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ADMINISTRATIVE PROCEDURES 

 

Title:  Accommodation of Staff with Disabilities 

 

Preamble: 
 

The Northwest Catholic School Board is committed to providing equal treatment with respect to 
employment without discrimination because of a prohibited ground as described by the Ontario 
Human Rights Code (the Code).  

In keeping with the legislative provisions and principles outlined below, the Board will make every 
reasonable effort to arrange meaningful and appropriate accommodation for any employees with 
disabilities. 
 
Accommodation programs will be individualized based on physical, emotional, or intellectual abilities 
in a manner that respects the individual employee’s dignity and that maximizes the employee’s 
integration and participation in the workplace.  Accommodation programs shall include collaborative 
practices in the creation and implementation of accommodation plans through consultation of all 
relevant stakeholders, the person to be accommodated, and medical professionals. 

The Northwest Catholic School Board will support the accommodation of employees and job 
applicants who require workplace accommodation under any of the grounds described in the 
Code.  

Please Note:  Every person has the right to seek assistance from the Ontario Human Rights 
Commission, even when steps are being taken under this policy.  Please be aware, however, that in 
most cases the Commission applies a time limit of 12 months to file a complaint.  

 

Procedure: 
 
Section 10 (1) of the Ontario Human Rights Code defines a disability as: 

 

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, 
including diabetes mellitus, epilepsy, 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 on a wheelchair 
or other remedial appliance or device, 

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

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

 

Under the Code, protection from discrimination because of disability includes past, present and 
perceived conditions.  
 
Please Note:  The Board may accommodate even in cases that do not fit within the Code’s definition 
of disability.  
 

1. Accommodation 

Accommodation shall be provided for individuals where the work must be modified or adjusted to 
address the needs of the individual based on protected grounds of discrimination under human 
rights legislation. 

The Northwest Catholic School Board shall provide accommodation as appropriate using a 
consultative approach that involves the board, the individual, and as appropriate, any applicable 
union representatives, healthcare professionals, and other third parties that are required to 
assist in the accommodation process. 

Accommodation may be temporary or permanent, based on the requirements of the individual.  

Responsibility:  The process of accommodating individuals is a shared obligation of The 
Northwest Catholic School Board, the employee, and any applicable unions representing 
employees. Management staff should be the first point of contact for employees when 
requesting a form of accommodation. Together, in consultation with Human Resources, and, 
where appropriate, healthcare practitioners and other required third parties, will work to 
determine the most appropriate form(s) of accommodation to meet the needs of the individual.  

Creating the Accommodation Plan:  There is no set formula for accommodating people with 
disabilities. Though certain accommodations can benefit many, individual needs must still be 
considered each time an accommodation request is made. A solution for one person may not work 
for someone else.  
 
Some examples of accommodations include:  

 increased flexibility in work hours or break times  

 providing reading materials in alternative formats including digitized text, Braille or large 
print  

 providing sign language interpreters or real time captioning for persons who are deaf, 
deafened or hard of hearing so they can participate in meetings  

 installing automatic entry doors and making washrooms accessible in the workplace 
or the common areas of a school  

 and, depending on the circumstances, job restructuring, retraining or assignment to 
an alternative position 

 re-assigning the individual to another position if he or she has the necessary skills 
and abilities to perform the essential duties of that position 

 job sharing 
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The Board will pay for any assistive devises deemed necessary by employees. 

 
Many accommodations can be made easily, and at minimal cost. In some cases, immediate 
implementation of the most appropriate solution might result in “undue hardship” because of costs or 
health and safety factors. There is still a duty to consider and implement next-best measures that 
would not result in undue hardship. Such measures should be taken only until more ideal solutions 
can be put in place or phased in. 

 
The Code requires that accommodation must be provided for persons with disabilities up to the 
point of “undue hardship” for the employer. 
 
Undue hardship is defined by three factors:  cost to the employer, outside sources of funding, if 
any, and health and safety requirements [s.17(2)]. 

In the creation of an accommodation plan, The Northwest Catholic School Board shall: 

1. Identify the need for accommodation through appropriate medical documentation. 

2. Determine objectives for performance in the role and potential barriers.  

3. Create a plan for achieving the objectives in an alternative manner.  

4. Examine the options for accommodation and select the most appropriate avenue for 
accommodation.  

5. Implement the accommodation process.  

6. Provide training as appropriate.  

7. Review and revise based on feedback. 

 

2. Relevant Principles 
 

 The Board has a reasonable expectation that the essential duties of the job will be 
accomplished. 
 

 The purpose of the accommodation is to enable the employee to perform the essential 
duties of the job. 
 

 Employees requiring accommodation must work cooperatively with the Board to design a 
meaningful and appropriate individualized accommodation program. 
 

 Objections from coworkers and/or a bargaining agent that are not consistent with human 
rights objectives cannot thwart an accommodation program. 
 

 Please note:  The Board prefers to design accommodation programs so that they fall 
within the parameters established by the Board and collective agreements.  The Board 
recognizes however, that sometimes existing practices, policies or agreements can 
themselves pose barriers to reasonable accommodation. 

 

3.     Responsibilities in the Accommodation Process 
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As a person with a disability: 

1. Tell your employer what your disability-related needs are as they relate to your job duties, 
tenancy or the services being provided.  

2. Provide supporting information about your disability-related needs, including medical or 
other expert opinions where necessary. 

3. Participate in exploring possible accommodation solutions. 

As an employer: 

 
1. Accept requests for accommodation from employees in good faith. 

2. Request only information that is required to provide the accommodation. For example: You 
need to know that an employee’s loss of vision prevents them from using printed material, 
but you do not need to know they have diabetes. Take an active role in examining 
accommodation solutions that meet individual needs  

3. Deal with accommodation requests as quickly as possible, even if it means creating a 
temporary solution while a long-term one is developed. 

4. Maximize confidentiality for the person seeking accommodation and be respectful of his or 
her dignity. 

5. Cover the costs of accommodations, including any necessary medical or other expert 
opinion or documentation. 

 

4. Accommodating Job Applicants 

Any applicant to The Northwest Catholic School Board that communicates the need for 
accommodation shall be considered in a manner that is non-discriminatory, and 
respectful of our human rights obligations. The Northwest Catholic School Board will 
notify employees and the public about the availability of accommodation for job 
applicants who have disabilities in compliance with the Accessibility for Ontarians with 
Disabilities Act, 2005.  

Applicants will be informed that accommodations are available, upon request, for the 
interview process, and for other candidate selection methods. Where an accommodation 
is requested, The Northwest Catholic School Board will consult with the applicant and 
provide or arrange for suitable accommodation. 

 

 

 

 

 

 

 

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_05a11_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_05a11_e.htm
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