquired by the
Government of Ontario and allocated to users for the purpose of conducting
government business, and are the property of the government.

Use of government resources is governed by the employment and ethical frameworks of
the Public Service of Ontario Act, 2006 (PSOA). Ontario Public Service (OPS) I&IT
resources are to be used for Ontario government business purposes only.

Inappropriate use of OPS I&IT resources poses risks and potential liability for the
Ontario government. Unacceptable use of these resources may result in disciplinary
action. It is the responsibility of public servants, as users of OPS |&IT resources, to
understand and comply with related mandatory requirements and to conduct their
actions accordingly.

2. PURPOSE

1. To protect the government’s interest in ensuring that I&IT resources are used only
for government business and other approved purposes.

2. To define the security requirements for the use of Ontario government [&IT
resources.

3. To ensure that the use of I&IT resources does not result in unacceptable risks to the
government of Ontario.

3. TERMS

Within this document, certain words have been assigned specific meanings. There are
precise requirements and obligations associated with the following terms:

Must: This requirement is mandatory.

Should: The requirement ought to be adhered to, unless exigent business needs
dictate otherwise and the full implications of nhon-compliance are
understood.

Related directives, policies, standards, procedures and other documents are listed and
linked at the end of this document, in the section called “Supporting Documents”.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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4. APPLICATION AND SCOPE

The authority to issue this Policy is established in the Information and Information
Technology (I&IT) Directive.

This policy applies to:
o all ministries and public bodies (formerly agencies, boards and commissions) that
use Ontario government 1&IT resources; and,
» all third party individuals and organizations that have been authorized by the
Ontario government, for government purposes, to have access to the OPS
integrated network and use of computerized devices.

The scope of information includes all information that is created, received, owned by or
held in custody on behalf of the Ontario government. The scope of information
technology resources includes, but is not limited to the following:

¢ Desktops

e Laptops

¢ PDAs (e.g. BlackBerry devices)

e Servers

e All storage media (e.g. CDs/DVDs, memory sticks, diskettes)

Also included in the scope of this document are information systems and resources that
are used by, or on behalf of the Ontario government to create, enter, process,
communicate, transport, disseminate, store or dispose of information.

5. PRINCIPLES

1. Use of I&IT resources must be in compliance with the employment and ethical
frameworks of the PSOA, 2006 and in keeping with the OPS organizational values of
trust, fairness, diversity, excellence, creativity, collaboration, efficiency and
effectiveness. As such, I&IT resources are to be used for government business
purposes that support the operations and service delivery objectives of ministries
and public bodies.

2. Each ministry and public body employee or contractor is personally accountable for
his/her use of any Ontario government I&IT resources.

3. Use of government computers, networks, systems and software may be subject to
monitoring.

4. Unacceptable use of I&IT resources may result in progressive discipline up to and
including dismissal, and/or criminal charges when warranted.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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6. MANDATORY POLICY REQUIREMENTS

The mandatory requirements of the policy are as follows:

6.1. Education and Training

All users must receive training on:

¢ The Acceptable Use of Information & Information Technology Resources Policy and
other related OPS policies, standards and operating procedures as they apply to the
use of government I&IT resources;

¢ The procedures for determining the sensitivity classification and safe handling of all
information, as established in the Information Security and Privacy Classification
Policy and Operating Procedures,

e The procedures for promptly reporting any suspected security compromises of
computerized devices, applications, services or sensitive information.

To satisfy this requirement, the following e-learning courses have been developed:
Information Security — It's Everyone’s Responsibility! and Information Security and
Privacy Classification, both geared at all staff. Management training includes Module 1:
Acceptable Use of Information and Information Technology Resources and Module 2:
Disposal, Loss and Incident Reporting of Computerized Devices. All courses can be
accessed by logging into MyOPS, and following the links for Learning and
Development.

6.2. Unacceptable Use of I&IT Resources

Government of Ontario Information Technology (IT) resources are to be used
exclusively for government business, unless otherwise approved by your manager. In
addition, government business must only be conducted on government resources,
unless otherwise explicitly approved by your manager. This includes, but is not limited
to computers, laptops, email, internet, intranet, extranet, personal digital assistants,
cellular phones, memory sticks, etc.

