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Student Section

Starting your diversit
journey.

This guide is for you if you have a
disability and are a studenti a
program,or considering applying
for a programwith a practice
element orsome type of
placement. This guide is intended
as a starting pointor students with
disabilitiesin these programns where
placement or professional training
iS a core component.

Placement Site

Section

What can | do to
ensure diversity in
the workplace?

Millions of Canadians have at leas
one disability. Understanding this
unique population and the
challenges some may face in their
personal, employment, or
economic situationtiave important
implications on all facets of society
including informing government
policy, employment and education
support services, and disability
based outreach programs within
the community—to name a few.

Faculty Section

How do | create an
inclusive placement
process?

To be succssful, work placements should
meet the individual needs of students, the
course requirements and make full use of
the opportunities afforded by the
placement sites.

CollegePolicies anc

Procedures

What are t he
rights and responsibilities’

Admissiorto FlemingCollegecarrieswith it
certainrightsandresponsibilitiesThereis
an expectationthat studentswill conduct
themselvesasresponsiblenembersof the
CollegeCommunity.
Thesepoliciesgovernstudentrightsand
responsibilitieson all campusestesidences
andat all Collegesponsoredactivitiesoff-
campusjncludingactivitiessponsoredoy
the studentgovernments.

l|Page



2| Page



Section 1:
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Starting your diversity journey.
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STUDENTECTION

Introduction

1. Why this guide wawritten

As part of the pr ovi nStart8ttateqy,dhe EareerReadyt Fursl he(ps puldiadyrassikieédc k
colleges and universities, employers and other organizations create experiential learning opportunities for
postsecondary students amdcent graduateslt is recognized that student disclosure is vital to the success of their
studies andhis extends taheir placementgarticularly Frequentlythe studentmayshow signs of struggling with

their placement duties due in part to non dissloe. This guide is being written to talk about the importance of
students self identifying and to provide support to facldtyd placement supervisomn how to have tht dialogue

with their students.The Ontario Human Rights Commission recently postegapolicy on accessible education.

They start by saying 9 RdzOF A2y Aa QGAGFEf& AYLRNIFYyG (G2 | LISNRE2Y
|l OKAS@AY3 2ySQa SRdzOF GA2y LRGSYGAFT FFFSOGa déntlylJS NE 2
LI NILAOALI GS YSFyAy3IFdA te Ay a20ASGex IyR NBIfATS GK
Havingposs econdary education is becoming increasingly i
of living. Employment and Social Development Canada psojhat twothirds of job openings from 2032020 will

be in occupations that generally require pestcondary education. To further this data, 34.6B&mployment

between 20172026 will require skills offered e college sectot.

2.  Who should use this gae

This guide is for you if you haveliaability and are a studentm aprogram or considering applying forgrogram

with a practice element csome type oflacement This guide is intended as a starting pdortstudents with
disabilitiesin theseprograns where placement or professional training is a core comporgrit guidésalso a
resource foracademic and supposdtaff at the College and professional staff in placement settimgere students
complete the essential practical elememttheir program of study The range of legal requirements and obligations
to the public, to students with disabil@s, to College standards and to professiaeglulations is varied and complex.
The information provided here consolidates much of thisetg and complexity into a single and clear resource.

) \

Preceptor

This guide may be of benefit to the following professionals:

Placement
Liason

*Accessibility Education Services

Program AES*
Faculty Counsellor

1 http://occupations.esdc.gc.ca/sppmops/c.4nt.2nt@eng.jsp?cid=39
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3. How to use this guide

A key objective of higher education is the development of independent thinkidgelawareness. In support of

this outcome, this guide encourages the growth of-selocacy, selfletermination and greater independence as
you progress in your professional development.

Depending on where you are in your student journey, differemtis@s may be more relevant at diffemt times.

First and second semeststudents may be more interested in finding about what it means to disclose and register
with the Accessible Education Servi¢a& Spffice, while 3¢ or 4" semesterstudents may bevondering about how

to better prepare for their next placementhe focus othis guideis on your success as a student on a professional
work integrated learningourse How successful you aydepends on youlnformation and support are of little value
unless you apply them to your needs and what it is you want to aclaigeestudent!

Initially, theAccessible Educatid®erviceCounsellorscourse staff and placement providers will provide you with
information and supports to get you on your way. Hoee\t is up to you to communicate and provide feedback if
there is a problem. A support or accommodation that is lacking or not functioning as it should, cannot be changed
unless someone in a position to do something about it is informed. This guideridea to provide you with the
information and confidence to speak up in the knowledge that your requests will be heard and taken seriously.

4. A pathway to Success

Accessible Education Services (AES) strive to improve the accessibility of the college environment for all students w
disabilities so that they may have a positive, inclusive and equitable learning expefi@egyeawiliwork to provide
students with diabilities the academiaccommodationghey need to eliminate barriers and level the academic

playing field They willalso provideservicesstudents need to build skillnd, develop learning strategies and

resources to help make the most of collegéeyprovide these accommodations and services to mitigate the
functional limitations experienced by students with disabilitiEseyare firmly rooted intheir commitment to
respecting the student’'s dignity, iwithrespgattothey and, t h
accommodations and services they choose to use.

Theirwork is grounded in the legal framework enshrined undlke Canadian Charter of Rights and Freedoms (1982)
The Ontario Human Rights Code (Revised 129@)The Accessibility fdDntarians with Disabilities Act (2005),
particularly as it applies to our students.

An important principle guidintheir work, that is often misunderstood, is that providing accommodations to students
with disabilities is done to ensugecessot successAccommodations are not intended to provide an advantage

they are intended to remove a barriglisadvantage experienced by the student ottzsy commonly say, to level

the playing field.

2 Fleming College Faculty Guide to AES
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‘ Progressng

through College
’ to employment
Building and
maintaing a
college career

» Pre-entry,

admission and
the first semester
experience

5. Planning Ahead

Whether you are entering your first year opeofessionaprogramor at the end of your final placement, there are
standards in place by vidh you will be assesseBo you know what these standards are and how you are going to
meet them? | f you don’t know o rplararptace that svill woek fot yioue This i t
guide outlines the planning process and the support structures ttetraplace to help you along.

6. Steps along the journey

The first steps are about informing yourself of your rights and the decision tosksgbur disability. If yobave

already started your programnd are unsure about disclosingpu may wish to discuss this with someone who is well
informed in the area. As well as being unsure about disclosing initially, some students do not disdlafeutheir
course has begun because they do not acquire or become aware of a disability untl tatenay have
accommodations in place at the college without realizing it, keep in mind this may not be the case on placement.

1°2)

“An exampl &bedffou arddystexiccangsing spellcheck on your assignments. You may not have thi
avail able when updating a patient chart.”

In these cases, the person you feel most comfortable disclosing to might be a placement supervisor, your tutor, or a
faculty member/ coordinator. If this ocars then it is recommended tha#ccessible Education Servitgsontacted

as the next step. This is vital to ensure that you are fully informed of your rights and responsibilities and that you car
fully access the relevd supports that you may need. The steps and procedurgetsupports are illustrated here:

3| Page



Discuss
or
Disclose?

Steps and Evidence
of
Procedures Disability

Needs Accessing
Assessment Supports

7. The Accommodation Procéss

If you are a student with a disability having a suchigggacement starts with the accommaodation process. Students
are required b register with Accessible Education Services to let them know they are interested in accommodations.
One of the principles thegperate under in Counselling & AES is respect for the amyraf the student. This means
theydon' t ma k e d e ciwithidisahilgies.fAs a ressltf studeatsvtith disabilities sometimes choose not
to register with AES. Sometimdgey choose to register with thefnut then choose not to actually use their
accommodations. They are free to change their minds at any pbiteany accommodation. So ideally thegt up
accommodations for students before or at the start of their first semester, but some students will choose to access
their accommodations later in the semester or even after an unsuccessful first semester.

8. Leter of Accommodation Distribution
A Letter of Accommodation (LOA) is the individualized summary of the academic accommodations and services
agreed upon by a student with a disability and their AES counsellor. The student and counsellor make theadecision

to which accommodations and services wil/ be used b
their courses, the accommodations that have worked for the student in the past and the disability documentation
provided. After the accommd at i ons and services are agreed to, the

These accommodations can be carried oveotigh your placement selection with a similar process in place. The
placement planning process should begtieastin the term prior to when your placement is scheduled. By that
time you should have a better understanding of ypungramand what the requirements will be. You can prepare

3 Faculty Guide to AES
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for this by finding out more about your course and your placement requiremerntsuinhandbook, the College
website and byalking to the Program Coordinator. Questions to consider:

. S ey When
9. Know your Rights & Responsibilities does my
placement
begin?

Admissiorto FlemingCollegecarrieswith it certain
rightsandresponsibilitiesThereis an expectation
that studentswill conductthemselvesas What

responsiblemembersof the CollegeCommunity. Sugfgrts V}lohcearticijs?it

i ?
Thispolicygovernsstudentrightsand available’

responsibilitieson all campusestesidencesandat
all Collegesponsoredactivitiesoff-campus,
includingactivitiessponsoredby the student
What can
governments. It shallnot be construedto alter o i
other dutiesandobligationsinherentin law, other advance to
Collegedocuments or the basiceducational prepare?
missionand philosophyof FlemingCollege.
Studentsare stronglyencouragedo becomefamiliarwith their rightsandresponsibilitiesasoutlined in this policy.

‘Education is wvitally important to a person’s per
potential affects a person’ s abi l iently pattidpate racarengfylhain t
society, and realize their full potential.

The OntaridHumanRightsCode(Codé recognizes the importance of creating a climate of understanding and m
respect for the dignity and worth of each person, so that eaaisqe can contribute fully to the development and
well-being of the community and the Province. Tbedeguarantees the right to equal treatment in education,
without discrimination on the ground of disability, as part of the protection for equal treatritesérvices. This
protection applies to elementary and secondary schools, and colleges and universities, both public and privat

The Ontario Human Rights Commission (OHRC) has recognized for some time that, despite a highly regulate
complex education r amewor k designed to address the “speci g
continue to face obstacles in their attempts to
most often cited ground of discrimination dar the Codein human rights claims made to the Human Rights Triby
of Ontario (HRTO), with significant systemic issues being raised in disability and education claims. Statistics (
reports that Ontarians with disabilities continue to have lower eational achievement levels, a higher
unemployment rate, and are more likely to have low income than people without disabilities.

son

utual

D

d and
2|
aCC
nal
Canad:

In the tableon the next pagethe issue of disclosure and the nature of confidential information is considered with

regard to your rights and your responsibilities as a student with a disabilityptacament There are a lot of things
to consider so the table is just a diag poirt to get you thinking.

4 OHRC Policy on Accessible Education
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* The first consequence to not disclosing is that you cannot receive an
reasonable accommodation.
* No one will be aware of any difficulty you may have and will not be aljle to
Consequence ELCacge
v » As well, by not disclosing you have added pressure of competing W%
d

other students at an unfair disadvantage. This can be both stressful
exhausting and can result in failing your placement.

» Sometimes students won't disclose because they fear discrimination. [This
could be based on previous personal experience or an instance of 'wgll
intended' advice from peers or family.

Discrimination

* TheCodeprotects people from discrimination and harassment becausq of
past, present and perceivalisabilities.* Di sabi |l ity” cqvers a broa
and degree of conditions, some visible and some not visible. A disability

. . may have been present from birth, caused by an accident, or developgd

-

laws of Canada that protect the privacy of individuals with respect to
personal information about themselves held by a government institutign
and that provide individuals with a right of access to that information.
*Remember, disclosing to a small number of people is not about

broadcasting all of your personal details to everyone at the College or
Placement. -/

*What you disclose is confidential. The Privacyig\td extend the preseﬁ]

N

« If you still have doubts or concerns about disclosing, speak to a Courjsellor
in Accessible Education Services. The decision to disclose is yours.

J
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Steps to a Successful Placement

10. First steps for students in placement planning

The steps summarized below take you through the procegsapfaring and engaging your placement as a student
that is entering thdirst semesterf your programand has not yetegistered with theAES.

It proposes an approach based upon seftection and sefadvocacy but also connecting to supports available
within the placement setting and ithe college as requiredlhe stepsact as a remindeof the previous content of
this guide and demonstrate how it works in practice.

11. Before, during and after youdgcement

Take some time well in advance of your placement starting to consider what areofesiiand responsibilitiesn
your next placementRefer to the Activities chadn page 17or physical descriptions you may encounter on your
placement.This is an opportunity for you to do some research and plan for your placement. In particular:

Know your rights:

If you are a student with a disability as defined un@etario Human Rights Agbu should consider
registering with Accessible Education Services so that any spesfic you may have can be reasonably
accommodated.

You are entitled to keep your pensal details private. However, you should consider cdlefuhat the
consequences are ot disclosing, particularly if yauight requiresupports on a professionglacement
where the safety of clients and members of the public is of primary concern.

In order to progressh your gacementyou must attain thdearning outcomesindcore competencies of your
program Core competencies are thesesitial standards of your prograthat you must reach in ordeo
progress througtand compete yourcredential

Ensure you have submitted all of the N&tademic Requirements for your prograby the specific
deadlines

If you do notdisclose and you fail a placement speak with your faculty superarshrprogram coordinator
They will review your case and determitie next steps. Depending on the outcome retroactive
accommodation may be permitted.

Gather your information together:

=

Read youprogramhandbookfor the competencies you will be assessed for on your placement

Read the Guidelines for WSIB Postsecongaudents

Research the placement settirgnline, talk to classmates, talk to studeriisthe year ahead. If possible,
visit the placement setting in advanckalk tothe assignedaculty supervisoand / or program coordinator
If you are unclear aboutow the information you find might relate to you it is useful to discuss it with
someone who is more familiar with it and will have had experience of dealing with previous students in
similar positions.

7| Page



Register with theAccessible EducatioBervice (AES)

1 Follow the steps for how to register with tifeccessible Educatiddervice and arrange an appointment with
aCounsellorYou are registered once you have provided acceptatdeimentationand met with a
Counsellor to determine your academic acconttations and services

1 In planning for your placement, the steps that follow your registration will depend on when the placement is
due to start, what level of support you may need and the level of disclosure you are comfortable with.

1 You may also wish isclose to theassigned faculty supervisar your course through Eetter of
Accommodatiorreport. This is a short report that provides details about the reasonable accommodations
that are reommended for youn your program

Placement Planning:

1 You nay already have some idea abauhat reasonable accommodations would beeded andappropriate
for you on placement. The formal planning process involves discussing thiéseiitial consultwhen you
register withAES At that stage or later- you canmake a decision to proceed to the next stage which is
meeting withthe faculty supervisoand grogram coordinator

1 A formal placement planning meeting occurs when you and gmumsellohave decided that specific
reasonable accommodations may be necessary for you on your placement. At this meeting your specific
needs are discussed together with core competencies, safety issues and any confidentiality concerns that
may exist.

1 Following he meeting youLetter of Accommodatioreport is updated with an additional section for
reasonable accommodations on placement. With your consent] &tier of Accommodation is then sent to
your faculty superviscand then forwarded by them to thpreceptor concernedat the placement site

1 The final part of the placement planning process occurs just before or on the first day of your placement. Yol
should meet with thepreceptorwho has received youetter of Accommodatiorreport. Confirm your
reasonalle accommodations and talk through how they will fit in with your schedule for the first few days. It
is also vital at this stage to establish a specific communication link witprdoeptorand faculty supervisor
in case anything goes wrong or needs to be adjusted.

During your placement:

1 Establish early on with yoyreceptorhow things are going. Remember, whether things are going well or not
for you in reaching the core competencies, it is also important timkii the reasonable accommodations
planned for are in place and working if they are needed.

1 Evaluate how you are meeting the demands of your placement, throughesled€tion and formal and
informal supervision agreed withiyour placement If necessaryre-evaluatethe reasonable
accommodations afteyour initial orientation and throughout placemenit may be that now the placement
has started, things are easier, harder or just different than what was planned for.

8| Page



After your placement:

1 If things tave gone wellconsider to what extent the reasonable accommodations played a role. Were the
supports and accommodations needed and used often or was it the case that they were not needed much ol
at all but it was reassuring to know they were in place $thole need arise?

1 If you have one in your programpresider how your next placement might be different, particularly in terms
of duration, demands and the level of core competencies that will be expected of you. Will you need to
ensure the same reasonald&commodations are in place or will you need to engage with the placement
planning process again?

1 If your placement has not gone well because you have really struggled to pass and it has taken a lot out of
you; or if you have failed your placement, comsidarefully what you should do next. Without engaging with
supports at this point there is a risk that you could start a repeat placement without a review of your
supports and accommodation€onsider academic advising; setup an appointment to discuscpogerns
with your program coordinator.

9 After your placement you should reflect on how well the reasonabt®mmodationsvorked and discuss
any concerns you have with yoGounselloor the faculty supervisodt may be necessary to review your
needs an reasonable accommodations in preparation for your next placement.

12. Emergency Procedurdsr Persons with a disability

While you are at the College there are clear emergency procedures to follow. Fire drills are held each semester to
review the procedurs and ensure all students and staff are aware of their responsibilities. If you are a student who
requires assistance to evacuate you are instructed to go to a refuge area and push the yellow button. This will
activate a signal at the main fire panel tewlthe fire department that someone needs assistance and where they

are located. When you go out on placement it is importaribte c ome f ami | i ar with the p
procedures. ldve the conversation with your placement supervisor and ask topy of their emergency

procedures. Each organization has their own unique set of procedures so if you have more than one placement do
not take it for granted that they will all be the same.
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Will I still get a
placement?

