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Policy & Procedure Manual

STUDENT PLACEMENTS AND ORIENTATION - HR-VII-6

POLICY:

1.

OPTIONS NORTHWESt will make every effort to accommodate requests to host
training opportunities from educational institutions and/or community agencies.

The Director, Human Resources and the Coordinator, Health & Safety shall be primary
agency contacts to initiate student placement opportunities and the Health and
Safety Coordinator shall ensure all documentation and required orientation and
training is completed.

Where students will have direct contact with persons with developmental disabilities,
such orientation shall include initial and annual review of agency Mission,
Philosophy, Service Principles and Statement of Rights, and on abuse prevention,
identification and reporting, review of applicable agency policies and procedures, as
well as Non-Violent Crisis Intervention training.

PURPOSE:

1.

To increase awareness in the field of social services and supports for persons
living with developmental disabilities and to promote future volunteer and career
opportunities.

PROCEDURE:

1.

All requests for training opportunities shall be investigated by the Coordinator,
Health & Safety or Director and all records shall be maintained by the Health and
Safety Coordinator.

The Health and Safety Coordinator or Director, Human Resources will then respond
back to the educational institute’s contact to discuss OPTIONS' orientation requirements
and confirm the placement information.

The Health and Safety Coordinator will ensure that the Work/Education Placement
Agreement (Appendix A) is completed and a completed Student Reference Form
(Appendix B) has been received. It is important to note that the student will not
be permitted to commence his/her placement until the completed documents
have been received by the agency.
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4. The Coordinator and the Placement Supervisor will then coordinate and ensure
any required general training/orientation is undertaken as outlined in the policy
statement. The Coordinator, Health and Safety, shall maintain a record of
orientation/training, per Appendix C and D.

5. The Human Resources and Training Advisor shall orientate the students to the
policy manuals and ensure Appendix C is completed by each student.

6. The Placement Supervisor shall ensure the area Orientation Package is

completed within a month time frame and returned to the Human Resources and
Training Advisor.

RECOMMENDED BY: Human Resource Director APPENDICES: 3

OPERATIONAL ACCOUNTABILITY: Administration, Human Resources, Community
Services (all)

ORIGINAL POLICY DATE: November 2005

AUTHORIZED BY: Executive Director SIGNATURE:
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Date of birth / Dale da naissance AgelAge [Sex/Sexs

Address / Adresse o Home phnné no. 7 N* de 81, (domiciia)| Postal Code f Code postal
R [ I
Program / Programme
2. Namae of work glassment employer / Morn de Femplayeur Name of training supervisor / Nom du-de la supanviseur-a de fa formation
Address / Adresse Talephone no. f N° da téldphone Postal Code i Code postal
{ ) . L1 L __
3. Post Secondary Institution / Etabllssemen postsecondalre Name of conlact pefson f Personno-ressolres

Postal Coda / Cods postal

Address / Adresse Telaphone no, 7 N° da léléphone

[

B. Specitic Time at Training Station / Durée du stage et horaire

1. Period of Agresment/ Duréde de J'sccord

The treining parbcipant, from f tof
Leda particlpant-e au staga de formation devra, du . 200 au - 200

shall be involvad In work aclivities as par of the above educalfmalﬂratnlng}p ram as /
ohes

dans ls cadre du programme de formation susmentionnd, exdcutar las 13 )

ot title ¢ désignation da fangtion)

2, Hours of Training / Tha normal hours of tralning shall ba from ¢ tof
Heures do trava! les heures de travail habitueiles seront de &

3. Schedule of Tralning ! Idanlify the days when the training participanl wifl be al the work placement {or attach tralting participant's s¢hedule). / 1nscrlre
Jours da travall tes jouirs ol le-ta participant-e sara.an slags de formation (ou |ofndra son emploi dutemps).

