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 December 15th, 2017 – 

For  all  shifts worked between 

December 1st and December 

15th 

January 2nd, 2018–   For all 

shifts worked between     

December 16th and December 

31st 

Making it Happen!- Supporting Social Inclusion 

INS IDE  THIS  

HEALTH AND 

SAFETY ARTICLE 

2 

POLICY REVIEW 3 

HEALTH AND 

SAFETY MEETING 

MINUTES 

5 

TIME SHEET 

HAND-IN 

N O R T HW E S TN O R T HW E S TN O R T HW E S TN O R T HW E S T     

ECAT 

Employee & Client 

Assistance Team  

780-512-3129 

 

After office hours 

Phones do not accept 

text messages– staff 
need to call ECAT. 

• HEALTH AND 

SAFETY MEETING

–December 8th , 2017 

at 3:00PM 

• RPAC MEETING– , 

December 5th, 2017          

at 1:30PM 

UPCOMING: 

DECEMBER 

 2017    

Sandra has been helping Dan work on his goals since he started 

with ICE.  She started with the agency in 2004 and is one of the 

South’s longest term employees.  She has held the positions 

Community Rehabilitation Worker, Community Support Coordi-

nator, and Regional Manager.  She continues to work with cli-

ents on a part time basis while also working as a team leader for 

ACDS CET surveys.  Dan says he is so grateful for all of the 

support she has given him over the years and really feels he 

would not be where he is today without her.   

Dan is a friendly and outgoing man who lives in Lethbridge. He has been with 

Independent Counselling Enterprises since 2008.   He started out living in a support 

home with ICE; he set a goal that he wanted to have his own place and with a lot of 

support from his front line staff at the time he was able to achieve this goal.  He moved 

out into his own place in 2015 and he has done a great job of managing the challenges 

of living independently.  One of the things he has wanted for many years was to have a 

pet.  He currently has two cats and he is very proud that he can call himself a pet owner.   

Dan loves the outdoors; he enjoys hunting, fishing and hiking.  He is an avid 

photographer and has taken many breathtaking nature shots.  His interest in 

photography started while he was in high school.  He was in a graphic design course 

and he took a few photographs, the response he received from others was 

overwhelmingly positive so he continued to take pictures as often as he could.  His love 

of nature really shows through in the photographs he takes.   

Dan was happy with doing his photography just for himself but his ICE staff felt he had 

a real talent that should be explored more extensively.  She suggested he enter his 

photos in contests around Lethbridge as a way to help him recognize that talent in 

himself.  He was a bit nervous about this at first but with staff support he went ahead 

and entered some of his favorite shots.  This led to 

him winning a number of awards for his skills.   

With his increased confidence and continued staff 

support he started to believe in his ability as a 

photographer.  He has made calendars and given 

away his photographs as gifts.  He has also sold 

many of his pictures.  If you come to the ICE office 

in Lethbridge you will see many of his works 

displayed on the walls.   

Dan recently went on a trip to Victoria and came 

back with some really amazing photographs.  He is 

interested in entering contests again and continuing 

to grow his photography business.  It is always 

inspiring to see someone like Dan who is able to 

follow his passion.  

Congratulations to Dan on his many achievements.   

Employee Spotlight 
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Holiday Safety and Mental Health Tips 

The holidays can be exciting but they can also be stressful and they present some special hazards. Here 

are a few safety and mental health tips to help everyone have a safe and happy holiday season.  

 

Holiday Safety Tips 

Trees - If ICE residents choose to have a Christmas tree, as per ICE policy 

3.5.8 Eliminating, Mitigating/ Controlling Work Site Hazards, it must be an 

artificial tree. Look for the label “Fire Resistant.”  

Lights – Check all tree lights before you hang them on the tree. Even if you 

have just purchased them. Make sure all the bulbs work and that there are no 

frayed wires, broken sockets or loose connections.  If lights or cords are not in 

top condition, throw them out and replace them.  During set up, ensure no 

wires are pinched by furniture and no cords run under rugs.  

Do not use the same extension cord for more than three strands of lights. Turn off all lights when you go 

to bed or leave the house. The lights could short out and start a fire.  

Decorations – Use only non-combustible or flame resistant materials to trim a tree.  Avoid decorations 

that are sharp or breakable and trimmings that resemble candy or food that may tempt a vulnerable client 

to eat them.  

Remember real candles are not permitted in ICE residences. There are now safe options for mood lighting 

or flameless candles that provide a similar effect.  Remove all wrapping papers, bags, paper, ribbons and 

bows from the tree area after gifts are opened.  

Do not purchase potentially poisonous holiday plant decorations, including mistletoe berries, Jerusalem 

cherry and holly berry.  These may present a danger to some clients who may put such plant items in their 

mouth.  

