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VP BC UNDE Report
Local Presidents and approximate number of members:
Local                     Presidents                                                               # of Members 
21007               D’Arcy MacDonald                                                          221
21008               James McAllister                                                             920
21009               Seann Wells                                                                          99
21010               Jason Glawson                                                                   49
21011               Danielle Dardengo                                                            39
21013               Ryan Symonds                                                                    39
21016               Chris Shipway                                                                     254
21018               Larry McKieve            (IMP Comox)                               45                                                         

I have created a document called “How To Run a Local Meeting”, I found when going to our Locals’ AGMs the new and some of the more seasoned local presidents didn’t run a local meeting in a orderly fashioned, this luck of consistent could lead to an internal complain, within the document also has the steps on how to properly run a local election, it was well received by the local. Document attached. 



IMP Comox has started conversation with the employer regarding their new round bargaining, their Collective Agreement expires June 30, 2026, wishing them all the best luck in the upcoming round. 
I am sharing a document that I came across regarding the on boarding of Coast Guard, not sure if you have seen, it has a lot good information that can be helpful when members have questions. 



 It has been a good term, I am connecting with new employees, lessening to new innovative ideas, sharing information and mobilizing new members by encouraging them to be active members, it is nice and refreshing to see and hear new members with passion and energy.
At the Young Workers Conference, I had the chance to meet some members that I never had the privilege to meet, also will take this opportunity to thank Danielle Dardengo for the years of service representing UNDE BC as a Young Worker.
Danielle is a true example of what a strong union activist is and stands for. She embodies equity, humility, diversity, equality, and above all, solidarity. Her commitment and passion have made a meaningful impact on our union and the young workers that she represented.
Thank you, Danielle, for everything you have contributed as a Young Worker. Your dedication has not gone unnoticed and will be remembered.
 

I was also happy to meet some new Health & Safety activists at our UNDE H&S Conference, we had almost all locals represented, unfortunately some members could not participate, that been said, all that did were extremely happy with the event and they learned new staff shared some of their ideas and overall it was a great conference, thanks to all delegates who were able to attend.  

Respectfully submitted,

Marcelo Lazaro, VP BC
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UNION OF NATIONAL DEFENCE EMPLOYEES

a component of the Public Service Alliance of Canada


_________________________________________________________


UNION DES EMPLOYÉS DE LA DÉFENSE NATIONALE


un élément de l’Alliance de la Fonction publique du Canada



How to run a Local Union Meeting

Call the meeting to Order, Time and Date


Reading the Harassment Statement 


ANNEX A 


UNDE STATEMENT ON HARASSMENT (to be read by the Intervener out loud at all UNDE events) 


The Union of National Defence Employees (UNDE) adheres to a zero-tolerance policy regarding harassment, discrimination, violence, bullying, and all other forms of toxic behaviour. 


Equality and the right of each member to be treated with dignity and respect are core tenets of the component. 


UNDE will neither tolerate nor condone harmful attitudes and behaviours at union events regardless of intent. Any words or actions which are likely to undermine the dignity, self-esteem or security of an individual or to create an intimidating, threatening, hostile or offensive environment are completely unacceptable. 


If you experience harassment or discrimination at this event, contact (xxxxxx) who will assist you through the process outlined in the PSAC Member Code of Conduct and AntiHarassment Policy for Union Events. 


In addition, UNDE recognizes that accessibility is an essential requirement for the participation of members with Multiple Chemical Sensitivity (MCS). In consideration of the health of our members who may suffer from these sensitivities, UNDE requests that all participants attending this event refrain from using scented products. These include scented perfumes, colognes, lotions, hairsprays, deodorants and other scented products which may negatively affect members with MCS


Roll of Call and introductions


Introduce the local executive and any guests  

Acceptance of Agenda  


Acceptance of Previous Metting 


Businesses a arising from the minutes


Financial Report 


(At your AGM make sure to have your financial audit)


You must have a motivator and a seconder 


(Example: I  (say your name) move the financial report; 


I (say your name) Second that motion)


“Any discussions?” if none, ask “all in favour”, wait couple seconds and


 ask “Any opposed” Seen none Motion has passed, or Motion has failed.


President’s Report


Follow the same steps of the example above for all the reports presented. 


Old Business


New Business and or round table. 


