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CODE OF CONDUCT

The Toronto Hostels Training Centre encourages the exchange of information and ideas
within a relaxed and respectful environment. Accordingly, all individuals accessing the
Training Centre, including program participants, guest facilitators, students and volunteers
shall behave in a professional and responsible manner. Failure to do so may result in the
individual(s) being asked to leave the premises. All personnel, Board of Directors, staff, guest
facilitators, workshop participants and volunteers shall adhere to the letter and spirit of the
Human Rights Code of Ontario, the Training Centre Anti-Racism and Anti-Oppression and
Workplace Violence and Harassment in the Workplace Policies including Bill 132.

While it is impossible to address all situations, the Toronto Hostels Training Centre prohibits
the following:

e Disruptive behaviour such as yelling, slamming doors, teeth sucking, not participating, or
persisting in a behaviour that has previously been addressed

e Violent or threatening conduct including the possession of a weapon
Interfering in the ability of another person to participate in our sessions in an environment
that is safe, healthy and productive

¢ Negligence of any careless action, which endangers the life or safety of an employee or
other person

e Other behaviours deemed to interfere with the ability of the Toronto Hostels Training
Centre to provide an environment that is safe, healthy and productive for all

This policy extends to Training Centre program participants, guest facilitators, students,
volunteers and staff. Anyone found impeding with the ability of the Training Centre to provide
an environment that is safe, healthy and productive for all will be asked to stop the specific
behaviour(s). If they are unable or unwilling to stop the behaviour they will be asked to leave
the premises until such time as they can behave in a manner consistent with this policy. If an
individual is unwilling to leave, and staff determines it is appropriate, the police will be called.
If such behaviour does occur, participants may not receive a certificate and/or may be asked
to leave the premises. Participants may also be restricted from participating in future Training
Centre training for a period of time. All incidents will be investigated and assessed by the
Executive Director.

SCENT/SMOKINGPOLICY

The Toronto Hostels Training Centre is a non-smoking facility. THTC encourages a fragrance
free environment. Please be aware that the Centre’s training rooms are small and many of
the participant’s attending training have allergies to scents.

PARTICIPANT CONFIDENTIALITY POLICY

It is understood those attending training at the Toronto Hostels Training Centre (THTC)
agree all discussions, case examples, either clinical or organizational, and all comments
made by workshop participants during training sessions and while attending training at
THTC shall be considered strictly confidential. Under no circumstances will the information
in those communications be discussed with anyone unless there are suspected abuses
disclosed. If suspected abuses are disclosed Toronto Hostels Training Centre Policies are to



be strictly followed.

REGISTRATION

In order to register for a workshop/training at the Training Centre a registration form/email
registrationrequest must be received with payment by fax, mailand/or Emailinadvance of
the workshop.

If a registration form/emailed registration request is not received then the registrant:

e maynotbepermittedtoattendtheworkshop upontheirarrival, iftheworkshopis full
e willnotreceivenoticeiftheworkshopiseitherfull orcancelled

e willnotreceivenoticeaboutanyotherinformationorimportantchanges

Aconfirmationoftheregistrationissenttotheregistrantviaemail. Nofurtherreminders
are sent to the registrant.

As workshops fill quickly, the Centre recommends calling oremailing toinquire the status
oftheworkshopofinterestinadvanceofregistration.

NOSHOWS /CANCELLATIONS

The Toronto Hostels Training Centre requires seven (7) business days, written cancellation
notice prior to the workshop date. Failure to do so will result in a charge to the relevant
agency or participant of the full cost of the workshop. The Training Centre will not be held
financially responsible for cancellations not received within the seven (7) business day
cancellation period.

It is the responsibility of the prospective agency and/or individual to ensure that the
cancellationhasbeenreceivedbythe TorontoHostels Training Centre.

Note: If the registrant cannot attend, an alternate may be sent in his/her place. Please
notify THTCtocancelortoregisteranalternate.
Fax: 416-469-5313 or Email: inquiries@thtcentre.com


http://thtcentre.com/how-to-register/registration-help/
mailto:inquiries@thtcentre.com

PAYMENT

Payment must be received at registration. The Centre accepts cheques (agencies only),
certified cheques, moneyorders or cash, Interac, Mastercard and Visa foron-site payment
transactions only. Please make cheques, certified cheques and/or money orders payable to
the Toronto Hostels Training Centre. Indicate the participant’s name, workshop title and
date with payment. Should you need to cancel, payment will be credited to a future
workshop of your choice, provided within seven (7) business days cancellation period.