» |T resources must not be used for activity which is prohibited by federal and
provincial statutes, or the common law, and may result in criminal or civil liability.

e |IT resources must not be used for unacceptable activity. Unacceptable activity
includes, but is not limited to:

 The use of government I&IT resources for personal use, without a manager’s
approval.
e Using personal IT resources (including, but not limited to, personal home

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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computers and laptops, personal email accounts, cell phones, etc.) to conduct
government business, unless approved by a manager.

e Accessing, displaying, downloading, creating, distributing or storing any software,
graphics, images, text, music, video or other data (including email messages and
attachments) which are offensive and conducive to a poisoned work environment
(as per the Workplace Discrimination and Harassment Prevention (\WDHP)
policy).

e Using Internet sites for sharing files such as music files, video clips, digital image
files or software programs, unless for government business and approved by
your manager. Approved files must not violate copyright laws.

e Streaming audio or video from the Internet, unless for government business
purposes.

» Using government resources to play games.

» Operating a private business or using these resources for personal gain or

political activity, as specified in the Public Service of Ontario Actand related

regulations.

Misrepresenting the Government of Ontario’s views on a matter.

Discrediting others in the government through electronic communications.

Sending anonymous messages or impersonating others.

Sending chain letters or “spam” (broadly distributed, unsolicited emails).

Using offensive, threatening, abusive language in electronic communications.

Using IT resources to discriminate against or harass, threaten or intimidate other

employees or to create a hostile or humiliating work environment.

e Performing unauthorized network scans on, or conducting unauthorized access
attempts to government systems, applications or services, or spreading viruses
or malicious codes to other systems.

The Acceptable Use of 1&IT Resources Guidelines, which can be found at
http://intra.security.gov.on.ca provide additional information for determining what
constitutes unacceptable use of I&IT resources based on up-to-date threats and
technologies.

6.3. Security of Government 1&IT Resources

A variety of system and network security measures, such as anti-virus software,
firewalls, Internet address screening programs and other security systems have been
installed to assure the safety and security of the Government's electronic networks.
Users must not attempt to disable, defeat, circumvent or otherwise tamper with any
installed government security measures, or attempt to use or install their own security
software or hardware.

Some Internet sites are blocked to OPS users. If you have a business requirement to
access blocked sites, an exemption process is available. The “Request for Access”
form can be found in Appendix B.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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6.4. Monitoring

Systems Monitoring

System monitoring is performed for the purpose of systems analysis, planning and
performance, and is considered to be an on-going and regular technology management
activity unaffected by the scope of this policy.

If during the course of systems monitoring, potentially illegal or unacceptable use of I&IT
resources is identified, the result of the systems monitoring may be used in further
investigation and may result in disciplinary actions.

Personal Monitoring

Personal monitoring of a particular individual's usage will take place if there is
reasonable belief that I&IT resources are being used inappropriately. Personal
monitoring is designed to determine whether there is evidence of inappropriate use, and
if so, whether disciplinary action and/or legal action is appropriate.

Authorization
All personal monitoring must be approved by the user's Chief Administrative Officer
(CAQ) or equivalent prior to monitoring and evidence gathering.

6.5. Password Management

Passwords are a common way to verify the identity of a user and to prevent intruders
from impersonating legitimate users. The protection of passwords depends on the
efforts of users to maintain them in strict confidence. Each password owner is
responsible for any access to Ontario government systems gained through the use of
their password. Detailed rules for password management and use can be found in the
GO-ITS 25.15 Security Standard: Security Requirements for Password Management
and Use which is posted on the Office of the Corporate Chief Technology Officer
(OCCTO) website at http://www.mgs.gov.on.ca/stdprodconsume/groups/content/@mgs
/@goits/documents/resourcelist/173720.pdf.

¢ Passwords MUST:
o be chosen so that they are easy enough to remember but not easily guessed
by someone else;
o contain at least 8 characters;
o contain at least one digit and at least one capital letter.
¢ Passwords must NOT:
o include easily identifiable personal information about the owner (for example,
names of family members, pets, birthdays, anniversaries or hobbies),
o be any words, phrases or acronyms that are part of the broadly recognized
Ontario Public Service culture;
o be the same as all or part of a user's login id, actual last or given names, or a
commonly known nickname;

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy

March 2011 Page 7
000109



Information and Information Technology Security:
Acceptable Use of Information & Information Technology (I1&IT) Resources Policy

o be shared with anyone (including system administrators and management).

¢ Users who suspect their password has been breached must change it immediately
and report the incident to their manager or the IT Service Desk.

6.6. Information Security and Privacy Classification

All information must be classified and safeguarded according to its sensitivity
classification level. The /nformation Security & Privacy Classification Policy and
Operating Procedures provide guidance for classifying and safeguarding information,
which can be found here: OPS Directives & Policies.