Set date for the next meeting.


Motion to adjourn. 


Local officers’ election 


The chair of the elections will call for nominations three (3) times.


(Example; “For the first time I call nominations for the position of….(President)


For the second time I call nomination for the position of…


For the third and final call for nominations for the position of..


I call nominations closed”.


In reverse order you say; “Do you accept the position and do wish to speak? Are you speaking in your on behalf or someone else will speak for you? Do you require a scrutineer?”


Give each candidate 2 to 3 minutes for motivation/ speech. 


If only one person is nominated you ask, do you accept your nomination? If they accept, you are acclaimed.  


Do this for each position following the UNDE Bylaw 10.

 BYLAW 10


Election of Local Officers Article 


1. All elections shall be by secret ballot, and decided by a simple majority of those voting. 


2. Article 2. All nominees for Local office must be members in good standing of the Local and be in attendance at the time of election or have given written consent to stand for election to the Nominations Committee. All nominees for Local office must be duly moved and seconded by members in attendance at the meeting. 


3. Article 3. In the event of more than two (2) candidates for any office, the candidate receiving the lowest number of votes shall be dropped from the ballot whenever a clear majority of the votes cast is not accorded any candidate. This procedure shall continue on each succeeding ballot for the position until a candidate receives the necessary majority

Once the elections are done the Oath of Office must be done. 


Bylaw 10


Article 8. 


(a) The Oath of Office shall be given at the meeting where the election takes place by the senior officer at the meeting or by the Chairperson of the Nominations Committee. All members shall stand while the Oath is administered. Each officer will repeat the Oath aloud as directed by the officer administering the Oath.


UNDE Oath of Office 


"I,   (say your name)  , having been elected an officer of the Union of National Defence Employees, do solemnly declare that I will faithfully carry out the duties appertaining to my office. I will at all times uphold the dignity of the organization and preserve in confidence all matters that are brought to my attention in connection with the business of the Union."


This is a basic way to run a local meeting, some locals have in their bylaws on how to run a meeting and rules of order, please check them to make sure you are complying. 

116 Albert, Suite 700  Ottawa, Ontario K1P 5G3


(613) 594-4505  Fax/Télécopie (613) 594-8233
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Canadian 
Coast Guard
Onboarding Package







Welcome to the Defence Team! Today marks an important milestone as the Canadian 
Coast Guard (CCG) personnel and Fisheries and Oceans Canada (DFO) internal 
service employees officially join the Defence Team as a Special Operating Agency 
within the Department of National Defence (DND). This transition represents meaningful 
growth for the Defence Team and will strengthen our collective ability to serve 
Canadians. 
 
On this page 


• Get started at DND 
• Get to know DND 
• People 
• Pay 
• Benefits 
• Official Languages 
• Culture 
• Review and complete your mandatory training 
• Workplace 
• Workplace environment 
• Technology / Information Technology (IT) 
• Your contacts 


 
We are excited to welcome you and the valuable contributions you will bring to this 
growing team. To support your integration, we have prepared this orientation package 
with resources and steps to help you get started at DND and in your role. 
 
Please note that not all details of the transition are finalized. We are committed to 
keeping this information updated as further details become available. This guide is 
meant to serve as a general welcome package, and some information may not apply to 
your specific situation. 
For questions or assistance, please contact dndonboarding-
accueiletintegrationdumdn@forces.gc.ca.  
 
Get started at DND 
In this document you will find an overview of the department’s structure, workforce and 
workplace policies, security requirements, pay and benefits, infrastructure, and links to 
helpful resources. This package is designed to help you quickly become familiar with 
your new environment and confidently begin your role. 
 
As you start your onboarding, please note that some processes may take time, and your 
access to certain DND computer systems and programs will be phased in gradually. In 
the meantime, you will continue to retain access to DFO networks and systems as 
needed to support your responsibilities. We are actively working through the details of 
the transition and will keep you informed every step of the way. Thank you for your 
continued patience and understanding. 
 
