
 
 

EVENT VOLUNTEEER AGREEMENT 
 

Please print. Complete all areas of the application. The information submitted shall remain confidential. 

Date First Name Last Name Initial 

Home Address City Province 

Postal Code Home Phone # Business Phone # 

Email Address Fax # Cell Phone # 

 
PRIVACY AGREEMENT 

I understand that: 

 All confidential and/or personal health information that I have access to or learn through my affiliation with CMHA-
WECB is confidential. 
 As a condition of my affiliation with CMHA-WECB, I must comply with these policies and procedures, and I acknowledge 

that I am subject to the provisions of the Personal Health Information Protection Act, 2004, that protects the personal health 
information of all Ontario citizens. 
 
 My failure to comply may result in the termination of my affiliation with CMHA-WECB.  

 
I agree that I will not access, use or disclose any confidential and/or personal health information that I learn of or possess 
because of my affiliation with CMHA-WECB.  I also understand that under no circumstances may confidential and/or 
personal health information be communicated either within or outside of CMHA-WECB, except to other persons who are 
authorized by CMHA-WECB to receive such information. 
 

I agree that I will not alter, destroy, copy or interfere with this information, except with authorization and in accordance 
with the policies and procedures. 
 

CONFIDENTIALITY  
 
In consideration of becoming a Volunteer with the Canadian Mental Health Association (“CMHA”),  
I __________________________ (the “Volunteer”), agree that it is in the best interest of the CMHA that CMHA business 
and related contracts are not put in jeopardy by competition from Volunteers, or the disclosure by Volunteers of confidential 
information obtained during the term of the volunteer relationship. 
 
To this end, the Volunteer agrees as follows: 
 
1. CONFIDENTIALITY 

The Volunteer acknowledges that, in the course of performing and fulfilling duties, he/she may have access to 
Confidential Information concerning the financial status and activities of donors, sponsors, customers and clients, and the 
unique business practices of the CMHA.  Without limiting the generality of the foregoing, examples of Confidential 
Information whether electronic, hardcopy or verbal in form include, but are not limited to the following: 

 
a) all client records or information acquired while serving the CMHA;  
b) all information about employees, other volunteers, contractors or any other individuals associated with the CMHA, 
c) all service designs, contents, or anything related to the unique character of programs and services, 
d) all proprietary information related to the day-to-day operations of the CMHA. 
 



The Volunteer further acknowledges that the disclosure of such confidential information would be highly detrimental to the 
interests of the CMHA who’s right to maintain the confidentiality of such information constitutes a proprietary right, which the 
CMHA is entitled to protect. The Volunteer will not, during the continuance of the volunteer relationship, or at any time 
thereafter, disclose or make use of any such confidential information to any person, firm or corporation, except as required 
in the course of the volunteer relationship with CMHA-WECB.  
 
 
2. OWNERSHIP OF MATERIALS 

All Materials, whether hardcopy, electronic or otherwise, which the Volunteer may produce, conceive, make or have 
access to, either alone or jointly with others, during the term of his/her volunteer relationship with the CMHA, whether in or 
out of regular office hours, and whether on the premises of the CMHA or elsewhere which relate in any way to the business 
of the CMHA shall be and remain the exclusive property of the CMHA.  If the Volunteer becomes entitled to ownership 
rights, by operation of law or otherwise, the Volunteer agrees to, immediately upon CMHA request, assign those rights to 
the CMHA and receive no payment or other consideration for doing so. 

 
 

3. ACCESSIBILITY FOR ONTARIANS WITH DISABILITIES ACT (OR AODA) 
 

Customer Service is current standard, agencies must be in compliance by January 1, 2012 
 
Seven (7) policies/procedures developed are: 
 Accessibility for Clients with Disability Policy 
 Use of Assistive Devices Policy 
 Communicating with People with a Disabilities Policy 
 Guide Dogs and Service Animals Policy 
 Support Persons Policy 
 Notice of Disruption in Service Procedures 
 Feedback Procedure 
 
These policies and procedures can be found on CMHA-WECB’s website. 
 
Assistive Devices 
Assistive Devices may be devices that people bring with them, such as walkers, magnifiers, or oxygen tanks.  Assistive 
devices that an organization might provide include: assistive software for people with visual, hearing or mobility 
impairments, wheelchairs or TTY (telephone teletype), real-time captioning or assistance from a staff person. 
 
