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BY-LAW NO: 26-01

Being a bylaw to adopt the Office Unforeseen Incidents Policy for
The Corporation of the Township of The North Shore

WHEREAS Section 5(1) of the Municipal Act S.0. 2001, ¢.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.0. 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

""'f__adopt an Office Unforeseen Incidents Policy;

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

1 That the Office Unforeseen Incidents 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

“Office Unforeseen Incidents Policy By-Law” and By-Law 23-11 is herby rescinded.

READ A FIRST, SECOND AND THIRD TIME, ENACTED AND FINALLY PASSED THIS 14" DAY OF
JANUARY 2026.

Rachel Jean Sgl(wlder Clerk/Deputy Treasurer

The Corporation of the Township of The North Shore
P.O. Box 108, 1385 Highway 17
Algoma Mills, Ontario POR 1AQ

(705) 849-2213 K Fax: (705) 849-2428



By-Law 26-01

THE CORPORATION OF THE TOWNSHIP OF THE NORTH SHORE

POLICY MANUAL

POLICY TITLE: SUBJECT:
Office Unforeseen Incidents Office Closure
POLICY SECTION: POLICY NO:

0 2
EFFECTIVE DATE: March 5, 2014 ENACTED BY:
AMENDED: January 4, 2023 Resolution, By-Law 23-11
AMENDED: December 17, 2025 Resolution, By-Law 26-01

Purpose

The Township of the North Shore acknowledges there may be times when unforeseen incidents will prevent an
employee from remaining on the job. This policy establishes the procedure to follow in such circumstances, such
as:

When entering the building:

There is detection of an unpleasant, unhealthy odour;
Evidence of criminal activity, such as a break-in;
Power outage;

Absence of water/heat

Fire & Smoke

Robbery Attempt

Only one staff member present in office
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1. An unpleasant, unhealthy odour could be the result of lethal septic or propane leakage. The building
shall be cleared immediately and the Clerk/Designate will call a qualified company with the necessary
sensors to determine the source of the odour and arrange for a time for the inspection. Notice of
closure will be posted on the front door. When the issue has been taken care of, the Clerk/Designate
will notify staff that it is safe to return to work.

2. Upon discovering a break-in has occurred, the building will be immediately evacuated and a call to
911 will be made to send the Ontario Provincial Police. Notification will be given to all of staff of the

situation and will be notified when it is safe to return to work. Notice of closure will be posted on the
front door.

3. When entering the premises and it is determined that there is a power outage, a call to Hydro One to
inquire how long the outage will last. If the outage will extend more than two hours, the employees
will be sent home until further notice is given by the Clerk/Designate to return to work. If the main
hydro feed is not the problem, an electrician will be contacted to evaluate the problem. Notice of
closure will be posted on the front door.
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4. In the case of a water main breakage or freezing, or heat is non-existent, the Clerk/Designate will
contact the appropriate contractor to assess the situation. If contractor is unable to assess the
situation immediately, or is delayed more than two hours, the office will be closed and staff sent home
until arrangements can be made. Notice of closure will be posted on the front door. In the case of not
immediately contacting a contractor, the office will be closed and a contact number will be left on the
contractor's voicemail to call the Clerk/Designate to arrange an evaluation/repair. The
Clerk/Designate will contact staff when to report back to work.

5, When fire or smoke is discovered, call 911 and evacuate immediately. Staff will be sent home until
further notice from the Clerk/Designate. Notice of closure will be posted on the front door.

6. If the office experiences a robbery/robbery attempt, all staff are to remain calm, listen, comply and
cooperate, seek safety if possible. Any staff who become aware of the situation, but who are not
directly involved, may choose to call 911 if safety will not be jeopardized to alert the Ontario Provincial
Police. Once robber(s) exit the building, immediately lock all doors, and alert the Ontario Provincial
Police. Notice of Closure will be posted on the front door. Any damage will be assessed and
recorded. All staff are to remain inside of the building until the OPP arrive to give statements. Staff will
debrief and a report will be filled out to keep on file of the incident. Staff will be sent home and the
Clerk/Designate will contact staff when to report back to work.

7. In such cases where only one staff member is present in the office, all doors must be locked, and a
Notice of closure will be posted on the front door. Staff are to remain in the building until a second
staff or person arrives.

A Council Member who is physically present in the building may be considered as the “second
person” required for the Municipal Office to remain open to the public if the Council Member is not
attending a meeting, not on the phone, has their office door open, and are within earshot and able to
respond promptly to a staff member in an emergency.

A number of generic “Notice of Closure” or “Notice of Closure Due to Emergency” posters will be prepared
and stored where access will enable staff to quickiy post on the front door.

In all the above cases, employees sent home will be paid a minimum of four hours. Where employees work
in excess of the minimum four hours, they will be paid for a full workday.
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REGULAR COUNCIL MEETING q
MEETING DATE: January 14, 2026 AGENDA ITEM(S): a

MOVED BY: /_—( S tnen SECONDED BY: Q 6\1\%‘/\

BE IT RESOLVED: That Council for the Corporation of the Township of The North
Shore approve By-Law 26-01 being a by-law to approve an Office Unforeseen Incidents

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 \/ W

MAYOR or CHAIR or (Acting)