  



https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a1

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a2

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a3

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a4

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a5

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a6

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a7

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a8

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a9

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a10

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a11

https://canada-preview.adobecqms.net/en/department-national-defence/campaigns/transition-of-the-canadian-coast-guard-into-national-defence/canadian-coast-guard-dnd-onboarding-package.html#a12

mailto:dndonboarding-accueiletintegrationdumdn@forces.gc.ca

mailto:dndonboarding-accueiletintegrationdumdn@forces.gc.ca





Get to know DND 
DND supports the Canadian Armed Forces (CAF), who serve on the sea, on land, and 
in the air with the Royal Canadian Navy, Army, Air Force and Special Forces to defend 
Canadians’ interests at home and abroad. To foster a better understanding of who we 
are and what we do, read the Mandate of National Defence and the Canadian Armed 
Forces. 
 
Understand DND’s organizational levels 
At DND, we operate within a structured leadership hierarchy, where “L-levels” indicate 
tiers of authority and responsibility. Understanding this framework will help you navigate 
the resources below and take part confidently in upcoming discussions. 


• Level 0 (L0): The most senior leadership tier, encompassing the Deputy Minister 
(DM) of National Defence and the Chief of the Defence Staff (CDS), who provide 
overarching strategic direction. 


• Level 0.5: This level includes the Associate Deputy Minister (DMA) of National 
Defence, the Vice Chief of Defence Staff (VCDS) and the Commissioner of the 
Canadian Coast Guard. 


• Level 1 (L1): This level includes Assistant Deputy Ministers (ADMs) and, within 
the Canadian Armed Forces, commanders of major commands — all reporting 
directly to L0. 


• Level 2 (L2): Comprises organizations and groups reporting to those L1 leaders 
— typically roles such as Directors General (DGs) or formation commanders. 


• Level 3 (L3): These are the Director-level roles or unit commanders, managing 
specific departments or functional areas within L2 organizations. 


• Levels 4 and 5 (L4 and L5): These refer to mid-level management or team 
leads, such as supervisors and front-line managers—roles that bridge the tactical 
and operational work of their teams. 


 
To learn more about how we operate, consult the organizational structure of DND and 
the CAF. You are also encouraged to read: 


• The CAF history, badges, ranks and insignia 
• The Defence Policy 
• DND and CAF’s Code of Values and Ethics 
• DND’s Conflict of Interest (COI) 
• CAF 101 


 
  



https://www.canada.ca/en/navy.html

https://www.canada.ca/en/army.html

https://www.canada.ca/en/air-force.html

https://www.canada.ca/en/special-operations-forces-command.html

https://www.canada.ca/en/department-national-defence/corporate/mandate.html

https://www.canada.ca/en/department-national-defence/corporate/mandate.html

https://www.canada.ca/en/department-national-defence/corporate/organizational-structure.html

https://www.canada.ca/en/department-national-defence/corporate/organizational-structure.html

https://www.canada.ca/en/services/defence/caf/military-identity-system.html

https://www.canada.ca/en/department-national-defence/corporate/reports-publications/north-strong-free-2024.html

https://www.canada.ca/en/department-national-defence/services/benefits-military/defence-ethics/policies-publications/code-value-ethics.html

https://www.canada.ca/en/department-national-defence/services/benefits-military/defence-ethics/conflict-interest.html

https://gcxgce.sharepoint.com/:b:/t/10003195/ESepuz2jTMZHpJ6Wxg4I2nwB_3oFwdAbBaUPzhjAaEt5Fg?e=YcWZAN





People 
 
DND’s orientation session for new CCG personnel and DFO internal service 
employees (non-EX) 
You will be invited to attend an orientation session as part of your transition to the 
Defence Team. These sessions are being scheduled in phases to support employees as 
they transition, so the timing may vary. The orientation will provide an overview of the 
culture and environment of the DND and the CAF and highlight key programs and 
services available to you. 
 
For more information contact dndonboarding-accueiletintegrationdumdn@forces.gc.ca. 
 
Onboarding for Executives 
The Directorate of Civilian Executive Services (DCES) is a comprehensive support unit 
within DND dedicated to serving executives throughout their careers – from recruitment 
to retirement. It provides strategic advice, HR services, leadership development, and 
community engagement to ensure a skilled, connected, and healthy executive cadre 
aligned with the needs of the organization. DCES aims to improve the executive 
experience by fostering leadership growth, inclusive practices, and effective talent 
management across multiple areas including staffing, onboarding, performance, 
succession planning, and diversity initiatives. 
 