If acheque results in NSF charges, theagency cannot register for future workshops unless
payment is received in full at the time of registration. NSF fee of twenty (20) dollars will
alsobeappliedtothebalance owinginorderto coveradded administration costs and bank
charges. Under these circumstances the only method of payment accepted for future
training sessions: cash, certified cheque and/or money order. Interac, Visa or Mastercard are
accepted onsite.

THTCPAYPALREFUND POLICY

= AllconfirmedPayPaltrainingrefundrequestswillbeissuedwithinathirty(30)day
period fromthe date of writtenrequest.

= AllconfirmedPayPaltrainingrefundrequestsexceedingasixty(60)dayperiodfromthe
date of purchase, will be issued by cheque.

= THTCwillnotbeheldfinanciallyresponsibleforoverpaymentie.member/affiliaterate
vs. non-member/ non-affiliate rate.

As a reminder, please note:
= THTC does not backdate membership or affiliate rates.

= Visa, Mastercard and Interac are the only forms of payment accepted for on-line
registrations. THTC will not be held financially responsible for payments made via other
methods.

WORKSHOP ATTENDANCE

Although you may be registered to attend aworkshop - you must signthe Training Centre
Workshop Attendance Form. This is the only record the Training Centre has to verify your
attendance. Please be promptforyourworkshop asinstructorswill startontime. Lateness
will result in not receiving a certificate and/or being refused admittance. Please be
considerate and put all cell phones and pagers onvibration before entering the workshop.
Takeallcalls outsidethefacilitationroom.Foryourconvenience, thereisaphonelocatedin
the reception area.




Therearethree(3)optionsavailableiftheregistrantneedstocancel:

1. Payment can be credited toafuture workshop of their choice, provided seven (7)
businessdays’noticehasbeengiven.Otherwisethefull costoftheworkshopwillbe
charged back to the relevant agency or participant.

2. Analternatemaybesentinhis/herplace.TheTrainingCentreshouldbeinformed of
thischange,inordertokeepagencyfilesandfinancesuptodate.

3. Afullrefundmaybeissuedprovideditisbeforetheseven(7)businessdaycancellation
deadline.

LATEARRIVALPOLICY
Participantsaregiventhirty (30) minutes leewayre. arrivalordeparturetimeforalltraining
sessions.

e For certificate courses (such as Standard First Aid & CPR; Emergency First Aid & CPR; Defusing
Hostility; CRM; UMAB; CPI; WHMIS), participants that do not arrive within the allotted
thirty(30) minutes, willnotbe permittedtoattendthetraining.

e Fornon-certificate courses (suchas OHSUTP;ShelterStandards; Mental Health), participants
that do not arrive within the allotted thirty (30) minutes (sharp), will be permitted to
attend the training up to 60 minutes however they will not be issued a certificate of
attendance afterthirty (30) minutes (sharp). *x Depending upontheworkshoptopic,
participants may be refused admittance to non-certificate courses after thirty (30)
minutes (sharp).

Aftersixty (60) minutes (sharp), participants will notbe permittedtoattend non-certificate
courses.

These times are non-negotiable.

CREDITS AND CANCELLATIONS
Ifanagency/individualhasacreditfromaprevious cancelledworkshop, thiscreditmustbe
used/ applied to a future workshop by the Training Centre’s fiscal year end, December 31st,
otherwise it will be lost. The Training Centre may also apply the credit to future
workshops on the agency/individuals' behalf.

A full refund may be issued provided it is before the seven (7) business day cancellation
deadline. All full refunds are dependent upon management’s approval and will only be issued
within the same year of the cancelled workshop.

It is not the Toronto Hostels Training Centre's common practice to waive charge back fees.



If one wishes to contest any of the Training Centre's policies submit the complaint in
writing to the Executive Director within thirty (30) days of the event otherwise the request
will notbe considered. Ifthe charge back fees are waived onlya credit will beissued. Please
noteallrequestswillbeverifiedwiththeemployee'ssupervisor.Alldecisionsarefinal.