Some tips: 

 Ensure that the client is permitted to enter the premises with the assistive device. 
 Offer assistive devices in a manner that respects the person’s dignity and independence. 
 Don’t touch or handle devices without permission. 
 Don’t move them out of your client’s reach. 
 Let our clients know about accessible features at our CMHA (such as accessible washrooms, TTY, etc…) 
 

Communicating with People with a Disabilities Policy 
Several different types of disabilities: 

 Physical 
o If you need to have a lengthy conversation with someone who uses a wheelchair or scooter, consider 

sitting so you can make eye contact. 
o Don’t touch equipment, without permission. 
o Respect personal space. 

 Vision loss 
o When you know someone has vision loss, don’t assume the individual can’t see you.  Many people 

who have low vision still have some sight. 
o Identify yourself. 
o Ask if they would like you to read any printed material out loud to them. 



 Hearing loss 
o Look directly at the person when speaking.  Use a pen and paper to communicate if necessary. 
o If the person uses a hearing aid, reduce background noise or move to a quieter area. 

 Deaf blind 
o A person who is deaf blind is likely to explain how to communicate to them perhaps with an assistance 

care or note. 
o Speak directly to the person and not the support person. 

 Developmental or Intellectual 
o Don’t make assumptions about what a person can do. 
o Use plain language. 
o Provide one piece of information at a time. 

 Learning 
o Take your time, be patient and allow ample time for the person to respond. 
o Provide the information in a way that works for the person 
o Use plain language. 

 Mental Health 
o Be confident, calm and reassuring. 
o If the person is in crisis ask how to best help. 

Support Persons 
Definition of a support person is a person who accompanies a person with a disability to help them with 
communication, mobility, personal care or medical needs or with access to goods or services. 
Tips 

 If you are not sure which person is the customer, take your lead from the person using or requesting goods or 
services, or simply ask. 

 Speak directly to the client/customer and not to the support person. 
 Obtain consent from the client/customer if confidential information is going to be share while a support person 

is present. 
 
Service Animals 
Definition of a service animal is an animal that is specifically trained to assist an individual with a disability.  Many times  
Tips 

 Allow service animals anywhere clients normally have access. 
 Remember the service animal is not a pet.  It is a working animal and should not be touched. 
 If it is not apparent that the animal is a service animal, then a letter from a physician or nurse practitioner 

confirming that the person requires the animal for reasons relating to a disability, is required. You can ask the 
client to produce this documentation. 

 Service animals are permitted access to dining or food ordering areas, but not wear food is prepared. 
 
4. BILL 168 AMENDMENTS 
 
Amends the Occupational Health and Safety Act to include: 

 Violence in the Workplace 
 Harassment that is not covered by Human Rights Code 
 Domestic Violence 

 
Act Requirements 

 “An employer shall develop and maintain a program toimplement the policy with respect to workplace violence 
required under clause 32.0.1 (1) (a). 2009, c. 23, s. 3.” 

 Complete a risk assessment of violence hazards in the workplace. 
 Develop violence and harassment policies and procedures. 
 Implement worker violence and harassment reporting procedures. 
 Create incident investigation procedures. 
 Have emergency response procedures in place in the event of violence. 
 Put into practice processes on how to deal with incidents and complaints of violence. 
 Conduct training. 
 



Part 1-Workplace Violence 
 
Definitions (OHSA) 
 
Workplace violence means: 
the attempt to exercise or actual exercise of physical force by a person against an employee in the workplace that 
causes or could cause physical injury to the employee; and/or a statement or behaviour that it is reasonable for an 
employee to interpret as a threat to exercise physical force against him/her in the workplace that could cause physical 
injury to him/her. 
 
Examples of Workplace Violence 
 
Assault: 

 Physical acts (e.g., hitting, shoving, pushing, kicking, sexual assault) 
 Any wilful intent or threat to inflict injury to another, coupled with a perceived ability to do so. 
 Any intentional display of force that would give the victim reason to fear immediate bodily harm. 
 Others? 

 
Threats: 

 Communicated intent to inflict physical or other harm to any person or property by some unlawful act, such as 
shaking one’s fists, destroying property or throwing objects. May be verbal or written. 

 
Workplace Violence Policy 
 

 Canadian Mental Health Association Windsor-Essex County Branch (“CMHA-WECB”) is committed to 
providing a safe work and service environment, free from workplace violence. Threats, threatening behaviour 
or acts of aggression against employees, affiliates, clients, visitors or others on CMHA-WECB properties, will 
not be tolerated. 