DCES will be providing a tailored onboarding process to CCG and DFO executives in 
the coming week. 
 
Pay 
HRMS 9.2 and DFO’s Maritime portal will continue to be the primary HR systems for all 
HR requests and will remain unchanged for now. Your pay will continue to be processed 
through the Phoenix Pay System. You can access your pay information in MyGC 
Pay or MyGCPay external access. 
 
Submit a leave request 
 
Employees and managers who have transferred to DND and still have access to the 
DFO HR System should continue to submit and approve leave to their existing 
manager. 


For those employees whose manager does not have access to the DFO HR system, 
they must send a snapshot of their leave balances from MyGCHR and complete, sign 
and submit a GC-178 form to their new manager for approval. Once signed, this form 
can be sent to the DFO Trusted Source, along with a Pay Action Request (PAR), to 


ensure leave credits remain up to date.  


DFO Managers who have not transferred to DND should no longer be approving leave 
and overtime for employees transferred to DND.   



mailto:dndonboarding-accueiletintegrationdumdn@forces.gc.ca

https://www.canada.ca/en/public-services-procurement/services/pay-pension/pay-administration/pay-centre-resources/mygcpay.html

https://www.canada.ca/en/public-services-procurement/services/pay-pension/pay-administration/pay-centre-resources/mygcpay.html

https://www.canada.ca/en/public-services-procurement/services/pay-pension/pay-administration/pay-centre-resources/mygcpay.html

https://www.canada.ca/en/public-services-procurement/services/pay-pension/pay-administration/access-update-pay-details/pay-pension-forms.html

https://forms-formulaires.dfo-mpo.gc.ca/Forms/DFO_PAR_446_5.pdf





Further instructions on the processing of LWOP, overtime, and other transactions to be 
processed in Phoenix, will be shared in the coming week. 


Track your leave 
Print and keep an updated copy of your leave balances from HRMS 9.2 (HR 
System).  Once HR processes your transfer to DND, check your leave balances to 
ensure they transferred correctly.  
 
Overtime 
Until your profile has been transferred to DND, continue to submit overtime as you 
normally would, using DFO’s process. 
 
Benefits 
As a public service employee, your access and eligibility of public service benefits plans 
remain the same. 
 
For more information: 


• Public Service Health Care Plan 
• Public Service Dental Care Plan 
• Public Service Pension Plan 
• Public service Management Insurance Plan 


 
Official Languages 
The Official Languages Act establishes that English and French are the official 
languages of Canada and are of equal status within all federal institutions. The Treasury 
Board of Canada Secretariat  Policy on Official Languages sets requirements for 
Government of Canada departments including DND and DAOD 5039-0, Official 
Languages sets requirements for DND employees and CAF members. 
 
Effective June 20, 2025, the modernized Official Languages Act grants employees in 
bilingual regions the right to be supervised in the official language of their choice. In 
support of this legislative obligation, the Directive on Official Languages for People 
Management raised the minimum second language proficiency for new appointments to 
positions supervising employees located in bilingual regions from BBB/BBB to 
CBC/CBC. 
 
Employees appointed to supervisory positions prior to June 20,2025, are protected by 
incumbent rights and may remain in their positions without meeting the new CBC/CBC 
standard. However, mitigation measures may be required when these incumbents 
cannot fulfill an employee’s right to supervision in their preferred official language. 
 
Please contact p-otg.olanddicoe@intern.mil.ca to learn more about the changes to the 
Official Languages Act. 
 
  



https://www.canada.ca/en/treasury-board-secretariat/topics/benefit-plans/plans/health-care-plan.html

https://www.canada.ca/en/treasury-board-secretariat/topics/benefit-plans/plans/dental-care-plan.html

https://www.canada.ca/en/treasury-board-secretariat/topics/pension-plan.html

https://www.canada.ca/en/treasury-board-secretariat/topics/benefit-plans/plans/management-insurance-plan.html

http://laws-lois.justice.gc.ca/eng/acts/O-3.01/

https://www.tbs-sct.canada.ca/pol/doc-eng.aspx?id=26160

https://www.canada.ca/en/department-national-defence/corporate/policies-standards/defence-administrative-orders-directives/5000-series/5039/5039-0-official-languages.html

https://www.canada.ca/en/department-national-defence/corporate/policies-standards/defence-administrative-orders-directives/5000-series/5039/5039-0-official-languages.html

mailto:P-OTG.OLandDICOE@intern.mil.ca





Culture 
DND is committed to fostering a safe, inclusive, and respectful workplace. Through the 
Workplace Harassment and Violence Prevention Program, the Employment Equity 
Diversity and Inclusion (EEDI) Plan, the Culture Evolution Strategy, the Accessibility 
Plan, and ongoing culture evolution initiatives, we actively promote respect, inclusion, 
and well-being while supporting all employees: 
 


