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Name of Committee:	Community Use of Schools Community Advisory Committee

Meeting Date:	Tuesday, February 9, 2021

A meeting of the Community Use of Schools Community Advisory Committee convened on 9 February 2021 from 8:02 a.m. to 9:27 a.m. via Zoom with Co-Chairs Michelle Aarts and Judy Gargaro presiding.

	
Attendance via Zoom:
	
Michelle Aarts (Trustee), Judy Gargaro (Etobicoke Philharmonic Orchestra), Dan MacLean (Trustee), Lynn Manning (Girl Guides of Canada, Ontario Council), Heather Mitchell (Toronto Sports Council), Patrick Rutledge (Big League Book Club), Susan Fletcher (SPACE), Alan Hrabinski (Toronto Basketball Association), Sara Somerset (Jack of Sports), Gerry Lang (Citizens For Life Long Learning), Graham Welsh (Toronto Sports Social Club), Dave McNee (Quantum Sports and Learning Association).  
Also present were TDSB Staff: Maia Puccetti (Executive Officer, Facilities & Planning), Ugonma Ekeanyanwu (Acting Facility Permitting Team Leader), Ndaba Njobo (Facility Permitting Coordinator), Tina Androutsos (Executive Assistant), Shirley Adderley (Manager, Facilities Issues & System Liaison), Jonathan Grove (Interim Senior Manager, Plant Operations).





	
Guests:
	
Elizabeth Lukie (Hutt Piano Class), Beje Melamed-Turkish (North Toronto Soccer Club), Sharon Beason (Canadian Parents For French), Doug Blair (North Toronto Soccer Club).

	
Regrets:
	
Jonathan Wood (Toronto Accessible Sports Council), Alex Viliansky (Felix Swim School), Dennis Keshinro (Belka Enrichment Centre), Sam Glazer (Congregation Beth Haminyan), Narni Santos (The Learning Enrichment Foundation), Ralph Nigro (TSAA).



	
ITEM
	
DISCUSSION
	
RECOMMENDATION/ MOTION

	Call to Order / Acknowledgement of Traditional Lands / Welcome and Introductions / Approval of Quorum
	· The meeting was called to order by Co-Chair Judy Gargaro at 8:02 a.m.
	

	Approval of Agenda
	· Agenda approved.
	

	Approval of Minutes 
12 January 2021
	· Minutes were approved.

	


	Conflict of Interest Declaration
	· Nil
	

	Delegations
	· Nil
	

	[bookmark: _Hlk66281886]Permit Unit Update
	· Update on potential permit use and numbers of permits approved – TPH directions, cleaning protocols and Has the Board been able to plan for phasing in community use of school space? – Jonathan Grove confirmed that there are no current permits at this time. The Board is working closely with Toronto Public Health on protocols and getting ready for the school start-up on February 16th, 2021 and currently doing essential cleaning two times a day and in between cohorts. Jonathan Grove, Maia Puccetti and Ndaba Njobo have met to discuss their initial thoughts on how to reopen the permits.  A power point presentation (attached to these minutes) was shared with the committee with their initial thoughts.  Jonathan discussed that the greatest challenge at first sight will be the enhanced cleaning protocols.  Staff has been hired and the key considerations is how to balance schools’ enhanced cleaning and cohort changes and then permits.  Most likely the Board will start with weekend permits, gradually adding weekdays, probably starting with one group in the earlier time slot (i.e., 6:00-8:00 pm) and then the third phase all days, starting with one group.  Factors to consider include number of participants allowed in a group, Toronto Public Health rules, how big the facility is, equipment limitations/restrictions, size, limiting the number of groups at a time needed to clean between groups, safety plans, contact tracing and screening requirements, supplementary documents that may be required, etc.  Each permit group needs to be considered separately and the impact will be evaluated at each phase.  

The committee reviewed the power point presentation and discussed the following:  
[bookmark: _Hlk66281838]  
TDSB staff will need to consider several factors including direction from Toronto Public Health when determining how cohorts (grouping(s) of participants) will be defined and how this will impact permitted use.  At this time there is still uncertainty as to how the cohorts will be defined. Currently the permit group would be considered a cohort and if the group has smaller groups of participants (those who come and go during the permit time) they would be considered one cohort for participant limits and enhanced cleaning needs.  Depending on the circumstances enhanced cleaning would occur in between smaller groups of participants.  Permits would be issued first to an organization and then to small groups within the organization. When asked about priority ranking and the types or status of permits, staff confirmed that the Ministry already prioritizes community use - first children, then youth, then adult recreation.    Jonathan Grove confirmed that the Board will have to prioritize how this will work, the number of groups using multiple schools, etc., and will look at how to do this as equitably possible.  Jonathan also mentioned that some school activities may go till 6 pm so permits that used to start at 6 pm will need to start later to allow time for enhanced cleaning.  Permits asking to start before 6pm will need to be approved by the Principal, as per current procedure and would only be considered when all educational activities are done for the day at their school, and then how long essential cleaning will take.  As discussed at earlier meetings, the time needed to clean each space depends on the space (e.g., square footage, number of washrooms, type of space, what it will be used for, etc.). All these considerations need to be worked out for each permit site.  The intent of the presentation is to show the committee that TDSB is committed to working on a plan to phase in permits.

As TDSB caretaking staff conducts essential cleaning, the committee suggested that shared objects be cleaned by the permit holders so that 2 overlapping groups can possibly be considered.  TDSB staff said that this would have to be approved by Toronto Public Health before we could consider this suggestion.  Another suggestion was to have permits finish a bit earlier than they normally would so that TDSB caretakers had enough time to clean before the end of their shift and be prepared for the next morning.  The committee and Jonathan Grove agreed that Friday would be a great day to start the phase in of permits as there is no school the next day and this may simplify, and we can see how it works.