6.7. Virus Protection

¢ Ministry employees must not knowingly introduce a virus, or any other malicious
code, to any information technology resource.

¢ All suspected virus incidents must be reported to the appropriate program manager
or IT Service Desk.

6.8. Remote Access, Mobile Devices & Wireless Communication

Computerized devices used for remote access to the integrated network are a de facto
extension of that network, and as such, are subject to the same policies and standards
as computerized devices physically located in government offices. Only government-
issued computing devices should be used for remote access to the Government of
Ontario network.

Remote Access

All Remote Access Service users are responsible for:

¢ Complying with government policies and procedures when using government
equipment and services off-site;

¢ Adhering to the GO-/TS 25.7 Standard. Security Requirements for Remote Access
Services (which can be found at hitp://www.mgs.gov.on.ca/stdprodconsume/groups
/content/@mgs/@goits/documents/resourcelist/stdprod_102020.pdf) and the GO-
Security Token Policy (which is found at http://intra.security.gov.on.ca) and related
procedures;

¢ Ensuring security safeguards installed to protect their remote device are not disabled
or tampered with;,

¢ Ensuring that Government information and devices are protected from access by
unauthorized individuals (e.g., friends, family members); and,

¢ Reporting any suspected security incidents to their program manager.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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Mobile Devices

The same features (i.e., portability, processing power, access connectivity, input
capability, data storage capacity) that make mobile devices so useful also make them a
serious security risk that requires appropriate mitigation. The use of mobile devices
must not jeopardize the security of more traditional government I1&IT resources. Mobile
device users must adhere to the GO-ITS 25.10 Standard: Security Requirements for
Mobite Devices (which is found at http://www.mgs.gov.on.ca/stdprodconsume/groups
/content/@mgs/@goits/documents/standard/stdprod_086169.pdf.

Wireless Communications

Wireless Local Area Networks (WLAN) provide a means to quickly network local
computing devices and enable users to roam with their portable computing devices
within a building or facility. However, without proper risk mitigation measures, data from
WLANSs can be captured easily by individuals within or outside the building and used to
intercept confidential program information and/or gain unauthorized access to
resources.

WLANS should not be used when high sensitivity program information or services are
involved. All WLAN users are responsible for adhering to GO-ITS 25.5 Security
Standard: Security Requirements for Wireless Local Area Networks, which can be found
at http://www.mgs.gov.on.ca/stdprodconsume/groups/content/ @mgs/@goits/documents
/resourcelist/stdprod_102018.pdf.

6.9. Reporting Security Incidents

A security incident is any activity that could compromise the security of government

information or systems. A security incident could be a social engineering attempt such

as a request for a password, loss of a laptop or blackberry, a computer virus infection,

degradation of a system, unauthorized changes to files or file sizes, or the unauthorized

addition of files.

¢ All OPS system users are responsible for immediately reporting all security incidents
(including lost or stolen information or IT assets) to their managers and to the IT
Service Desk (at 1-888-677-4873, 416-246-7171 or OPSSD@ontario.ca). This also
includes internal and external devices or parts.

¢ Managers must report security incidents to both the department heads and their
Cluster Security Officers.

¢ [f high sensitivity Cabinet information is disclosed without authorization, the ADM,
ministry Communications Branch, Cluster Security Offices and Cabinet Office must
be informed.

¢ All privacy breaches, or suspected privacy breaches, should be responded to in
accordance with the recommended practices in Taking the Right Steps — A Guide to
Managing Privacy and Privacy Breaches.

¢ Further information on reporting security incidents can be found in the Operating

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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Procedures for Disposal, Loss and Incident Reporting of Computerized Devices at
http://intra.security.gov.on.ca.

6.10. Service Partners

Ministries must ensure that service partners (including other ministries, agencies,
jurisdictions, the broader public sector and private sector organizations) who use
government I&IT resources are made aware of and adhere to this policy. Appropriate
use must be included in contracts and Service Level Agreements where applicable.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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7. RESPONSIBILITIES

7.1. Users

All users are responsible for:

1. Complying with government legislation, directives, policies, operating procedures
and standards when using |&IT resources.

2. Complying with ministry/cluster I&IT security procedures.
3. Using I&IT resources only as authorized by management.

4. Using government I&IT resources only for government business or approved
purposes.

5. Reporting all I&IT security incidents to their Program Manager and the OPS IT
Service Desk (at 1-888-677-4873, 416-246-7171 or OPSSD@ontario.ca).

