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BY-LAW NO: 24-48

Being a bylaw to adopt the Employee Right to Disconnect Policy for
The Corporation of the Township of The North Shore

WHEREAS Section 5(1) of the Municipal Act S.0. 2001, c.25, as amended, grants that the powers of a
municipality shall be exercised by its Council;

AND WHEREAS Section 5(3) of the Municipal Act 2001 S.O. 2001, ¢.25, as amended, provides that a municipal
power, including a municipality’s capacity, rights, powers and privileges under section 9, shall be exercised by
by-law unless the municipality is specifically authorized to do otherwise;

AND WHEREAS Section 5(4) subsections (1) to (3) of the Municipal Act S.0. 2001, ¢.25, as amended, apply to
all municipal powers, whether conferred by this Act or otherwise;

AND WHEREAS the Council of the Corporation of the Township of the North Shore deems it appropriate to
adopt an Employee Right to Disconnect Policy;

NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE TOWNSHIP OF THE NORTH
SHORE HEREBY ENACTS AS FOLLOWS:

1. That the Employee Right to Disconnect Policy hereto as Schedule “A” be adopted.

2. That Schedule “A” be declared to form part of this by-law.

3. This By-Law shall come into force and take effect on the date of passing thereof and its short title is

“Employee Right to Disconnect Policy By-Law”.

READ A FIRST, SECOND AND THIRD TIME, ENACTED AND FINALLY PASSED THIS 18" DAY OF
SEPTEMBER 2024.

Rachel Jean Sefineider, Clerk/Deputy Treasurer

The Corporation of the Township of The North Shore
P.O. Box 108, 1385 Highway 17
Algoma Mills, Ontario POR 1A0
(705) 849-2213 * Fax: (705) 849-2428



By-Law 24-48

Schedule “A”

THE CORPORATION OF THE TOWNSHIP OF THE NORTH SHORE

POLICY MANUAL

POLICY TITLE: SUBJECT:
Employee Right to Disconnect Employee Health, Safety and Wellness
POLICY SECTION: POLICY NO:
E 6
EFFECTIVE DATE: ENACTED BY:
September 4, 2024 Resolution, by-Law 24-48

Employee Right to Disconnect Policy

Intent

The Township of The North Shore understands that due to work-related pressures, the current landscape of work,
or an employee’s work environment or location, employees may feel obligated or choose to continue to perform
their job duties outside their normal working hours. Work-related pressure and the inability to disconnect from the
job can lead to stress and deterioration of mental health and overall well-being. This policy has been established
to support employee wellness, minimize excessive sources of stress, and ensure that employees have the right to
disconnect from their work outside their regularly scheduled hours.

For this policy, “regularly scheduled hours” means an employee’s specific working hours during which an
employee is expected to perform their job duties and/or attend Council or Committee meetings, including to attend
when required by the Clerk, per the Township of The North Shore Procedure By-Law.

Guidelines

An employee’s time outside working hours is meant for employees to recharge and spend time as they wish and
should not be used to complete work-related tasks; however, there may be a lack of separation between home
and work that makes it difficult for employees to truly disconnect. Because work is more accessible, employees
may end up continuing to work even after their workday is done. Using personal time to work can make an
employee feel as though they are “always on” or obligated to continue working or respond to communication.

Employees who do not fully disconnect from their work at the end of the day may experience stress and other
mental health issues. Stress and poor mental health are associated with many of the leading causes of disease
and disability, can lead to burnout, negatively affect performance, mood, and attendance, and personal and
professional relationships.

Employee health and well-being are priorities while working and while away from work. The Township of The
North Shore is committed to increasing overall employee health and wellness and providing employees with a
better work-life balance.



By-Law 24-48

The Right to Disconnect
Employees have the right to disconnect from their job and any work-related tasks or communication outside of
working hours without fear of reprisal.

Employees are encouraged to set clear boundaries between work and their personal lives.
The right to disconnect means that employees:

e Can and should stop performing their job duties and work-related tasks when they are not
expected to work

e Are not required to take work home with them to complete outside of regular working hours

e Are not expected or required to respond to work-related communication outside their regular
working hours, while on break, or during any paid or unpaid time off

e Should take and use all of their scheduled breaks and time off entitlements for non-work-related
activities

o  Will not face repercussion or be penalized for not communicating or continuing to work outside of
their regular working hours

Employees must also be respectful of others’ right to disconnect and should not expect their co-workers to
respond, communicate, or complete work when not working.

Workload and Productivity

The Township of The North Shore understands that employees may want or need to work outside their normal
hours to meet a time-sensitive deadline, to attend to an urgent matter, or due to unforeseen circumstances;
however, employees should not regularly or frequently work outside their scheduled hours to complete or catch
up on work.

Employees who cannot manage their workload during their regularly scheduled hours should meet with their
direct manager to evaluate the current workload, priorities, and due dates.