Please see the Centre's complaint procedure for further information.

PROGRAM CHANGES

The Toronto Hostels Training Centre reserves the right to change the workshops, dates,
fees and regulations at any time, and to cancel particular workshops if under-enrolled. If
workshops are cancelled, the Training Centre will be responsible for crediting the workshop
fees only.

WAIVER REQUIREMENTS

Inorderto participate in Standard First Aid and CPR Two-Day Training and Re-Certification
Training, First Responder Seminar for Childhood Emergencies, Emergency First Aid and
CPR, Non-Violent Crisis Intervention (CPIl), Understanding and Managing Aggressive
Behaviour (UMAB)and Crisis Response Management (CRM), all participants willbeaskedto
sign aWaiver.

WORKSHOP/TRAINING LOCATION AND PARKING
Unless otherwise specified, all workshops/trainings are held at:
Toronto Hostels Training Centre
661 Yonge Street, Suite 200

Toronto, Ontario
M4Y 1729

Green P parking is available in the neighbourhood surrounding the Training Centre. For your
convenience we recommend taking public transit.

TTC DIRECTIONS

Subway to Yonge/ Bloor Station. Exit Yonge/Bloor Station and walk approximately two
blocks South. The Training Centre is located South of Charles Street on the East side of
YongeStreet,2ndFloor,Suite 200.Pleaseseethe THTCWebsiteforfurtherdirections.


http://thtcentre.com/wp-content/uploads/2012/07/Waiver.pdf
http://thtcentre.com/contact-thtc/

MEMBERSHIPS/AFFILIATES

The status of the agency/individual at the time of registration is what is considered
regarding THTC/Non-THTC member rate workshop payment. For example, if the
agency/individual becomes a THTC member after the registration date the
agency/individual will not be reimbursed the difference between the Non-THTCand THTC
member rate.

The agency/individual pays the workshop rate equal to their status at the time of
registration.

As a reminder, THTC does not back date memberships/affiliates. THTC will not be held
financially responsible for over payment ie. member/affiliate rate vs. non-member/non-
affiliate rate.

RETURNING TO COMPLETE A WORKSHOP

If an emergency situation arises (eg. illness, work emergency) and an individual currently
attending a workshop is unable to complete the required number of hours in order to
receive their certificate, the individual mayreturntocomplete therequired hours atalater
time, provided the facilitator is agreeable and it is workable within the framework of the
workshop. The re-scheduling must be approved by both the facilitator and Executive
Director. Confirmation of the emergency may be requested from the individual’s
agency/supervisor. Aregistration form must be completed.

There-scheduledindividual must completetheirrequired hours oftraining2 monthsfrom
the dateoftheoriginalworkshop. Iftheindividualis unabletocompletetherequired hours
oftraining by the above time period, thenthe complete workshop must be re-taken by the
individual at full cost. This applies totwo day certificate training onlyeg. Standard First Aid
and CPR, Non-Violent Crisis Intervention (CPI) - please contact THTC for confirmation.

* This does notapplytoindividuals who arrive late/or leave early fora full and/or half day
workshop and are refused admittance by the presenter and/or do not receive a certificate
of attendance.

For full and/or half day workshops, the complete workshop must be re-taken.


http://thtcentre.com/become-a-member/

CERTIFICATE REPLACEMENT

In order to cover added administration and mailing costs, please note the following:

1. $10.00 to replace Certificate(s) of Attendance

2. $25.00toreplace THTC's Hostels Training Centre Certificate(s).

3. $20.00 to replace Certificate(s) for the following Crisis Prevention Trainings: Defusing
Hostility; Applied Suicide Intervention Skills Training (ASIST); Crisis Response
Management (CRM); Non-Violent Crisis Intervention (CPl)and Understanding and
Managing Aggressive Behaviours (UMAB).

4. $20.00 to replace Certificate(s) for Workplace Hazardous Materials Information System
(W.H.M.L.S.).

5. $20.00toreplaceStandardFirstAid & CPR Certificateand EmergencyFirst Aid &CPR

However please contact THTC at inquiries@thtcentre.com regarding the replacement of
any of the above-mentioned certificates.