7.2. Program Managers

Program managers are responsible for:

1. Ensuring their use of government I&IT resources is in compliance with government
policies and standards.

2. Ensuring that users of government I&IT resources are aware of and adequately
trained in their responsibilities as set out in this document and other related
government policies.

3. Ensuring that users are individually accountable for using information systems and
for following ministry or agency policies, standards, procedures, guidelines and best
practices.

4. Reporting any I&IT security exposures or suspected breaches of computerized
devices and sensitive information to the OPS IT Service Desk (at 1-888-677-4873,
416-246-7171 or OPSSD@ontario.ca).

5. Reviewing, authorizing and approving user access privileges.

6. Determining the sensitivity of information under their control, and ensuring that it is
safeguarded according to its sensitivity classification level.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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7. Ensuring that job descriptions reflect program accountability requirements for [&IT
security.

7.3. Cluster Security Offices

Cluster Security Offices are responsible for:
1. Assisting program areas and ministries in safeguarding government I&IT resources.

2. Communicating the availability of tools to assist ministries and agencies in the
implementation of appropriate safeguards to mitigate security risks.

3. Participating in efforts to prevent, detect and respond to security threats utilizing
incident reporting and management for containment, notification and corrective
action.

4. Developing operational procedures, guidelines and best practices that specifically
address any ministry or cluster-specific technology.

5. Assisting in the development and delivery of security awareness, education and
training programs.

6. Monitoring the implementation and effectiveness of security measures in the cluster.
7. Reporting of incidents, exposures and the state of security in the cluster to the senior

executive accountable for Information and Information Technology Security and to
Corporate Security Branch.

7.4. Corporate Security Branch

The Corporate Security Branch, Office of the Corporate Chief Information Officer is
responsible for:

1. Developing and maintaining corporate security policies and standards for the OPS.

2. Providing tools to assist ministries, clusters and ITS in the implementation of
appropriate safeguards to mitigate security risks.

3. Developing and delivering general, management and professional IT security
training.

4. Coordinating efforts to prevent, detect and respond to security threats and
vulnerabilities utilizing incident reporting and management for containment,
notification and corrective action.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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5.

Providing 24/7 monitoring of the Internet, Intranets and Extranets connected to the
OPS network.

Identifying unusual system or user behaviours.

ldentifying the location and/or identity of a system and/or end user.

Identifying and preventing the spread of viruses, spyware or any form of malware
that is or has the potential to compromise a government system and/or government

network.

Conducting CAQO authorized IT forensic investigations or individual monitoring.

7.5. Infrastructure Technology Services (ITS)

ITS is responsible for:

1.

Reporting security incidents, breaches and/or exposures to the appropriate Program
Manager(s), Cluster Security Officer and Corporate Security Branch.

Providing network custodial duties such as ensuring all security methods for the
network are in place, operational and able to be monitored for unauthorized access
attempts on a regular basis.

Ensuring that current and operational government approved malware prevention

products are installed on servers, at each desktop and on all notebooks, and are set
to perform scanning on a predefined schedule.

7.6. HROntario

The HROntario is responsible for:

1.

Ensuring the development of human resources policy is aligned with |&IT security
policies, procedures and best practices.

Participating in central bodies/committees to process cases involving unacceptable
use to determine discipline and ensure fair and equitable treatment of those involved
with inappropriate activities/use of I&IT resources.

Working with Legal Services to develop guidelines for applying discipline in cases of
unacceptable use.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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7.7. Legal Services Branch

The Legal Services Branch is responsible for:

1. Providing legal advice/guidance as required when unacceptable/illegal use of I&IT
resources is discovered.

7.8. Ontario Internal Audit

The Ontario Internal Audit is responsible for;

1. Conducting periodic audits of pertinent activities to test compliance with security
policies and standards.

2. Communicating with appropriate management about risks identified and the severity
of those risks.

3. Working with management to identify the needed management action plans to

mitigate the risks noted during the course of an audit and conducting follow-up as
required.

7.9. Chief Administrative Officers for Ministries and Agencies

Chief Administrative Officers are responsible for:

1. Authorizing investigations into suspected unacceptable usage of information
technology resources involving user actions.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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8. APPENDICES

8.1. Appendix A: Terms and Definitions

Term Description : 5

Access Gaining entry to an electronic network or information system provided by the
government to its employees and other authorized individuals on or outside
government premises including telework situations and where employees or
authorized individuals are using these electronic networks on their own time for
personal use.