When asked whether schools, that currently do not have weekend permits because there is no custodial staff, might hold a random draw of weekday permit holders to allow use until permits return to normal, the committee was advised that reopening plans had only considered what that would look like for regular permit users.  However, staff confirmed weekend use will be considered as long as a caretaker is available on site for overtime.  If regular weekday permit holders can move to the weekend the additional overtime expense would be covered through the current fee structure for community use on weekends, 8 am to 6 pm on Saturdays and 8 am to 3 pm on Sundays.

Trustee Aarts asked Jonathan Grove if he could discuss with Toronto Public Health the differences between businesses and schools and how they determine their safety protocol breakdown in hopes that they will be a bit more lenient for permits. Staff added that they also speak with other school boards regarding their safety protocols and hope to learn from each other’s 

best practices.  The Board is also in constant conversation with Toronto Parks and Recreation so TDSB procedures are in alignment with the city.  

Access to community space is important, and the TDSB is the largest provider of community space in the city.  The committee requested an update on the Local Neighbourhood Support Program (LNSP) at the next meeting, to help assess the impact of the pandemic on that program.  Ugonma announced that LNSP has opened applications for March Break; they will be processed once they receive guidance from TPH.

Committee also requested clarification on who is responsible for COVID screening and contact tracing for permit groups and whether the TDSB had thought about allowing permit groups to use the Board's online screening app?  Staff confirmed that permit holders will be responsible for their own screening and contact tracing of participants, and that due to privacy the TDSB is not allowed to collect participant names
	












































































ACTION: Staff to provide update on LNSP at March 9, 2021 meeting.









	Outstanding Action Items
	· Pools Working Group Update – Deferred

· Baseball Working Group Update - Deferred 

· Terms of Reference Update – Executive Officer Maia Puccetti told the committee that the final Terms of Reference was approved at the last Program and School Services Committee (PSSC) of January 13th, 2021 and the committee was assured that it will be updated on the TDSB website. The committee wondered if it would have the opportunity to advise or comment on what is posted on our webpage.  Members were asked to check the website and forward any suggestions to either Judy Gargaro, Trustee Aarts or Maia Puccetti.

· AGM in November – Executive Officer Maia Puccetti also confirmed that the CUSCAC request to defer our November 2020 AGM and extend current 
member terms by 1 year was approved at the January 13th, 2021 PSSC meeting due to the Covid closures. 

· Onboarding for New Committee Members – Deferred

	
















	Trustee Report
	· Trustee Aarts mentioned to the committee that the return to school for students is next week and staff is diligently preparing for this. In addition, the second switch date for virtual/in-person classes will also take place.  Although numbers asking to switch are expected to be much less than in November there are still thousands of requests and there is a shortage of teachers for the virtual classes.

· Trustee Aarts confirmed to the committee that the search for the TDSB Director has reopened and closes the end of March.  A new Director will hopefully start July 1st, 2021.

· Trustee Aarts mentioned that she is on the Board’s Governance and Policy Committee and that going forward the Chair will highlight policies of interest to Advisory Committees, sending out notices to the Committee Leads to share discussion on draft policies and procedures with their members prior to their being finalized by staff. In the past it was up to staff/trustees to share draft policies/procedures; it is hoped this revised process will be a more efficient way to facilitate discussion by committees and obtain their feedback.

· Trustee Aarts confirmed that the budget process has started. The Grant for Student Needs (GSN) is usually received in March, so the Board is looking at recent budget drivers and their impact on the current financial situation.  This information will go to staff so they can begin to plan for the current budget.  As 80% of the budget is for staff based on enrolment numbers, the board will ask for at least the same amount as last year even though enrolment might be down.  The good news is that although the board is still running a deficit it is 

better than expected.  The Board is also asking the Province to cover the full additional costs of COVID.
 

· When asked whether any unused community use of school grant by CUSCAC for the 2020-21 school year would have to be returned to the Ministry,  Trustee Aarts confirmed that although these are sweatered funds the Ministry is allowing flexibility the year to cover other costs in other programmes and we hope we do not need to return these funds. Trustee Aarts will confirm with Craig Snyder for the next meeting.

· Trustee Aarts also mentioned that the updated access to school premises procedure now gives Principals more authority to hand out trespass of property letters to dog owners when on school property.

	

	Other Business
	· Maia Puccetti informed the committee members that two procedures (PR523, Access to School Premises was revised and new PR 731, Virtual Consultations Procedure) were shared by Tina Androutsos via email to the committee for their information and that both were going to Governance and Policy Committee meeting on February 10, 2021. The committee was reminded that procedures are developed by staff, with Trustee input, and do not have the same consultation process as policies.  However, feedback on how to improve a procedure or whether information is lacking is always welcome.
 
· Thanks, were extended to Heather Mitchell for providing committee documents to Gerry Lang who requires hard copies. The Board needs to think about accessibility in these instances. 
[bookmark: _GoBack]
	



	
Adjournment
	
· 9:27 a.m.

	

	Next Meeting Date
	· 9 March 2021, 8:00 a.m. via Zoom
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Community Use of Schools  
Re-entry Planning
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Initial Steps


 TDSB has met internally to review


 A gradual re-entry plan for Community Use is 
being considered  


 Closely watching and reviewing government 
resources, guidance and requirements
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Important Considerations


 Evidence based decisions using documents 
and regulations circulated by the province 


 Prioritizing the instructional program


 Balancing our staffing to meet all enhanced 
cleaning and school operation needs 
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Phased/Gradual Re-Entry 


Weekend Permits


-Starting with one 
group per space/day
-Add additional 
groups 
-evaluate impact


Gradually Add Weekdays


-Starting with one 
group (ex. 7:00-8:30)
-evaluate impact


All Weekdays


-Starting with one 
group (ex. 7:00-8:30)


-evaluate impact
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Potential Changes  


 Number of Participant limitations (e.g. Regional 
Health Unit and umbrella organization limits)


 Limiting the number of groups at a time


 Equipment limitations/restriction


 Permit times (e.g. we must allow cleaning between groups)
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Potential Changes  


 Safety Plan e.g. The plan should describe the measures and 
procedures the group will be taking to minimize COVID 19 transmission. 
The plans should include screening, physical distancing, contact tracing 
process, masks or face coverings, cleaning and the wearing of personal 
protective equipment.