What happens if
| don’t disclose?
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13. Disclosure
The decision to disclose is a personal one. You have a right not to disclose if you wish. However, your decision may
have important consequences later on, so in making your decision, it is best to be as informed as possiidabout
those consequences might be.
One of the purposes of this guide is to help you make your choice about when to disclose, what to disclosa) to who
and how.If you choose to disclose, it should be at the level that suits Ybe AES office encouragesdsnts to
disclose but we also realize that it is a decision that is best made voluntarily and often after a full discussion has tak
place and any fears and concerns have been addre¥srdcan chase to disclose at different levels depending on
what sypports you need and what benefits may follodso, it may be necessary to disclose at different times during
your program either as your needs change,
or as you become more confident in
advocating for yourself.
Disclosure is frequently cited as one tbe
most challenging aspects of having a
disability, especially in relation to
Program empl oyment. I|It’s compl
‘ several factors such as seiflentity,
, personality, type of disability, context and
AES \ | previous experience. It presents a major
concernwithin the recruitment process for
both employers and graduates with
I / disabilities, and in the education system,
| especially for service providers. From the
SELL / Association for Higher Education Access &
Disability(AHEAD researchthere is a slight
disparity betveen the view of employers and
graduates with disabilities when it comes to
the subject of disclosure with the former preferring to have as much information as possible as soon as possible ai
the latter weary of the impact of providing such informatioheTdecision to disclose or not seems to be mhdsed
onweighing up the benefits of reasonable accommodation, workplace considerations and awareness against the ca
of labelling and potential discrimination/ differential treatment in recruitment and emgpient. The same can be said
for education. In an intensely competitive environmenthether to disclose is proving to be a difficult decision to
make >

Placement

When considering disclosure it might be helpful to look at the factors that enable or discourage it for a person with a
disability. These factors can be grouped into three categories: personal, environmental (workpgceation) and
systemic.

5 AHEAD (Association for Higher Education Access & Disability)
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Personal factorsvould include disability type,

self identity, personality, individual experiences,

conditions and attitudes. Every person with a
disability is unique and each of these factors play

( a part in how someone approaches disclosure.

Systemic reasonare broader structures e.g.
work/equality legislation, policies, supports and
grants on a national & local level. Transport and
other infrastructures can be seen as system
challenges or environmental.

Duty toAccommodaté

Under theCode, education providers have a legal duty to accommodate the needs of students with disabilities who
are adversely affected by a requirement, rule or standaccommodation is necessary to address barriers in
education that wouldbtherwise prevent students with disabilities from having equal opportunities, access and
benefits.

Education environments should be designed inclusively and must be adapted to accommodate the needs of a
student with a disability in a way that promotesegtration and full participation.

Accommodati on do e shonafdda crmaedeermilco weerqiung e‘ment s, ” whi ch
onemustmeet to be eligible for admission, pass a class or course, graduate from a pregcam,

6 Ontario Human Rights Conigsion
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Appropriate Accommodation
The duty to accommodate requires that the most appropriate accommodation be determined and provided, unless

this causes undue hardshiphis will also beonsideredor your placementThe most appropriate accommodation is
one tha most:

T respects the student
T responds to the student
1 best promotes inclusion and full participation.

s dignity
s individuali zed needs

Whyto Disclose?
* They need to know medical information in case something happens to me;
* | want them to know;
* | need a piee of software on my computer;
* | need wheelchair accessible rooms;
* | useAmericanSign Language and need an interpreter;
« | will be bringing a personal assistant;
* | need help getting around,;
* | need time off for medical appointments;

If there is no reasowrurrently for you to disclose, do consider reviewipgur decision at a later date. Reasons can
become apparent as you becorfaniliar with your environment, or if your environment or disability changes.

What to Disclose?

Depending on your answer to why to disclose, this will determine the videaware that in asking for something,
you will need to give some explanation/ background. You are not required to give personal diagnosis of your
situation. If you request a reasahle accommodation you do need to explain why you are requesting one. If/when
you are disclosing your aim should be to gielevant, useful information specific to th@acement setting gu are

in. Themore specific and straightforward you are, the eagiés for everyone.

When to Disclose

Depending on the why thebdsttimb iaypu sioaldidistidséidweverwvhem o disclose
is up D you, you can disclose at any time.

If you have dyslexia, you may need a reading pen to assist you with completing patient c

Who do you disclose to?

I't may be your AES Counsellor if you have requested
disclose to your Faculty Supervisor. It is important to grant your Faculty Ssgrgpermission to discuss your
request with the PlacemerRreceptor in order to have appropriate measures taken at your placement site.

Useful tips on disclosure

* You have a choice on what you say and a choice as to whether yanyghing, just think abotthe
consequences;

13| Page



»  When/ wheretvhat/ if you disclose is your choice;

» Try to give useful, relevant information; the person you are telling mayeet to know your full medical
history, for example.

e I'f you don’t know what 'ts smomkt twmoédaulingtdhaved ealnld s o
conversation about it.

e Be specific. Every person i s didfiffefreernetn;t leyv.e rlyf pye
people make presumptions based on whiaty know and may geeraliz;

e If you’'re not sure what vy oAES@ougdelioor yoefaculty Sepervispdar d e r
other people who might know what will hejpu;

» Prepare and practice. Think about what you want to say, and talk it threitbhother people espeally if
it s f or amarenen ditewdnerd youkaee considering future employment

e Be aware of your strengths anduchfkrthdrl s, you’'ve go

e Take each situation individually;

e Ask for advi ce, retstmemayna supyor some magt it dll helps; e

» Be aware that therarelots of supports, assistive technologies, hardwate, out there that may make your
life easier. These are changing all tmee.

Case StudiesListening to our Students

Casestudy 1:Amature student with dglexia was working in@linic as part of their placement. They were trying
to use online documentation with a tablet (approx. 11 inch screen). This proved to be extremely difficult for

them as they could not see enoughthe information and would spend well over an hour trying to document for one

client.

Accommodation:A desk is now in one of the cubickesd a full desk top computer anile appropriate software was
installedto assist them to document.

Case study 2A student who slf disclosed their hearing disability which required hearing agtsident refused to
wear them for various reasons including one related to their religious

beliefs. The faculty encouraged the student to disclose the headisgbility

to their placement ite early on as this had an impact on their academics

throughout the program to date regarding communication (receptive and

expressive communication). c ‘ ﬂ

They chose not to disclose this and the placement was compromised in ter ' 7
w

of commurication with staff and clients (home based support prografere 1

were many times that the student did not understand directions but felt they
needed to pretend to, which caused various difficulti@e student was
terminated from the placement site @unselling services had been involved

as well and was very helpful in working with the student around strategies ana
understanding the communication issues.

Accommodation:The student then returned the following year to complete their placement and was myen to
discussing their needs and accommodations with the new placement site along with feeltgral conversations
occurred regarding scope and standards of practice of the profession, as well as strategies that might beGwedpful.
of those stategies was to use the hearing aids which they agreed would go into the learning conhlraict.
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placement site was very understanding and was able to work with the student to foster communication and
accommodate in various way$lore faculty supervisionrad check in’s were put into
was given.The staff that was mentoring the student was also very supportive and ensured that the communication
was effective for all.The student successfully completadieir placement at the endbf that term.

Case study 3Student had been experiencing anxiety and depression throughout their time in the progmam.
semester 2 they began an education plan and accommodations were put into [paceg placement the
student had significant difficulty attending placement dogheir mental health difficulties and this of course
impacted the relationship with the placement site, as well as their other academic colrseg.needed to meet
more with counselling services and needed some extensions on the placement as walisasassignmentsOnce

the student disclosed the difficulties with the placement site supervisor, they were also willing to work with them
and find creative ways for them to be involved and complete the placement.

Accommodation:One of those strategiesas coming in later in the morning to the school based placement and
spreading out the hours more (Mornings were very difficult for them because of the mental health difficulties).
was able to work at that time with the schedule for the oth&asses Theywere also away frontheir family during

this time and from their support network so it was important for them to go home on weekends and over reading
week so we ensured that their workload was managealle extendedtheir placement in length andhey

finished successfully.

Counselling services and the coordinator worked very hard with the student to be creative about ways the learning
could be accommodated but remain strong in terms of meeting the outcorResthe other course work we were
ableto offer alternative ways to complete group work assignments (joining by phone, using google docs, etc.) when
they were unable to be in clas§hey had some good supports in the program so that was helpful for them as

well. They were able to meet the dening outcomes and successfully complete their course wohey moved back
home for their fourth semester block placement where they were very successful in compldtieq program.
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Course Listing

School of Health & Wellness

* Biotechnology Advanced

« Community Pharmacy Assistant
* Esthetician

* Fitness & Health Promotion
 Health Information Management
* Massage Therapy

» Occupational Therapist Assistant and Physiotherapist Assistant
» Paramedic

* Personal Support Worker

e Pharmacy Technician

* Practical Nursing

*Recreation & Leisure Services

* Therapeutic Recreation
 Trent/Fleming BScNursing

School of Justice & Community Development

* Child & Youth Care

» Community & Justice Services

* Community Integration through Gaperative Education (CICE)
» Customs Border Services

* Developmental Services Worker

+ Early Childhood Education

* Emergency Management & Business Continuity

* Educational Support

*Law Clerk

* Mental Health & Addiction Worker (formerly Drug & Alcohol Counsellor)
* Paralegal

* Police Foundations

* PreService Firefighter

* Protection, Security & Investigation

* Social Service Worker
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School of Business

» Accounting

*Business

* Business Administration

* Business AdministrationAcccounting

* Business AdministrationrHuman Resources Management
* Business Administrationinternational Business
* Business AdministrationMarketing

* Chef Training

» Cook Apprentice

* Culinary Management

* Hospitality

* International Business Management

* Global Business Management

» Office Administration Executive

* Office Administration General

* Project Management

» Sporting Goods Management

* Tourism- Global Travel

School of Trades & Technology

 Carpentry and Renovation Technician

» Computer Engineering Technician / Technology
» Computer Security & Investigations

* Construction Engineering Technician

« Construction & Maintenance Electrician

* Electrial Engineering Technician

*Heating, Refrigeration & Air Conditioning

* Instrumentation & Control Engineering Technician
* Mechanical Techniques / Plumbing

* Trade Fundamentals

* Welding Techniques/ Fabrication Technician

* Wireless Information Networking
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School of Environmental & Natural Resource Sciences

» Advanced Water System Operations

* Aquaculture

* Arboriculture

 Earth Resources Technician

* Environmental Technician

*Fish & Wildlife Technician

* Forestry Technician

» Health, Safety and Environmental Compliance
* Heavy Equipment Techniques

* Electrical Power Generation Technician
* Resources Drilling Technician

* Sustainable Agriculture

* Urban Forestry Technician
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Activity Descriptions

V - Vision

Cc Colour Discrimination

H ¢ Hearing

B ¢ Body Position

L¢ Limb Ceordination

S¢ Strength

The use of sight in the
work performed. The
levels are organized in
terms of the visual field
involved in the
performance of the
work.

Theuse of colour
discrimination to identify,
distinguish and match
colours and different
shades of the same
colours.

The use of hearing in
the work performed.
The levels are
organized in terms of
the type of auditory
discrimination
involved in the

Primary type of
posture or body
movement involved
in performing the
work. These postures
or body movements
range from simple to

The use of limbs in
performing work.

The use of strength
in the handling of
loads such as
pulling, pushing,
lifting and/or
moving objects
during the work

performane of the complex and from performed.
work. sedentary to mobile.
1. Close visual acuity | 0. Not relevant 1.Limited 1.Sitting 0.Not relevant 1.Limited

Some or all work
activities are performed
close to the worker. The
scope of the visual field
is confined and requires
close attention tadetail.

Colour discrimination is
not relevant in the

performance of the work.

Hearing is limited to
short and/or
infrequent verbal
interactions in order
to perform the work.

Work activities
primarily involve
sitting. Standing
and/or walking (2)
may occur but is
incidental to the work
being performed.

Work activities do not involve

co-ordination of limbs.

Work activities
involve handling
loads up to 5 kg.

2. Near Vision

Work activities are
performed near the
worker. The scope of the
visual field is broader
than in Close visual
acuity (1).

1. Relevant
Colour discrimination is
relevant in the

performance of the work.

2.Verbal interaction
Work activities
involve
communication with
colleaguesclients
and/or the public on
a regular basis.

2.Standing, and/ or
walking

Work activities
primarily involve
standing or walking.

1.Upper limb ceordination

Work activities involve co
ordination of upper limbs.

2.Light

Work activities
involve handling
loads of 5 kg but
less than 10 kg.

3. Near and far vision
Some work activities
involve the monitoring
of processes, objects or
situations in the work
environment that are far

from the worker. Other

3. Othersound
discrimination

Work activities
involve the
identification,
assessment and/or
production of sound.

3. Sitting, standing,
walking

This level involves
work activities in
combinations and
varying degreesf

Sitting (1) and

2. Multiple limb co
ordination

Work activities are carried ou

by coordinating the

movements of upper limb(s)
simultaneously with lower

limb(s).

3.Medium

Work activities
involve handling
loads between 10
kg and 20 kg.
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work activities involve
Near vision (2).

Verbal interaction (2)
is included in this
level.

Standing and/or
walking (2).

4. Total visual field
Work activities involve
the entire field of vision
—Near and far vision (3)
—as well as depth
perception and
peripheral vision.

4. Other body
position

Work activities
involve body postureg
other than, or in
addition to, Sitting (1)
and Standing and/or
walking (2) such as
bending, stooping,
kneeling and
crouching.

4. Heavy

Work activities
involve handling
loads more than 20

kg.
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Activity Descriptions

Vision Colour Hearing BodyPosition Limb Ceordination | Strength
Discrimination

School of Health & Wellness

Biotechnology Advanced | 2. Near Vision 1. Relevant 1.Limited 3.Sitting, standing, | 1.Upper limb ce 2.Light
walking ordination

Esthetician 2. Near Vision 0. Not relevant | 2.Verbal interaction | 4. Other body 1.Upper limb ce 1.Limited
position ordination

Fitness & Health 3. Near and far 0. Not relevant | 2.Verbal interaction | 4. Other body 2. Multiple limb ce | 1.Limited

Promotion vision position ordination

Health Information

Management

Massage Therapy 2. Near Vision 0. Not relevant | 2.Verbal interaction | 4. Other body 1.Upper limb ce 2.Light
position ordination

Occupational Therapist 2. Near Vision 0. Not relevant | 2.Verbal interaction | 4. Other body 2. Multiple limb ce | 3.Medium

Assistant and position ordination

Physiotherapist Assistant

Paramedic 4. Total visual field | 1. Relevant 3. Other sound 4. Other body 2. Multiple limb ce | 4. Heavy

discrimination position ordination

Personal Support Worker | 2. NearVision 0. Not relevant | 2.Verbal interaction | 4. Other body 1.Upper limb ce 3.Medium
position ordination

Pharmacy Technician 2. Near Vision 0. Not relevant | 1.Limited 3.Sitting, standing, | 1.Upper limb ce 2.Light
walking ordination

PracticaNursing 2. Near Vision 1. Relevant 3. Other sound 4. Other body 1.Upper limb ce 3.Medium

discrimination position ordination

Recreation & Leisure 3. Near and far 0. Not relevant | 2.Verbal interaction | 3.Sitting, standing, | 1.Upper limb ce 1.Limited

Services vision walking ordination

Therapeutic Recreation | 2. Near Vision 0. Not relevant | 2.Verbal interaction | 4. Other body 1.Upper limb ce 2.Light
position ordination

Trent/Fleming 2. Near Vision 0. Not relevant | 2.Verbalinteraction 1.Sitting 1.Upper limb ce 1.Limited

BScNNursing ordination
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Physical Activity Descriptions

Vision Colour Hearing Body Position Limb Ce Strength
Discrimination ordination
School of Trades & Technology
Carpentry 3. Near & Far vision | 0. Not Relevant | 1. Limited 4. Other body 1. Upper limb ce | 3. Medium
position ordination
Electrician 3. Near & Far vision | 1. Relevant 2. Verbal interaction | 3. Sitting, 0. Not Relevant | 1. Limited
Standing,
walking
Computer Engineering 2. Near vision 1. Relevant 2. Verbal interaction | 1. Sitting 1. Upper limb ce | 1. Limited
Technician ordination
Construction Engineering 2. Near vision 0. Not Relevant | 2. Verbal interaction | 3. Sitting, 1. Upper limb ce | 1. Limited
Technician Standing, ordination
walking
Computer Security & 2. Near vision 0. Not Relevant | 2. Verbal interaction | 1. Sitting 1. Upper limb ce | 1. Limited
Investigations ordination
Electrical Engineering 2. Near vision 1. Relevant 2. Verbal interaction | 3. Sitting, 1. Upper limkco- | 1. Limited
Technician Standing, ordination
walking
Heating, Refrigeration & Air | 3. Near & Far vision | 0. Not Relevant | 2. Verbal interaction | 3. Sitting, 0. Not Relevant | 1. Limited
Conditioning Standing,
walking
Mechanical Techniques 2. Near vision 0. Not Relevant | 1.Limited 4. Other body 1. Upper limb ce | 4. Strength
Plumbing position ordination
Welding & Fabricating 1. Close visual acuity | 0. Not Relevant | 1. Limited 4. Other body 1. Upper limb ce | 3. Medium
Technician position ordination
Wireless Information 2. Nearvision 1. Relevant 1. Limited 3. Sitting, 1. Upper limb ce | 3. Medium
Networking Standing, ordination
walking
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Physical Activity Descriptions

Vision Colour Hearing Body Position Limb Ce Strength
Discrimination ordination
School of Business
Accounting 2. Near vision 0. Not 1. Limited 1. Sitting 0. Not Relevant 1. Limited
Relevant
Business Administration 3. Near & Far vision| 0. Not 2. Verbal interaction 1. Sitting 0. Not Relevant 1. Limited
Relevant
Chef Training 2. Near vision 1. Relevant 2. Verbalnteraction | 3. Sitting, Standing,| 1. Upper limb ce | 2. Light
walking ordination
Cook Apprentice 2. Near vision 1. Relevant 2. Verbal interaction 3. Sitting, Standing,| 1. Upper limb ce | 2. Light
walking ordination
Culinary Management 2. Near vision 0. Not 1. Limited 1. Sitting 0. Not Relevant 1. Limited
Relevant
Hospitality 2. Near vision 1. Relevant 2. Verbal interaction 3. Sitting, Standing,| 1. Upper limb ce | 1. Limited
walking ordination
Office Administration 2. Near vision 0. Not 1. Limited 1. Sitting 0. Not Relevant 1. Limited
Relevant
Project Management 2. Near vision 0. Not 1. Limited 1. Sitting 0. Not Relevant 1. Limited
Relevant
Sporting Goods Management 2. Near vision 0. Not 1. Limited 1. Sitting 0. Not Relevant 1. Limited
Relevant
Tourism 2. Near vision 0. Not 2. Verbal interaction 3. Sitting, Standing,| 0. Not Relevant 1. Limited
Relevant walking
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Physical Activity Descriptions