Electronic / Any activity that involves the surveillance of an electronic network as it is being

System used or the recording and analysis of activity on an electronic network at any

Monitoring time. This may include monitoring of user accounts, activities, sites visited,
information downloaded and computer resources used.

Extranet An access privileged, contractual domain, using Internet technology, between
two or more parties, one being an OPS ministry or agency.

Information Knowledge communicated or received. Information in all forms (such as text,
image, video and voice), in all media (such as paper, magnetic tape, disks,
microfilm/microfiche) and at all stages of lifecycle (i.e., created, entered,
processed, communicated, transported, disseminated, stored or disposed of)
including the description of the information contents, origins, structure and
relationships enabling correct interpretation of information. Forms and media
for information include current and future technologies.

Information A combination of people, information technology hardware, software,

System information technology facilities, services and automated or non-automated
processes that have been organized to accomplish ministry or I&IT Cluster
objectives.

Information Those resources (hardware, software, information, etc.) used to create, enter,

Technology process, communicate, transport, disseminate, store or dispose of information

Resources in the form of data, text, image and voice including:

¢ Administrative policies, processes and procedures (including records
retention schedules);

¢ |nformation technology equipment, software, facilities and services (such
as cell phones, pagers, personal digital assistants, desktop and mobile
computers, servers, operating systems, application systems, utility
programs, data centres, electronic networks, systems development
services, disaster recovery services);

¢ |nformation services (such as printing services, information and service
counters, courier services, disposal services, micro-records services,
storage setrvices, fulfillment services including stock management, printing
and distribution of information assets); and,

¢ Physical assets (such as buildings, offices, filing cabinets).

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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Internet

The World Wide Web (www) collection of networks linked through common
communications protocols.

Intranet

Internal access controlled ministry or agency network. Users are authorized to
have OPS network access.

Malware
(malicious
software)

Software designed to infiltrate or damage a computer system without the
owner's informed consent. This may include but is not limited to computer
viruses, worms, rootkits, Trojan horses, key loggers, denial of service attacks,
botnets, spyware and other programs that gather information about a computer
system and/or user.

Network

A network is a collection of computers connected to each other. The network
allows computers to communicate with each other and share resources and
information.

Security
Incident

Any activity that could compromise the security of government information or
systems. A security incident could be a social engineering attempt such as a
request for a password, loss of a laptop or blackberry, a computer virus
infection, degradation of a system, unauthorized changes to files or file sizes,
or the addition of files.

Security
Standards

The GO ITS 25 technical Security Standards are corporate information and
information technology security standards that have been approved by the
Information Technology Executive Leadership Committee (ITELC),
Architecture Review Board (ARB) and the Information Technology Standards
Council (ITSC). The security standards cover operational principles,
requirements and best practices for the protection of Ontario government
electronic networks and networked computer systems. GO ITS 25 are issued
by Corporate Security Branch, Office of the Corporate Chief Information Officer
and are available on the intranet at
http://mwww.mgs.gov.on.ca/en/IAndIT/STELO2_047303.html

Sensitive
Information

Information defined as sensitive in accordance with the Information Security &
Privacy Classification (ISPC) Policy i.e. information that must be access
controlled, and, if disclosed without authorization, may cause harm and injury.

Unauthorized

Permission has not been granted to access resources according to a
predefined approval scheme.

User

All government and agency employees, temporary staff, students, consultants,
service providers and anyone else that is granted access to government
information, systems and other IT resources.

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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8.2. Appendix B: Request for Access Form

Mg
2 Ontario OPS WEB FILTERING EXEMPTION

This exemption will provide a user with additional access to the Internet, as may be required by their job function.
Add: Change: Delete:

Employee Name:
Network login name:
AD logon domain:
E-mail Address:
Cluster/Ministry:
Telephone Number:

Justification for Exemption:

Provide a brief business case to outline why unrestricted web access is required for you to complete your job duties.

Please note that this exemption provides you with additional Internet access. However, this access should only be
used for the purpose indicated in the preceding business case. If access to additional Web sites is required during
the year, then your original form must be revised, resigned, and processed through S. Order Desk Online.

| have read and understood the requirements as outlined in the Accepfable UUse of [&IT Resources Policy.

Applicant's signature:

APPROVALS:
The applicant's manager must approve this form.