 Contact tracing and screening requirements


 Supplementary documents required
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Contact Tracing Responsibilities for 
Permit Holders


1.  To take attendance every time they meet and keep on 
file for a minimum of 30 days.  


2.  To know what spectators are on site    
3.  To ensure that number of people on site do not exceed 


regional limits.   
4.  To know what spaces were used (listed on permit and 


otherwise).   
5.  To inform the School Board when a member that was 


on site tested positive for covid19.  
6.  To follow protocols of their 'umbrella' organization and 


that of the local public health units.
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Additional Responsibilities for TDSB 


1.  To know what groups are in schools -
knowing what schools, what spaces and 
what times.  


2.  To have name and contact number of persons 
that is 'on site' for each booking.   


3.  To keep records for a minimum of 30 days.
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Toronto District School Board 
 


Operational Procedure PR731 
 
Title: VIRTUAL CONSULTATIONS  
 
Adopted: January 29, 2021 
Effected: January 29, 2021 
Revised: N/A 
Reviewed: N/A 
Authorization: Executive Council 
 


1. RATIONALE 


The Virtual Consultations Procedure (the “Procedure”) upholds the Board’s 
commitment to parent and community engagement in decision-making at the 
TDSB. The Procedure supports implementation of the Parent and Community 
Involvement Policy (P023) and the Community Engagement Policy (P078). 


2. OBJECTIVE 


To outline the process for organizing and implementing virtual public consultations 
at the TDSB. 


3. DEFINITIONS 


Board is the Toronto District School Board, which is also referred to as the “TDSB”. 
 
Communication Platform is the TDSB licenced software used as the primary 
communication tool for public consultations (e.g., Zoom Meeting, Zoom Webinar). 
 
Consultation is gathering public input, advice and feedback on alternatives and/or 
directions in order to inform decision-making. 
 
TDSB is the Toronto District School Board, which is also referred to as the “Board”. 
 
TDSB Information Technology (IT) Resources include but are not limited to 
computers, phones, tablets, cellular/mobile technology, computer applications, 
email, servers, networks, internet services, internet access including access to 
external websites, data and any other electronic or communication technology 
provided by the TDSB (regardless of the user’s physical location) that exist today 
or may be developed in the future regardless of whether or not it may be used as a 
stand-alone device. 
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Virtual Consultation is consultation conducted via electronic means of 
communication. 


4. RESPONSIBILITY 


Associate Director, Equity, Well-Being and School Improvement 


5. APPLICATION AND SCOPE 


This Procedure applies to TDSB staff involved in organizing, managing and 
supporting virtual public consultations at the TDSB. 


6. PROCEDURE 


 General Requirements 6.1.
Virtual public consultations will be conducted in accordance with applicable 
governing policies and procedures. 
 
Staff will use the TDSB Information Technology (IT) Resources (defined in section 
3 above) to organize, manage and support virtual public consultations.  
 
Virtual consultations, consistent with the in-person consultations, may include: 


• public meetings 
• facilitated focus groups 
• calls for public delegations to a committee of the Board of Trustees 
• expert panel discussions 
• surveying/polling 
• posting materials on the TDSB website with a comment tool to solicit 


feedback 
• emailing materials and using school messaging system to solicit feedback 


 Equity and Accessibility Considerations 6.2.
To accommodate participants without media devices and/or access to internet, 
TDSB staff will use communication platforms that include telephone access 
capabilities. 
 
TDSB staff where and when feasible will provide language and communication 
supports, e.g., interpretation, translation, sign language, closed captioning, etc., for 
participants, as required, when conducting virtual public consultations.  
 
Interpretation and translation services can be requested by TDSB staff through 
accessing the internal website (http://tdsbweb.tdsb.on.ca/principals_site/Parent-
and-Community-Engagement/Interpretation-Translation). The internal link details 
the steps to take when booking an interpreter and/or translator at the TDSB. It is 
recommended that requests are made 5 business days in advance of the meeting 
in order to find a suitable translator and/or interpreter. For further information and 



http://tdsbweb.tdsb.on.ca/principals_site/Parent-and-Community-Engagement/Interpretation-Translation

http://tdsbweb.tdsb.on.ca/principals_site/Parent-and-Community-Engagement/Interpretation-Translation
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assistance regarding translation and interpretation services, TDSB staff may 
contact the Parent and Community Engagement Office.  
 
Staff will notify the public about the availability of accessible formats and 
communication supports, as required by the Accessibility for Ontarians with 
Disabilities Act (AODA), and will, upon request, provide or arrange for provision of 
accessible formats and communication supports for persons with disabilities. 
 
In accordance with the TDSB Days of Significance Calendar, staff will take 
religious holidays and days of cultural significance into consideration when 
scheduling virtual public consultations to promote inclusion. 
 
For meetings with limited capacity for participants, the TDSB will enhance 
accessibility for all participants by streaming meetings, e.g., YouTube Live. 


 Communication Platforms 6.3.
Depending on the selected methods for consultations and expected number of 
participants, TDSB staff will use licensed communication platforms (e.g., Zoom 
Meeting or Zoom Webinar) to conduct virtual consultations. For Zoom Meeting and 
Zoom Webinar, the following capacity is permitted when conducting virtual 
consultations: 
 


• Zoom Meeting – for consultations with up to 300 participants 
• Zoom Webinar – for consultations with up to 1000 participants 


 
To book a Zoom Webinar, please visit ServiceIT (https://serviceit.tdsb.on.ca), 
search for "Webinar" in 'How can we help?'. Select "Zoom Webinar Booking" from 
the list of results. 
 