• Workplace Harassment and Violence Prevention 
• DND’s Culture Evolution 
• Employment Equity, Diversity and Inclusion 


 
Update your profile in the TBS Applications Portal (TAP) 
 
Public Service Performance Management Application (PSPM App) 
 
Your performance evaluation is managed through the PSPM App. 


• If you are part of the Canadian Coast Guard, you will continue reporting to your 
current manager; 


• If you are a DFO internal services employee transferring to DND, you will report 
within the DND management structure. Exceptions include PayPrograms, 
Accounting Operations, IT Service Desk, and Real Property employees, who will 
remain under their current DFO manager until the successful transfer of systems 
and sites is completed (or earlier, if possible). 


 
DFO managers will complete mid-year performance reviews for DFO employees, 
including executives, by October 31, 2025. Once your profile in TAP has been updated 
to reflect your status as a DND employee, your DND manager will be able to select you 
in the portal and confirm you are part of their team. They will then be able to begin or 
continue your performance evaluation in the system. 
If there are extended delays in updating your profile in TAP, managers may use a paper 
version of the performance evaluation form in the interim. 
 
MyWorkArrangements (mWA) 
All DND public service employees that are eligible for hybrid work must have a hybrid 
work agreement. Take the time to review the DND Hybrid Guidelines and Terms & 
Conditions as there are differences from your former organization.   
 
Approved accommodations or exceptions to onsite presence prior to the transfer will be 
honored until DND determines whether a renewal or revision is necessary.  
  
The current requirement in the workplace has been set to 3 days per week or 60 per 
cent of your regular weekly or monthly schedule. Should you require an 
accommodation or an exception to this requirement, your manager will direct you on the 
process.  
 



https://www.canada.ca/en/department-national-defence/services/benefits-military/conflict-misconduct/conflict-harassment/workplace-harassment-and-violence-prevention-program.html

https://www.canada.ca/en/department-national-defence/corporate/reports-publications/transition-materials/transition-mnd-26-july-2023/culture-evolution.html

https://www.canada.ca/en/department-national-defence/services/conduct-and-culture/conduct-and-culture-data-centre/conduct-and-culture-data-centre-accessible-version/diversity-equity-inclusion.html

https://portal-portail.tbs-sct.gc.ca/en/home

https://gcxgce.sharepoint.com/:w:/t/10003195/EYKweUHf0CBNlyCUpPTcKZcBmqNVBZpWFw4oq1WSkvPxzw?e=XzdXuL

https://gcxgce.sharepoint.com/:w:/r/teams/10003195/Publics%20documents%20%20Documents%20publics/dnd-guidelines-for-hybrid-work%20-%20July%207%202025%20version.docx?d=w6410d7017a764bfb98c2df009da53347&csf=1&web=1&e=c2K3oz

https://gcxgce.sharepoint.com/:w:/r/teams/10003195/Publics%20documents%20%20Documents%20publics/dnd-guidelines-for-hybrid-work%20-%20July%207%202025%20version.docx?d=w6410d7017a764bfb98c2df009da53347&csf=1&web=1&e=c2K3oz





Exceptions are processed through the Exceptions team and are submitted via your 
manager by the Exception application form (DND 4895). To access this form, you must 
first download it and open it with Adobe Reader 8 or higher.  You must complete and 
submit Part A of this form and submit it to your manager. 
 
Employees requesting workplace accommodations for any prohibited ground of 
discrimination as per the Canadian Human Rights Act (CHRA) must discuss the request 
with their manager and participate in the information gathering process.  
 
For requests for accommodations for medical needs, employees and managers must 
consult with ODM-BGI@forces.gc.ca. 
 