Vision Colour Hearing Body Position Limb Ce Strength
Discrimination ordination
School of Justice & Communievelopment
Child & Youth Care 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Community & Justice Services
Customs Border Services . Near Vision 0. Not relevant | 2.Verbal interaction 3.Sitting, standing, | 1.Upper limb 1.Limited
walking co-ordination
Developmental Services Worker . Near Vision 0. Not relevant | 2.Verbal interaction 3.Sitting, standing, | 1.Upper limb 2.Light
walking co-ordination
Mental Health & Addiction Worker| 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Early Childhood Education . Total visual field| 1. Relevant 2.Verbal interaction | 4. Other body 2. Multiple limb | 3.Medium
position co-ordination
Emergencyanagement
Educational Support . Near Vision 0. Not relevant | 2.Verbal interaction | 3.Sitting, standing, | 0.Not relevant | 1.Limited
walking
Law Clerk . Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 1.Upper limb 1.Limited
co-ordination
Paralegal . Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 1.Upper limb 1.Limited
co-ordination
Police Foundations . Total visual field| 1. Relevant 2.Verbal interaction 3.Sitting, standing, | 2. Multiple limb | 4. Heavy
walking co-ordination
PreService Firefighter . Total visual field| 0. Not relevant | 2.Verbal interaction 4. Other body 2. Multiple limb | 4. Heavy
position co-ordination
Protection Security & Investigatior 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Social Service Worker . Near Vision 0. Not relevant | 2.Verbal interaction 3.Sitting, standing, | 0.Not relevant | 1.Limited

walking
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Physical Activity Descriptions

Vision Colour Hearing Body Position Limb Ce Strength
Discrimination ordination
School ofEnvironmental & Natural Resource Sciences
Advanced Water System 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Operations
Aquaculture 2. Near Vision 1. Relevant 1. Limited 3.Sitting, standing, | 1.Upper limb 2. Light
walking co-ordination
Arboriculture 3. Near& Far 1. Relevant 1. Limited 4. Other body 2. Multiple limb | 3. Medium
Vision positions co-ordination
Earth Resources Technician 2. Near Vision 1. Relevant 1. Limited 3.Sitting, standing, | 1.Upper limb 2. Light
walking co-ordination
Environmental Technician 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Fish & Wildlife Technician 2. Near Vision 1. Relevant 1. Limited 3.Sitting, standing, | 1.Upper limb 2. Light
walking co-ordination
Forestry Technician 3. Near& Far 1. Relevant 1. Limited 4. Other body 2. Multiple limb | 3. Medium
Vision positions co-ordination
Health, Safety & Environmental | 2. Near Vision 0. Not relevant | 2.Verbal interaction 3.Sitting, standing, | 0.Not relevant | 1.Limited
Compliance walking
Heavy Equipment Techniques 2. Near Vision 0. Not relevant | 2.Verbalinteraction 1.Sitting 1.Upper limb 1.Limited
co-ordination
Electrical Power Generation 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 1.Upper limb 1.Limited
Technician co-ordination
Resources Drilling Technician 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
Sustainable Agriculture 2. Near Vision 1. Relevant 1. Limited 3.Sitting, standing, | 1.Upper limb 2. Light
walking co-ordination
Urban Forestry Technician 2. Near Vision 0. Not relevant | 2.Verbal interaction 1.Sitting 0.Not relevant | 1.Limited
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(I)NTAC-US Useful Tips:

Advantages of Disclosing

X

Sutherland Campus

599 Brealey Drive
Peterborough, ON, K9J 7B1
(705) 7495530

You are entitled to keep your personal details
private. However, you should consider carefully
what the consequences are to not disclosing.
Particularly, if you require supports on a work
placement where the safety of youlient may be a
concern.

The first consequence of not disclosing is that yo
may not receive any reasonable accommodation
in the timeframe of your placement period.

Also, by not disclosing, you have added pressure
competing with other students. This cae both
stressful and exhausting and could result in failin
exams or placements.

Basic Rules to Safe Disclosure

Script and rehearse the disclosure.

Avoid medical terms and do not give a medical
history.

Keep it brieF—remember the placement
supervisors only interested in whether or not you
can do the job.

Keep it jobrelated.

Point out abilities developed from living with a
di sability. For exampl
has enabled me to develop skills in advanced
planning and organizai on . ”

Underdand the job description and be prepared
with solutions to duties that may require
accommodations. For example, students with a
learning disability who need to complete written
work, may rejuest additional time or access to a
computer, in order to get tavork completed by set
deadlines.

A MERE IS NO GREATEFABILITY IN
SOCIETY THAN THEBNATYTO SEE A
PERSON AS MORE

~FOBERM™. HENSEL

A
PAN
O

Fleming College




Section 2:
Faculty Section

How do | create an inclusive
placement process?

Fleming College

LEARN 1 BELONG 1 BECOME




FACULT®=CTION

1. Finding placements and preparation

To be successful, work placements should meet the individual needs of students, the course requirements and mak
full use of the opportunities afforded by the placemesities. To ensure that all thedactors are working in harmony

for individual students with disabilities, faculty may need to work closely with students, placement praviders
Accessible Education Servic€dten, extra time spent during the preparation period may be all that igired to
ensurethatast udent ' s work placement fully achieves its ai

2. Il dentifying students pl acement requir
Facultyshould discuss with each student his or her particular placement requirements. It may be relevant to cover
the following issues:

the requirements of the course and learning outcomes sought

the student’s skills and capabilities

t he st udent-=-tm kindofevbriethesstnderd is interested in

the location of the placement and any travel problems that may be presented

thestue nt ' s e xqs@mne stadents onayhave unrealistic expectations or expectations may be too

low

1 work demands and pressuresvork placements can be daunting or extremely stressful for students with
little or no prior work experience or for those whovelow confidence

9 any adjustments the student may need while on the placement

any health and safety considerations

1 any concerns minority ethnic students may have in relation to ragatichination in the work place

= =4 =4 4 =

=

3. Finding an appropriate placement

Work placements may tiee longer to set up fostudentswith disabilitiesand thematching process may be more
complex. The process and responsibiliti'the finding of work placements variey programandmay take place in
different semesters of the program

Faculty supervisorshould consider the widest pool of potentjaloviders and should be wary of making assumptions
and stereotypingvhen arranging work placements for studemtih disabilities All too often,studentswith
disabilitieshave unequal acas toprivate placementproviders and are disproportionately found placements with
public sectoremployers or disability orgaraions.

Where students are themselves responsible for aspects oatrengements, it is helpful to make information on
placementopportunities available at an early stage so that students can makedheice of placement and begin
preparations. Students may also neextra support in approaching employers, making appropragplications,
disclosure of a disability, inteiew coaching and beirgncouraged to raise concermsth respectto any type of
discrimination.

Employers are not under any obligatito take students and faculty supervisanay need to play a more active role
in securing appropriatplacements fostudentswith disabilities In many cases it will be appropriate for tfeculty
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supervi®r to visitthe placement to check accessibility and consider any appropa@jiestments for individual
students. Any health or disabilityasedlimitations should alsbe considered.

4. Guidance and information

Appropriate guidance and information may be crucial in helping students prepare for a work placement. This should

be in appropriate formats and might cover:
1 appropriateassignmento the placement environment

work expectations and any learning plans

faculty supervisor will remain available to the student during the placement

names and contact details for the faculty supervisor or program coordinator

a named contact to receive the student on the placeméedlly,the student should have met their

placement contact before starting)

9 details on who to contact with any problems, including at least one person at the placement and one person
at the college

1 health and safety issues on work placement

1
T
T
1

The chart biow is a sample of coordinating placement matching.

Meet with student to discuss placement
requirements, implications of disability anc
specific support needs

Consider disclosure

\ 4

v issues
Placement found by faculty or student usin
approved or kw placement sites <
4 »| Placement approval
Visitplacement site with student or prepare for new placement
student for meeting with placement > site
preceptor
A\ 4
Make reasonable adjustments »  Student support,
l meeting with AES

Work placement induction by college
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5. Purpose ofncludingPlacementriteria in theAccommodation letter
Purposeofthed ncl udi ng Pl acement speci fAccommmadaiiontOAs: st udent’
1 To provide the student with a communication document that barskared with the college and placement
supervisor at the beginning of the placement experience
1 To provide a structured, strengthsased approach to gaining accommodations in placement
9 To foster a collaborative approach between academic program areas and Accessible Education Services, sc
that together they can provide support to the student and address placement needs.

When the Program Coordinator or Faculty Supervisor and the Actiég&iounsellor, with input from the student,

have determined the appropriate accommodatidios their placementthe existingConfidential Studenitetter of
Accommalation will be updated to include the Placement requiremefise Acessibility Counsellapdates the

form and gives it to the student for them to share with the Preceptor and Faculty Supervisor. Use of the Confidential
LetterofAccommodati on is ultimately the student’ s Iidleeci si
studenthas signed a release of information form, the Accessibility Counsellor will directly email the LOA to the
Faculty member along with the release form to share with the Placement Supervisor.

If a student decides not to share the letter, the AccessibilityrnSellor will counsel the student on the potential
ramifications of nordisclosure of supportive accommodations and the possible outcomes of problematic
performance in placement.

6. PlacementAdjustment Considerations
The Faculty Supervisor Program Coordator should meet with students at an early stage to discuss their support
needs and what, if any, adjustments may need to be made. In many cases students may have a good idea of the
types of support they need. Other students may not be aware of what eugiyp or support is availablinat might
be useful in the unfamiliar work environment. Aspects which it might be relevant to cover in a discussion include:
9 Ensuring students are appropriately prepared for placemenitssome casestudentswith disabilities may
need more preparation thanther students
1 Ensuring access to work placements, includiegng mindful of the studentsansportation arrangements
Special transit accommodations established by the student may be in place. Booking times may Iplay a ro
the hours worked while on placement.
1 Ensuring access to any equipment that the student may need tmuadbe work placement
1 Ensuring access to audio material and meetings for students seittsory impairments, including the use of
interpreters, rado aids orsubtitled videos
1 Ensuring access to visual material and documents for studentswgtial impairments or dyslexia, including
providing printed materialén accessible fornta or providing materiahi audia
9 Ensuring access to compl@structions for students with learningjfficulties
1 Ensuring placements are appropriate for students with mental heptttblems or who experience fatigue
etc. In some casea balancanay need to be struck between allowing students access tavilestrange of
placement opportunity and consideration of tidemands involved
1 Qarifying arrangements for support workers who may accompauagents, eg. sign language interpreters,
personal assistantgtc.
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1 Ensuring ongoing support for those students whoymeeed itthrough visits or telephone calls, particularly at
the start of theplacement.

7. Monitoring and Review

1 Placement staff need to monitor placements to ensure they are working well for disabled students. In
particular staff need to monitor the adjustents made for students to ensure they are responsive to their
current needs.

1 Any complaints of harassment and/or discrimination on a waskacement should be investigated promptly
and brought to the attentionof the placement provider. The aim shoutdways be to resolveomplaints
speedily and minimie disruption to the placement. Theollegemay in some cases need to terminate the
placement if theprovider fails to ensure that the student will not face further harassmeant
discrimination. In such cses alternative arrangements need to be putplace to allow the student to gain
appropriate work experiencelsewhere.

1 Atthe end of a placementvhen the final evaluation is completestudents should be given the opportunity
to review their progressio in terms of learning and any other persodalelopment. Considering their
experience from the point of view of tHemployability skills' they have developed will support students in
makingcareer choices and applying for jobs.

9 Itis possiblghat students returning from placement, no matter hopositive the experience, can find that
they lack motivation on their returto study. Some students may need particular support in making the
transition back to academic work.

8. Evaluation and development of ngmacementopportunities for disabled students

9 Existing placements need to be evaluated to ensure that theyp@areiding appropriate standards and
learningopportunities tostudentswith disabilities Such evaluation might be undertaken in a variety ofsyay
but might include collecting feedbaclkofin students, placement liaiss, preceptors andfaculty supervisar

1  Where appropriateFaculty Supervisors or Program Coordinagirsuld give feedback tplacement siteso
improve and develop theprovision forstudentswith disabilities Where experiences have been positive,
this may provideencouragemento placement siteso consider accepting other studentgth disabilitiesin
future. Where experiences have been negativaculty Supervisors &rogram Coordinatomeed to
determine what has gone wrong and, whearecessary, approach precep$oio see howassignment
practices might be changed.

1 Lessons learned from the evaluation of existing placements shouiedhbieato the strategic planning of
future work placements, and therocesses and procedures for setting up and approving placements.

T Sudent s’ achi evement s a n dstudehteantptacemdnt stiemuldebz ysedrini e n «
marketing andjuidance to provide encouragement tohetr employers consideringffering placements to
studentswith disabilities

9. Questions to consider when sending a student with a disability on placement:

1 Do students have the opportunity to choose their work placements where possible?
1 Have the students lathe opportunity to discuss their needs and preferences withgtagram coordinator
/ faculty supervisor in advance?
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Have students had the opportunity to discuss their concerns about disclosure of disability?
Are placements suited to individuals andttiey allow learning at a suitable pace for them?
Are placement providers aware of relevant student needs?

Have students had appropriate briefing and guidance in advance of placements?

Are students clear who they should contact if problems arise?

= =4 =4 =4 =4

10. Emergencyrocedures for Persons with a disability

Fleming College hasumique set of emergency procedures for persons with a disability. If you or a student requires
assistance to evacuate you are instructed to go to a refuge area and push the yellow button. This will activate a sigr
at the main fire panel to alert the fire depganent that someone needs assistance and where they are located. When

a studentgoesout on placement it is importarthattheyb e come f ami | i ar with the pl a
proceduresThe faculty supervisor should recommend that the student heanaersation withtheir placement

supervisor and ask for a copy of their emergency procedures. Each organization has their own unique set of
procedures so ithe studenthas more than one placemerthey shouldnot take it for granted that they will all be ¢h

same.

11. Understanding Disabilitiés

Social model vs. Medical Model of Disability

Thesocial model of disabilitysays thatisability is caugsd by the way society is orgaat, rather than by a person's
impairment or difference. It looks at ways of removirayriers that restrict life choices falisabledpeople.When

barriers are removed, disabled people can be independent and equal in society, with choice and control over their
own lives Disabled people developed the social model of disability becauseatitional medical model did not
explain their personal experience of disability or help to develop more inclusive ways of living.

Themedical model of disabilitysays people are disabled by their impairments or differendesler the medical

model |, these i mpairments or differences should be
the impairment or difference does not cause pain or illness.
The medical mo de | |l ooks at wwhatthe pesson‘needsoltrcrgdteslaw t h t he

expectations and leads to people losing independence, choice and control in their own lives.

Interacting with Persons with Visual Disabilities
There are many simple things you can do to ensure effective and piigdunteractions with individuals with
disabilities. The following are some practical tips for interacting with persons with visual
disabilities.

What does it mean if someone has a visual disabffity Vi s u a | di sability” 1t es
with varyingdegrees of low vision. Some people can see the outlines of objects, while others ¢ \

the direction of light. Few people identify as being blind. Not everyone with a visual disabdgy

a service animal or a white cane; as a resuthay not be immeditely apparent that a person has a visual disability.

Suggestions for interacting with persons with visual disabilities

“www.accessiblecampus.ca
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Identify yourself by name when you approach the person and speak directly to them.
Speak normally and clearly.

Do not assume that the pson cannot see you.

Ask permission before touching the person, unless it is an emergency.

Offer your arm to guide the person, then walk at a normal pace.

=A =4 =4 -4 4 -4

Be precise and clear when giving directions or verbal information. For example, if you are goidéeane

with a visual disability and you are approaching a door or an obstacle, say so.

1 Service animals may accompany people who have visual disabilities. Service animals are working and shoul
not be distracted.
Identify landmarks or other details to oriethe person to the environment.
If you are leaving a room or the presence of someone with a visual disability, be sure to let the person know
that you are leaving and whether or not you will be returning.

T I'f you are not sure”what to do, ask, “Can | hel p

Appropriate Accommodation

1 Assistive Technology is any tool or device that allows for an alternative way to achieve the same results, suc
as:

a laptop or voice recorder

smart phone

visual aids like glasses, magnifying glass

reading pens

O O O O

Interacting withPersons who are Deaf, Deafened or Hard of Hearing
There are many simple things you can do to ensure effective and productive interactions wit
individuals with disabilities. The following are some practical tips for interacting with persons
who are deafdeafened or hard of hearing.

Do all people with hearing loss communicate in the same way?

People who have hearing loss may be deaf, deafened or hard of hearing. The Canadian Hearing Society has used t
following definitions:

Deaf( up p er c as emthlabréfers ta nembaers of a soelimguistic and cultural group whose first language is
sign language. In Canada, there are two main sign languages: American Sign Language (ASL) and Langue des sig
guébécoise (LSQ).

Deafened late-deafened andoraldda (| ower case “d”) are terms that ref
some point in their lives, use spoken language, and rely on visual forms of communication, such as speech reading,
text and occasionally sign language.
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Hard of hearings aterm that refers to individuals who have a hearing loss ranging from mild to severe and who use

their voice and residual hearirgand occasionally sign languagér communication.

Some individuals with hearing loss may use assistive technology to cdoateisuch as hearing aids or cochlear
implants, while others may use interpretive services or read lips

Suggestions for interacting with persons who are Deaf, deafened or hard of hearing

{1 Patience, respect and a willingness to find a way to communa@&egour best tools.

f Attract the person’s attention before speaking.

shoulder or by discreetly waving your hand.

Look at and speak directly to the person, not his or her interpreter.
Speak as you woultbrmally.