{days of tralning £ jours de fravail)
C. Workplace Safety and Insurance Board Coverage / Assurance de la Commission de [a sécurité professionnelle
et de Fassurance contre les aceidents du travail :
t. Workplace Safety and Insurance Board coverage will be provided at tha woik placement by /' Les primes da Vassurance de fa Commission seronl versées
par

the Ministry of Education / for the entire perfed /
le ministére de M'Education pour toute la duréa du stage.

2. Number of work pfacement hours for whickh Workplace Salely and Insurance Board Covarage has baen provided (To be complaled after complation of
wlgrk ;}tacegngft component) / Nombire d'heures en stage de lormation pour lesquelles fassUrance de Ia Commission a étd fournie par (remplir une fois le
8 eFmin
& By the Ministry of Education /
e ministare dé I ducation 200 | |

200 l J

D. Private Insurance Coverage f Assurance privée

¥, Prvale insurance coverage will bo provided in tha evenl that the woik placemant empioyer is not co#efed by the Workp!ace Sately and Insurance Board
Coverags / Sil'smployeur ne bénéficie pas de Iassuranca de Ia Commission, ung assurance privae sera rélenue par

By the Ministry of Education / =
leym‘inistére gg i’l%ducaﬂon D for he entira period /

2, Numb_sr of me ﬁlacemem hougf_or_wmch pﬁ@éle insurance ih;s béen_ pib\}ldéd (Tobe comptate[l -after oompleﬁ&n of work placement componenf) /
Nombre d'heures en stage de formation pour lesquetles assurance privéa a étd retenue par (ramplir una fois la stage lemming)

By Ihe Ministry of Education / ,

le mfnistéraggl‘ ducation 200 I J 200, . | |
E. Signatures of Parties to the Agreement f'Signaturé des parties contractantes "
Teaining participant  Paiticipant-s au stage de formation ParenYGuardian {if applicable) / Pére, mére, tuteur ou tutrice (lg cas échdant)
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OPTIONS NORTHWEST APPENDIX B
New Volunteer/Student Orientation
Name of Volunteer/Student: Start Date:
Area of Assignment:
Volunteer/Student Role:
Mentor:
Topic Date Attended/Received or Comments

N/A

Documentation:
| - Application Form

- Interview Conducted

- Police Record Check

Mandatory Agency Introduction:
- Oath of Confidentiality

- Workplace Agreement (WSIB)
(student only)

- Assigned Policies and Procedures
with explanation (day 1 read & sign)

| Health Screening:

- Health Assessment

| = Universal Precautions

- First Aid ProcedEres/Kit Locations

| - Reporting lliness/injury

| S
Quality Assurance Measures Training
(DVD)

Discretionary Training - To be
determined by the Placement Area
Supervisor/ H&S Coordinator

- Wellness/Injury Prevention

- NCI (required when involved in direct support)

- WHMIS

- Charting & Confidentiality

- Medication & Treatment
Administration System

- First Aid Certificate

| - Respecting Rights and Preventing
Abuse

| - AODA Training

- Health and Safety Awareness

Other — Specify

File Student/VVolunteer Record

HR380/NOV 2013



OPTIONS NORTHWEST
New Student/Volunteer Signature Page

Student/Volunteer Name:

(please print)

You are required to read the following Policies & Procedures:

Date:

Policy Title and Number

Effective Date Date Read

Philosophy

. Mission Statement

| AD-I-1: Internal Reporting System

AD-I-6: Incident Reporting And Follow Up

AD-I-7: Serious Occurrence Reporting And Follow Up

AD-1-10: Collection, Use and Disclosure of Recipients Personal Information

AD-I-1: Abuse

| AD-llI-2: Feedback Process

il —

AD-III-10: Service Principles and Recipients Bill of Rights

HR-II-2:  Confidentiality of Information

HR-11I-45: Employee Dress Code

HR-I-19: Harassment Prevention

HR-XI-1:  Occupational Health & Safety

HR-XI-4: Wellness and Injury Prevention Program

HR-XI-23: Workplace Violence Prevention

I have read and understand the above documents.

Student/Volunteer Signature:

Please return to Health & Safety Coordinator by:

(Date)

Date:

HR320/NOV 2013