Manager's Approval:

Printed Name Signature Title

Telephone Number Date

The form must then be forwarded to the applicant's ADM, Commissioner, or Delegate (no lower than Level Il as
described in the Delegations of Authority) for authorization.

Authorization:
Printed Name Signhature Title
Telephone Number Date

Once authorized, the completed form needs to be processed through S. Order Desk Online.

If you require assistance, please contact the OPS IT Service Desk
Please direct all e-mail requests to: opssd@ontario.ca
Please direct all phone inquiries to: 1-888-677-4873 or 416-246-7171 (GTA)
TTY: 1-877-TTY-ITSD (877-889-4873)

Acceptable Use of Information & Information Technology (I1&IT) Resources Policy
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Supporting Documents:

Corporate Policy on Information and Information Technology
(I&IT) Security

Workplace Discrimination and Harassment Prevention Policy

Information Security and Privacy Classification Operating
Procedures
Operating Procedures for Disposal, Loss and Incident
Reporting of Computerized Devices
Government of Ontario Information Technology Security
Standards (GO-ITS)
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Using Mobile Devices Securely

Jan 23, 2018

Mobile devices, such as laptops, smartphones, tablets, portable hard drives and USB keys can
hold huge amounts of sensitive or personal information. They are portable and as such, very
convenient to use, however these features also make them a security risk that requires
appropriate mitigation.

The Acceptable Use of I&IT Resources policy states that only government-issued devices,
including laptops, smart phones and USB keys can be used for government business.
Government-issued devices have built-in security features, such as encryption, password
protection, and the ability to be wiped remotely if lost or stolen, which helps protect them.

Protect Devices from Loss or Theft

« Don't store or transport high sensitivity information on mobile devices. If you must store or
transport high sensitivity information, your Director must explicitly approve of this practice,
and secure, government-issued devices must be used.

s Keep mobile devices containing sensitive information locked up. Do not leave them
unattended or in a vehicle. This is the easiest way for devices to be lost or stolen.

Prevent Unauthorized Access to Devices

e Use automatic locks to ensure devices are password protected and choose strong
passwords.
e Public wireless networks may not be secure, which means others may be able to capture
the data you are sending. Avoid using public Wi-Fi for sensitive transactions.
Protect Devices from Harmful Programs, Apps and Websites

e Connect your devices to the OPS network regularly to ensure patches and updates are
installed.

« Avoid charging your phone on computers or devices that you do not control, such as hotel
docking stations. Malicious software could be stored on devices that could be transferred
when your device is connected.
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« Never connect an unknown storage device to your tablet or laptop. Any device that
connects to a USB port may be considered a storage device (MP3 player, smartphone, USB
key, external hard drive, etc.) and may contain malicious software.
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Ministry of the Solicitor General Ministére du Solliciteur général .
Ontario @

Office of the Bureau du sous-ministre adjoint
Assistant Deputy Minister

Community Services Services communautaires

25 Grosvenor Street, 17% Floor 25 rue Grosvenor, 17%" étage

Toronto ON  M7A 1Y6 Toronto ON  M7A 1Y6

Telephone: (519) 675-4742 Téléphone:  (519) 675-4742

Fan: (519) 661-6182 Télécopieur  (519) 661-6182

Mailing Address Adresse postale

150 Dufferin Avenue, Suite 704 150 rue Dufferin Suite 704

London, ON  N6A 5N& London, ON  N6A SN6
June 2, 2020
MEMORANDUM TO: SOLGEN Community Services Staff
SUBJECT: Voluntary COVID-19 Testing — Updates and Community

Services Requisition Forms

Further to my May 28, 2020 memo regarding COVID-19 testing, staff working in probation
and parole offices who believe that they have been exposed to the virus, even if they are
asymptomatic, are eligible for asymptomatic risk-based testing. Staff should seek voluntary
testing at their local testing centres. Staff may attend during work hours if they choose to do
so and are encouraged to attend during their scheduled remote-work rotations whenever
possible.

When voluntarily attending a testing centre, please ensure to bring your Ontario
health card, and fill out the attached COVID-19 Virus Test Requisition Form
associated with your regional workplace.

Ontario’s approach to testing will continue to evolve, based on evidence from Ontario and
other jurisdictions and the public health indicators that are being monitored closely. Ve
remain committed to evaluating all measures to stop the spread of COVID-19 within our
correctional system, protect all our workers, and help keep our communities safe.