Make sure you are in a wdit area where the person can see your face.
When speaking to a person who is Deaf or hard of hearing, do not put your hands in front of your face.
Be clear and precise when gividigections andepeat or rephrase iflecessary.
Make sure you have been understood.

=A =4 =4 =4 4 -4 -4

Be patient. | f the person’s first | anguage is
guébécoise), communication may take longer or be approached slightly differently than you aneaimigci
Remember, the person is communicating in a second or third language.

1 Try to hold your conversation in a quiet area, because background noise may be distracting for persons who

are hard of hearing.

¢ I'f you are not sure what to do, ask, “Can | hel

Appropriate Accommodation

9 Specialized auditory aids such as stethoscopes udeehilth professions
1 Hearing aids

Interacting with Persons who are Delind

There are many simple things you can do to ensure effective and productive interactions with
individuals with disabilities. The following are some practical tips for interacting with persons v
deafblindness.

What does it mean if someone has dehfindness?

A person with deablindness has a greater or lesser extent of hearing and visionTlbgsresults
in difficulties accessing information. People with dblidness may be accompanied by an
intervener, a professional who is trained in tactile sign language. This sign language involves
touching the hands of the client in a tWweanded manubkalphabet, also known as finger spelling.

\
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Other persons with dedblindness may use American Sign Language (ASL) or Langue des signes québécoise (LSQ)
they may require small window interpreting (signing within a restricted range of vision). Some&perisb deaf

blindness have some sight or hearing, and others have neither. Persons withlideialess will probably let you

know how to communicate with them. If you are unsure, ask.

Suggestions for interacting with persons with debfindness

Patiencerespect and a willingness to find a way to communicate are your best tools.

Some people who aredeédfl i nd have some sight or hearing, whi
assumptions about what they can or cannot do.

When you approach a person widleatblindness, identify yourself.

Ask permission before touching the individual, unless it is an emergency.

Service animals may accompany persons with-téafiness. Service animals are working and should not be
distracted.

Speak directly to the personpt to the intervener.

I f you are not sure what to do, ask, “Can | help

=

Appropriate Accommodation
1 If possible, send your teaching material to the student electronically, or transfer it onto a USB flash drive for

the student.

Provide your contact infornteon by email and orally.

Identify notetakers.

Allow students to audigecord lectures.

Allow for preferential seating, either to facilitate better listening or to allow for proximity to an electrical

outlet.

1 Arrange to meet with the student to discugsegific learning needs, strategies for success, alternatives to
course assignments, and methods of evaluation when the student provides her or her letter of
accommodation.

=A =4 =4 =4

Interacting with Persons with Physical Disabilities >

There are many simple things yoan do to ensure effective and productive interactions with
individuals with disabilities. The following are some practical tips for interacting with persons
with physical disabilities.

&

What does it mean if someone has a physical disability?

There are may types of physical disabilities, including mobit#jated disabilities, health and medical disabilities,
and disabilities that result from brain injuries. Sometimes physical disabilities are obvious; however, it is not always
possible to identify somete with a physical disability or a medical or heaktated disability.
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Some physical disabilities require the use of an assistive device (for example, a wheelchair or walker). However, thc
with arthritis or multiple sclerosis, for instance, may notwhany visible signs of disability. Physical disabilities may
affect someone’s ability to stand, walk, sit or mov
and then go through periods of remission. Some persons with physicalldisalmay be accompanied by a personal
support person.

Suggestions for interacting with persons with physical disabilities:

1 Remove obstacles and arrange furniture to ensure clear passage to where you will sit and conduct any
meeting.
Consideramssi stive device as an extension of the per
Remember that most power wheelchairs are controlled by a Haeld device and should be left for the
individual to control.

T If a conversation is expected to last longer than a few momentgesst an area nearby that is comfortable
for all parties to be seated.
Speak directly to the person, not to an accompanying support person.

=

I f you are not sure what to do, ask, “Can | help

Appropriate Accommodation

A step stool to reach top shelves

Acces to an elevator

Automatic door operators at main entrances to the building
Easy access to accessible washrooms

= =4 =4 =

Interacting with Persons with Learning Disabilities

There are many simple things you can do to ensure effective and productive interaction: '
with individuals with disabilities. The following are some practical tips for interacting witr
persons with learning disabilities.

What does it mean if someone has a learning disability?
The Learning Disabilities Association of Canada defines learningitiésahd follows:

G SI NY Ay 3 referkozalndmbdr éf didoiSiers which may affect the acquisition, organization, retention,
understanding, or use of verbal or nonverbal information. These disorders affect learning in individuals who
otherwise demongate at least average abilities essential for thinking and/or reasoning. As such, learning disabilities
are distinct from global intellectual deficiency.”

The term learning disability covers a range of disabilities and can vary significantly in natimesanelity.

You probably won’'t know that someone has a |l earning
person is experiencing difficulty with communication (for example, receiving, expressing or processing information).
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Suggestions fointeracting with persons with learning disabilities

Patience, respect and a willingness to find a way to communicate are your best tools.

Speak normally, clearly and directly to the person in front of you.

Some people with learning disabilities may takkttle longer to understand what you are saying and to
respond, so exercise patience.

Listen carefully and work with the person to provide information in a way that will best suit their needs.

=

I f you are not sure what to do, ask, “Can | hel p

Appropriate Accommodation

Assist in identifying potential tutors and/or notakers.
Allow students to audiwecord lectures.
Allow for extensions on assignments and essays.

Allow for preferential seating, either to facilitate better listening or to allmwproximity to an electrical
outlet.

= =4 =4 =4

Interacting with Persons with Mental lliness

There are many simple things you can do to ensure effective and productive interactions with
individuals with disabilities. The following are some practical tipgteracting with persons with
mental illness.

What does it mean if someone has a mental illness?

One in five Canadians, or 20% of the populatéperiences a mental illness in his or her lifetinmerecent years,
through university counselling centres and health services, universities have identified an increase in the number an
complexity of mental illnesses present campus.

Mental iliness is often not obvious to others; typically you do not know if someone has a mental iliness unless the
individual chooses to disclose this information to you. Individuals with mental illness may find it difficult to disclose
their disability to those in the academic environment. Some of the reasons for their reluctance include a fear of beinc
stereotyped, the stigma of being treated differently, and the misperception of not being competent. Because of the
episodic nature of mental iless, people with mental illness may go through periods of acute illness as well as
periods of stability and success.

I f you are aware of a person’s mental illness, it s
someone is experieneg difficulty in controlling his/her symptoms or behaviour, or is in a crisis, you may need to

help out. In these situations, it is best to stay calm and professional and let the person tell you how you can be most
helpful.

The following instructional sttagies will help create an environment that is inclusive to people who live with mental
illness.
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Suggestions for interacting with persons with mental health disabilities

1 Treat a person with a mental health disability with the same respect and considethtibpou would show
anyone else.
Be confident and reassuring. Listen carefully and work with the person to meet his or her needs.
If someone appears to be in a crisis, ask him or her to tell you how you can be most htdpfaler, in an
acute or crisissituation, seek emergency help immediately.

71 Learn about the resources available on campus or in the community to assist persons with mental health
disabilities.

1 If you are unsure whether or not to intervene, seek appropriate supports on your campus.

Appropriate Accommaodation

1 Consider factors thtamay reduce stresso they can best manage their studies. Factors could be
0 making oral presentations in class
o0 having to write more than one test in the same week
1 Provide an organized, wellritten, andcomplete syllabus that includes required readings, assignments, due
dates, and defined expectations.
9 Outline acceptable classroom behaviour at the start of the semester for all students.
9 Provide the course outline, the list of reading requirements, copfes/erhead slides, and all other material
in an accessible, digital format to all students whenever possible.

Interacting with Persons with Speeé&telated Disabilities

There are many simple things you can do to ensure effective and productive integaatithnindividuals with
disabilities. The following are some practical tips for interacting with persons with spekxttd disabilities.

What does it mean if someone has a speechlated disability?

Some people have difficulties with speech, such asifogrand reproducing vocal sounds, articulation challenges, or
an unusual fluency pattern. These difficulties could be due to cerebral palsy, hearing loss, or another condition that
makes it difficult to pronounce words. A speemwhated disability may caesslurring or stuttering that can prevent
individuals from expressing themselves clearly; it is not related to intellectual capacity. Some persons with speech
related disabilities may use communication boards or other assistive devices, or they may inpatiea by a
communication support person.

Suggestions for interacting with persons with speenélated disabilities

1 Patience, respect and a willingness to find a way to communicate are your best t
-

T I'f you haven’t wunder s tavepabkthegarsomimrepead r C & t hat vy

the information.

1 Whenever possible, ask questions that can be ans
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1 Avoid speaking excessively slowly or loudly; such adjustments are not necessary for most persons with
speechrelated disabilities.

1 Allow for silence to give the individual time to respond to a question. The person may simply need time
rather than further explanation of the question.

“

T Avoid making remarks such as sl ow down,” bda ake

interpreted as demeaning.

T Avoid finishing the person’s sentences oO0r guessi

selfconsciousness and sometimes make it worse. Wait for the person to finish before you respond.
1 Ifyouarenos ur e what to do, ask, “Can | hel p?”

Appropriate Accommaodation

9 Discuss alternatives for class participation, such as providing written questions or comments.

1 Arrange to meet with the student to discuss specific learning needs, strategies for sadtegastives to
course assignments, and methods of evaluation when the student provides his or her letter of
accommodation.

9 Discuss alternatives to oral presentations, such as presenting to a smaller audienceorr@me, using a
digitized voice, or conipting written work when appropriate.
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(I)NTAC-US Useful Tips:

Advantages of Disclosing
x You are entitled to keep your personal details

Sutherland Campus private. However, you should considearefully

what the consequences are to not disclosing.

599 Brealey Dnve Particularly, if you require supports on a work

placement where the safety of your client may b

Peterborough, ON, K9J 7B1

The first consequence of not disclosing is that y¢
(705) 7495530 may not receive any reasonable accommaodas

in the timeframe of your placement period.

Also, by not disclosing, you have added pressur

of competing with other students. This can be

both stressful and exhausting and could result i

failing exams or placements.

Basic Rules to Safe Disclosure
Scipt and rehearse the disclosure.
Avoid medical terms and do not give a medical
history.
Keep it brieF—remember the placement
supervisor is only interested in whether or not
you can do the job.
Keep it jobrelated.
Point out abilities developed from livgnwith a
di sability. For examp
has enabled me to develop skills in advanced
planning and organizai on . ”
Understand the job description and be prepared
with solutions to duties that may require
accommodations. For example, stude with a
learning disability who need to complete written
work, may rejuest additional time or access to a
computer, in order to get to work completed by
set deadlines.

A MERE IS NO GREATESRABILITY |
SOCIETY THAN THEBNATYTO SEE
PERSON AS MORE

~FOBERM™. HENSEL

A
PAN
O

Fleming College
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PLACEMENSTESECTION

1. Introduction

The prevalence of disabilities (whethebe physical, sensory, cognitive, or mental heatlated) among Canadians

is more common than one may realize. In fact, millions of Canadians have at least one disability. Understanding this
unique population and the challenges some may face in trerisgnal, employment, or economic situations have
important implications on all facets of society including informing government policy, employment and education
support services, and disabilibased outreach programs within the communityo name a fewWorking with

students in a placement setting may confront you with similar situations. This section has been designed to provide
information on working with employees with disabilities and can easily be applied to working with students on
placement.

Highlghts?2

1 In 2017, one in five (22%) of the Canadian population aged 15 years andavabout 6.2 million
individuals- had one or more disabilities.

1 The prevalence of disability increased with age, from 13% for those aged 15 to 24 years to 47% for those
aged 75 years and over.

1 Women (24%) were more likely to have a disability than men (20%).

9 Disabilities related to pain, flexibility, mobility, and mental health were the most common disability types.

1 Among youth (aged 15 to 24 years), however, mehéallth-related disabilities were the most prevalent type
of disability (8%).

1 Among those aged 25 to 64 years, persons with disabilities were less likely to be employed (59%) than those
without disabilities (80%).

1 Asthe level of severity increased, theslikood of being employed decreased. Among individuals aged 25 to
64 years, 76% of those with mild disabilities were employed, whereas 31% of those with very severe
disabilities were employed.

1 Among those with disabilities aged 25 to 64 years who wereengiloyed and not currently in school, two in
five (39%) had potential to work. This represents nearly 645,000 individuals with disabilities.

1 Persons with more severe disabilities (28%) aged 25 to 64 years were more likely to be living in poverty (as
measued by the Market Basket Measure) than their counterparts without disabilities (10%) or with milder
disabilities (14%).

1 Among those with disabilities aged 15 to 64 years, lone parents and those living alone were the most likely t
be living in poverty amonagny type of household living arrangements. Since eight in ten lone parents were
women, the high risk of living in poverty in this group disproportionately affected women.

2. Guiding Principles for Employing Persons with Disabilities

An inclusive work enviranent is one where everyone is treated with respect and all employees are valued for their
contributions. In an inclusive workplace, colleagues and clients are treated with dignity, respect, and equality, and
these values ar e r e fmisson &nd\dsion. Roliciehamd pooceduaes areirapiemented asd
managed so that employees’ rights are preserved. Se

8 Stats CanadaReleased November, 2018
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communicates these to employees at all levels of the organiz&tioman inclusive placeemt setting, the students
are entitled to the same respect and equality that

3. Service Delivery

Employment Ontario has some key principles guiding service delivery, specifically around employing persons with
disabilities

9 Accessibility- Provide individuals with clear paths to the training and employment information and services
they need. Provide reasonable and equitable access to services in your organization, including
accommodation for special needs.

1 Clientcentric- Deliver services tailored to the needs of each individual. Also address social, demographic,
geographic, or technological needs.

1 Quality - Deliver a helpful and positive customer experience. Maintain confidentiality and ensure privacy,
with every individal, across all departments.

1 Integration- Meet individual needs and provide seamless service, aligning broader service delivery and
individual goals with processes, infrastructure, and technology across all departments.

1 CostEffectiveness- Use availablegchnology, simplify business processes, and leverage partnerships. This
achieves the best results possible with available funds.

1 Accountability- Be accountable for service delivery results. Performance is measured against customer
service standards and txomes.

1 CommunityBased Coordinatior- Across your organization, participate in local planning to coordinate their
work at the community level.

4. Employment Outcomes

Employment Ontario also provides guided principles that specifically contribute to pasiipleyment outcomes
for the individual (student) and the employer (placement site).

T Empl oyment support is guided by the individual's
to employment, including those resulting from their disability

1 Employment support is also guided by the workforce and skills needs of employers.

1 Employment support involves coordination with hiring employers and with health and social services
providers where needed and as appropriate.

1 Employment service planningpsas ed on a hol i stic approach that =c
needs and abilities to achieve a successful employment outcome.
1T The process of | ooking for work begins soon afte

preferences and is not delayed by prolonged skill training activities.

5. Service Coordination

While the primary focus is on employment issues, some individuals with complex barriers to employment as a result
of a disability may need to plan and coordinate employment services with other community supports to address a
broad range of life stabilizatn issues (e.g., health, housing, legal, income support and child care services).

SEquality and Human Rights Commission, An Employer's Guid
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The action plan should form part of a holistic approach to service and must include, where appropriate and with
written consent from the studenta plan for service coorditian with other external supports or services that may
assist the participant in achieving a positive employment outcome. This may include establishing connections with
local health, community and social services and employment service providers to dandlpr-organizational
team-based approach to support and care for participants with complex support needs. In such circumstances, the
organization must have internal systems and processes in place to document incoming/outgoing referrals.

Creating an A@mmodation process with the student can be a way to determine necessary next steps for
succeshlil placement for the student anfliture employment after the student graduates. Below is a sample
accommodation process.

Step 1: Recognize the need for accmodation

1 Requested by student or preceptor

~

(Step 2: Gather relevant information and assess needs

9 Student is an active part of this step
1 Student, preceptor and faculty supervisor explore a range
specific accommodations to find the most appropriate

. J

(Step 3: Write a formal individual accommodation plan \
Accommodation details are written down in a formal plan includin

1 Accessible formatand communication supports, if
requested
1 Workplace emergency response information, if required

N\

K‘Step 4: Implement, monitor, and review accommodation plan \

9 Student and preceptor monitor the accommodation to |
ensure that it has effectively met the need

T The accommodation plan is
location or task changes

f The accommodation is reviewed if the nature of the

K student’' s disability chav

If accommodations
are no longer
appropriate return
to step 2.
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6. Dismissing the Myths

Myth: Employees with disabilities have lower productivity
levels.

Fact:A study by DuPont indicated that performance was
average or higher in 90er cent of employees with
disabilities?®

Myth: Customers do not perceive companies differently
when they employ people with disabilities.

FactA 2006 U. S. suBhpergentiondi ca

respondents said they agreed or strongly agreed that they
Jane Allen, Chief Diversity OfficBreloitte ~ WoUld prefer to give their business to companies that

empl oy people™with disabili

Employers will need to look for new sources of talent and be more inclusive in their fmiaiciices. One largely

untapped source of taldris people with disabilitie€Employers who create accessible and inclusive work
environments for individuals with disabilities are able to attract a wider pool of talent. After all, candidates with
disabiliies are less likely to apply for employment in organizations that do not visibly demoniteiteommitment

to inclusion.Furthermore, when an employee feels valued and respected, he is much more likely to work harder and
to remain with his employer.

7. Benefitting the Community

Employees bring with them societal stereotypes and beliefs that can be amplified in the workplace, potentially
causing misunderstandings or miscommunications. Enhanced awareness and education will change attitudes.
Cultural change ithin the workplace can also spread outward and effect change in the wider community. As
employees with disabilities take a more prominent role in the workplace, their colleagues will begin to confront the
stereotypes and assumptions they once held abceagie with disabilities and the contributions they can make.
These colleagues can then spread this new awareness to the wider comrfunity.

10 Dupont Public Service Commission, Ability at Work
Siperstein “A national Survey of consumer Attitudes”
2 Equality andHuman Rights Commission, An Employers Guide
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8. How to Create an Inclusis@ork Environment for Studestwith Disabilities

For some organizations, a journey thadan with a need to comply with employment equity legislation, such as the
Employment Equity Act and the Pay Equity Act, has led to diversity and inclusion being integrated into the
organi zation’s core values and cul ture.

