
 
 

 
COVID-19 update 
Office entry app, other leave with pay, training for managers and supervisors, taking 
vacation, National Public Service Week 

 
 
Good morning, 
 
I hope that everyone is enjoying this wonderful weekend! Now that we can gather outside 
with up to ten people, I hope you get a chance to see some faces you have been missing and 
spend some quality time with friends and family.  
 
Here are a few recent updates in regard to operations: 
 
Office entry app 
Last week, the department launched a new digital tool to help us safely manage building 
entry and occupancy levels. While some parts of the province, including Ottawa, are starting 
to see relaxed COVID-19 rules, Toronto and the GTA are still under strict Provincial 
lockdown restrictions. For this reason, the ORO remains locked down except for very limited 
and necessary functions that cannot be done from home, such as remote hearings. As the 
ORO has yet to enter Phase 1 of recovery, please note current protocols for our office 
entry remain in place until further notice.  

1. Employees must first speak to their managers to request access to the office for 
critical, business related purposes. The legal director will then approve or deny entry. 
Corporate employees should contact Laura Cosentino to request access once their 
manager has approved their request.  

2. Submit your request through the new COVID-19 Office Entry App once your manager 
has confirmed approval is granted. This two-step process will ensure your needs are 
met when you come into the office. For example, boardrooms must be properly set up 
with IT equipment for remote hearings.  

Once your request has been approved in the app, you must only attend the office on the 
date, time and floor specified. If you would like to attend multiple floors while on site, 
you must submit a separate request in the app for each additional floor. In addition, if you 
need to stay longer than your scheduled time, you must submit a request in the app to 
approve your extended stay. This will ensure we do not exceed our maximum capacity of 
employees on site at any time. 

No one is permitted to enter the office to pick up personal items at this time – 
we must wait until it is safe to do so.   
 



Instructions on how to download and use the app are at the bottom of this email. 
 
Other leave with pay (Code 699) 
As you know, Other Leave with Pay is currently being used for COVID-related challenges, 
such as illness related to the virus and caring for children as a result of daycare and school 
closures. As restrictions gradually ease across the country, it is expected there will be an 
impact on the use of Other Leave with Pay. More information is coming from Treasury Board, 
which I will share with you. Each case will be addressed on a case-by-case basis so please 
keep your manager apprised of your situation.  
 

Mandatory training for managers and supervisors  
A mandatory ‘Easing Workplace Restrictions' training course was launched for all managers 
and supervisors. The course covers a wide range of topics, such as: worksite safety measures; 
HR processes; home office set-up; and change management and coaching. This training will 
help ensure managers and, by extension, employees feel informed, comfortable and well 
supported, as we prepare for a staged, moderate and controlled easing of restrictions at 
worksites. Employee-focused training is also under development - stay tuned for more 
updates.  

Summer season – consider taking annual leave 
It’s hard to believe that we are already approaching the first day of summer! For many of you, 
summer vacation plans, especially those involving travel, have changed because of the 
current COVID-19 pandemic and related restrictions. Even so, we encourage you to take 
some vacation time. Vacations have recognized physical and mental health benefits. It is 
important to disengage from our daily work routines and  step back from demands and 
deadlines, especially now when our homes are also our workplaces. Please consider taking 
some annual leave this summer to relax and recharge. 
 
National Public Service Week 
This week is NPSW! I hope you can join in the fun activities and initiatives we have planned, 
in particular, the ORO’s first-ever virtual all-staff event on Tuesday, June 16, at 11 a.m. 
where we will come together and celebrate some special colleagues.  
 
I look forward to celebrating with everyone this week. 
 
Enjoy the rest of the weekend! 
 
Carla Lyon 
Regional Director General 
Senior General Counsel 
Ontario Regional Office  

 
 



How to download the app 
 
Follow the instructions in the User Guide (pages 2-4) to download the app on your DOJ 
iPhone, a personal iphone or android phone and/or on a laptop.  

 

Submitting a request  

  
You must use your DOJ Microsoft Teams login, typically, 
UserName@013gc.onmicrosoft.com, and password to access the app. Note: If you do not 
have a DOJ Microsoft Teams login and/or password, contact O365@justice.gc.ca to obtain 
one. 
 
When completing a request, provide the following information at these steps:  
 
Step 1 -  specific details regarding the reason for your request  
Step 4 - the name of you manager 
  
If your manager needs more information, they will contact you directly by phone or email.  

Information and support 

For more information and instructions on using the app, see the User Guide or contact the 
Business Analytics Centre. 

 