To supplement the main virtual communication platforms, staff will provide a dial-in 
teleconference option and may stream the meetings through YouTube Live. 
 
When conducting online surveys/polls or engaging in discussion forums, staff will 
have access to approved platforms such as Google Forms, Qualtrics or Thought 
Exchange. 


 Staffing Requirements 6.4.
When conducting virtual public consultations, individual departments will determine 
staffing requirements based on their consultation needs. It is recommended that 
large-scale consultations include: a moderator/facilitator, staff responsible for 
managing questions through chat function, and a staff member to take notes.  
 
The IT department will provide technical support for large-scale public 
consultations involving licensed communication platforms (e.g., Zoom Webinar). 
 



https://serviceit.tdsb.on.ca/
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 Security and Protection of Privacy 6.5.
To ensure confidentiality, security and protection of privacy of participants, the 
TDSB will require pre-registration for all participants prior to conducting virtual 
public consultations. Meeting details will be shared only with pre-registered 
participants. 
 
Settings on communication platforms such as Zoom Meeting or Zoom Webinar will 
be preconfigured by the IT department to protect the security and privacy of 
participants and their personal information. 
 
With the exception of presenters and moderators, video cameras of participants 
will be disabled by default, unless participants have agreed to enable their 
cameras.  
 
The in-meeting chat feature will be preconfigured by default when conducting 
virtual public consultations to allow participants communicate with staff and submit 
questions and comments during Question and Answer session.  
 
By default, all participants will be placed in the virtual waiting room prior to the 
commencement of the virtual public consultation. 
 
By default, participants who are not speaking, commenting, or presenting during 
virtual public consultations will be muted. 
 
Consultation sessions may be recorded for dissemination to participants who were 
not able to attend the meeting. In the meeting invitation, TDSB staff must notify 
participants of any planned audio and video recordings prior to any public 
consultations and advise that all recordings are subject to legislative restrictions 
(e.g., Municipal Freedom of Information and Protection of Privacy Act) and related 
TDSB policies (i.e., Freedom of Information and Protection of Privacy Policy 
(P094), Acceptable Use of IT Resources Policy (P088)).  


 Code of Conduct 6.6.
All participants of the virtual public consultations are expected to maintain meeting 
decorum and abide by the requirements of the Board Code of Conduct (PR585) 
and the Code of Online Conduct (PR571). 
 
Discrimination and harassment will not be tolerated. Participants exhibiting 
inappropriate conduct will be removed from the virtual public consultation by TDSB 
staff. 


 Invitations, Information Sharing and Feedback 6.7.
Public consultation invitations will be provided in advance of the scheduled 
meetings. 
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In advance of the meeting, TDSB staff will provide information related to virtual 
public consultations, including the purpose of the consultation, instructions on 
using TDSB licensed communication platforms, guidance documents/slide shows, 
as applicable for discussion, and relevant TDSB contact information.  
 
The invitations must include a notice of the collection of personal information if the 
consultation session is expected to be audio or video recorded. 
 
At the conclusion of the consultation session, TDSB staff will, in accordance with 
the Community Engagement Policy (P078), advise the participants when the 
documents related to the consultations feedback will be made available. 


 Training Related to Virtual Consultations 6.8.
The TDSB Information Technology/Information Management department will 
provide IT training and support for staff on the use of communication platform(s) for 
virtual consultations as well as the software access required. 
 
The TDSB Information Technology/Information Management department will 
determine the training format related to IT support for virtual consultations. 
 
The TDSB Information Technology/Information Management department will have 
instructions for participants on the use of the virtual communication platform(s) that 
will be distributed in advance of or during the virtual consultation meetings.  


7. EVALUATION 


This Procedure will be reviewed as required, but at a minimum every four (4) years 
after the effective date. 


8. APPENDICES 


• N/A 


9. REFERENCE DOCUMENTS 


Legislation 
• Accessibility for Ontarians with Disabilities Act (AODA) 
• Education Act 
• Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 


 
Policies 
• Acceptable Use of Information Technology Resources Policy (P088) 
• Accessibility Policy (P069) 
• Community Engagement Policy (P078) 
• Freedom of Information and Protection of Privacy Policy (P094) 
• Parent and Community Involvement Policy (P023) 
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Procedures 
• Board Code of Conduct (PR585) 
• Code of Online Conduct (PR571) 
• Community Engagement Procedure (PR704) 
• Parent and Community Involvement Procedure (PR558) 


 
Other Related Documents 
• TDSB Days of Significance Calendar 


(https://www.tdsb.on.ca/Portals/0/AboutUs/docs/DaysOfSignificance.pdf) 



https://www.tdsb.on.ca/Portals/0/AboutUs/docs/DaysOfSignificance.pdf
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Toronto District School Board 
 


 
Procedure PR523 


 


Title: Access to School Board Premises 
 
Adopted: February 29, 2000 
Effected: February 29, 2000 
Revised: November 2, 2000; January 10, 2021  
Reviewed:  November 2, 2000; January 10, 2021  
Authorization: Executive Council 
 


 
1.0 RATIONALE 


 
The Access to School Board Premises Procedure (the “Procedure”) supports the 
implementation of the Caring and Safe Schools Policy (P031).  


Access to school board premises is determined by the premises’ site manager, 
typically the school Principal. The parameters for access to school board 
premises are set out in O. Reg. 474/00, Access to School Premises, under the 
Education Act. 