How did these organizations develinclusive work environments? In most instances, the successful creation of an
inclusive workplace includes the following essential elements:

leadership commitment;

diversity and inclusion champions;

a longterm, sustainable plan for inclusion;
enablenent of policies and practices

= =4 =4 =4

What can you do to enable placement students with a disability to become part of the
professional wald of work?

The Journey to Inclusion for Employees with Disabilities

Compliance The

Employees with

with workplace disabilities feel
legislation reflects and valued and have
ol concerning better serves
pliance ; equal
representation customers advancement

of people with
disabilities in
the workplace

with ment
ST rtunities in
disabilities opportunities

the workplace

Leadership Commitment

Changing an organization’s culture requires a susta
change. They must communicate a convincing business need for creating a culture of inclusion for employees with
disabilities. Senior leade should model the inclusive behaviours they want to see throughout the organization.

Diversity and Inclusion Champions

Champions lead change. Organizations with superior practices for hiring and developing people with disabilities
invariably use champns to carry the message of inclusion to every employee throughout the organization.
Champions come from all levels in the organizatieincluding senior leadership. Their goal is to help create a work
culture that focuses on the abilities of all employeetot on their disabilities.

A LongTerm, Sustainable Plan for Inclusion

A vision is an excellent starting point when creating more inclusive and accessible workplaces. For sustainable
change to occur, however, that vision needs to be integrated into everyday processes and practices. We can start
with working withour studentson placement.
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9. Emergency procedures for students with a disability
Fleming College has a unique set of emergency procedures for perso
with a disability. If you or a student requires assistance to evacuate
you are instructed to go to a refuge area and Iptise yellow button.

This will activate a signal at the main fire panel to alert the fire
department that someone needs assistance and where they are
located. When a student goes out on placement it is important that
they become familiar with the placementi t e’
procedures. The faculty supervisor will recommend that the student
has a conversation with their placement supervisor and ask for a copy
of their emergency procedures. Each organization has their own
unique set of procedures so if the skent has more than one

placement they should not take it for granted that they will all be the
same.

10. Accommodation Solutions

Accommodations are tools arsirategies that allovemployees with
disabilities to do their jobs. Most accommodations are low cost or no
cost, such as a Smartphone or a flexibtek schedule.

Successful job accommodationd| vary from individual to individual.
In addition, an accommodatiomat works well for on@mployeemay
not be right for someone else, even if the disabilities appear to be
alike. With theemployeeand employer consulting with one another,
both partieswill be able to find and implernm the best possible
accommodations.

Not all people with a disability need accommodations to perform their
jobs and some may only need a few accommodatiémghis section
you will find some examples of the types of aceoodation needs by
disability.

1) Employees Who are Deaf, Deafened or Hard of Hearing

Hearing loss is a decrease in ability to hear and can occur at birth,
suddenly, or gradually over time. Hearing loss can range from mild to
severe.
Possible Accommodations

1  When communicating with the employee fateface

1 Write notes with pen and paper, tablet or chalk board etc.

1 Send email or text messages as an alternative to-fadace

communication (e.g., using a Smartphone).

Promote Disclosure

Disclosure is when a person share:
information about their disability.

It can be a very sensitive issue for
both parties- and how itis

handled can contribute to

S e€emer genc Yelationships in the workplace. To

make the process more
comfortable, it is important that
you are open to the disclosure of a
disability. It can often be useful for
employers if the placement site
has a clear point of contatd start
the conversation. In the placement
process the preceptor will likely be
this person.

Consider what and how much is
needed to know and what will be
done with the information. In the
workplace, it is important in how
the student is going to achieve
their potential and not necessarily
their past medical histonyDo not
get confused bet
medi cal i nf*odri nsaat
wor kpl ace inforr
refers to information about how
someone will do the job, with
reasonable accommodiains.
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1 Use a personal assistive listenohgyice or portable assistive listening system if the individual can benefit
from amplifiation.
Sample scenarios
1 An employee working in an office environment had hearing loss. She coube moound noise in the office
environment for long periods of time
0 The employer provided her with a private room to work alone.
1 A public sector employer had several employees who were Deaf or haghahg needed to ensure these
employees were able to respond to emergesaynals and communicate in an emergency.
o Ead employee was provided with a vibrating pager that was connected taldren system. When
the alarm sounded they were paged. Laminated note cards flagilidits assisted with signing or lip
reading.

2) Employees Who Have Vision Loss

Vision loss results from conditions that range from:
U some usable vision
U low vision
U total blindness

Possible Accommodations
When providing printed material to an employesth
Low Vision
U Provide a hand, stand or portable magnifie
U Provide information iarge print (recommended font size is at least 16 point but preferably 18 point).
U Use colour paper, acetate sheet or overlay to increase colour contrast between printed text and
document background.
No Vision
U Use auditory versions of printed documents.
U Use documents formatted in braille.
U Use Optical Character Recognition (OCR) which scans printed text and prosyudisedic speech
output or textbased computer fd.

When employees have difficulty taking notes or writing down information
Low Vision

U Provide pens that include a bold felt tip or lighted pen.

U Provide paper with tactile lines, bold print or low glare.

No Vision
U Provide laptops with speech output or braille display.

U Provide digital recorder.

Sample Scenarios
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1 Anoccupational therapy assant with low vision was having difficulty distinguishing among certain
character keys on computers.
0 The employee was provided with a glare guard for the computer monitor and large print keyboard
labels.

3) Employees Who Have Mental Health Disabilities
Mental health disabilities include a broad spectrum of conditions and experiences. They have an adverse effect on ¢

i ndividual ' s ment #@e¢ing ane sehse bf self.e mot i onal we | |
Some examples of more common mental health disabilities are:
U anxiety

U depression
U obsessive compulsive disorders

Possible Accommodations

1  When an employee needsfible work hours aOur 0n|y concern is that ithe

o Allow time offwork for rehabilitation, . . .
L . acconmmodation is not declared, we will
assessments, medication counselling, a

psychotherapy appointments. not be able to ensure the appropriate
0 Workwith the employee to adapt break Ee]F(ol=gal=T| Mol MialSRS (§lo [=Tal MY 1ial[aNo]¥]g
schedules and work hours. organization. We hope that students

1 When an employee easily loses concentration feel fortabl hto di
0 Reduce distractions in the work area el Eolniezielis Eneitie i U ClsEiss gl

o Provide space enclosures, sound potential accommodations that may
absorption panels, or a private office. need to be addressed.
o0 Allow the employee to listen to soothing
music using headphones.
o Plan for uninterrupted work time.
o Divide large assignments into smaller tasks and goals.
0 Restructure job to include only essential functions.
1  When an employee needs help to stay organized
0 Use daily, weekly and monthly taksts.
0 Use a colour coding scheme to prioritize tasks.
o Divide larger assignments into smaller tasks and goals.
1 When an employee has a pamittack
o Allow the employee to take a break and go to a place where he or shectaafsrtable to use
relaxation teclmigues or contact a support person.

SampleScenarios
1 Alaw clerlwith seasonal affective disorder had diffiguworkingan early schedule due to oversleeping. She
also experienced fatigue arpression during late fall and winter months.
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0 The employer gee her an afternoon shift and she was moved to the front ofdffece area which
had windows and let sunlight enter her workspace.
1 A pharmacy assistamtith a panic disorder experienced recurrent panic attagken traveling during peak
traffic time.
o0 The employer gave him a schedule that allowed hintr&vel during off peak hour® work in the
morning.

4) Employees Who Use Wheelchairs
People use wheelchairs for a variety of reasons and may have a wide variety of limitations. They may need assistar
with personal care while at work. As well, they may encounter a variety of obstacles such as:

U getting to their workstations

U working at their desks

U attending meetings and training sessions

Possible Accommodations
T When an empl oyee’ s deadaccpmmodaionng r equi rement s
o Allow the person to take periodic rest breaks.

1  When a workstation requires adjustments to allow the employee to do their job

0 Provide an adjustable desk or table.

o Provide page turners and book holders for those who cannot manipulaterpap

o Provide writing aids for those who cannot grip a writing tool.

o Provide voice activated speaker phone, large button phone, automatic digjisigm, and/or
headset, depending on the person’s | imitatior

o Provide alternative access foprmputers such a speech recognition trackballs, dnegrds, alternative
key boards, and/or mouth sticks.

1 When accessing the worksite is difficult for an employee
o Provide flexible scheduling so a person who canmivedcan accegsublic transportation.
o Provide accessible restrooms, lunchrooms, break rooms etc.
o Allow the person tgeriodicallywork from home if he or she cannot get to the work siige to
weather conditions
Sample Scenarios
1 An employee who uses a wheelchair was not able to reach the tdgencontrols of the office
printer/copier because they were too high.
0 The employer accommodated the employee by purchasing a small desktop printer/ copier for her
workspace.
9 Abiotechnologistused a wheelchair.
o Theemployercould not remodel the ent& lab and change the height of albrk surfaces, so the
employerprovided an elevating wheelchair instead.

5) Employees Who Have Intellectual Disabilities
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People with intellectual or developmental disabilities may experience limitations in:

U cognitive abilities

U motor abilities

U social abilities
These limitations can affect workplace performance. However, people with intellectual disabilities successfully
perform a wide range of jobs, and can be dependable workers.

Possible Accommodations
1 When an employee needs help with reading information
o Provide pictures, symbols, or diagrams instead of words.
o Provide written information in audio format.
o Use voice output on computer.
1  When an employee has trouble writing, e.gesponding to instru@bns
o Allow a verbal response instead of a written response.
o Provide templates or forms to prompt information requested.
1  When an employee needs help with timeanagement
o Provide verbal, written or symbolic reminders.
0 Use task list with numbers or symbols.
o Provide additional training or retraining as needed.
T When an empl oyekbniited soci al skills are
o Provide emotional support.
o Give positive feedback and encouragement.
0 Use visual performance charts.
1 Provide help interacting witho-workers
0 Use ceworkersas mentors and provide disability awareness traininglt@mployees.
0 Use roleplay scenarios to demonstrate appropriate behaviour in workplace.
0 Model appropriate social skills such as where to eat, when to hug, how to pegffee, and how to
ask for telp.
Sample Scenarios
A culinary studenwith an intellectual disability could not remember to weargrts of heruniform.

o With the employee’s consent, the amforianggave t
it to herto use as a reference when preparing for work.
1 A student estheticiamvith an intellectual disability had diffitty grasping lastic bottle to accurately apply
an adhesive label.
0 The employer had a wooden jig that secured bottle, allowing the studet to use both hands when
applying the label.

6) Employees Who Have Learning Disabilities

Learning disabilities affect the ability to:
U speak or use written language
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U do mathematical calculations
U coordinate movements

Many people develop coping skills through:
U special education
U tutoring
0 medication
U therapy

Possible Accommodations
1  When an employee has trouble understanding the writteord
0 Use taperecorded messages and materials.
0 Double space text in printed materials.
o Provide screen reading software foomputers.
0 Use areading pen which is a portable device that scans a word and praudiesry feedback.

1 When the employee has trouble writing dowrformation

o Provide personal computers/laptops.

0 Use software program that assists with spelling, readimdygrammar.

0 Use speech recognition software thiéttextenchegni z

computer screen.

0 Use plain language.
1  When mathematics is a problem for an employee

0 Use calculators with large display screens.

o Provide talkingape measure.

o Provide Computer Assisted Instruction (CAl) software for mathematics.
1 When an employee needs help organizing work, or with time management

0 Use day planners or electronic organizers.

o Allow the employee to attend time management workshops.

0 Provide checklists to help employee remember tasks.

o Divide large assignments into smaller tasks and goals.

Sample Scenarios

1 Atherapeutic recreation studenivho works in aehabilitation centrehas a learning disability. The employee
had difficuty remembering task sequences of the job.
0 The supervisor provided written instructions with each major task broken down into smaller,
sequential sukparts. Each supart was colowcoded for easy reference.
1 AnEducational Suppogmployee with an auditorprocessing disorder worked for a largehoolwhere
different work assignments were handed out daily.
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0 The employer used a voice recorder to capture information about the assignment, such as the job
| ocation, the super vi s oed The employee wasabledo listem sokhs t C
recorded information, sometimes several times a day.
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(I)NTAC-US Useful Tips:

Advantages of Disclosing
x You are entitled to keepour personal details

Sutherland Cam pus private. However, you should consider carefully
. what the consequences are to not disclosing.
599 Brealey Drive Particularly, if you require supports on a work

placement where the safety of your client may be

Peterborough, ON, K9J 7B1

The first consequence of not diesing is that you
(705) 7495530 may not receive any reasonable accommodation

in the timeframe of your placement period.

Also, by not disclosing, you have added pressure

competing with other students. This can be both

stressful and exhausting and could resulfaiing

exams or placements.

Basic Rules to Safe Disclosure
Script and rehearse the disclosure.
Avoid medical terms and do not give a medical
history.
Keep it brieF—remember the placement
supervisor is only interested in whether or not yo
can do the job
Keep it jobrelated.
Point out abilities developed from living with a
di sability. For exampl
has enabled me to develop skills in advanced
planning and organizai on . ”
Understand the job description and be prepared
with solutiors to duties that may require
accommodations. For example, students with a
learning disability who need to complete written
work, may rejuest additional time or access to a
computer, in order to get to work completed by sé
deadlines.

O MERE IS NGREATER DISABILNY
SOCIETY THAN THEBNATYTO SEE A
PERSON AS MORE

~FOBERM™. HENSEL

A
AN
O
Fleming College

13| Page



Section 4:
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What are the stude
responsibilities?
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GUIDELINES FOR PROFESSI!
PRACTICE | STUDEN

Student Success Starts with High Expectatic

FIl eming’s goal i s to prclaspreomeand the work@ace. s wi t
These skills include those directly related to employment, butalsoc o mpass t he
employers are looking forEmployers tell us they are looking for peoplith a strong work
ethicwho demonstrate the following values, attitudes and behaviours daily:

Respect:
* Recognize the rights of others; treat people, and yourself, with respect and dignity.
* Respect property and college facilities.

High Expectations and Standards:
* Show willingness to learn and do more than the bare minimum.
» Take individuatesponsibility and demonstrate accountabilityr learning.
e Strive to complete youpbest work and ask for assistance when needed.
« Demonstrate academic integrity and honestgo your own work and be proud of it

Professionalism:
* Manage tine effectively to complete work fully and honour due dates
* Meet School commitments consistently; be on time and be prepared to learn
» Use and follow course materials and college policies regarding assessments, particig
use of technology, means of caating faculty, etc.

Engagement

» Understand that all components of a project or course are pieces of the learning seqt
and are critical for success

» Ask guestions and provide feedback and ideas

» Access appropriate support services, counsellorsaauisors to assist with issues and
challenges

¢ Maintain connections by way ofmail, faceto-face contact and appropriate use of socie
media to enhance your learning experience

* Understand that learning is a transferrable, Jiéeg skill that can be aped in a variety of
academic, career and other environments

EffectiveCommunication:
¢ Use professional tone irevbal and written communication, including text messaging ai
the use of social media
e Use clear and correct language to present oneself, the program and the school in a
professionalvay
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GUIDELINES FOR PROFESSIONAL
PRACTICE | FACULTY

Positive Studenfaculty Interaction

The more faculty encourage their students to reach their full potential, the greater the opportunity f
students to learn effectively and reach their educational and employment goals. Mod&kirigllowing

val ues, attitudes, and behaviours wil/ enhan
Respect:

1 Be open to respectfully submitted feedback, opinions and suggestions posed by students

1 Be aware of the diverse learning needs of students

HighExpectations and Standards:

1
1
1

Professionalism:

1 Prepare and be on time for class and demonstrate knowledge of the subject area
1 Acknowledgemistakes or errors and strive correct them in a timely manner
1 Ensureconsistency of expectations within teaching teams regag course policies and practices
Engagement:
1 Inspire students through a demonstrated commitment to-lif@glearning
1 Createa supportive environment that allows varied ideas and opinions, using a variety of
engaging teaching methods
9 Striveto know andaddress students by name and to learn more about them
9 Establishmethods for students to connect regarding questions and feedback in order that the
may feel responsible for their learning
T Interact inan empathetic way and be able to direct students to gppiate support services
Effective Communication:
1 Provideconstructive and timely feedback when evaluating student work
1 Modelprofessional communication through verbal and written methods, including email, te

Please refer to the following college policies: Student Rights and Responsibilities, Academic Reg
Academic Excellence, Harassment and@iidignation Prevention

Model behaviours expected of students
Make expectations of students clear, consistent and complete and hold students accountabl
Set the bar high to encourage students to succeed by creating learning opportunities that art
chalenging and engaging

messages and social media
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COLLEGPOLICIES ANPROCEDURES
1. POLICY3-310- Freedom of Information and Protection of Privacy Act

SIR SANDFORD FLEMING COLLEGE
POLICY MANUAL

POLICY NG3L0 APPROVED BY: BOARD OF GOVERNORS

PAGE NO.10OF 1 SUPERCEDES:
SUBJECT: FREEDOM OF INFORMATION AND
PROTECTION OF PRIVACY ACT (BILL 34)

The Chair of the Board of Governors will delegate authority for implementation of the Act to the President. The
delegation of this authority is required each time the Chair of the Board changes.

The College shall adopt a centralized model for decisionequests made under the Act; the College F.O:l. Co
ordinator will deal with all requests through the administrative line.

The College will establish policies and procedures for Records and Forms Management.

The College will maintain a reading redor public inspection of information.

