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3. What isn’t Harassment

A reasonable action taken by an employer or supervisor relating to the management and direction
of workers or the workplace is not workplace harassment.

4. Workplace Violence

Workplace violence means,

a) the exercise of physical force by a person against a worker, in a workplace, that causes or
could cause physical injury to the worker,

b) an attempt to exercise physical force against a worker, in a workplace, that could cause
physical injury to the worker,

¢) a statement or behaviour that it is reasonable for a worker to interpret as a threat to
exercise physical force against the worker, in a workplace, that could cause physical
injury to the worker.

Violence that occurs outside the normal workplace but which has an impact on the working
environment, including working relationships, may also be considered violence in the workplace.

5. Worker

Includes all full-time employees, part-time employees, non-union employees, elected officials,
committee appointees, contractors, interns, supervisors and managers who perform work for the
Village.

6. Workplace

Any land, premises, location or thing at, upon, in or near which a worker works.

DUTIES
THE VILLAGE

The Village will not tolerate or condone workplace harassment or violence. The specific duties
of the Village, which shall be carried out or delegated by the CAO/Clerk, are as follows:

1. Review of Written Policy: The Village shall review the policy with respect to workplace
violence and workplace harassment as often as is necessary, but at least annually.

2. Posting of Policy: This policy shall be in written form and shall be posted at a conspicuous
location in the workplace.

3. Assessment of Risks of Violence: The Village shall assess the risks of workplace violence
that may arise in the workplace and reassess as often as is necessary to ensure that this policy
continues to protect workers from workplace violence and advise the health and safety
representative of the results of such assessments.

4. Information and Instruction: The Village shall provide workers with information and
instruction that is appropriate for the worker on the contents of the policy and program with
respect to workplace violence and harassment.
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In making this evaluation, supervisors should consider:
e Whether the person’s history of violence was associated with the workplace or work;

e Whether the history of violence was directed at a particular employee or employees in
general; and

e How long ago the incidence of violence occurred.

ALL WORKERS

All workers must do their part by ensuring that their behavior does not violate this policy and by
fostering a work environment that is based on respect and is free of harassment.

WORKPLACE VIOLENCE PROGRAM

CONTROL OF RISKS

1. If the CAO/Clerk is notified of risks of workplace violence, he/she shall take all reasonable
precautions in the circumstances to control the risks that are likely to expose a worker to
physical injury. This could include but is not limited to:

Separating workers;

IS

Removing an individual from a Village workplace;

Creating a safety plan;

o

Contacting the police;

e. Establishing enhanced security measures;

f. Screening calls and blocking certain email addresses; and
g. Setting up priority parking.

2. Any worker who becomes aware of a risk of workplace violence shall notify their supervisor
or the CAO/Clerk, who shall take the appropriate action to control the risk of workplace
violence.

SUMMONING IMMEDIATE ASSISTANCE

3. Any worker who witnesses or experiences workplace violence or who feels in imminent
danger shall:

a. ensure they are in a safe location which may include leaving the workplace;
b. if, in their opinion, the situation warrants, contact the police by dialing 911;

c. follow the reporting procedures that follow.

REPORTING WORKPILACE VIOLENCE

4. A worker shall report acts of workplace violence to their immediate supervisor as soon as is
reasonably possible.
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3.

If the harassment persists or if you do not feel comfortable taking any of the above
mentioned steps, provide your complaint in writing as soon as possible to the CAO/Clerk. If
the CAO/Clerk is the alleged harasser, provide your complaint in writing to the Mayor.

INVESTIGATION OF WORKPLACE HARASSMENT COMPLAINT

4.

5.

7.

9.

The CAQ/Clerk (or Mayor, where applicable) shall commence an investigation of the
incident that is appropriate in the circumstances.

The investigation may include:

a. Conducting interviews of relevant individuals to ascertain all of the facts and
circumstances relevant to the complaint, including dates and locations;

b. Reviewing any related documentation; and

¢. Making detailed notes of the investigation and maintaining them in a confidential
file.

The Village will keep all complaints confidential, to the extent that it is able to do so. Any
identifying information about any individuals involved in the incident shall not be disclosed
unless the disclosure is necessary for the purposes of investigating or taking corrective action
with respect to the incident or complaint, or is otherwise required by law.

Upon completion of the investigation, the worker and the alleged harasser will be informed
of the results of the investigation and of any corrective action that has been taken or that will
be taken as a result of the investigation.

If a finding of harassment is made, the Village will take appropriate corrective or remedial
measures which may include one or more of the following:

¢ Discipline, such as a verbal warning, written warning or suspension without pay
¢ Termination with or without cause

¢ Referral for counseling (sensitivity training), anger management training, supervisory
skills training or attendance at educational programs on workplace respect

¢ A demotion or denial of a promotion
s Reassignment or transfer

¢ Financial penalties such as the denial of a bonus or performance related salary
increase, and

e Any other disciplinary or corrective action deemed appropriate under the
circumstances

If there is not enough evidence to substantiate the complaint, corrective measures will not be
taken.

10. If you make a complaint in good faith and without malice, regardless of the outcome of the

investigation, you will not be subjected to any form of discipline. The Village may,
however, impose discipline up to and including termination on anyone who brings a false
and malicious complaint.
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