Managers will work with employees to come up with a solution to ensure:

e The current workload does not result in the employee working excess hours or contribute to
additional stress and burnout

e Normal job duties can be completed during working hours

e Employees can remain productive and meet goals and objectives

Working additional hours does not always equate to higher productivity. Employees can maximize their
productivity during their workday by using time management tactics, such as:

e Blocking off periods in their schedule and calendar to complete specific tasks or address
communication

e Working with their manager to organize work in order of priority or importance

e Breaking down projects and tasks into manageable chunks

e Minimizing interruptions by setting their online status to “busy” or “do not disturb”

e Trying to have at least one dedicated workday per week without meetings (where possible)

e Setting goals to work continuously for a specified period before taking a break or responding to
communication (for example, the Pomodoro technique).
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Communication

Employees may feel obligated to send or respond to messages from other employees or Council when they are
not working. The Township of The North Shore staff or Council may on occasion send general communication to
employees when they are not working, such as on an employee’s day off or scheduled vacation but will do their
best to ensure that they are not sending communication that requires an immediate response from employees.
Employees are not expected to respond to any company communication when not at work, except for unforeseen
circumstances, such as an emergency. In the case of unforeseen circumstances or an emergency, the employee
will be contacted directly by the Clerk and/or the Mayor.

Employees must also respect others and avoid direct communication like sending e-mails, messages (through
their phone or other communication and messaging apps) or calling other employees outside their regularly
scheduled working hours, during breaks, or during an employee’s time off, such as their regular day off or
vacation time.

The Township of North Shore understands that it may be necessary to send communication to a group of
employees or forward important information to an employee who is not working. If employees or Council members
do send communications to others who are not at work, they should not expect a response until the other
employee returns. If the matter is urgent or an emergency and requires an immediate response, employees must
reach out to their manager and/or the Clerk.

Employees who do not reply to work-related communications outside normal working hours will not face negative
effects on their employment.

Set communication boundaries by:

e Setting clear expectations for e-mail response time

e Logging off for the day or setting your online status to “away,” “out of office,” “do not disturb,” or
“offline” when not working

e Scheduling any breaks or time off in your calendar

¢ Ensuring that all employees and members of Council are familiar with this policy and any other
policy referencing communication, such as the Council-Staff Relations Policy, the Code of
Conduct, and the Employee Code of Conduct

o Avoiding using work e-mail for unrelated communication, such as newsletters, coupons, or
personal correspondence.

If employees or members of Council send communication outside working hours, others are more likely to feel
obligated to respond or assume the employee sending the communication will be available during those hours. If
it is necessary to compose messages or communicate outside regular working hours, use a scheduling tool to
send the e-mail at a specified time during work hours, such as the start of the next workday.

Time Off

The Township of The North Shore understands the importance for its employees to have personal time off.
Employees are encouraged to use their accrued paid vacation time in full every year for rest, relaxation, and
personal pursuits. Employees are expected to complete any time-sensitive projects and meet any deadlines
before going on vacation. If work can be attended to when the employee returns, they can resume their duties
where they left off before taking vacation. Managers will work with employees to delegate job-specific duties that
must be completed while the employee is on vacation to maintain workflow and productivity. Employees should
not be reluctant to take vacation due to workload, unless there are limitations or restrictions because of a due
date, project priority, scheduling conflict, or unforeseen circumstance that prevent an employee from taking a
vacation at a specific time requested.
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Overtime

Hours worked outside an employee’s standard hours may lead to overtime hours. The Township of The North
Shore allows employees to work overtime. Overtime may be requested or required in certain situations to ensure
work is completed; however, employees should not work overtime unless directed by their manager. Please see
the employee policy for guidelines on overtime.

Mental Health Support

The Township of The North Shore recognizes that the workplace plays a significant role in managing and
supporting mental health and understands that deterioration of mental health and wellness can be triggered by
excess pressures at work or at home and result in lowered work performance and harm to one’s physical and
mental condition.

The Township of The North Shore will support mental health by:

e Minimizing work-related sources of stress

e Addressing internal factors that contribute to burnout

e Regularly assessing workload, productivity, and expectations

e Promoting work-life balance

e Helping employees recognize the signs and symptoms of mental health issues

e Having an open-door policy for communication and ensure employees are comfortable talking to
their manager about mental health concerns

e Treating mental health with the same level of importance as physical health and safety

Acknowledgement and Agreement

l, , have received a copy of the Corporation of the Township
of The North Shore Right to Disconnect Policy. My signature, below, confirms that | have read or have had the
policy read to me and | fully understand the contents of the policy.

Name:

Signature:

Date:

Witness:

Date:
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PO Box 108, Algoma Mills, ON POR 1A0

(705) 849-2213  (705) 461-1821

REGULAR COUNCIL MEETING b
AGENDA ITEM(S): !
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SECONDED BY:

TS omen

BE IT RESOLVED: That Council for the Corporation of the Township of The North
Shore approve By-Law 24-48 being a by-law to adopt the Employee Right to Disconnect

Policy for the Corporation of the Township of The North Shore be read a first, second and
third time enacted and passed.

Conflict of Interest disclosed by :

Ward 1

Ward 2 Ward 3 At Large Mayor
Seat Vacated: Y N Recorded Vote Requested by :
Recorded Vote : (Y) ea, (N) ay, Ward 1 Ward 2 Ward 3 At Large Mayor
DEFEATED DEFERRED CARRIED : ; 5 7/‘\—//

MAYOR or CHAIR or (Acting)



