
JOB OPPORTUNITY 

Posting # 

_____ 
PLEASE QUOTE JOB POSTING # IN THE  SUBJECT LINE 

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in 

connection with your application may be sufficient cause for dismissal.  

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for 
an interview. 

Click APPLY and attach an up to date Cover Letter and Resume. 

POSITION:    

REGION:

HOURS OF WORK:

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed 
to a vision of promoting a welcoming community.  As a leader in the field, Community Living Toronto offers supports to over 6,000 
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with 
employment, community support, early childhood services and respite.

QUALIFICATIONS:

JOB SUMMARY:

RESPONSIBILITIES:

ashley.lawrence
Rectangle

mailto:careers@cltoronto.ca

	Untitled

	Posting: E21-146
	Qualifications: Bachelor’s Degree or College Diploma related to healthcare or social service administration. Training in project management; auditing/accreditation; quality assurance; health and safety is considered an asset. Minimum of 2 - 3 years of relevant experience in auditing, accreditation, policy development, and project management in a healthcare/ non-profit environment.  General understanding of the MCCSS requirements related to QAM inspections and Children’s Licensing and Occupational Health & Safety and IPAC practices related to infectious diseases are considered an asset. Knowledge of privacy principles and practices. Proficient with MS Office 365 including Excel, Word, Outlook, and SharePoint.
	Job Summary: With the guidance and direction of the Senior Manager of Quality Assurance and the Senior Consultant of Health and Safety, the Quality and Safety Coordinator will coordinate and support activities related to policy and procedures management and projects related to Quality Assurance Measures (QAM),Children’s licensing, privacy, records management and Health and Safety.
	Responsibilities: Policy and Procedure Management• Develop and maintain CLTO’s Policy and Forms Tracker and policy-related material on SharePoint according to CLTO’s Policy & Procedure   Management Framework.• Initate policy review with policy owners and associated activities according to CLTO’s Policy & Procedure Management Framework and in   collaboration with the Senior Manager of QA.• Lead, manage, and document the Amendments process including preparation of Amendment packages and monitor via Learning Management   System (LMS) or other sources.Internal and External Audits• Develop and implement new processes relating to internal QAM and Licensing Readiness and Assessment process• Create project documentation including assessment tools and training materials for internal QAM and licensing assessors• Conduct exercises (e.g.survey and summary of common themes; mini audits) to identify areas for quality improvementProject and Committee Support• Coordinate meetings and meeting materials, and maintain Teams sites for ongoing and ad-hoc groups related to Quality, Privacy and Occupational  Health & Safety (e.g. Compliance & Licencing Leads Working Group; Quality and Health Outcomes Working Group, Policy and Directives  Working Group).• Lead follow-up actions arising from project meetings and Committees.• Provide administrative support to the Service Exellence Standing Committee of the Board including meeting arrangements, minutes and  completing follow-up activities as required. Occupational Health and Safety• Organize and track Joint Health & Safety Committee monthly safety inspections to ensure inspections are completed on time.• Manage Infection, Prevention and Control (IPAC) documentation to support efforts related to the IPAC Sustainability Plan e.g. data collection and  analysis for the IPAC Measurement and Evaluation Plan; PowerPoint presentation of results.
	Position: QUALITY AND SAFETY COORDINATOR
	Region: [Corporate]
	APPLY2: 
	Hours: 37.5 per week