 It is recognized however, that some behaviours on the part of clients are symptomatic of their illness and 
require a response that balances the need for control and protection with an appropriate therapeutic response. 

 
Duty to Advise Risk of Violence 
Required to provide information, including personal information, related to a risk of workplace violence from a person 
with a history of violent behaviour if: 

 the worker can be expected to encounter that person in the course of his/her work and 
 the risk of workplace violence is likely to expose the worker to physical injury 
 Shall only disclose personal information that is deemed reasonably necessary to protect the worker from 

physical harm. 
 Always being cognizant of the need for balance, ensuring safety of staff and service to clients 

 
Principles of both Policies 

 Fairness – policy and procedures are to be applied consistently and quickly. 
 Non-Interference – other forums may be used. Encourage employees to use this policy before others. 
 Confidentiality – protect the interests of individuals involved in the process. Information on a need to know 

basis. 
 Retaliation/Reprisal – Will be considered as harassment and not tolerated. 
 Vexatious Complaints – complaints made in bad faith may be subject to discipline 

 
Prevention of Violence 
Who is involved? 
All employees, union representatives students, volunteers, affiliates, contractors and any persons acting on behalf of 
CMHA-WECB. 
 
Prevention 
Set a good example; 

 Take action against workplace violence regardless of whether a complaint has been, or is being lodged; 
 Refrain from comments and/or behaviour that may be considered violent in nature; 
 Express their disapproval if they encounter violent behaviour in the workplace; and 



 Report any evidence of violence to the appropriate management representative 
 
Responding to Violence 

 Code White Process 
 Verbal intervention 
 Police intervention 
 Complete SOR 

If an employee is alleged perpetrator, the SOR is forwarded to HR or the Workplace Violence and Harassment 
Coordinator for Investigation. 

 
PART 2-WORKPLACE HARASSMENT Human Rights Code & OHSA 
 
Harassment as defined in Bill 168 consists of behaviour that 

 Demeans, humiliates, embarrasses. 
 Single Act or occurs over time. 
 Often called bullying. 
 Both inside and outside the workplace i.e. at agency sponsored events, training. 

 
Characteristics of bullying could include:  
hitting; kicking; name calling; pushing; damaging property; stealing; threats; mean words; gossiping; teasing; rumours; 
leaving someone out 
 
OHC PROHIBITED GROUNDS 
� Race  
� Age 
� Ancestry 
� Place of Origin 
� Record of Offences 
� Marital Status 
� Colour 
� Ethnic Origin 

� Citizenship 
� Same-sex partnership 
� Creed (Religion) 
� Sex (Gender) 
� Family status 
� In receipt of public assistance (Housing) 
� Sexual Orientation  
� Disability 

 
Respect and Human Rights in the Workplace 
 
This policy includes all requirements of Human Rights Code, plus expanded definition of Harassment: 

 A course of vexatious comments or conduct directed toward an individual or group of individuals that is known 
or ought to be known to be unwelcome or unwanted. 

 Displays of offensive, derogatory, or sexually explicit pictures, photographs, cartoons, drawings, symbols and 
other materials. 

 Unwanted touching, or suggestive physical contact. 
 Remarks about sexual orientation. 
 Spreading malicious rumours, gossip or innuendo that is not true. 
 Constantly criticizing or belittling a person. 
 Unwelcome remarks or jokes about subjects like race, religion, disability or age. 
 Distributing by mail, fax or electronic means materials that could be considered offensive, disrespectful or 

unwelcome. 
 Undermining or deliberately impeding an employee’s work. 
 Centering out an employee in front of his/her colleagues. 
 Sexual Harassment-Making sexual advances to a colleague at an agency social event. 

 
Harassment does not include: 
“Harassment does no t include properly discharged management responsibilities, including the  delegation of work 
assignments, the assessment of discipline or any conduct that does not undermine the dignity of the individual.” 
 



Poisoned Work Environment 
 Work or service environment spoiled by discrimination and/or harassment. 
 Not necessarily directed toward an individual, creates an environment that is intimidating, hostile, humiliating or 

offensive. 
 May interfere with work performance or affects the agency’s work environment. 

 
 
Complaint Process 

 If possible – first step address with the individual and resolve informally. 
 If either party does not agree-becomes a formal complaint subject to the investigation process. 
 Written Complaint forwarded to Director of HR or the Workplace Violence and Harassment Coordinator. 
 Within 10 working days will confirm receipt 
 Respondent will be advised in writing of complaint and asked to respond in 10 working days. 
 If the complaint proceeds, the complainant will be provided with the respondent’s response and given 10 days 

for rebuttal. 
 Within 10 working days of the rebuttal, the Director of HR or the Workplace & Harassment Coordinator will 

determine if the matter can be resolved. 
 