Holiday Party Food Safety – Follow all food safety rules and clean up immediately after a holiday party. 

Do not leave food sitting out. Remember, bacteria can grow rapidly at room temperature. After food is 

cooked, keep hot food hot and cold food cold. Refrigerate or freeze any perishable food within 2 hours. 

 

Holiday Mental Health Tips 

• Try to keep household routines the same for clients throughout the holidays especially in relation to 

usual sleep and meal time schedules. This will reduce stress. 

• Take care of yourself both mentally and physically. Clients and families are affected by the emotional 

well-being of their caregivers/ parents.  Coping with stress successfully can help clients learn how to han-

dle stress better, too. 

• Make a plan to focus on one thing at a time. Plan some peaceful, quiet activity 

ideas to balance the hustle and bustle of things like shopping, cooking, and holiday 

events. 

• Help clients give to others by making it an annual tradition to share their time 

and talents with people who have less.  Opportunities may be available at local 

shelters, food banks, or even by sending cards or letters to members of the armed 

forces stationed abroad who can’t be home with their families for Christmas. 

• Remember that many adults experience a sense of loss, sadness or isolation during the holidays. It is 

important to be sensitive to these feelings and offer help and support to others if needed.  Phone and email 

contact with family far away can help. 

Most important of all, enjoy the holidays for what they are—time to enjoy with friends, family and others 

in your community. Take advantage of the sights, sounds and celebrations available. Many of these events 

are free or reasonable to attend. 

Source: American Academy of Pediatrics. 
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3.4.11  Vacation 

*Note the changes to point #2* 

1. An employee will accrue vacation pay at a rate of 4 %, after 5 years of employment at a rate of 6%, as per Em-

ployment Standards for the province of Alberta.  The agency will provide vacation accrual at a rate of 8% for 

employees who have worked for more than 10 years.  

 

2. All casual employees may request a pay out of vacation pay twice per year. Payouts will only oc-

cur on May 31st and/or Nov 15th.  No request will be considered within the first year of employ-

ment.  The employee can continue to work and receive a vacation payout.  Any vacation pay 

received will be processed through payroll by submitting a request form two weeks prior to the 

date requested.  Supervisors will not approve a request unless the documentation is submitted 

within these time lines.   

 

3. All Casual Employees who have signed terms of employment and work a fix schedule may also take their  

earned vacation time off with pay. The employee is entitled to his/her vacation with pay only after he/she has 

worked for the year and earned it.  The employee must complete the vacation request form. 

       

4. All full time employees must take their  earned vacation time off with pay.  The employee is not able to 

request a pay out of his vacation pay and continue to work.  The employee is entitled to his/her vacation with 

pay only after he/she has worked for the year and earned it.  I.C.E. will not advance vacation with pay in the 

current working year.  All holidays should be taken within one year after they are earned.  Employees should 

submit their request for annual vacation no later than 6 weeks prior to the dates being requested or 2 weeks if 

requesting less than 40 hours of time off. 

 

 Vacation will not be approved prior to one year of employment and must be approved in advance by your 

supervisor for all employees regardless of your status. 

 

5. The employer has the final approval of the time when the annual vacation is to be taken. No vacation will be 

approved over Christmas or Easter for those employees providing direct client care. 

 

Updated January 2018 

POLICY UPDATE! 
Changes effective January 1st, 2018 
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PBI (Proactive Behaviour Intervention) 
TO BE ANNOUNCED 

9:30AM-4:00PM 

 

As described on the ICE website 

PET (Pre-Employment Training) 

December 19th– December 21, 2017 

9:30AM-5:00PM 

 

As described on the ICE website 

Training  

ICE Northwest Incentives 

Employees or Support Home Operators who refer a 

person to ICE who successfully meets our hiring re-

quirements and completes their three month proba-

tion with a minimum of 120 hours worked, receive 

$100.00! 

$100.00 Referral Incentive Program 
Kerry Peacock was thanked 

by her Coordinator for  

assisting client with personal 

concerns as well as assisting 

to clean her room.  

HURT AT WORK? 
 
Employees and Support Home Operators 

are reminded of their responsibility (as 

per legislation) to report all workplace 

injuries immediately to an ICE super-

visor or manager. In the event of an 

injury the employee will follow all agen-

cy policies and procedures 

 
While not all injuries are reportable to 

WCB, all injuries and work related 

health concerns are required to be re-

ported within the company. This is 

done so that health and safety investi-

gation and follow up may be completed 

for the safety of all parties 

ICE offices will be closed December 
25th, 2017, December 26th, 2017 and 

January 1st, 2018 for  
Christmas Day, Boxing Day and New 

Years’ Day respectively. 
 Please direct all calls to the  

Employee Client  
Assistance Team for these days. 
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INDEPENDENT COUNSELLING ENTERPRISES 

