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1.0
POLICY STATEMENT









Belvedere Heights promotes the health and well-being of staff by encouraging and supporting employees in prioritizing their own well-being. Disconnecting from work is vital for sustaining a beneficial work-life balance. 

The Home recognizes that every employee should disconnect from work outside of their normal working hours, subject to certain exceptions.

This policy is in accordance with the Employment Standards Act, 2000, as amended from time to time (the “ESA”) and should be interpreted and applied in accordance with any relevant Collective Agreement(s). The Employer recognizes that schedules may vary within the organization.

2.0 
PURPOSE

The purpose of this policy is to continuously support employees to work well and be well by outlining the expectations regarding communications received outside of normal working hours.
3.0
SCOPE

This policy applies to all employees of the Home, regardless of their role.
4.0
DEFINITIONS

Employment Standards Act defines Disconnecting from Work as “not engaging in work-related communications, including e-mails, telephone calls, video calls or the sending or reviewing of other messages, so as to be free from the performance of work.”
Normal Working Hours: the established regular workday or weekly hours agreed to.
Hours Free from Work: unpaid time spent not engaged in work related activity.
Emergency Situation: exceptions to contact employees outside of their regularly scheduled normal working hours may include, but not limited to:
· Checking availability for staffing. 

· To fill in at short notice for a sick colleague.

· Workplace investigations.
· Where unforeseeable circumstances may arise.
· Where an emergency may arise. 

· Where operational reasons require contact outside of normal working hours.
5.0
PROCEDURE

Normal working hours will vary across the Home, and as such some employees may send communications at a time which may be outside of the regularly scheduled working hours of another employee. Where this is the case, unless business and operational needs dictate that an immediate response is required, employees should not feel obligated to respond to communications received outside of their regularly scheduled hours. 

All employees within the Home are expected to respect one another’s disconnect from work guidelines, unless otherwise communicated, and respectfully communicate any such guidelines which may not be recognized depending on specific roles or responsibilities. 

Employer Responsibilities:

The Home will comply with its duties under employment standards laws and applicable collective agreements, including ensuring that all employees are:

· Informed of what their normal working hours are reasonably expected to be.

· Allowed to take all rest breaks and rest periods to which they are entitled.

· Allowed to take all forms of leave to which they are entitled and not asked to conduct work during this time. 

Management Responsibilities:
Recognizing the Home operates 24/7 in the delivery of essential Resident care, it is critical that leadership be accessible outside of their normal working hours. Management shall provide a designate for any periods of time where this is not possible. That said, timing of communications, meetings and other work-related activity shall be considered in order to respect the need to disconnect from work. 

Management should clearly communicate the expectation on any necessary communications that may need to be reviewed by an employee outside of normal working hours. 

Management also has responsibility in checking in on their employee’s well-being; ensuring that employees understand the scope of the Right to Disconnect policy; and identifying any concerns regarding employee well-being and overall work satisfaction. 
Employee Responsibilities:

Employees have a responsibility to make reasonable efforts to disconnect from work outside of their normal working hours. This shall not apply to employees who may be on-call or on standby under either non-union agreements or union agreements. There may be instances where an employee is required to reconnect with work outside of their normal working hours, but these occurrences should be limited to reasonable circumstances (e.g. Emergency Situations, Call-In Shifts). Employees are expected to use reasonable judgement when deciding when to send/respond to work related communication. Employees have a responsibility to be aware of role expectations and being mindful of setting work life balance parameters that are relevant to their role. 

For casual employees who may not work consistent hours, it is the employee’s responsibility to maintain awareness of any changing events or communications which may pertain to how they may effectively act in their role from one shift to another (e.g. e-mail communications regarding Infection Control protocols). 
Communications:

The timing of communication on all platforms (e-mail, phone, video calls, etc.) shall be carefully considered based on either regular business hours or the nature of the communication to be made. 

Meetings: 
Meetings, both virtual and in person, shall be scheduled during normal work hours of the majority of those employees involved. Careful consideration shall be made in terms of planning such meetings. 

6.0
EQUIPMENT

N/A
7.0
OUTCOMES

To sustain a work environment that respects the right of all employees to disconnect from work outside of normal working hours. 


8.0
REFERENCES

· Working for Workers Act, 2021, S.O. 2021, c. 35 - Bill 27
· Employment Standards Act, 2000

· Perth and Smith Falls District Hospital Draft Disconnect from Work Policy
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