HARASSMENT POLICY

Definitions
· Harassment is a form of conflict.  There are other forms of workplace conflict, which, while problematic for the workplace and requiring a management response, do not constitute harassment.

· Whether conduct is considered conflict or harassment varies depending on the circumstances in the particular case.  There is not a single exhaustive definition for either of these terms.

· For the purpose of this policy, harassment is defined as any improper behavior by a person that it is directed at, and is offensive to another employee in which the person knew or ought to reasonably have known would have been unwelcome.  It comprises objectionable conduct, comment or display made on either a one time or continuous basis that demeans, belittles or causes humiliation or embarrassment to an employee.

· Harassment includes:

· Conduct that is offensive which may include but is not limited to leering, degrading remarks, jokes or taunting, insulting gestures, displays of offensive pictures or materials and unwelcome inquiries or comments about someone's personal life.  The test of whether the conduct is offensive is what a reasonable person would find offensive.

· Behaviour that a reasonable person would have known to be unwelcome even though the perpetrator did not know.

· Conduct that is physical, e.g. assault, contact, gestures, displayed pictures, or verbal, e.g. g. threats, intimidation, verbal abuse comments.

· Harassment based on a prohibited ground under the Canadian Human Rights Act e.g., race, national or ethnic origin, color, religion, age, sex, sexual orientation, marital status, family status, disability, or conviction for which a pardon has been granted.

· Sexual Harassment which includes any conduct, common gesture or contact of a sexual nature that might reasonably be expected to offend or humiliate any employee, or be perceived by the employee as placing a condition of a sexual nature on employment or on any opportunity for training or promotion; and

· Abusive authority which is the improper use of power and authority to endanger, undermine, threaten, interfere with or influence an employee's job, the performance of that job, the economic livelihood of the employee or the employee's career.

· The proper use of authority by the Executive Director, manager or supervisor responsible for such functions as performance appraisals, counselling, discipline and training does not constitute harassment.  A staff member dissatisfied with the exercises of authority should deal with their concerns through available means within the Progressive Discipline Section of the ORGANIZATION’S NAME Personnel Policy Manual.

References

· The Canadian Human Rights Act

Policy

· ORGANIZATION’S NAME is committed to providing a working environment free from harassment, discrimination and any resulting conflict in which all employees are treated with respect and dignity.  Each individual has a right to work in a professional atmosphere, which promotes equal opportunity and prohibits discriminatory practices.  

· The Executive Director, Managers & Supervisors are expected to be alert to situations, which fail to enhance such an environment and to immediately work towards solutions when situations of harassment are reported or detected.  

 Employee Rights & Responsibilities

· Each employee has the right to have any incident of conflict harassment dealt with in a prompt, fair, confidential, impartial and sensitive manner without fear of retaliation. 

· The supervisor should ensure that whenever the reporting relationship he/she has with either party involved in a conflict harassment compliant, the objectivity of the process is not affected.

 

· Every ORGANIZATION’S NAME employee supervisor as well as individuals acting on behalf of ORGANIZATION’S NAME has a responsibility to ensure that the workplace is free from harassment and that conflict is expeditiously resolved.

 

· Identification of unwelcome/unacceptable behavior comments are to be communicated clearly to the offending individual or group.  

· To ensure appropriate behavior and effective management action, employees should use the process established in this policy to immediately report any incident of conflict or harassment.

· Harassment in the workplace policy applies while employees are at and away from their normal work site, during and after working hours as long as a link to work can be sufficiently established.  

 

· Harassment and discrimination can be prevented by sustained commitment by the Executive Director, managers, supervisors and all employees, education and training and firm and fair enforcement of policy.  

· Supervisor or employee may at any time seek general advice or information on harassment issues from the resources that are already in place in the system e.g. Human Resources Manager

Executive Director, Manager & Supervisor Responsibilities

· You are responsible for prevention of harassment.

· Take active supervisory responsibility for establishing and maintaining a work environment supportive of the productivity, career goals, dignity and self-esteem of every employee.

· Take appropriate corrective action to resolve conflict and intervene in any situation that could develop into harassment whether a complaint is made or not.  

Complaint Process

· Early resolution of a conflict situation at the lowest level of supervision is desirable.

 

Resolution Process

· The conflict resolution process is an informal process where no records is made or retained of the workplace conflict complaint.  The complainant responded or attempted to resolve the situation or find a mutually agreeable solution.  

  

· A formal complaint will be initiated in writing and must clearly set out the particulars of the alleged harassment.

· A formal complaint must be brought to the immediate attention of the supervisor or if the immediate supervisor is the alleged harasser the next superior, as per the ORGANIZATION’S NAME Organizational Chart.

· A complainant has the responsibility to:

· Immediately make known his/her disapproval to the alleged harasser either directly or through the supervisor, if possible: and

· Report the occurrence to the supervisor and submit written details of the incident including dates, times, witnesses and his/her response at the time of the incident.

 

· Complainant has the right to file:

· A complaint and obtain a review of his/her complaint without fear of embarrassment or reprisal.

· Be accompanied by a person of his/her choice for moral support during any proceedings relating to the complaint

· Ensure written complaint is not placed on his/her departmental personnel file.

· Receive fair treatment.

 

· The respondent has the right to:

· Be informed immediately that a complaint has been filed

· To be provided with a written statement of allegations and be afforded an opportunity to respond to them.

· Be accompanied by a person of his/her choice for moral support during any proceedings related to the investigation of the complaint.

· Ensure a written complaint is not placed on his/her department personnel file, however, if disciplinary action results from the complaint then a notation of discipline imposed can be placed on his/her personnel file.

· Receive fair treatment.

Executive Director, Manager & Supervisor Responsibilities Related to Resolution

· Ensure all facts have been carefully examined prior to making a determination.

· Should the determination be made that the complaint is one of harassment then initiate the appropriate discipline process.

· If the allegations are founded it may be necessary to take administrative corrective measures to improve the workplace and provide redress to the victims affected by the harassing conduct.

· If the allegations are unfounded or until the investigation is completed it may still be appropriate/necessary to take measures to improve employment practices in the affected workplace.

· Once the final decision has been rendered regarding discipline, provide a final report of the investigation to the complainant respondent outlining:

· A brief summary of each allegation.

· A summary of the investigation stressing the facts or lack of facts supporting each allegation.

· The final decision regarding the complaint i.e. substantiated/unsubstantiated, founded or unfounded.

· Administrative correction measures taken to improve the workplace e.g. removal of offending posters, etc.

· Disciplinary measures taken against employees as a result of a founded harassment/complaint.

· Any general comments.

· To ensure that the complaint was adequately addressed, contact the complainant and the respondent six months after the resolution to ensure the complainant and the respondent are satisfied with the resolution process of the complaint.
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