Sincerely,

Renu Kulendran
ADM, Community Services

1615-02 (01114 7530-4658
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Public Santé_
Health publique
Ontario Ontario

COVID-19 Virus Test Requisition

For laboratory use only
Date received: yyyy / mm / dd

PHOL No.:

1 - Submitter Lab Number (if applicable): -

Ordering Clinician (required)
Surname, First Name:
OHIP/CPSO/Prof. License No:
Address:

Postal code:

Fax: (###) ###-H###

| Phone: (###) ###-HH##

cc Hospital Lab (for entry into LIS)

Hospital Name:

Address (if different from ordering clinician):

Postal Code:

Phone: (###) ###-###4 Fax: (###) ###-H4#4

cc Other Clinician or ICP:

Surname, First name:
OHIP/CPSO/Prof. License No.:
Address:

Postal code:

Phone: (###) ###-#### Fax: (###) ###-H###

2 - Pé-tlen{-lnft-)“rmatlon

Health Card No.:

Medical Record No.:

Last Name:

First Name:

Date of Birth: yyyy /mm/dd

o Ov O

Address:

Postal Code:

Patient Phone No.:
(###) ###-##HYE

Investigation / Outbreak No.: CSPP-E-2020-01

3 - Travel History

Travel to:

Date of Travel: yyyy /mm/ dd

Date of Return: yyyy i mm / dd

4 - Exposure History

Exposure to probable,
of confirmed case?

Exposure details:

Yes

O

Date of symptom onset of contact: yyyy i mm f dd

5§ - Test(s) Requested

/ COVID-19 Virus

Respiratory viruses check ONLY
if required for hospitalized
patient or those in group setting)

7 - Patient Setting / Type

Family
doctor / clinic

Qutpatient / ER

/ Assessment
not admitted

Centre

Only if applicable, indicate the group:

Healthcare worker Institution / all group living

settings

Inpatient (hospitalized)

Confirmation (for use ONLY

Inpatient (ICU / CCU)

First Nations / Inuit

Unhoused / shelter For clearance of disease

/ Other (Specify):

ER - to be hospitalized

Deceased / Autopsy Staff Investigation

G- Specimen Type (check all that apply)

Specimen Collection Date: yyyy /mm /dd

NP&in UTM

Throat Swab in UTM

Other
(Specify):

by a COVID testing lab). Enter

(required)

If possible:

BAL

Sputum

your result (NEG/POS/ or IND)

=]
1

Clinical Information

Asymptomatic

Date of symptom onset: yyyy fmm/ dd

Fever /temperature,
if known:

Probation and Parole

Pregnant / also check if

CONFIDENTIAL WHEN COMPLETED

The personal health information is collected under the authority of the Personal Health
Information Protection Act, s.36(1)(c)(jii) for the purpose of clinical laboratory testing.
If you have questions about the collection of this personal health information please
contact the PHO laboratory Manager of Customer Service at 416-235-6556 or toll free
1-877-604-4567. Form No. F-3D-SCG-4000 (04/13).

in labour:

Other

(specify):

Symptomatic

Pneumonia

Cough

Sore Throat

Ontario @
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From:
Sent:
To:

Cc:

Subject:

Vignarajah, Rosshane (SOLGEN) on behalf of Kulendran, Renu (SOLGEN)

April 24, 2020 9:06 AM

Robertson, Todd (SOLGEN); Kasias, Dianne (SOLGEN); Mitchell, Stephen (SOLGEN},
Forbes, Barb (SOLGEN)

Hobkinson, Christine (SOLGEN); Welch, Gina (SOLGEN); Breitman, Alison (SOLGEN);
Todd, Bill (SOLGEN); Vignarajah, Rosshane (SOLGEN); Sykes, lan (SOLGEN)

A Message to Community Services Staff

s.N/R

A message to all staff in Community Services

It has been over a month since the province declared a state of emergency to
protect the health and safety of Ontarians during the COVID-19 pandemic. On
some days, it feels like a long time, and on other days it seems like the days
are just flying past us! But one thing is for sure - this has been a challenging
time for us all. And | am so very proud to see how we've come together at full

tilt to respond to the challenges that have been coming our way.

You all take part in important work that upholds the safety of the public, and we
want to make sure that your own safety is supported in the process. Our
Regional Directors, Deputy Regional Directors, and managers have been our
tireless advocates in ensuring that this stays top of mind as responsive
measures are developed to keep operations moving along as smoothly as

possible.