2.0 OBJECTIVES 
 


To provide guidelines regarding trespass to property at the TDSB  


3.0 DEFINITIONS 
 
Board refers to the Toronto District School Board, which is also referred to as 
“TDSB.” 


Board Premises or Board Property refers to any TDSB land, premises, location 


or thing at, upon, in or near which a student learns or an employee works. 


Occupier refers to: 


(a) a person who is in physical possession of premises, or 


(b) a person with responsibility for the control over the condition of the 
premises, or the activities there carried on, or control over persons allowed to 
enter the premises, notwithstanding that there is more than one occupier for the 
same premises 
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Premises refers to lands and structures, or either of the, and includes: 


(a) water, 


(b) ships and vessels, 


(c) trailer and portable structures designed or used for residence, 


(d) business or shelter, 


(e) trains, railway cars, vehicles and aircraft, except while in operation. 


TDSB refers to the Toronto District School Board, which is also referred to as the 
“Board.” 
 
Service Animal refers to an animal that provides support relating to a student’s 
disability. Traditionally, service animals have been dogs, and dogs remain the 
most common species of service animal; however, other species may also 
provide services to individuals with disabilities. The types of functions performed 
by service animals are diverse, and may or may not include sensory, medical, 
therapeutic, and emotional support services. 
 


4.0 RESPONSIBILITY 
 
Executive Superintendent, Human Rights and Indigenous Education 
 


5.0 APPLICATION AND SCOPE  
 


This Procedure applies to all students and employees of the Board. The 
Procedure also covers, parents/guardians, school council members, visitors, 
third party service providers, volunteers, permit holders, customers of the Board 
and other members of organizations while partaking in any activities that occur in 
Board premises or while engaging in Board related functions.  


Schools and school-related activities, such as extra-curricular activities and 
excursions comprise the learning and working environment, fall within the scope 
of this Procedure, as do Board offices and facilities (including eating, 
lounge/changing areas and vehicles used for work purposes or on work 
property). Conferences, workshops, training sessions and staff functions (e.g., 
staff parties, retirement celebrations) also fall within the scope of this Procedure. 


6.0 PROCEDURES 
 


6.1 School Board Premises 
 


Access to school board premises is determined by the premises’ site manager, 
typically the school Principal.  The parameters for access to school board 
premises are set out in O. Reg. 474/00, Access to School Premises, under the 
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Education Act.  This procedure will assist site managers should they deem it 
necessary to deny access to school premises to a person(s). 
The Trespass to Property Act, R.S.O. 1991, also provides school site managers 
to exercise control over persons entering onto their property  
 
6.2 Persons who are legally permitted to be on school board premises 


Further to the Access to School Premises regulation, the following persons are 
permitted to be on school board premises: 
 


1. A person enrolled as a pupil in the premise 
2. A parent or guardian of such pupil 
3. A person employed or retained by the Board 
4. A person who is otherwise on premises for a lawful purpose 
5. A person who is invited to attend an event, a class or a meeting on 


the premises  
6. A person who is invited onto school premises for a particular 


purpose by the Principal, a Vice-Principal or another person 
authorized by the Board to do so is permitted to be on school 
board premise 


 
6.3 Access to school board premises 


 
Those persons outlined in section 6.2 will have access to school board premises 
when the premises are being used for a purpose authorized by the Board. 
At the start of each school year the Principal and/or Site Managers will: 
 


1. Ensure that they have entry and exit plans that are understood by 
all members of the school community and reviewed annually,   


2. Establish (both elementary and secondary schools and other 
school board sites), review, and communicate which doors are 
open, locked, and to be used by whom, during specified times, 
(please refer to Section 5 of this procedure Guidelines for a Safe 
Entry Plan), and  


3. Ensure that proper signage is in place and visible instructing all 
visitors to start their visit to the premise at the main office (please 
refer to the TDSB signage and engraving catalogue to purchase 
signage). 


 
6.4 Denying access to school board premises for persons who are legally 
permitted to be on the premises 
 
Under O. Reg 474/00 Access to School Premises, a person is not permitted to 
remain on premises: 
 


1. if in the judgement of a principal, a vice-principal, site manager or 
another person authorized by the board to make such a 
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determination, his or her presence is detrimental to the safety or 
well-being of a person on the premises or, 


2. if a policy or procedure of the Board requires the person to report 
their presence on premises in a specified manner and the person 
fails to do so. 


 
 
 


 
 
 
Should an incident occur involving a person’s access to a school board premise 
the Principal and/or Site Managers will: 
 


1. Conduct an investigation to determine what occurred during the 
incident, 


2. Consult with their Superintendent of Education and their Caring 
and Safe Schools staff, 


3. Determine if the incident requires a follow up with the person(s) 
involved, and communicate with that person(s) accordingly (i.e. 
meeting, warning letter (template letter attached as Appendix A), 


4. Issue a Trespass to Property Letter (template letter attached as 
Appendix B), if the Principal deems that the person’s presence is 
detrimental to the safety or well-being of a person on the premises, 
and  


5. Inform Toronto Police Service if appropriate. 
 
6.5 Persons who are not legally permitted to be on school board premises 
 
Under O. Reg 474/00 Access to School Premises, a person is not permitted to 
remain on school premises: 
 


1. if in the judgement of a principal, a vice-principal, site manager or 
another person authorized by the board to make such a 
determination, his or her presence is detrimental to the safety or 
well-being of a person on the premises (i.e. students from another 
school), 


2. if a policy or procedure of the Board requires the person to report 
their presence on premises in a specified manner and the person 
fails to do so. 