DELEGATION OF AUTHORITY UNDER THE FREEDOM OF INFORMATION
AND PROTECTION OF PRIVACY ACT, 1987, S.0.1987, C.25

Pursuant to Section 62 of the Freedom of Information and Protection of Privacy Act, | hereby delegate my power an
duties to the officers of Sir Sandford Fleming College of Applied Arts and Technology who are (or may be from time
time) the incumbents ofhe positions identified by the titles listed below in this schedule of delegation.
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SECTION/
SUBSECTION/CLAUSE
10 (2)

11 (1)
11 (2)
12
13

14 (1)

14 (2)
14 (3)

14 (4)
15

16
17

18

19

20

21 (1)

21 (5)

22

DESCRIPTION
SEVERABILITY OF RECORD

A) DISCLOSURE
B) NONDISCLOSURE

OBLIGATION TO DISCLOSE

NOTICE OF DISCLOSURE

CABINET RECORDS EXEMPTION
ADVICE TO GOVERNMENT EXEMPTI

LAW ENFORCEMENT EXEMPTION

IDEM

REFUSAL TO DENY OR CONFIRM
EXISTENCE OF RECORD

EXEMPTIONS

RELATIONS WITH OTHER
GOVERNMENT EXEMPTIONS

DEFENCE EXEMPTION
THIRD PARTY INFORMATION EXEMF

ECONOMIC
EXEMPTION

SOLICITGBLIENT PRIVILEGE EXEMP

INTEREST OF ON

SAFETY HEALTH OF INDIVIDUAL
EXEMPTION

PERSONAL PRIVACY EXEMPTION

REFUSAL TO CONFIRM OR DENY
EXISTENCE OF RECORD

INFORMATION SOON TO BE

DELEGATION

PRESIDENT

PRESIDENT
PRESIDENT
PRESIDENT
PRESIDENT

PRESIDENT

PRESIDENT
PRESIDENT

PRESIDENT
PRESIDENT

PRESIDENT
PRESIDENT

PRESIDENT

PRESIDENT

PRESIDENT

PRESIDENT

PRESIDENT

PRESIDENT
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24 (4)
25 (1)
25 (2)
26
27
28 (1)
28 (4)
28 (7)
28 (8)
28 (9)
29
30 (2)
33
34
35 (2)
36

39 (2)

40 (2)
40 (4)

44

46
48 (3)

48 (4)
49

52 (6)

52 (13)
53

57 (1)
57 (2)

PUBLISHED EXEMPTION

CONTINUING ACCESS

TRANSFER OF REQUEST
NOTICE OF TRANSFER

NOTICE OF ACCESS 30 DAYS
TIME EXTENSION

THIRD PARTY NOTICE
NOTICE OF DELAY

DECISION RE: DISCLOSURE
NOTICE OF DECISION

REQUESTOR ACCESS

NOTICE OF REFUSAL
ACCESS TO ORIGINAL RECORD

DOCUMENTS AVAILABLE
ANNUAL REPORT
MANUALS/READING ROOM

INFORMATION AVAILABLE TO
RESPONSIBLE MINISTER

NOTICE TO INDIVIDUAL/APP. FOR
WAIVER OF NOTICE

ACCURACY OF INFORMATION
DISPOSAL OF PERSONAL INFORMAT

PERSONAL INFORMATION BANKS

RECORD RETENTION

MANNER OF ACCESS TO PERS
INFORMATION

COMPREHENSIBLE FORM
PERSONAL INFORMATION EXEMPTI

EXAMINATION OF RECORD BY
COMMISSIONER

REPRESENTATION
BURDEN OF PROOF
FEES

ESTIMATE OF COST

PRESIDENT

FOI COORD.
FOI COORD.

PRESIDENT
FOI COORD.
FOI COORD.
FOI COORD.

PRESIDENT
PRESIDENT

PRESIDENT

PRESIDENT
PRESIDENT

FOI. COORD.

FOI COORD.
FOI COORD.
FOI COORD.

FOI COORD.

PRESIDENT
PRESIDENT

PRESIDENT

PRESIDENT
FOI COORD.

FOI COORD.
PRESIDENT

PRESIDENT

PRESIDENT
PRESIDENT
PRESIDENT
FOI COORD.
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57 (3) WAIVER OF COST PRESIDENT
63 (1) ORAL REQUEST PRESIDENT

Dated at Peterborough, Ontario thi§'day of September, 1999

(Witness) Sheilagh Fertile
Chair, Board of Governors

Sir SandfordFleming College
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Fleming College

E ING BECOMN

2. POLICY3-311- Harassment and Discrimination Prevention

Harassment and Discrimination Prevention
Policy ID: #3-311
Manual Classification Section 3 — Human Resources
Approved by Board of Governors Original : June 26, 2013
Revision Date(s): June 24, 2015; December 14, 2016
Effective Date: Replaces June 2015
Next Review Date: June 2017
Administrative Contact for Policy Vice-President Human Resources and Student
Interpretation: Services
Linked to Operating Procedure #3-3110P Harassment and Discrimination

Prevention

Policy Statement

Fleming College is committed to fostering a working and learning environment that is free from harassment
and discrimination and one where all individuals are treated with respect and dignity.

The College acknowledges that groups/individuals covered under this policy have a right to full participation
in employment and the receipt of education and related services and confirms that it is committed to the
goal of eliminating discriminatory barriers where and if they exist.

Purpose

This policy wil!/l confirm Fleming Coll egeds commit me
learning environment that is free from all forms of harassment, discrimination and bullying as enshrined in

the Ontario Human Rights Code (OHRC), the Accessibility for Ontarians with Disabilities Act 2005 (AODA)

and its related Standards/Regulations, the Pay Equity Act, the Employment Standards Act, 2000 (ESA), the
Occupational Health & Safety Act (OHSA), and the Charter of Rights and Freedoms.

Reporting mechanisms for incidents of workplace harassment are contained in Appendix C of
Administrative Operating Procedure #3-311 OP, Harassment and Discrimination Prevention.

Scope

It is the responsibility of all members of the College community to uphold the principles of this policy.
Detailed responsibilities for members of the College community are described in Appendix B of the
Administrative Operating Procedure #3-311 OP, Harassment and Discrimination Prevention.

This policy and complaint procedures will apply in cases concerning students, staff, faculty, contractors and
third party service providers as well as governors, volunteers or visitors of Fleming College:

1. occurring within or affecting people or property within the physical boundaries of the College;
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2. occurring on or affecting College owned or controlled property, including student residences;

3. occurring with the use of computer and telephone systems, and College and private vehicles being
used for college business or for travelling between work and study locations;

4. at a College-sponsored event;

5. occurring off-campus which are likely to have an impact on the working and/or learning environment
at the College

Incidents occurring off campus which have no or little likelihood of any impact on the working/learning
environment at the College would be pursued by individuals through the regular external processes.

Complaints by students regarding harassment or discrimination on the basis of any prohibited ground under
the Ontario Human Rights Code may be addressed within this policy. Students who wish to make
complaints regarding bullying against other students that is not on the basis of any prohibited ground are
referred to College Policy #5-506, Student Rights and Responsibilities for investigation and resolution.

Allegations related to sexual assault and/or sexual violence will be addressed in accordance with College
Policy #3-343, Sexual Violence Prevention. Sexual assault and sexual violence are violations of both
College Policy #3-311, Harassment and Discrimination Prevention and College Policy #4-420, Violence
Prevention.

Issues related to other violent or threatening behaviour are addressed through College Policy #4-420,
Violence Prevention.

Definitions

Workplace Harassment: Under the Ontario Occupational Health & Safety Act, Workplace Harassment
means

a) engaging in a course of vexatious comment or conduct against a worker in a workplace that is
known or ought reasonably to be known to be unwelcome, or

b) Workplace Sexual Harassment.

Within this policy, this definition will include any form of harassment, bullying, or psychological harassment
including harassment on any protected ground in human rights legislation.

Workplace Sexual Harassment: Under the Ontario Occupational Health & Safety Act, Workplace
Harassment means

a) engaging in a course of vexatious comment or conduct against a worker in a workplace because of
sex, sexual orientation, gender identity or gender expression, where the course of comment or
conduct is known or ought reasonably to be known to be unwelcome, or

b) making a sexual solicitation or advance where the person making the solicitation or advance is in a
position to confer, grant or deny a benefit or advancement to the worker and the person knows or
ought reasonably to know that the solicitation or advance is unwelcome;
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Subsection 1 (4): A reasonable action taken by an employer or supervisor relating to the management and
direction of workers or the workplace is not workplace harassment.

Prohibited Grounds of Discrimination: The Ontario Human Rights Code prohibits discrimination or
harassment in employment based upon citizenship, race, place of origin, ethnic origin, colour, ancestry,
disability, age, creed (religion), sex (including pregnancy), sexual orientation, marital status, family status,
record of offenses, gender identity and gender expression.

College-Sponsored Event: For the purposes of this policy, the words "College-sponsored event" shall be
broadly construed and will include events sponsored by the Student Administrative Council (Sutherland),
the Student Association (Frost), and other bodies affiliated with the College.

Further definitions and examples are contained in Administrative Operating Procedure #3-311 OP,
Harassment and Discrimination Prevention.

General Principles

1. The College recognizes that achieving equity in employment and education requires institutional
support, pro-active educational programming, effective complaints procedures, co-operation from every
member of the College community, and informed leadership at every level of the institution.

2. Management staff at all levels have a legal obligation to act expeditiously upon information concerning

incidents of workplace harassment and discrimination.

3. The College recognizes its obligation to ensure that this policy and the procedures are fair and applied
fairly. Both complainants and respondent are to be treated fairly and given equal opportunity to present
their version of events, while preserving the dignity, privacy and self-respect of all persons involved.

4. Action(s) or behaviour(s) which are consistent with or permitted by the Ontario Human Rights Code shall
not constitute discrimination for the purposes of this policy.

5. Areasonable action taken by an employer or supervisor relating to the management and direction of
workers or the workplace is not workplace harassment.

6. The College has a high regard for and will strive to ensure confidentiality as a top priority throughout
complaint processes subject to disclosure obligations required by law.

7. Because the intent of these procedures is educational and preventative rather than punitive, the
investigative process may stop at any step.

Related Documents

This Policy may at times contain references to the following policies and legislation:
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The Canadian Charter of Rights and Freedoms

The Criminal Code of Canada

Ontario Human Rights Code, R.S.0O. 1990

Ontario Human Rights Commission Policy on Competing Human Rights

Ontario Human Rights Commission Policy on Preventing Sexual and Gender-Based Harassment
Ontario Occupational Health and Safety Act, R.S.0. 1990

Ontario Ministry of Labour Code of Practice to Address Workplace Harassment Under Ontario's
Occupational Health and Safety Act

The Accessibility for Ontarians with Disabilities Act, 2005 and its related Standards and Regulations
Ontario Employment Standards Act, 2000

Ontario Pay Equity Act, R.S.O. 1997

Academic Employees Collective Agreement

Support Staff Collective Agreement

College Policy #3-343, Sexual Violence Prevention

Administrative Operating Procedure #3-343 OP, Sexual Violence Prevention

College Policy #4-412, Safety

College Policy $4-420, Violence Prevention

Administrative Operating Procedure #4-420 OP, Violence Prevention

College Policy #5-506, Student Rights and Responsibilities

Administrative Operating Procedure #5-506 OP, Student Rights and responsibilities
Appendices

N/A

History of Amendments/Reviews:

Too Joo J>0 I T T To To Bo Bo o B I T To To Do Do Do

Section(s) Date Comments

Full document review February 1998 A Board approval of Polic
Harassment/Discrimination Prevention
(Resolution BoG Feb 4-1998 #1)

Full document review March 2009 Revised to reflect changes in legislation
A Board approval of polic
(Resolution BoG March 25-2009 #3)

Full document review; new June 2010 A Board approvalRespettfulpol i ¢
title Working and Learning Environment
(Resolution BoG June 23-2010 #2)

Full policy review June 2013 Revised and renamed Harassment and
Discrimination Prevention
A Board approval of poli.
(Resolution BoG June26-2013 #5)

Full policy review; new May 2015 Updates as a result of new policy developed for

format Sexual Assault/Sexual Violence; reviewed by
Executive Leaders Team
A Board approval of polic
(Resolution BoG June24-2015 #2)

Regular review process June 2016 Minor edits for clarity and to reflect legislative
requirements

A Board approval of polic
(Resolution BoG Dec14-2016 #1)
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Fleming College

E ONG BECO

3. POLICY3-341- Accessibility for Persons with Disabilities

Accessibility for Persons With Disabilities
Policy ID: #3-341
Manual Classification: Section 37 Human Resources
Approved by Board of Governors: Original: March 25, 2009
Revisions: January 23, 2013; January 27, 2016
Effective Date: January 27, 2016
Next Policy Review Date: January 2021
Administrative Contact for Policy Interpretation: Human Rights Officer
Linked to an Operating Procedure: | Yes #3-341 OP A No
Accessibility for Persons With Disabilities

Policy Statement

At Fleming College, we are committed to building an inclusive and accessible learning and working
environment. We believe in and promote the rights of all persons with disabilities as enshrined in the
Canadian Charter of Rights and Freedoms, the Ontario Human Rights Code, and the Accessibility for
Ontarians with Disabilities Act (AODA, 2005) and its related Accessibility Standards Regulations. The
College supports the intent of the AODA and its goal of achieving accessibility for Ontarians with disabilities
with respect to goods, services, facilities, accommodations, employment, buildings, structures and
premises. The College also affirms the rights of all persons, including those with disabilities, to have access
to equal opportunity in employment, education, accommodation or business dealings with the College.

Purpose
This policy is intended to meet the requirements of the Accessible Customer Service Standard, Ontario
Regulation 429/07, and the Integrated Accessibility Standards, Ontario Regulation 191/11, set forth under

the AODA, as they apply to Fleming College, an educational/training institution as defined in the Education
Act.

Scope
This policy shall apply to every person who acts on behalf of Fleming College, whether the person is an

employee, third party employee, or volunteer. All areas of the College are accountable for ensuring
accessibility for persons with disabilities.

Definitions/Acronyms

ACSS: Accessible Customer Service Standard, Ontario Regulation 429/07
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AODA: Accessibility for Ontarians with Disabilities Act (2005)

Disability: The definition of disability used in this policy is the same as that used by the AODA and the
Ontario Human Rights Code. That is, a disability is:

1. any degree of physical disability, infirmity, malformation or disfigurement that is caused by bodily

injury, birth defect or illness and, without limiting the generality of the foregoing, includes

diabetes mellitus, epilepsy, a brain injury, any degree of paralysis, amputation, lack of physical

co-ordination, blindness or visual impediment, deafness or hearing impediment, muteness or

speech impediment, or physical reliance on a guide dog or other animal or on a wheelchair or

other remedial appliance or device,

a condition of mental impairment or a developmental disability,

a learning disability, or a dysfunction in one or more of the processes involved in understanding

or using symbols or spoken language,

4. a mental disorder; or

5. an injury or disability for which benefits were claimed or received under the insurance plan
established under the Workplace Safety and Insurance Act, 1997.

wnN

IASR: Integrated Accessibility Standard Regulation 191/11

Reasonable: Those accommodations which do not impose undue hardship on the College which may
include but is not limited to significant alteration to the fundamental nature of the learning outcomes and/or
the academic standards of a program or course; significant alteration to a work process that would
disadvantage other employees; substantial economic hardship to a College program or department that
would affect its economic viability; significant adverse impact on learning opportunities for other students;
the health and safety of other students or employees and/or safety hazards to other persons or property; or
significant disruption of College operations. What is reasonable must be determined objectively on a case-
by-case basis, based on all the circumstances of the case. Where there is more than one reasonable
approach to accommodation, the College reserves the right to choose the approach that is best suited to its
operational and academic requirements.

General Principles

Consistent with the ACSS, the College affirms its commitment to promoting the following principles in all of
its policies and interactions with persons with disabilities:

Dignity: Treating individuals with disabilities as customers and clients who are as valued and deserving of
effective and full service as any other customer. Individuals with disabilities will not be expected to accept
lesser service, quality, or convenience.

Independence: Freedom from the control or influence of others; freedom to make your own choices.
Integration: Allowing people with disabilities to fully benefit from the same services, in the same place and

in the same or similar ways as others. Policies, practices, and procedures are designed to be accessible to
everyone including people with disabilities.
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Equal opportunity: Treating those with disabilities in accordance with their individual merits, capabilities,
circumstances, or characteristics, rather than on the basis of stereotypical assumptions. People with
disabilities should not have to make significantly more effort to access or obtain service, and they should not
have to accept lesser quality or more inconvenience.

Related Documents

A Accessible Customer Service Standard, Ontario Regulation 429/07

Alntegrated Accessibility Standards, Ontario Regulation 191/11

AMultiyear Accessibility Plan 2015 i 2018 (endorsed by the Board October 28, 2015)

A Administrative Operating Procedure #3-341 OP, Accessibility for Persons With Disabilities

A College Policy #4-423, Campus Security

A College Policy #3-311, Harassment and Discrimination Prevention

A College Policy #3-342, Return to Work Policy and Medical Accommodation Policy

A College Policy #7-701, Access and Accommodations for Students With Disabilities

A Administrative Operating Procedure #7-701 OP, Access and Accommodations for Students With
Disabilities

Appendices

N/A

History of Amendments/Reviews:

Section(s) Date Comments

New Policy March 2009 A Board approval of poli
(Resolution BoG March25-2009 #7)

Reviewed and revised January 2013 Review undertaken as required under the Multi-year

Accessibility Plan
A Board approval of poli
(Resolution BoG Jan23-2013 #2)

Full Policy review December 2015; Review undertaken as required under the Multi-year
January 2016 Accessibility Plan; new format (separation of
procedure from policy; accessible format); updated
language
A Board approval of revi

(Resolution BoG Jan27-2016 #1)
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Fleming College
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4. POLICY3-343- Sexual Violence Prevention

Sexual Violence Prevention
Policy ID: #3-343
Manual Classification: Section 317 Human Resources
Approved by Board of Governors: Original: March 25, 2016
Revision Date(s): December 14, 2016
Effective Date: Replaces March 2016
Next Policy Review Date: August 2019
Administrative Contact for Policy M Vice-President Human Resources and
Interpretation: Student Services

 Vice-President Finance and Administration

Linked to Operating Procedure: #3-343 OP Sexual Violence Prevention

Policy Statement

Sexual assault and sexual violence are unacceptable and will not be toldfbeting College mommitted to
preventing sexual violena@mnd creating a safe space for eyene in our College community. The Collegexzected
to be a safe and positive space where members of the College community feel able to work, learn and express
themselves in an environment free from sexual violence.

