HARASSMENT IN THE WORKPLACE POLICY
A work environment that is comfortable and professional requires adherence to high standards of personal conduct. The Company is committed to providing a work environment that is free of all forms of harassment, including bullying and harassment, sexual harassment and discrimination. In keeping with this commitment, harassment of any kind will not be tolerated and such conduct may result in disciplinary action up to and including immediate dismissal depending on the frequency and severity of the behaviour; harassment of a criminal nature may lead to police involvement.

This harassment policy applies to all workers, including permanent, temporary, casual, contract and student workers. It applies to all interactions, including interpersonal and electronic communications such as email.

The contents of this harassment policy will be reviewed at least annually and all employees will be provided with access to updates as required.

Definitions

For the purposes of this policy, harassment includes bullying and harassment, sexual harassment and discrimination.

Bullying and harassment means any inappropriate verbal and/or physical conduct by a person towards a worker that the person knows or should know would cause the worker to be humiliated, intimidated or degraded. Generally, it means engaging in conduct that is known or reasonably known to be offensive. Bullying and harassment does not include reasonable action taken by an employer or supervisor relating to the management and direction of workers or the workplace.

Examples of bullying and harassment include verbal aggression or insults, calling someone derogatory names, harmful hazing or initiation practices, vandalizing personal belongings, and spreading malicious rumours.

Sexual Harassment means unwanted and unwelcomed conduct of a sexual nature, either verbal or physical, that interferes with a person's work or job opportunities. It can include sexual advances, sexually oriented remarks and behaviour or repeated and unwelcomed sexual suggestions or comments.

Some examples of sexual harassment are offensive, degrading or derogatory remarks, sexually implied jokes or comments, touching, rubbing or brushing up against another person, unwelcomed invitations or propositions, impeding or blocking the movement of another person, distributing obscene pictures or cartoons, making insults about a person’s gender, and asking for sexual favors in return for continued employment or employment opportunities.

Discrimination means a distinction, whether intentional or not, relating to personal characteristics of an individual or group which imposes burdens or limits access to opportunities.

Personal characteristics include: age; race; colour; ancestry; place of origin; political belief; religion; marital status; family status; sex; sexual orientation; mental or physical disability; and criminal or summary conviction.

Reporting Procedure

If you have reason to believe that you, a fellow employee, or an employee who reports directly to you is a victim of harassment, you are required to report it immediately to a member of management. The employee is encouraged to first seek assistance from his/her immediate supervisor, who should attempt to resolve the problem.

If the individual to whom you would normally report is the person who has engaged in or is engaging in conduct that you believe amounts to harassment, report the incident or complaint to another member of management or to the Human Resources Department.

Incidents or complaints of harassment may be reported verbally or in writing. When submitting a written complaint, please use the harassment complaint form. When reporting verbally, the reporting contact, along with the complainant, will fill out the complaint form. 

Be prepared to tell exactly what happened, when it happened, where it happened, whether there were any witnesses to the incident, and any other information that may help with the investigation. All complaints will be handled discreetly and promptly investigated.

Investigation Procedure

Once an incident or complaint is reported, management will initiate an investigation. Most investigations will be conducted internally by the complainant’s supervisor or, if the supervisor is the person alleged to have engaged in conduct amounting to harassment, by another member of management. In complex or sensitive situations, an external investigator might be hired. Based on its discretion, management will assign an appropriate person to conduct the investigation and to provide a written report with conclusions.

Investigations will be undertaken promptly and diligently and will be as thorough as necessary given the circumstances of each case. Investigations will be fair and impartial, providing both the complainant and the person accused of engaging in harassment with equal treatment in evaluating the allegations. All information received in the course of an investigation will be treated in a confidential manner. An investigation is focused on finding facts and evidence, including interviews of the concerned parties and any witnesses. Management will incorporate, where appropriate, any need or request from the concerned parties for assistance during the investigation process.

Investigations will include interviews with all concerned parties and potential witnesses in order to determine the nature of the incident(s). All workers are expected to cooperate with the investigator and provide any details of incidents they have experiences or witnessed. The investigator will also review any evidence, such as emails, handwritten notes, photographs, or physical evidence like vandalized objects.

Once an investigation is complete, management will review the contents of the investigator’s written report and will advise the concerned parties of the investigation findings. As appropriate, management will review and revise workplace procedures to prevent any future harassment incidents in the future. Appropriate corrective actions will be taken within a reasonable time frame.

We ask that you keep written accounts of incidents to submit with any complaints. Management will keep a written record of investigations, including the findings and follow-up action taken.

Retaliation

Employees will not be subjected to retribution or reprisal for filing complaints, participating in any investigation, or reporting any violations of law or Company policy. Retaliation of any type against any employee will not be tolerated and such conduct may result in disciplinary action up to and including immediate dismissal. Employees are encouraged to report retaliation to their immediate supervisor or the next level of management.