 
 
 
 
 
 
 


PLEASE NOTE THAT A STUDENT CANNOT BE TRESPASSED, OR ISSUED A 
WARNING TO TRESPASS TO APREMISE IN WHICH THEY ARE ENROLLED AS A 
PUPIL, OR IF THE PUPIL IS ATTENDING A PROGRAM FOR SUSPENDED OR 
EXPELLED PUPILS THAT IS LOCATED ON THE PREMISES 
 


PLEASE NOTE THAT A STUDENT CANNOT BE TRESPASSED, OR ISSUED A 
WARNING TO TRESPASS, TO A PREMISE IN WHICH THEY ARE ENROLLED AS A 
PUPIL, OR IF THE PUPIL IS ATTENDING A PROGRAM FOR SUSPENDED OR 
EXPELLED PUPILS THAT IS LOCATED ON THE PREMISES 
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6.6 Denying Access to School Board Premises (persons who are not legally 
permitted to be on school board premises) 
 
Should an incident occur involving a person’s access to school board premises 
the Principal and/or Site Manager will: 


1. Conduct an investigation to determine what occurred during the incident, 
2. Consult with their Superintendent of Education and their Caring and Safe 


Schools staff, 
3. Determine if the incident requires a follow up with the person(s) involved, 


and communicate with that person(s) accordingly (i.e. meeting, warning 
letter (template letter attached as Appendix A)), 


4. Issue a Trespass to Property Letter (template letter attached as Appendix 
C), if the Principal deems that the person’s presence is detrimental to the 
safety or well-being of a person on the premises; and  


5. Inform Toronto Police Service if appropriate. 
 
6.7 Access to School Board Premises 
 


The Trespass to Property Act, R.S.O. 1991, provides Board site managers the 
discretion to exercise control over persons entering onto their property. 
 


6.8 Denying Access to all sites of the School Board 
 
From time to time, it may be prudent for a person to be denied access to all sites 
of the School Board. 
 
Should an incident occur involving a person’s access to all school board 
premises the Principal and/or Site Manager will: 
 


1. Conduct an investigation to determine what occurred during the incident, 
2. Consult with their Superintendent of Education and their Caring and Safe 


Schools staff, 
3. Determine if the incident requires a follow up with the person(s) involved, 


and communicate with that person(s) accordingly (i.e. meeting, warning 
letter (template letter attached as Appendix A), and 


4. If it is deemed that the person’s presence is detrimental to the safety or 
well-being of a person(s) at all TDSB sites, the Principal and/or Site 
Manager will consult with Centrally Assigned Principal for Caring and 
Safe Schools to issue a Trespass to Property Letter (template letter 
attached as Appendix D). 


  
The Centrally Assigned Principal for Caring and Safe Schools will;  
 


1. Review the circumstances  necessitating a Trespass to all TDSB 
Properties letter, 
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2. Prepare a trespass letter for all School Board sites (Appendix D) if it is 
deemed that the person’s presence is detrimental to the safety or well-
being of a person(s) at all TDSB sites,  


3. Review the trespass letter and the circumstances  necessitating the letter 
with the appropriate Associate Director of Education,  


4. Upon approval and signature of the appropriate Associate Director of 
Education, issue the Trespass to all TDSB sites letter, and  


5. Inform Toronto Police Service if appropriate. 
 


6.9 Annual Review of Issued Trespass Letters  
 
In all cases the issuance of a trespass letter is not to be taken lightly.  An 
investigation of the incident involving a person’s access to school premises, and 
consultation with the appropriate TDSB staff must occur every time a trespass to 
property letter is issued.  Each trespass letter must be reviewed annually by the 
Principal and/or Site Manager of the site to which the letter pertains to determine 
if the circumstances that necessitated the letter still exist. 
 
If a trespass to property letter is to be rescinded a meeting should be occur with 
the Principal/Site Manager and the person to whom the trespass letter applies, 
to review access to school premises expectations and to ensure that the incident 
that necessitated the letter (or a similar incident) does not occur again (please 
see Appendix E for template letter for rescinding a trespass to property). 


 
           6.10 Use of School Board Premises by Canine Dog Owners  


 
The TDSB does not allow canines (dogs) on their properties at any time. As 
such the expectation is that canines will not be on any TDSB property.  The 
exception to this section will be in accordance with the Student Use of Service 
Animals in Schools Policy (P096) and the Use of Service Animals by the General 
Public Procedure (PR604).   The use of service animals at the TDSB must be in 
accordance with both the above named documents as these documents provide 
directions for the administration of the school and support of service animals in 
the school environment. 
 
6.11 Guidelines for a Safe Entry Plan  
 
Under the Education Act, R.S.O. 1990, c. E.2, Principals and site managers are 
responsible for safety at their schools/sites. That includes establishing a plan for 
safe entry to the school/site.  While all Board premises are different, all must 
establish a plan for safe entry. 
 
Elementary schools 
Each elementary school will establish, review and communicate the Ministry of 
Education Safe Welcome Program, which includes the use of secure front door 
access.  While elementary schools will use an electronic system for securing 
their front doors, it is the Principal of the school who determines its usage, 
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including the hours the system is operational.  It is expected that if you have a 
secure front door access system front doors and perimeter doors will be locked 
as appropriate during the school day. 
 
Elementary principals should also consider the following when creating their 
Safe Entry Plan: 


 Times that the secure front door access system will be active  


 Doors that will be unlocked for access to the school when the secure front 
door access system is not in use 


 Ability to monitor any unlocked door during the school day 


 Childcare/Tenant access to the school (please refer to PR 663, Key and 
Access Control) 


 After hour access i.e. Continuing Education classes, permit usage, etc. 
 
Secondary Schools 
Each secondary school will establish, review and communicate which doors are 
open, locked and to be used by whom during specified times.  This plan should 
be reviewed annually and shared with all members of the school community.   
Secondary principals should consider the following when creating their Safe 
Entry Plan: 


 Times that doors will be locked and unlocked 


 Ability to monitor any unlocked door(s) during the school day 


 Childcare/Tenant access to the school (please refer to PR 663, Key and 
Access Control) 


 After hour access i.e. Continuing Education classes, permit usage, etc. 
 