Please continue using your current My Work Arrangement (mWA) until your profile is 
transitioned into the TAP system.  Once your profile has been moved to DND, you will 
be required to submit a new agreement.  Please ensure that you have discussed with 
your manager your work arrangement schedule.  
 
Review and complete your mandatory training 
All DND employees are required to complete mandatory training. Training is offered 
through several platforms, including the Canada School of Public Service (CSPS), the 
Defence Learning Network (DLN), MS Teams, or in certain cases, through your unit or 
program. 
 
Please review the mandatory training list and begin by completing all applicable courses 
available through the CSPS that you have not already completed. 
 
You will gain access to the DLN once your @forces email account is created. At that 
time, you can complete any training that is available exclusively on the DLN. 
 
Workplace 
 
Total health and well-being 
At DND, we prioritize the health and well-being of our workforce. 
While you will still be able to access Health Canada’s counselling services if you are 
already engaged with a counsellor, you will also have access to DND’s resources, 
provided by Homewood Health. 
 
All DND public service employees have access to the Employee Assistance 
Program (EAP) resources through Homewood Health. The EAP is a professional, 
confidential and proactive service to support DND public service employees and their 
eligible family members with a wide range of personal, family and work-related 
concerns. These services, through Homewood Health, are designed to enable a 
proactive approach to supporting well-being. 
 
  



https://gcxgce.sharepoint.com/:b:/r/teams/10003195/Publics%20documents%20%20Documents%20publics/d4895%20English%20Exceptions%20form.pdf?csf=1&web=1&e=wZJeBd

mailto:ODM-BGI@forces.gc.ca

https://gcxgce.sharepoint.com/:x:/t/10003195/EYl7LJ6ldxpGp3IKHTkvLxgBDmh5-FA1FPPexg5L9lg9qw?e=wea2I7

https://www.canada.ca/en/department-national-defence/programs/defence-employee-assistance-program.html

https://www.canada.ca/en/department-national-defence/programs/defence-employee-assistance-program.html





Services include: 
• Counselling and Crisis Services 
• LifeSmart Coaching 
• Digital Mental Health Platform 
• Key Person Advice Line (KPAL) 
• Specialized Team Services (Grief and Loss Support, Trauma Management 


Support, Workplace Interventions) 
 
Peer support services are also available through the EAP. EAP Peer Advisors are DND 
colleagues who support fellow DND public service employees with work-related or 
personal challenges. Peer Advisors are trained and skilled to provide active listening 
and to refer employees to relevant and available resources and supports. Their services 
are free and confidential. To access these services, contact DND’s Employee 
Assistance Program at eap-pae@forces.gc.ca. 
 
The Office of Disability Management (ODM) provides collaborative and inclusive 
services that support DND public service employees and their managers with disability-
related matters due to illness, impairment and injury. Services offered include support 
during: 


• work-related accident injury, illness or impairment 
• non-work-related injury, illness or impairment 
• recovery 
• return to work 
• medical accommodation 
• medical retirement 
• GC Workplace Accessibility Passport 


 
Contact the ODM at odm-bgi@forces.gc.ca or call 1-833-893-3388.  
 
Occupational Health and Safety 
This includes understanding the policies contained in Part II of the Canada Labour 
Code. 
 
The Injury on Duty Program provides support to managers and employees when 
submitting workers’ compensation claims. Employees must report workplace injuries to 
their managers as soon possible following an injury. Managers must then complete and 
submit an Employer Report of Injury within 3 working days of the incident. For 
support, contact odm-bgi@forces.gc.ca.  
DND is committed to fostering an inclusive and accessible workplace. This can include 
flexible work arrangements or workplace accommodation with the support of tools 
and measures that help employees fulfill their roles and responsibilities. 
 
Under the duty to accommodate process, DND has a legal obligation to eliminate 
barriers (physical, policy-based, or systemic) and provide reasonable accommodation 
measures for employees protected under federal human-rights legislation, up to the 
point of undue hardship. 
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DND has adopted the Government of Canada’s Workplace Accessibility Passport.  
 
The Accessibility Passport allows employees with disabilities to: 


• Document barriers they face in the workplace 
• Identify possible solutions and adaptive measures 
• Facilitate conversations and collaboration with their managers about the content 


of the Passport, to find the best way forward. with the objective of establishing an 
agreement and/or next steps. 