REFERRALS /FUNDEDINDIVIDUALS

Please contact the Executive Director to refer afunded (eg. Ontario Works, Homelessness
Partnership Initiatives etc.) individual for THTC training. Once the individual has been
referred,theindividualwillthenmakeanappointmenttomeetwiththe Executive Director.

A funding request letter will then be prepared for the funder detailing the requested
training. Please call 416-469-0007 x 22 to refer.

Note: The Toronto Hostels Training Centre is not responsible for individuals not reading
and or understanding the Training Centre policies and guidelines, workshop descriptions,
registrationformetc.Please contactthe Training Centre regarding any policy, registration
and/ortrainingsessioninquiries/clarificationatinquiries@thtcentre.comor416-469-0007.

* For further information refer to the Toronto Hostels Training Centre Policies and
Guidelines and/or the Toronto Hostels Training Centre Anti-Racism and Anti-Oppression
and the Workplace Violence and Harassment Policies.


mailto:inquiries@thtcentre.com
mailto:ruth@thtcentre.com
mailto:inquiries@thtcentre.com

ANTI-RACISM AND ANTI-OPPRESSION POLICY
GOAL

The goal of the Toronto Hostels Training Centre is to acknowledge, identify and develop
anti-racist anti-oppression values, attitudes, knowledge and practices among staff, Board,
guest facilitators, participants and the community.

PURPOSE

The Anti-Racism and Anti-Oppression Policy provides a list of guidelines to ensure that
policies, procedures, practices and programs of the Toronto Hostels Training Centre are
consistentwith the anti-racism and anti-oppression principles.

GUIDELINES

The Toronto Hostels Training Centre will implement the Anti-Racism and Anti-Oppression
Policy in the following areas:

A. Human Services

B. Educationand Training

C. Programs andServices

D. Community Relations and Public Education

A. HUMAN SERVICES:

1. All staff, Board, guest facilitators, participants understand and support the Anti-Racism
and Anti-Oppression Policy.

2. Recruitstaff,Boardandguestfacilitatorswho arereflective of diverse racialand
cultural communities.

3. Review existing criteria for recruitment, selection and development of Board and guest
facilitators to identify systemic barriers.

4. DevelopanEmploymentEquityPolicywhichwillcomplywiththeOntarioHumanRights
Code and the Anti-Racism Policy.

5. Allstaffarerecruited,selected,developed,evaluatedand promotedinafairand
equitable manner.

6. Application forms, job descriptions and job contracts are free from discriminatory

requirements.

Advertise as widely as possible, which includes mainstream and multi-cultural media.

Advertisements state that an employment equity hiring policy is in place.

9. The Selection Committee include members who demonstrate an understanding of the
Anti-Racism and Anti-Oppression Policy and include members from the diverse racial
and cultural communities.

10. The Section Committee be knowledgeable in equal opportunity employment practices.

11. The selection criteria include knowledge of and commitment to anti-racism and anti-
oppression issues.

12. Conduct regular audits to determine the composition of staff, Board, and guest
facilitators.
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13. Establish and manage an effective mechanism to appeal discriminatory practices in
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recruitment, selection, development, evaluation and promotion.

EDUCATION AND TRAINING:

. Anti-Racism and Anti-Oppression training and education sessions are part of staff and

Board training.

Equitable access to all on-going professional development which will enable staff and
Board to increase their skills and knowledge in anti-racism and anti-oppression issues.
Support,encourageandallocatetimeforstaffand Boardto pursue and participatein
anti-racism and anti-oppression education and training at the Toronto Hostels Training
Centre and at other locations.

Develop a plan for on-going training sessions in consultation with facilitators in the area
ofanti-racismand anti-oppression.

Demonstrate sensitivity to religious holidays and cultural events when scheduling
meetingsandtraining sessions.

. PROGRAMS AND SERVICES:

. Whenproducing, purchasingoracceptingresource materials suchasflyers, videos,

training materials, that these items have positive images of members from diverse racial
andculturalcommunities.Resource materials should not containoffensive materialor
reinforce stereotypes.

Develop training programs that are reflective and responsive to diverse racial and
cultural communities.

Training programs have anti-racismand anti-oppression components.

A mechanism/procedure be set up to address racial and oppression incidents if they
occurduring the training programs.

Ongoing and thorough evaluation of training programs.