School Board Sites 
Sites other than schools will establish, review and communicate which doors are 
open, locked and to be used by whom during specified times. This plan should 
be reviewed annually and shared with all members of their community.   
Site managers should consider the following when creating their Safe Entry 
Plan: 


 Times that doors will be locked and unlocked 


 Ability to monitor any unlocked door(s) during the school day 


 Childcare/Tenant access to the school (please refer to PR 663, Key and 
Access Control) 


 After hour access i.e. Continuing Education classes, permit usage, etc 
 


7.0 EVALUATION 
 
This operational procedure will be reviewed and amended, as required. At a 
minimum, it will be reviewed every four (4) years after the effective date. 
 
 
 


8.0 APPENDICES 
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 Appendix A: Trespass to Property Warning Letter Template 


 Appendix B: Trespass to Property Letter Template - For persons who are 
legally permitted to be on school premises, e.g. parents/guardians 


 Appendix C: Trespass to Property Letter Template - For persons who are not 
legally permitted to be on school premises 


 Appendix D: Trespass to Property Letter Template - For persons who are not 
legally permitted to be on school premises and being denied access to all 
school board properties 


 Appendix E: Rescinding Trespass to Property Letter Template 
 


9.0 REFERENCE DOCUMENTS 
 
Policies: 
 


 Caring and Safe Schools (P051) 


 Student Use of Service Animals in Schools (P096) 
 


Operational Procedures: 
 


 Workplace Harassment Prevention and Human Rights (PR515)  
 
Legislative Acts and Regulations: 
 


 Education Act  


 Trespass to Property Act 


 O. Reg. 474/00, Access to School Premises 
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Appendix A 


 


Trespass to Property Warning Letter Template 
 


*Please note that a student cannot be issued a warning to trespass to a school in which 


they are enrolled, or if the pupil is attending a program for suspended or expelled pupils 


that is located on the school premises 


 


[insert letterhead] 
 


 


[insert method of delivery] 
 
[insert name of individual to be warned or individual’s parent/guardian if individual is 
under 18] 
[insert address] 
Toronto , Ontario 
[insert postal code] 
 
Dear [insert name individual to be warned or individual’s parent/guardian if individual is 
under 18]: 
 
Re: [insert incident] 
 


 
I am writing to state my concerns regarding your [insert incident(s) leading to warning] 
at [insert name of school/property if applicable] on [insert date of incident(s) leading to 
warning].  [insert incident(s) details leading to warning]. 
  
Your behavior, as described above, was inappropriate and unacceptable.  The Toronto 
District School Board’s Code of Conduct sets out standards of behavior for all members 
of the school community, including [insert appropriate party].  The Code of Conduct 
provides [insert applicable reference from section 4.2 (a) or (b) of the Board Code of 
Conduct, PR585, i.e. “that all members of the school community must treat one another 
with dignity and respect at all times, and especially when there is a disagreement.”]  
The Code of Conduct specifically states that [insert applicable preamble from section 
4.3 of the Board Code of Conduct, PR585, i.e. “[p]arents play an important role in the 
education of their children and have a responsibility to support the efforts of school staff 
in maintaining a safe and respectful learning environment for all students.”]  Further 
some of the means by which [insert applicable party] fulfill their role include:  
 


 [insert applicable reference from section 4.3 of the Board Code of Conduct, 


PR585, i.e. showing respect for the Principal and school staff; and 
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 showing that they are familiar with the Code of Conduct, the Board’s Code of 


Conduct and school rules].  


 
Your behavior on[insert date of incident(s) leading to warning] cannot and will not be 
condoned by the Toronto District School Board.   
 
Please be advised that a [site manager i.e. principal] may deny a person access to the 
school premises under the Education Act, R.S.O. 1990, c. E.2, and in extreme 
circumstances may trespass a person pursuant to the Trespass to Property Act R.S.O. 
1990, c.T.21.  
 
I trust that my expectations are clear.   


 
1.0 Yours truly, 


2.0  


3.0  


[insert name] 
[insert title], [insert school/property name] 
4.0  


cc:   [insert name], Superintendent of Education  
 [insert name], Caring and Safe Schools Administrator       
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Appendix B 


 
Trespass to Property Letter Template 


For persons who are legally permitted to be on school premises, e.g. 
parents/guardians 


 


1.0 *Please note that a student cannot be issued a trespass to a school in which 


they are enrolled, or if the pupil is attending a program for suspended or expelled pupils 


that is located on the school premises 


 
[insert letterhead] 


 
[insert method of delivery] 
 
[insert name of individual to be trespassed or individual’s parent/guardian if individual is 
under 18] 
[insert address] 
Toronto , Ontario 
[insert postal code] 
 
Dear [insert name individual to be trespassed or individual’s parent/guardian if 
individual is under 18]: 
 
Re: [insert school/property name] 
 


 
This letter is notice to you/name that you/name’s i s / are prohibited from 


entering upon the property known as School name located at School Address. 


 
Under the Education Act, R.S.O. 1990, c. E.2, Ontario Regulation 474/00, 


Access to School Premises, authorizes a principal, a vice-principal or another 


person authorized by the Toronto District School Board to direct a person to 


leave the school premises where, in the judgment of the principal, vice-


principal or other authorized person, the presence of that person is 


detrimental to the safety or well-being of a person on the premises. 
 


Enter factual details related to issuing the trespass letter.  
 


Your/name’s presence on School name property has been considered 


detrimental to the safety and well-being of persons on School name premises. 


 


Please be advised that if you/name enter(s) upon school name’s premises the 


police will be called immediately. Failure to comply with this notice may result in 


prosecution under the Trespass to Property Act, R.S.O. 1990, c. T.21, and if 
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convicted a fine of up to $5,000.00 under the Provincial Offences Act, R.S.O. 