Employees are encouraged to discuss accommodation needs with their manager. 
 
Hybrid work 
DND employees are required to follow the Department of National Defence Guidelines 
for Hybrid Work. 
 
Office space 
Your current office space will remain unchanged for now. Further information regarding 
DND office allocations will be communicated as planning progresses. 
 
While National Defence Headquarters is located in Ottawa, Ontario, DND has offices 
located across Canada with numerous regional employees stationed at various wings, 
bases and affiliated locations. If you are asked to work from a DND office space, you will 
need to obtain a DND building pass before entering. 
 
All employees will be issued a DND identification card. In buildings where a building 
pass is not required, employees must carry their DND identification card with them at all 
times.  
 
Parking arrangements vary by location. Some sites have assigned parking spaces, 
while others do not. Additionally, parking may be free at certain locations, whereas 
others may charge a daily or monthly fee. Employees are advised to consult their 
manager for site-specific details. 
 
Space allocation 
Although there is variability across L1s due to organizational changes, the allocated L0 
footprint demonstrates sufficient space to meet operational requirements globally for 
DND. Defence Team members should follow L1 guidance on specific details of space 
allocation. 
 
Neighbourhoods/Work zones 
Some L1 allocations may be separated by neighbourhoods or work zones as defined by 
the L1 or L2. 
 
Enclosed offices 
Enclosed offices are generally not assigned to public service employees. Based on the 
L1 allocated footprint, the direction on assigned enclosed offices will be at the discretion 
of the responsible L1. 
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Workplace environment 
 
Workstations 
Whether an L1's allocated space is assigned or unassigned, workstations (cubicles) 
should include standard items such as a docking station, monitor(s), and an ergonomic 
desk chair. The workstation should be left clean at the end of the workday. 
 
Employees are expected to transport their DND issued devices including, but not limited 
to, laptops, cell phones, and other portable equipment required to perform their work. 
When not in use, these items should be locked in the personal storage unit (locker) or 
securely locked to the workstation using the cable lock provided with the laptop. 
 
Personal storage units/lockers 
Where lockers and personal storage units are available, these allow Defence Team 
members to store their personal belongings and equipment when not in use and avoid 
cluttering or personalizing the workstations. Notably, personal storage also enhances 
the security and privacy of Defence Team members' personal items. In most traditional 
work environments (cubicle-style workstations), personal storage units are located 
within the workstation. 
 
Scents/odours 
Many people have sensitivities to scents. It is important to follow existing policies on 
scent-free environments. 
 
Common use shared space 
Defence Team members should use the Outlook calendar to book boardrooms 
according to the size required. The booking of boardrooms should be based on 
requirement, with limited recurrences and for appropriate hours of operations. Should 
the booking no longer be required, it is understood that the room will be cancelled from 
the system. 
 
Technology / Information Technology (IT) 
 
IT 
All CCG personnel and DFO internal service employees transitioning to the DND will 
continue to retain access to DFO networks and systems as required to fulfill their 
responsibilities. This access will remain in place until DND confirms that all relevant 
duties can be fully supported within its own network environment. 
 
During this interim period: 


• Work will remain governed by DFO policies, procedures, and security protocols. 
• Employees are responsible for adhering to both DFO and DND information 


management and IT security standards, with particular attention to data handling, 
safeguarding of sensitive information, and records management. 


• Supervisors will ensure that employees clearly understand lines of accountability 
during the transition. 







• Any duplication of systems or dual-access requirements will be assessed 
regularly to minimize risks related to cybersecurity, records management, and 
continuity of operations. 


 
Current support resources (e.g. IT helpdesks, security contacts, etc.) will remain in 
place through both DFO and DND to ensure uninterrupted service delivery. Timelines 
and phased transition plans will be communicated as they are confirmed, with sufficient 
notice provided to employees to prepare for system or process changes. Further 
information will be provided as it becomes available, including updated guidance on 
access, responsibilities, and security requirements during the transition. 
 
Your contacts 


• Your first point of contact for any questions should be your manager.  
• For questions about onboarding, contact dndonboarding-


accueiletintegrationdumdn@forces.gc.ca.  
• Contact your union representative for additional support. 
• Office of the DND/CAF Ombudsman 
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