Demonstrate sensitivity to religious holidays and cultural events in our planning of
training programs.

Dietary requirements of members from racial and cultural communities are respected.
Consulton an on-going basis with members from diverse racial and cultural communities
on training programs that meet their needs.

Physical environment (i.e. decorations) reflect diverse racial and cultural communities.

. COMMUNITY RELATIONS AND PUBLIC EDUCATION:

Foster strong partnerships with members of diverse racial and cultural communities.
Communicate and network with diverse racial and cultural groups and ethno-specific
agencies.

Promote training programs among diverse racial and cultural communities.

Develop and promote equal access to training programs through ongoing evaluation
with the members from diverse racial and cultural communities.

. Assessthevisualimpactof anydisplays, signs, pictures, reports, brochures, training

calendars etc. to ensure they are culturally sensitive.

Establishanon-going partnershipwithcommunityrepresentatives who sharethe
agency's commitment to the implementation of the Anti-Racism and Anti-Oppression
Policy.



7. Advocate foranti-racismand anti-oppression organizational change.

IMPLEMENTATION OF THEANTI-RACISMAND ANTI-OPPRESSION POLICY

1. The Executive Director and the Board implement the Anti-Racism and Anti-Oppression
Policyand act as aresource to the staff, Board, guest facilitators, participants and
community.

2. The Executive Director and the Board develop action plans with atime frameto
incorporate the Anti-Racism and Anti-Oppression Policy in all aspects of the agency.

3. The Executive Director and the Board monitor training programs and provide on-going
policyevaluationannuallytoensurethePolicyis effective.

4. TheExecutive DirectorreportsannuallytotheBoardontheimplementationofthe
Policy.

5. Implementguidelines and procedures to handle discriminatory or racist incidents and
behaviour effectively and appropriately.

6. Supportin-service training for all staff, Board, guest facilitators and participants to
assistthem in identifying, reporting and preventing racial incidents.

VIOLATION PROCEDURE

In the event a Training Centre employee, Board of Director, facilitator, participant, student
and/orvolunteerviolatesthe Anti-Racismand Anti-Oppression Policy the following will
take place:*

FIRST VIOLATION-ALEARNING MOMENT

The individual committing the violation will be spoken to by the Executive Director
regarding what has taken place and why the behaviour and/or comments were oppressive
innature.Dependinguponthesituation,theindividual'ssupervisormaybe contacted by
the Executive Director regarding the violation. Anti-Oppression Training recommended.

SECOND VIOLATION - LETTER OF WARNING

The individual committing the violation will be given a letter of warning. A copy of the
letter will be forwarded to their supervisor by the Executive Director. Further Anti-
OppressionTrainingrecommended.

THIRD VIOLATION - TERMINATION

1. Training Centre staff, Board of Director, student, volunteer - employment terminated

2. Facilitator - contract terminated

3. Participant-immediatelyaskedtoleavethe premises,givenafinalletter,suspended
fromattending furthertrainingthroughthe Centre.Final letter forwarded totheir
supervisor by the Executive Director.

*Depending upon the situation, the violation order detailed above may not be followed
consecutively. All situations and outcomes will be reviewed by the Executive Director,
Personnel Committee and Curriculum Committee, Board of Directors.



APPEAL

A Training Centre employee, Board of Director, facilitator, participant, student and/or
volunteer,otherthanaprobationaryemployee,who believestheyhave beendischargedor
suspended without just cause may submit a written grievance under the terms of the
grievance procedure (see Personnel Policy Conditions of Employment Section) within ten
(10) days of the discharge or suspension for consideration by the Executive Director,
Personnel Committee and Curriculum Committee, Board of Directors.

Note: The Toronto Hostels Training Centre is not responsible for individuals not reading
and or understanding the Training Centre policies and guidelines, workshop descriptions,
registrationformetc.Please contactthe Training Centre regarding any policy, registration
and/ortrainingsessioninquiries/clarificationatinquiries@thtcentre.comor416-469-0007.

* For further information refer to the Toronto Hostels Training Centre Policies and
Guidelines and/or the Toronto Hostels Training Centre Anti-Racism and Anti-Oppression
and the Workplace Violence and Harassment Policies.


mailto:inquiries@thtcentre.com