1990 c. P.33, and/or a fine of up to $10,000.00 under the Trespass to Property 


Act. 


 


Should you/name require access to School name, please contact me by phone 


at school phone number or in writing and we will discuss the matter. In the event 


of an emergency, School name staff will contact you/name and you/name will 


report directly to School name’s main office. 
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Yours Truly, 
 
 
[insert name] 
[insert title], [insert school/property name]   
 
cc: [insert name], Superintendent of Education  
 [insert name], Caring and Safe Schools Administrator       
 [insert school/property name] Head Caretaker [if applicable 
 Toronto District School Board Security – 15 Oakburn Crescent  
 Toronto Police Service, [insert division number] Division 
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Appendix C 
 


Trespass to Property Letter Template 
For persons who are not legally permitted to be on school premises 


 
 [insert letterhead] 


 
[insert method of delivery] 
 
[insert name of individual to be trespassed or individual’s parent/guardian if individual is 
under 18] 
[insert address] 
Toronto , Ontario 
[insert postal code] 
 
Dear [insert name individual to be trespassed or individual’s parent/guardian if individual 
is under 18]: 
 
Re: [insert school/property name] 
 


 
This letter is notice to you/name that you/name is/are prohibited from entering 


upon the property known as School name located at School address. 
 


Under the Education Act, R.S.O. 1990, c. E.2, Ontario Regulation 474/00, 


Access to School Premises, authorizes a principal, a vice-principal or another 


person authorized by the Toronto District School Board to direct a person to 


leave the school premises where, in the judgment of the principal, vice-


principal or other authorized person, the presence of that person is 


detrimental to the safety or well-being of a person on the premises. 


 


Enter factual details related to issuing the trespass letter.  
 


Your/name’s presence on School name property has been considered 


detrimental to the safety and well-being of persons on School name premises. 


 


Please be advised that if you/name enter(s) upon school name’s premises the 


police will be called immediately. Failure to comply with this notice may result in 


prosecution under the Trespass to Property Act, R.S.O. 1990, c. T.21, and if 


convicted a fine of up to $5,000.00 under the Provincial Offences Act, R.S.O. 


1990 c. P.33, and/or a fine of up to $10,000.00 under the Trespass to Property 


Act. 
 


Yours Truly,  
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[insert name] 
[insert title], [insert school/property name]   
 
cc: [insert name], Superintendent of Education  
 [insert name], Caring and Safe Schools Administrator       
 [insert school/property name] Head Caretaker [if applicable 
 Toronto District School Board Security – 15 Oakburn Crescent  
 Toronto Police Service, [insert division number] Division 
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Appendix D 
 


Trespass to Property Letter Template 
For persons who are not legally permitted to be on school premises and being 


denied access to all school board properties 
 


 [insert letterhead] 
 
[insert method of delivery] 
 
[insert name of individual to be trespassed or individual’s parent/guardian if individual is 
under 18] 
[insert address] 
Toronto , Ontario 
[insert postal code] 
 
Dear [insert name individual to be trespassed or individual’s parent/guardian if individual 
is under 18]: 
 
Re: [insert school/property name] 
 


 
This letter is notice to you/name that you/name i s / are prohibited from 


entering upon any property owned and/or operated by the Toronto District 


School Board (“TDSB”). 
 


Under the Education Act, R.S.O. 1990, c. E.2, Ontario Regulation 474/00, 


Access to School Premises, a person authorized by the Toronto District School 


Board may direct a person to leave the school premises where, in the judgment 


of person authorized by the Toronto District School Board, the presence of that 


person is detrimental to the safety or well-being of a person on the Toronto 


District School Board premises. 
 


Enter factual details related to issuing the trespass letter.  


 


Your presence on any property owned and/or operated by the TDSB has 


been considered detrimental to the safety and well-being of persons on all 


TDSB’s premises. 
 


Please be advised that if you/name enter(s) upon TDSB’s premises the police 


will be called immediately. Failure to comply with this notice may result in 


prosecution under the Trespass to Property Act, R.S.O. 1990, c. T.21, and if 


convicted a fine of up to $5,000.00 under the Provincial Offences Act, R.S.O. 


1990 c. P.33, and/or a fine of up to $10,000.00 under the Trespass to Property 


Act. 
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Should you require access to TDSB's premises, please contact Name by 


phone at phone number or in writing at email address to discuss the matter. 
 


 


Your 


Truly


,  


 


 
[insert name] 
Director or Associate Director, TDSB  
 
cc: [insert name], Superintendent of Education  
 [insert name], Caring and Safe Schools Administrator       
 [insert school/property name] Head Caretaker [if applicable 
 Toronto District School Board Security – 15 Oakburn Crescent  
 Toronto Police Service, [insert division number] Division 
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Appendix E 


Rescinding Trespass to Property Letter Template 
 


 [insert letterhead] 
 
[insert method of delivery] 
 
[insert name of individual to be trespassed or individual’s parent/guardian if individual is 
under 18] 
[insert address] 
Toronto , Ontario 
[insert postal code] 
 
Dear [insert name individual to be trespassed or individual’s parent/guardian if individual 
is under 18]: 
 
Re: Trespass Letter dated [insert date of Trespass Letter] 


 


Please be advised that the Trespass Letter dated [insert date], trespassing [name of 


individual trespassed to [insert name of school/property] is no longer in effect.   


Sincerely, 
 
[insert name] 
[insert title], [insert school/property name]   
 
cc: [insert name], Superintendent of Education  
 [insert name], Caring and Safe Schools Administrator       
 [insert school/property name] Head Caretaker [if applicable 
 Toronto District School Board Security – 15 Oakburn Crescent  
 Toronto Police Service, [insert division number] Division 
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