Your adaptability and resilience during these times of uncertainty is recognized
and greatly appreciated. As we take things day by day, | encourage you to tap
Wellness Unit (EWU), and to continue to practice self-care, what ever that may
look like! For myself, it's watching films on HBO and hanging with my Corgi,

Jet. | have been participating in some Microsoft Teams meetings and have
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seen some neat work-from-home setups and even met some special guests
(pets and children!). | am also happy to share that we have developed a new

CS Working From Home Guide with all the tools and resources you need to

smoothly transition to remote working.

It is important to me that lines of communication stay open between staff and

leadership - if you are having a difficult time, or have any creative solutions to

share, | encourage you to reach out. Your well-being is always our top priority.

Stay safe and healthy.

Thanks,
Renu Kulendran

Assistant Deputy Minister, Community Services

s.N/R
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Ministry of the Solicitor General

Office of the
Assistant Deputy Minister

Community Services

25 Grosvenor Street, 17" Floor
Toronto ON M7A 1Y6
Telephone: (519) 675-4742
Fan: (519) 661-6182
Mailing Address

150 Dufferin Avenue, Suite 704
London, ON  N6A 5N&

MEMORANDUM TO:

FROM:

DATE:

SUBJECT:

Ministére du Solliciteur général

Bureau du sous-ministre adjoint

Services communautaires

25 rue Grosvenor, 17°" étage
Toronto ON M7A 1Y6

Téléphone:  (519) 675-4742
Télécopieur (519) 661-6182

Adresse postale
150 rue Dufferin Suite 704
London, ON  N6A 5N6

Ontario @

Regional Directors, Community Services

Renu Kulendran

Assistant Deputy Minister, Community Services

March 18, 2020

Personal Cellular Phone Use for Communication With

Offenders

To enhance the health and safety of our staff, offenders, and the public during the
COVID-19 pandemic, Community Services (CS) will issue cellular phones to its
Probation and Parole Officers (PPOs). Cellular phones will enable PPOs to work
remotely while being able to continue to communicate with offenders, collateral
contacts, stakeholders and colleagues.

The Ministry is working diligently to procure and deliver work cellular phones to all
PPOs, however as an interim measure PPOs are encouraged to use their personal

cellular phones to facilitate reporting requirements with offenders.

PPOs who are working remotely and who are not in possession of a work issued
cellular phone can use their personal cellular phone with the understanding that they will
adhere to the following protocols:

Incoming calls:

¢ PPOs will activate the call forward function on their office landline to redirect all

incoming calls to their personal cellular phone.

¢ PPOs will update their personal voicemail to adhere to OPS telephone service
standards while the call forward function is active. Offenders should be advised
that NO personal information be left on the voicemail as all work related
messages on the personal cell phone will be subject to the FIPPA.

e Personal cellular phones are only to be used for voice contact/communication
with offenders. The use of personal cellular phones for any other form of
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communication with offenders (e.g. text messaging, social media, emailing) is
prohibited.

¢ PPOs will notify offenders that text messages will not be accepted.

Outgoing calls:
¢ PPOs can activate the call blocking feature on a per call basis by following
these instructions:
o Call Blocking prevents your name and number from being displayed when
you call someone who has Call Display.
o Dial #31#, then immediately dial the telephone number that you want to
call.
o The call recipient's call display will show “Private Name — Private
Number’, “No Caller ID” or a similar indicator.
o PPOs should test this before calling an offender to ensure the Call
Blocking feature works with their carrier.
¢ This is a free service with most service providers, however any charges or fees
associated with setting up this service will be covered by the Ministry.
e To activate the call blocking feature for all outgoing calls, you will need to
contact your service provider to update your phone features.

A reminder that all communication must be documented in the offender's case notes in
the Offender Tracking Information System as per Ministry policies.

Once we have information on the procurement status of work issued cellular phones,
we will make this information available to OPSEU and staff to assist in the timely
distribution of these assets.

| would like to take the opportunity to thank you for your continued professionalism and
support in keeping our workplace and community safe.

Sincerely,

Renu Kulendran
Assistant Deputy Minister, Community Services

c: Elaine Shin, Executive Assistant, Deputy Solicitor General’s Office, Corrections
Suzanne McGurn, Assistant Deputy Minister, Institutional Services
Shelley Unterlander, Assistant Deputy Minister, Operational Support
Lynn Norris, Assistant Deputy Minister, Modernization Division
Ali Veshkini, Assistant Deputy Minister/CAQ, Corporate Planning
Kevin West, Director, Chief of Oversight and Investigations
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Corporate Directors
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