If no resolution next step 
Options: 

 Refer issue to the Manager to monitor 
 Suggest mediation 
 Educate all employees about appropriate behaviour 
 Or if these options aren't successful refer for a formal investigation. 

 
Investigation 

 The Director of Human Resources will initiate the investigation. 
 Investigation must commence within 4 working days of the receipt of the written complaint. 
 Informal resolution may be attempted at the investigator’s discretion. 
 Investigator shall submit written report within 10 working days from commencing the investigation. 
 If complaint is not supported by the evidence it will be dismissed 
 If supported the respondent will be advised of the penalty. 

 
Respondent could be required to: 

 Offer an apology 
 Be reassigned 
 Attend counselling or training 
 Be disciplined 
 If non employee, restrictions placed on attendance at CMHA-WECB premises 

 
***If necessary, the CMHA-WECB Respect and Human Rights in the Workplace Reporting Procedure Incident 
of Workplace Harassment/Bullying form is available upon request.*** 
 
 
CMHA-WECB Workplace Violence Policy and Procedure Reporting Procedure Incident of Workplace Violence 
 
EMERGENCY 
Immediate risk of Assault or Injury (Serious) 
 
Step 1 - Call 911 
Step 2 - Initiate Code White Emergency Response Procedure 
Step 3 - Report to most senior Employee at the worksite and /or the Workplace Violence and Harassment 
Coordinator.  
Workplace Violence and Harassment Co-ordinator and the Joint Occupational Health Committee will immediately 
commence an Incident/Accident Investigation for the purposes of WSIB and in the event of a Critical Injury also 
notifies the Ministry of Labour and prepares the Incident Report. 
Suspension-If immediate suspension is required, the employee(s) will be suspended with pay pending an 



investigation. - Appropriate procedure union/non-union. 
Step 1 - Informal Resolution 
Where the Unit Manager, Director of Human Resource or Workplace Violence and Harassment Coordinator 
reasonably believes that the incident can be resolved without a formal investigation and all parties to the incident agree 
efforts can be made to achieve an informal resolution. If the matter is not resolved at this stage the employee shall 
complete an Incident Report and the matter will proceed to investigation stage. The Incident Report must be provided 
to the JOHSC within four (4) days of the alleged incident. 
Step 2 – Investigation 
The investigation will commence no later than four (4) working days from receipt of such incident report. If an informal 
resolution is not achieved the investigator shall submit not later than ten (10) working days a written report to the 
Director of Human Resource or the CEO. 
Step 3 - Complaint Dismissed or Remedial 
 
Action (if warranted) 
1. Informal Resolution 
2. Mediation 
3. EAP/Training 
4. Penalty 
5. Sanction 
6. Censure 
7. Actions involving non-employees 
8. Systemic Changes 
9. *Discipline 
*appropriate procedures for union/non-union 
 
Part 3- Domestic Violence 
  
“Employers who are aware, or ought reasonably to be aware, that domestic violence may occur in the workplace must 
take every precaution reasonable in the circumstances to protect a worker at risk of physical injury.” 
 
Domestic Violence Definition 

 Pattern of behaviour used by one person to gain power & control over another with whom he/she has had a 
personal relationship. 

 Pattern may include physical violence, sexual, emotional & psychological intimidation, verbal abuse & stalking. 
 Becomes workplace violence or harassment when it spills over into the workplace. 

 
Reporting Domestic Violence-Notify your Manager or the Workplace Violence & Harassment Coordinator of: 

 any situations which might result in workplace violence or harassment  
 and of the existence of restraining order, peace bond etc. 
 Work with the Workplace Violence Coordinator and your Manager in the development of a safety plan 

 
Responsibilities 

 Set a good example. 
 Refrain from comments and/or behaviour that may be considered discriminatory, and/or harassing. 
 Express disapproval if you encounter discriminating and/or harassing behaviours on Agency premises. 
 Report evidence of discrimination and/or harassment to your Manager, the Workplace Violence and 

Harassment Coordinator or the Director of Human Resources. 

 
 
 
 

This Agreement is executed at Windsor this ___________ day of ____________ 20 ____. 
            

_____________________________  ______________________________________ 
Volunteer                  CMHA Representative 