All reported incidents of sexual violence willfgsponded tan a manner that ensres procedural fairnessrthis
pol i cy’ sstoimake iadividuale feedafe and enable them tmake a report in good faith about sexual
violence that they have experienced or witnessed.

We recognize that sexual violence can occur between indiddealardless adexual orientation, gendegender
identity or relationship status as articulated in the Ontario Human Rights Code. We also recognize that individuals
who havebeen affected bygexual violence may experience emotional, academic or otliicudiies.

Purpose

This document sets out our policy and responsecpaureto sexual violence and ensures that those who experience
sexual violence are believed and their rights respedteat the College has a process of fact finding that protects the
rights of individualsand holds individuals who have committed an act of sexual violence accountable.

Scope

It is the responsibility of all members of the College community to uphold the principles of this policy.
This policy and related operating procedure will apply in cases concerning students, employees, contractors
and third party service providers as well as governors, volunteers or visitors of Fleming College:

1. occurring within or affecting people or property within the physical boundaries of the College;

2. occurring on or affecting College owned or controlled property, including student residences;
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3. occurring with the use of computer and telephone systems, and College and private vehicles being
used for college business or for travelling between work and study locations;

4. at a College-sponsored event;

5. occurring off-campus which are likely to have an impact on the working, living and/or learning
environment at the College.

Incidents occurring off campus which have no or little likelihood of any impact on the working/learning/living
environment at the College would be pursued by individuals through the regular external processes.

Reports by students regarding harassment or discrimination on the basis of any prohibited ground under the Ontaric
Human Rigts Code may be addressed by College Polieg23Harassment and Discrimination Prevention

Students who wish to make reports regardingppropriate behaviouby students that is not on the basis of any
prohibited ground and is not related to sexual vewice,are referred toCollege Policy #506, Student Rights and
Responsibilities

Issues related to other violent or threatening behaviour are addressed through College Policy #4-420,
Violence Prevention.

Definitions/Acronyms

College Community: Any person who studies, teaches, conducts research at or works at or under the
auspices of the College, or student governments and includes, without limitation, employees or contractors;
appointees (including volunteer board members); students, visiting scholars and any other person while
they are acting on behalf of or at the request of the College.

Complainant: The person who reports a policy infraction, in this case, a person who reports sexual
violence that they have been affected by.

Respondent: A person who is responding to a report of a policy infraction. In this case, a person who is
responding after being named in a report of sexual violence.

Sexual assault: A criminal offence under the Criminal Code of Canada. Sexual assault is any type of
unwanted sexual act done by one person to another that violates the sexual integrity of the victim and
involves a range of behaviours from any unwanted touching to penetration. Sexual assault is characterized
by a broad range of behaviours that involve the use of force, threats, or control towards a person, which
makes that person feel uncomfortable, distressed, frightened, threatened, or that is carried out in
circumstances in which the person has not freely agreed, consented to, or is incapable of consenting to.

Sexual violence: Any sexual act(s)t ar geting a personds sexuality, gen
whether the act is physical or psychological in nature, that is committed, threatened or attempted against a

per son wi t houbnsenthaad intledesssexnabassaudt, sexual harassment, stalking, indecent

exposure, voyeurism and sexual exploitation. Instances of sexual violence covered by this policy include

those that occur in person, through a third party, or online.

Sexual consent: The voluntary and explicit agreement to engage in the sexual activity in question. It is the
act of willingly agreeing to engage in specific sexual behaviour, and requires that a person is able to freely
choose enthusiastically, at multiple stages, in a mutually agreed upon sexual experience. This means that
there must be an understandable exchange of affirmative words, acts or gestures which indicates a
willingness to participate. It is also imperative that everyone understands the following:
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9 Silence or non-communication must never be interpreted as consent and a person in a state of
diminished judgment cannot consent.

1 A personis incapable of giving consent if they are asleep, unconscious or otherwise unable to
communicate.

1 A person who has been threatened or coerced (i.e. is not agreeing voluntarily) into engaging in the
sexual activity is not consenting to it.

A person who is drugged is unable to consent.

A person is usually unable to give consent when under the influence of alcohol and/or drugs
(including prescription medication and over the counter medications that may interact with other
drugs and/or alcohol).

1 A person may be unable to give consent if they have an intellectual, developmental or physical
disability preventing them from fully understanding the sexual acts.

I The fact that consent was given in the past to a sexual, dating, or domestic relationship does not
mean that consent is deemed to exist for all future sexual activity.

A person can withdraw consent at any time during the course of a sexual encounter.

A person is incapable of giving consent to a person in a position of trust, power or authority, such as,
a faculty member initiating a relationship with a student who they teach, or an administrator in a
relationship with anyone who reports to that position.

1 Consent cannot be given on behalf of another person.

It is the responsibility of the initiator of sexual activity to ensure clear and affirmative responses are
communicated at all stages of sexual engagement. ltisalsotheini t i at or 6s responsi bili
person they are engaging with sexually is a minor.

For more information on related terms, please see Administrative Operating Procedure #3-343 OP, Sexual
Violence Prevention.

General Principles

1. We are committed to:
1.1 assisting those who have been affected by sexual violence by providing choices, including detailed
information and support, such as provision of and/or referral to counselling and medical care,
information about legal options, and appropriate academic and other accommaodation;

1.2 ensuring that those who disclose an experience of sexual violence are believed, and that their right
to dignity and respect is protected throughout the process of disclosure, fact finding and
institutional response;

1.3 educating about, and addressing harmful attitudes and behaviours (e.g. adhering to myths of
sexual violence) that reinforce that the person who experienced sexual violence is somehow to
blame for what happened;

1.4 treating individuals who disclose sexual violence with compassion recognizing that they are the
final decision-makers about their own best interests;

1.5 ensuring that on-campus (internal) fact finding procedures are available in the case of sexual
violence, even when the individual chooses not to make a report to the police;
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1.6 engaging in appropriate procedures for fact finding and adjudication of a report which are in
accordance with College policies, standards and applicable collective agreements, and that ensure
fairness and procedural fairness;

1.7 ensuring coordination and communication among the various departments who are most likely to
be involved in the response to sexual violence on campus;

1.8 engaging in public education and prevention activities on the topic of sexual violence and
bystander intervention;

1.9 providing information to the College community about our sexual violence policies and procedures;

1.10 providing appropriate education and training to the College community about responding to
disclosure of sexual violence;

1.11 contributing to the creation of a campus atmosphere in which sexual violence is not tolerated; and

1.12 monitoring and updating our policies and procedures to ensure that they remain effective and in
line with other existing policies and best practices.

Reporting and Responding to Sexual Violence

2.1. Any employee at Fleming Community that becomes aware of, or witnesses an incident of sexual
violence has a responsibility to report that behaviour to their Supervisor, via the online report form,
to College Security and/or the Police as appropriate for the circumstances. Other members of the
College community are strongly encouraged to report sexual violence incidents they witness or
have knowledge of, or where they have reason to believe that sexual violence has occurred or
may occur. In all instances, the survivor should be advised that a report will be made, and they will
first be given the opportunity to make the report themselves (with or without employee support). If
the employee is reporting an incident, the survivors name will be kept anonymous if the survivor
has not given express consent to disclose. Members who have been affected by sexual violence
are encouraged to come forward to report as soon as they are able to do so.

2.2 Persons in a position of authority, including persons directing the activities of others, shall take
immediate action to respond to, or to prevent sexual violence from occurring.

2.3 Where the College becomes aware of incidents of sexual violence that pose a risk to the safety of
the College community, the College shall take all reasonable steps to ensure safety as a matter of
priority.

Reporting and Fact Finding Process

A report of sexual assault or any other kind of sexual violence can be filed under this Policy by any
member of the college community. The decision making power is always with the survivor about
whether they would like to disclose to anyone. If they choose to, they also decide which type of report
they would like to make. This includes the choice to file an informal, formal and/or police report (see
Administrative Operating Procedure #3-343 OP, Sexual Violence Prevention for more information).

Measures to ensure the emotional and physical safety of the survivor can and will be made (see
Accommodations section 6 of Administrative Operating Procedure #3-343 OP, Sexual Violence
Prevention).

The College will seek to achieve procedural fairness in dealing with all reports. As such, no sanction
and/or disciplinary action will be taken against a person or group without their knowledge where there is
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a reported breach of this Policy. Respondents will be given reasonable notice, with full details of the
report, and provided with an opportunity to answer to the report(s) made against them.

3.1 Right to Withdraw a Report: A complainant has the right to withdraw a report at any stage of the
process. However, the College may continue to act on the issue identified in the report in order to
comply with its obligation under this Policy and/or its legal obligations. If this is the case, the
complainant always has the right to decide to no longer participate.

3.2 Protection from Reprisals, Retaliation or Threats: It is contrary to this Policy for anyone to retaliate,
engage in reprisals or threaten to retaliate against a complainant or other individuals for:
Ahaving pursued their rights under this Policy;
Ahaving participated or co-operated in a fact finding process under this Policy; or
A having been associated with someone who has pursued rights under this Policy.

The College takes reasonable steps to protect persons from reprisals, retaliation and threats. This
may entail, for example, advising individuals in writing of their duty to refrain from committing a
reprisal and sanctioning individuals for a breach of this duty. The College may also address the
potential for reprisals by providing an accommodation appropriate in the circumstances.

3.3 Multiple Proceedings: This policy does not preclude a complainant from initiating an alternative
report procedure, for example, to use the police process (if the action warrants), launch a civil
lawsuit, complain to the Human Rights Tribunal of Ontario, the Ministry of Labour, or to access the
grievance procedures outlined in their collective agreements and the terms and conditions of their
employment.

Where criminal and/or civil proceedings are commenced in respect of the report of sexual violence,
the College shall conduct its own independent investigation into such reports, and make its own
determination in accordance with this policy and its related procedure i as long as a formal college
report has been made. Where there is an ongoing police investigation, the College will cooperate
with local police. This would likely involve the College pausing their process to allow the police to do
their investigation. The College will resume their process at the earliest time available.

3.4 Rights of the Complainant and the Respondent: The person who reports an experience of sexual
violence (Complainant) has the right to provide supporting documents, call withesses, and be
notified about the outcome of any determination or appeal decision. The complainant also is
protected from any questions about their manner of dress, sexual history, private counselling, or
academic records.

The respondent has the right to provide supporting documents, call witnesses, and be notified about
the outcome of the determination of findings and/or appeal decision. The respondent also has the
right to only have a report substantiated based on a balance of probabilities (which means that it is
either more likely or not likely that the incident(s) of sexual violence occurred as defined within the
procedure). This is consistent with the burden of proof required by civil law and is different from the
beyond a reasonable doubt burden required by criminal law.

Complainants and respondents may attend meetings with a (non-participating) support person. The
College considers requests to attend meetings with additional support persons and with legal or
other representation on a case-by-case basis, with a view to promoting a fair and expeditious
process. The College may still question and expect direct answers from an individual who is being
supported.
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3.5 Unsubstantiated or Vexatious Reports: If a person, in good faith, discloses or files a sexual violence
report that is not supported by evidence gathered during the fact finding process, that report will be
dismissed.

Disclosures or reports that are found, following the fact finding process, to be frivolous, vexatious or
bad faith reports, that is, made to purposely annoy, embarrass or harm the respondent, may result in
sanctions and/or discipline against the complainant.

3.6 Record Keeping: All records resulting from formal Sexual Violence Prevention reports will be kept in
a secure central registry, and are not a part of the academic record. Keeping these records will be
the responsibility of the Administrator of the Sexual Violence Prevention Policy, under the direction
of the Associate Vice-President Student Services. Access to these records will be restricted to

appropriate College employees aspertheCol | egesd® Access to Privacy P
by law. All records will be kept according to College Policy #6-603, Data Record Retention and
Disposition.

Statistical information on the number, nature and type of reports will be kept and reports will be filed
annually by the Administrator of the Sexual Violence Prevention Policy. This information may be
shared with the Ministry of Advanced Education and Skills Development in accordance with
Schedule 3, section 17.7 of Bill 132 Sexual Violence and Harassment Action Plan Act (Supporting
Survivors and Challenging Sexual Violence and Harassment), 2016.

Where the report has not been substantiated, no reference will be placed in the personnel or student
file of either party. When an individual has made a report that is later found to have been vexatious
or made in bad faith, and discipline has been imposed, a letter regarding the same will be placed in
his/her personnel file or student file.

Once each year, an individual may appeal to the Vice-President Human Resources and/or Student
Services to have the letter on file removed, a decision which is at the discretion of the College.

4. Confidentiality
Confidentiality is particularly important to those who have disclosed sexual violence. The confidentiality
of all persons involved in a report of sexual violence must be strictly observed, and the College does its
best to respect the confidentiality of all persons, including the complainant, respondent, and witnesses.
The College will do this by restricting access to information for individuals without a need for such
access, and by providing education and training to those who are regularly involved in the administration
of reports and complaints. We will treat individuals who disclose sexual violence with compassion,
recognizing that they are the final decision-makers about their own best interests.

However, confidentiality cannot be assured in the following circumstances:
9 an individual is at imminent risk of self-harm;
T anindividual is at imminent risk of harming another;
9 thereis a concern about the safety or welfare of a child; and/or
9 there are reasonable grounds to believe that others in the College or wider community
may be at risk of harm.

In such circumstances, the confidentiality of all persons involved in a report of sexual violence must be
strictly observed, and the College does its best to respect the confidentiality of all persons, including the
complainant, respondent, and witnesses. In such a case, the complainant has the right to choose not to
participate in any investigation that may occur.
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Where the College becomes aware of a report of sexual violence by a member of the College
community against another member of the College community, the College may also have an obligation

to take steps to ensure that the matter is dealt
and/or its policies to investigate such reports. In such cases, certain College administrators will be
informed about the reported incident on a fineed t

the identities of the persons involved.

5. Publication and Training
The College will ensure awareness of this policy by:

5.1 Making the policy available to any existing and new members of the College. The full document will
be posted on the Fleming website.

5.2 Providing training to all employees, ensuring those persons with managing, supervising, and
leadership responsibilities are aware of their obligations under the policy and are able to implement
its requirements.

5.3 Providing training to employees and student groups on the process for responding and addressing
incidents of sexual violence, including specifics on bystander intervention.

6. Development and Approval of this Policy
6.1 The development of the current and future iterations of this policy will be reviewed in consultation
with representatives of faculty, staff and student governing bodies for the provision and
consideration of input from a diverse selection of Fleming College Community members. This policy
will be reviewed every three years in accordance with review guidelines articulated in Bill 132
Schedule 3 of the Ministry of Training, Colleges and Universities Act.

Related Documents

A Sexual Violence and Harassment Action Plan Act (Supporting Survivors and Challenging Sexual Violence
and Harassment), 2016 and O.Reg. 131/16, Sexual Violence at Colleges and Universities

A Administrative Operating Procedure #3-343 OP, Sexual Violence Prevention

A College Policy #5-506, Student Rights and Responsibilities

A Administrative Operating Procedure #5-506 OP, Student Rights and Responsibilities

A College Policy #4-420, Violence Prevention

A Administrative Operating Procedure #4-420 OP, Violence Prevention

A College Policy #3-311, Harassment and Discrimination Prevention

A Administrative Operating Procedure #3-311, Harassment and Discrimination Prevention

ACollege Policy #4-412, Safety

A College Policy #6-601, Information and Communication Technology Appropriate Use Policy

A College Policy #6-603, College Data Record Retention and Disposition

A Academic Collective Agreement

A Support Staff Collective Agreement

A Ontario Human Rights Code

A Occupational Health and Safety Act

AResidence Community Standards (in Student Handbook)

Appendices
N/A
History of Amendments/Reviews:
Section(s) Date Comments
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New policy created2015 Framework endorsed by Committee of Presidents
e B capprodal of policy
(Resolution BoG March 28015 #6)

Full review April through August Required as a result of new legislative requirements
- policy renamed 2016 e Board approval of poli
(Resolution BoG Dec2016 #1)
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Fleming College

E ING BECC

5. POLICY5-506- Student Rights and Responsibilities

Student Rights and Responsibilities
Policy ID: #5-506
Manual Classification: Section 51 Student Services
Approved by Board of Governors: Original: September 2, 1992
Revision Date(s): May 24, 2006; June 25, 2014; Dec 14, 2016
Effective Date: Replaces June 2014
Next Policy Review Date: 2022
Administrative Contacts for Policy AVice-President Human Resources and Student
Interpretation: Services

AVice-President Academic

Linked to Operating Procedure: #5-506 OP Student Rights & Responsibilities

Policy Statement

Admission to Fleming College carries with it certain rights and responsibilities. There is an expectation that
students will conduct themselves as responsible members of the College community. The College will
create a climate of understanding and mutual respect for individual dignity and worth, in which each person
has the opportunity to develop as an individual and contribute positively to the College community.

Purpose

The College shall publish a set of procedures regarding the rights and responsibilities of students that shall:
A promote the primary right of the student to learn and to refrain from interfering with the rights of others,

A promote respect for the integrity of the learning process,

A promote a respect for the dignity of all members of the College community,

Acommunicate the responsibilities to all members of the College community,

A provide a system of procedural due process to protect the rights of all concerned, and,

A provide an equitable system of enforcement.

Scope
It is the responsibility of all members of the College community to uphold the principles of this policy.

This will apply in cases concerning students, employees, contractors and third party service providers as
well as governors, volunteers or visitors of Fleming College:
1. occurring within or affecting people or property within the physical boundaries of the College;
2. occurring on or affecting College owned or controlled property, including student residences;
3. occurring with the use of computer and telephone systems, and College and private vehicles being
used for college business or for travelling between work and study locations;
4. at a College-sponsored event;
5. occurring off-campus which are likely to have an impact on the working, living and/or learning
environment at the College
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Incidents occurring off campus which have no or little likelihood of any impact on the environment at the
College would be pursued by individuals through the regular external processes.