Health and Safety Committee Meeting Minutes  

November 14, 2017 
STANDING ITEMS 

3.1 A) Review of Regional Health and Safety Meeting Minutes 

- Section 3.2 Internal Incidents (Injury, Health, Property Dam-

age) 

 

Calgary: (October 23, 2017 meeting minutes) 

No Internal Incidents to Report 

 

Edmonton- (October 4, 2017 meeting minutes) 

September 30th, 2017  

The day after news stories broke about community attacks in Ed-

monton and Los Vegas a client became very agitated listening to 

media on his phone and started to throw items, yelling and ag-

gressing towards staff. Staff was struck in the face. The staff 

pressed the lifeline and left the apartment to wait outside. Police 

came and were able to calm the client. From comments made by 

the client during the incident it appeared that the client may have 

felt stressed and threatened, not understanding the recent news 

events. Staff did not have the lifeline on their person at the time of 

the incident and it was reported the manager included this in their 

recommendations.  

Recommendations 

Programs with life lines require staff to carry them at all times.  

Review training for lifeline use with the staff.  Some clients are 

highly sensitive to trauma and may need extra support to under-

stand and feel safe when intense news/community events occur.  

Help clients to process such news events so they feel safe and en-

courage them to reduce/ limit the amount of trauma they watch on 

TV by redirection to alternate positive activities designed to reduce 

stress.   

Incident Investigation to be completed.  

 

 

South: (October 11, 2017 meeting minutes) 

No Internal Incidents to Report 

 

3.1 B) Review of Regional Health and Safety Meeting Minutes 

- Section 3.3 (Near Miss Incidents) 

 

Calgary: (October 23, 2017 meeting minutes) 

No Near Miss Incidents to Report 

 

South: (October 11, 2017 meeting minutes) 

No Near Miss Incidents to Report 

 

Edmonton: (October 4, 2017 meeting minutes) 

September 5th, 2017  

Light fixture fell off a light in the hallway at a residential program. 

No one was near the area when it happened. No one was injured.  

Recommendations 

Add checking of light fixtures to regular monthly inspections as a 

proactive measure.  

Near Miss Investigation completed.  

 

September 9th, 2017  

Client and staff were out in the community for swimming. The 

client became agitated and tried to bite staff. Staff was not injured.  

It was noted that there are positive Approaches in place for the 

client. The recreation centre was very busy and noisy and this 

could have stressed the client resulting in the behaviour.  

Recommendations 

Plan for swimming on less busy days/times at the community pool. 

Staff training / refresher training in autism spectrum disorder would 

be beneficial.  

Near Miss Incident Investigation to be completed.  

 

3.2 Evaluation of current Internal Incident Investigations for 

Injury, Health and Property Damage: 

October 6, 2017  

Staff was driving with client during lunch hour rush when another 

vehicle exited the wrong way from a side road and hit staff’s vehi-

cle.   

Recommendations 

Plan outings to avoid rush hour and busy roads.  Take public transit 

when possible. 

Incident Investigation to be completed.  

 

3.3 Evaluation of current Near Miss Incident Investigations 

(Incidents, Recommendations):  

October 10, 2017  

Staff and clients were out and upon returning home discovered that 

one shade from the kitchen light fixture had fallen off and broken on 

the floor.  It was determined that the retaining ring had become loose 

allowing the glass to fall off.  It was recommended that the fixture 

be inspected monthly and that the retaining rings be tightened with 

every bulb change.   

Recommendations 

Add checking of light fixtures to regular monthly inspections as a 

proactive measure.  

Near Miss Investigation completed.  

 

October 13, 2017  

During the night the kitchen faucet broke and began running and 

would not turn off.  Staff used towels and buckets to catch water 

until the water could be shut off.  Staff were reminded to call 

maintenance at the first sign of trouble and also to check faucet dur-

ing the monthly safety inspection. 

Recommendations 

Review with staff at all residences where the shut off valves are lo-

cated. 

Near Miss Investigation completed.  

 

3.4 Review of COR Audit and Action Items (record section and 

pages reviewed, discussion,   recommendations):  

 Reviewed 8.1a-8.10 

 

3.5    Review of Master Hazard Assessment and Control Docu-

ment  

-Reviewed General Section 

 -Blood and Body Fluid Clean up/Exposure 

 -Use / Maintenance of oxygen tanks 

 -Use of gloves – exposure to latex from contact with latex 

 gloves 

 -Personal Care of Client 

 -Client Lift/Transfer (mechanical and manual): Client Re

 positioning, Wheelchair use/ramp use; assisting with client 

 mobility 

 

                           

3.6 Policy Review: 

3.5.5 Employee Work Related Injury, Illness, and Near Misses    

 

NEXT Meeting : December 8, 2017 at 3:00 pm 
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Congratulatory Ad from ACDS 