Any student who violates any section of the Criminal Code of Canada or any other federal, provincial,
municipal statute, College policy or regulations while on College property or at a College activity is subject
to this policy.

Reports by students regarding harassment or discrimination on the basis of any prohibited ground under the
Ontario Human Rights Code may be addressed by College Policy #3-311, Harassment and Discrimination
Prevention.

Students who wish to make reports regarding sexual violence should refer to College Policy #3-342, Sexual
Violence Prevention.

Any student who has a complaint about their program of study or any other academic concern should refer
to College Policy #2-201, Academic Regulations

Definitions/Acronyms

College Community: Any person who studies, teaches, conducts research at or works at or under the
auspices of the College and includes, without limitation, employees or contractors; appointees (including
volunteer board members); students, visiting scholars and any other person while they are acting on behalf
of or at the request of the College.

FIPPA: Freedom of Information and Protection of Privacy Act of Ontario

General Principles

1.0 STUDENT RIGHTS

As with all other individuals in Ontario, students at Fleming College enjoy rights under both the Ontario

Human Rights Code and the Canadian Charter of Rights and Freedoms, and Accessibility for Ontarians

with Disabilities Act. Fleming College is subject to these statutes and supportsthe st udent sé r i g|
legitimately and appropriately exercise these rights and freedoms. The extent of a right or freedom may

reasonably vary with the circumstances, so that an exercise of a right which may be appropriate in a public

place, may not be appropriate at an educational institution. All students have the right to a safe

environment that is free from harassment or reprisals.

At Fleming College, the student 6 sinthioregard, stiglents have aa | roi
number of specific rights.

1.1 To Learn

1. The right to receive reasonable accommodation to compensate for a documented physical,
learning or psychological disability.

2. The right to physical conditions within the College facilities that promote learning and well-being.
3. The right to be treated with respect and dignity by College employees.

4. The right to be considered the owners of any work submitted for which the College does not
provide the materials.
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5. The right to own any project work when the materials are purchased by the student.

6. The right to see his or her own submitted course work and the right to have the evaluation
explained if applicable within the Academic Regulations timeframe and impartially graded.

7. The right to receive academic information as may be necessary to understand the requirements
to successfully complete their course or program of instruction, including course information
sheets for each course of study.

1.2 To Privacy

I n recognition of st uden tigfdmation anth RretectioruohRiiveacy Adt of OntaFio e e d
(FIPPA), the College shall protect the privacy of student records and will make records available to Students

in accordance with the provisions of that statute. Students under the age of majority in Ontario will also fall

under FIPPA.

1. The right of confidentiality and access to per
I nformation and Protection of Privacy Acto. A
academic, health, and student conduct are considered to be confidential personal information,
which will be protected. Refer to College Policy #5-503, Maintenance of and Access to Student
Records.

1.3 To Be Informed

1. The right to receive the rules and regulations of the College that affect students, including all
policies, procedures and regulations, at the beginning of the academic year.

2 The right to accessibility of the Collegebs def
consequences for such acts of academic dishonesty.

3. Theright to inquire into, and be informed about, the reasons for the rules and regulations which
affect students.

1.4 To Be Heard

1. The right to address appropriate College administration for changes to the rules and regulations
that affect students.

2. The right to have the Student Government or other student representation be present during a
meeting.

3. The right to make a complaint concerning academic or other College matters and to receive a
response.

4. The right to be informed of, and be able to respond to, allegations of unacceptable behaviour or
any conduct for which sanctions may be imposed.

1.5 To Appeal

25| Page



1. The right to appeal, subject to the Student Rights and Responsibilities policy, any
decision/sanction taken or imposed by the College as a result of a formal process affecting his or
her standing within the Fleming community. For all other College appeals refer to the particular
policy for specific procedures.

1.6 To Organize

1. Theright to form, join in, or take part in a lawful group or organization for intellectual, religious,
social, economic, political, cultural or recreational purposes subject to College policy.

1.7 To Use College Facilities

1. Theright, as a member of a student body recognized by the College, to use facilities designated
by the College as available for student use, including religious and spiritual purposes. Students
will abide by any College regulations in regard to such use, including the payment of fees or
expenses.

2.0 STUDENT RESPONSIBILITIES

Within the Fleming Community, the studentds most
responsibility for his/her own learning, supporting and promoting an environment that is conducive to
learning for all. The responsibilities listed below and the specific examples of breaches of those
responsibilities are designed to educate and to ensure that a safe, equitable and respectful learning
environment is maintained at Fleming College. Students who breach any of these responsibilities may
receive a sanction according to the associated procedures. Students have a right to expect that all other
members of the College Community will meet the standard of behaviour outlined in the following
responsibilities.

2.1 Respect for Persons

Students have the responsibility to respect the well-being, and the sense of personal worth and dignity of
other students and members of the College Community.

Breaches of this responsibility include, but are not limited to the following:

a) Any student who assaults any person on College property or any member of the College
Community, whether on College property or while at a College activity.

b) Any student who threatens, communicates or acts in an intimidating manner against any person
on College property or any member of the College Community, whether on College property or
while at a College activity.

c) Any student who commits an act of sexual violence against any other person or threatens another
person with sexual violence on College property or elsewhere (as a result of College-related
business). This includes, but is not limited to, sexual assault, sexual harassment, stalking,
indecent exposure, voyeurism, degrading sexual imagery, distribution of sexual images or video
without consent, cyber harassment and cyber stalking (refer to College Policy #3-343, Sexual
Violence Prevention).

d) Complaints of sexual harassment are dealt with through the Harassment and Discrimination
Prevention policy established by the College (refer to College Policy #3-311, Harassment and
Discrimination Prevention).
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e)

f)
9)

Any student who harasses another person on College property or any member of the College
Community, whether on College property or while at a College activity on any grounds, including
but not limited to ancestry, place of origin, colour, ethnic origin, citizenship, sex, marital status,
family status, disability, race, creed, sexual orientation, age or economic status. Violations of the
Ontario Human Rights Act will be dealt with through the Harassment and Discrimination
Prevention policy established by the College.

Any student who makes false statements, whether written or spoken, which are damaging to the
reputation of another member of the College Community.

Any student who acts in a disrespectful way to another person while on College property or while
at a College activity including but not limited to yelling, swearing, using profanity or by using
demeaning speech, communication or gestures.

2.2 Respect for Property and College Facilities

Students have the responsibility to respect College Property, the property of other members of the College
Community and to respect the proper use of College facilities. Acts of theft should also be reported to the

police.

Breaches of this responsibility include but are not limited to the following:

a)

b)

c)

d)
e)

)
)

h)

Any student who commits an act of theft or is in possession of stolen property while on College
property, or engages in an act of theft or possession of stolen property affecting the property of
the College or any member of the College Community.

Any student who fails to return borrowed College property after the date for its return and/or
demand for its return has been made.

Any student who intentionally or carelessly damages or defaces College property or the property
of any member of the College Community.

Any student who litters the campus.

Any student who enters any part of College property where that person has no right to be or who
enters College property after having been excluded from entry by a sanction or legitimate order
from a College agent or employee is a trespasser.

Any student who violates the Information Technology Appropriate Use Policy.

Any student who disobeys rules and regulations concerning the use of campus buildings and
other College owned or operated facilities.

Any student who possesses, duplicates or uses any College key without proper authorization.

2.3 Maintain Orderly Learning and Working Environment

Students have the responsibility to contribute to an orderly learning and working environment while on
campus or any other learning experience associated with the College.

Breaches of this responsibility include but are not limited to the following.

a)

b)

c)

Any student who disrupts a class, laboratory, placement situation, field trip, extra-curricular
activity or who is disruptive in a resource centre, whether by sounds or actions, or by failing to
follow the directions of any teacher, or person in authority.

Any student who by sounds or actions creates a disturbance anywhere on College property, or
otherwise interferes with the peaceful use of College property by others.

Any student who creates a false alarm on College property by any means.
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d) Any student who is in possession of a weapon including a weapon restricted or prohibited by the
Criminal Code of Canada on College property or at a College activity (outside of accepted
curricular activities related to weapons) for purposes not otherwise approved. Refer to College
Policy #4-407, Firearms.

2.4 Alcohol and Prohibited Substances

Students have the responsibility not to abuse alcohol, medical or prohibited substances while on College
property or at a College activity.

Breaches of this responsibility include but are not limited to the following:

a) Any student who is on College property or is involved in a College activity and is in a state of
intoxication due to alcohol consumption or another substance.

b)  Any student who is in possession of alcohol while on College property or while involved in a
College-related activity, except where such possession is licensed, authorized or permitted
under the laws of the province of Ontario.

c) Any student who is in possession of any substance prohibited under the Controlled Drugs and
Substances Act or the Food and Drug Act while on College property or involved in a College
activity or who offers or sells such substances.

2.5 Honesty

Students have the responsibility to be honest with respect to academic matters and to be honest when
dealing with other members of the College Community.

Breaches of this responsibility include but are not limited to the following:

a)

b)

Any student who breaches academic integrity. Refer to College Policy #2-201, Academic
Regulations.

Any student who misrepresents any fact to the College or fails to disclose a fact, or assists
another to do so, where such misrepresentation affects admission, matters of academic standing
or another College process.

Related Documents

A Administrative Operating Procedure #5-506 OP, Student Rights and Responsibilities

A College Policy #3-343, Sexual Violence Prevention

A College Policy #4-420, Violence Prevention

A Administrative Operating Procedure #4-420 OP, Violence Prevention

A College Policy #3-311, Harassment and Discrimination Prevention

A Administrative Operating Procedure #3-311 OP, Harassment and Discrimination Prevention

Appendices

N/A

History of
Section(s)

Amendments/Reviews:
Date Comments
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Student Responsibilities
policy #3-326 created

Policy reviewed and revised,
renamed and reclassified as
policy #5-506

Reviewed and updated

Reviewed and updated
following legislative
requirements of Bill 132

1992 A Board approval of poli

(Resolution BoG Sept 2-1992 #3)

Reviewed, minor revisions (August 1999)

May 2006 A Board approval of poli

(Resolution BoG May 24-2006 #6)

2014 Extensive revisions made to operating procedure

portion of the document
A B oappraval of policy including procedure

(Resolution BoG June 25-2014 #7)

August-October 2016 Ensures consistency with existing College policies.

Separation of procedure from policy.
ABoard approval of policy

(Resolution BoG Dec14-2016 #1)
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6. POLICY7-701- Access and Accommodation for Students Fleming College
with Disabilities ARN | BELONG | BECON

Access and Accommodation for Students with Disabilities

Policy ID: #7-701

Manual Classification: Section 7 1 Learning Resources and Support
Services

Approved by Board of Governors: Original: December 2, 1998

Revisions: May 27, 2004; March 25, 2009;
January 27, 2016

Effective Date: January 27, 2016

Next Policy Review Date: January 2021

Administrative Contact for Policy Director, Counselling & Accessible Education

Interpretation: Services

Linked to an Operating Procedure: | Yes #7-701 OP A No
Access and Accommodation for Students With
Disabilities

Policy Statement

At Fleming College, we are committed to building an inclusive and accessible learning and working
environment. We believe in and promote the rights of all persons with disabilities as enshrined in the
Canadian Charter of Rights and Freedoms, the Ontario Human Rights Code, and the Accessibility for
Ontarians with Disabilities Act (AODA, 2005) and its related Accessibility Standards Regulations. The
College supports the intent of the AODA and its goal of achieving accessibility for Ontarians with disabilities
with respect to goods, services, facilities, accommodations, employment, buildings, structures and
premises. The College also affirms the rights of all persons, including those with disabilities, to have access
to equal opportunity in employment, education, accommodation or business dealings with the College.

The College commits to inclusive design, systematic removal of barriers and accommodating the remaining
needs. Counselling & Accessible Education Services is responsible for leadership in the delivery of
accommodations and services for students with disabilities at Fleming. This includes setting operational
procedures, administration of funding targeted for the provision of services for students with disabilities
received by the government and working with other areas of the College to promote the systematic removal
of barriers.

Purpose

This policy is intended to support (OhtaioHumanIRighise 6 s
Code by establishing a formal approach to the process of providing students with disabilities access to
disability accommodations and services as well as to meet the requirements of the AODA Customer Service
Standard.

Scope

This policy shall apply to all students enrolled at Flemihgther fulttime or parttime.
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Definitions/Acronyms

Accommodation: An academic accommodation is an individualized adjustment to how a student accesses

or participates in a course or program. Academic ac
specific needs and the program requirements. Academic accommodations do not alter the learning

outcomes or essential program requirements.

Reasonable: Those accommodations which do not impose undue hardship on the College which may
include but is not limited to significant alteration to the fundamental nature of the learning outcomes and/or
the academic standards of a program or course; significant alteration to a work process that would
disadvantage other employees; substantial economic hardship to a College program or department that
would affect its economic viability; significant adverse impact on learning opportunities for other students;
the health and safety of other students or employees and/or safety hazards to other persons or property; or
significant disruption of College operations. What is reasonable must be determined objectively on a case-
by-case basis, based on all the circumstances of the case. Where there is more than one reasonable
approach to accommodation, the College reserves the right to choose the approach that is best suited to its
operational and academic requirements.

Disability: Section 10 (1) of the Ontario Human Rights Coded ef i nes fAdi sabi lityd as

a. any degree of physical disability, infirmity, malformation or disfigurement that is caused by bodily
injury, birth defect or illness and, without limiting the generality of the foregoing, includes diabetes
mellitus, epilepsy, a brain injury, any degree of paralysis, amputation, lack of physical co-ordination,
blindness or visual impediment, deafness or hearing impediment, muteness or speech impediment,
or physical reliance on a guide dog or other animal or on a wheelchair or other remedial appliance or
device,

b. a condition of mental impairment or a developmental disability,

c. alearning disability, or a dysfunction in one or more of the processes involved in understanding or
using symbols or spoken language,

d. a mental disorder, or

e. an injury or disability for which benefits were claimed or received under the insurance plan
established under the Workplace Safety and Insurance Act, 1997

The Policy and Guidelines on Disability and the Duty to Accommodate elaborates on this definition to
emphasize the subjective component of ADisabilityo.
includes both present and past conditions, as well as a subjective component based on perception of

disability.

Because it may not be obvious, it is worth noting that this definition of disability includes learning disabilities,
mental iliness, attention deficit/hyperactivity disorder, and autism spectrum disorders.

General Principles

This policy echoes the principles articulated in the Ontario Human Rights Commission document Policy and
Guidelines on Disability and the Duty to Accommodate (Section 4).

Respect for Dignity
All practices and procedures related to the accommodation of students with disabilities are grounded in a

respect for the studentdés dignity. This specificall
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T respect for the studentdés privacy and confident.i
accommodation process;

9 always ensuring that the student with a disability is a full participant in the accommodation process;

1 promoting the autonomy of students with disabilities.

Individualized Accommodation
Each studentdés needs are unique and as such the acc

determined based on {&-histhes grogrdne or tobrse requereamergs. v i s

Integration and Full Participation
The principle of integration and full participation begins with inclusive design. Under its AODA obligations,

the College has committed to principles of Universal Design for Learning. Following this is the prevention
and removal of barriers, including physical, systemic and attitudinal barriers, so students with disabilities are
able to access their programs and face the same duties and requirements as other students with dignity and
without impediment.

Where barriers continue to exist then accommodation should be provided short of undue hardship.
Accommodating students with disabilities by providing them with differential treatment must be done in a
manner that best promotes their dignity and integration.

Related Documents

A Ontario Human Rights Commission Policy and Guidelines on Disability and the Duty to Accommodate
available at http://www.ohrc.on.ca/en/book/export/html/2461

A Ontario Human Rights Commission Guidelines on Accessible Education, available at
http://www.ohrc.on.ca/en/guidelines-accessible-education

A Administrative Operating Procedure #7-701 OP, Access and Accommodation for Students with Disabilities

A College Policy #3-341, Accessibility for Persons with Disabilities

A Administrative Operating Procedure #3-341 OP, Accessibility for Persons with Disabilities

A College Policy #3-311, Harassment and Discrimination Prevention

A Administrative Operating Procedure #3-311 OP, Harassment and Discrimination Prevention

Appendices
N/A
History of Amendments/Reviews:
Section(s) Date Comments
New Policy 1988 A Board approval of policy
(Resolution BoG Dec2-1998 #2)
Full Policy review May 27, 2004 Review noted
Procedure reviewed & revised March 13, 2008 Review noted
Revised Policy and Appendix 1~ March 2009 A Board approval of revised
(Resolution BoG March25-2009 #3)
Regular review Jan 2013 Review undertaken as required under the Multi-year
Accessibility Plan
Regular review Dec 2015 Review undertaken as required under the Multi-year

Accessibility Plan; new format (separation of procedure
from policy); updated language; addition of definitions

A Board approval of revised
(Resolution BoG Jan27-2016 #1)
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CONTACTJS

Sutherland Campus

599 Brealey Drive
Peterborough, ON, K9J 7B1
(705) 7495530
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Fleming College

Useful Tips:

Advantages of Disclosing

x You are entitled to keep your personal details
private. However, you should consider carefully
what the consequences are to not disclosing.
Particularly, ifyou require supports on a work
placement where the safety of your client may be
concern.
The first consequence of not disclosing is that you
may not receive any reasonable accommodations
the timeframe of your placement period.
Also, by not disclosingpu have added pressure of
competing with other students. This can be both
stressful and exhausting and could result in failing
exams or placements.

Basic Rules to Safe Disclosure
Script and rehearse the disclosure.
Avoid medical terms and do not giversedical
history.
Keep it brieF—remember the placement superviso
is only interested in whether or not you can do theg
job.
Keep it jobrelated.
Point out abilities developed from living with a
di sability. For exampl
enabledme to develop skills in advanced planning
and organize i on . ”
Understand the job description and be prepared
with solutions to duties that may require
accommodations. For example, students with a
learning disability who need to complete written
work, may equest additional time or access to a
computer, in order to get to work completed by se
deadlines.

A MERE IS NO GREATEFABILITY IN
SOCIETY THAN THEBNATYTO SEE A
PERSON AS MORE

~FOBERM™. HENSEL
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