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HR 11.3
Workplace Harassment, Violence and/or bullying In the Workplace

Policy
The Children's Aid Society of Brant seeks to provide an environment that supports productivity, personal dignity and self-esteem of every employee.  The destructive nature of workplace harassment, violence or bullying in the workplace undermines the integrity of the employment relationship and threatens the well-being and job performance of the employee.  

The Children's Aid Society of Brant will not tolerate workplace harassment, violence or bullying in the workplace and encourages the reporting of all incidents.  Violence, Harassment, or Bullying by anyone in the workplace is a serious offence and is subject to disciplinary action up to and including discharge from employment.

Scope
This policy applies to all members of the Agency staff.  The Agency will take reasonable steps to inform all members of its employee community about this policy and to advise them about their rights and responsibilities under this policy.
What Is Workplace Harassment?

Workplace harassment is defined by the Human Rights Code as "engaging in a course of vexatious comment or conduct that is known or ought reasonably to be known to be unwelcome"   The workplace can be defined as any location where work is taking place, any work-related social gatherings, or other locations where the prohibited behaviour may have impact on the work relationship or performance.

"Every person who is an employee has a right to freedom from harassment in the workplace by the employer or agent of the employer or by another employee because of race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, record of offences, marital status, family status, same sex partnership status, or disability” Ontario Human Rights Code, 1990, Section  5(2) Harassment in Employment.

Workplace Harassment May Include:

Sexual Harassment

· unwelcome remarks, jokes, innuendo or taunting about a person's body, attire or sex

· practical jokes of a sexual nature which cause awkwardness or embarrassment

· displaying pornographic pictures or other offensive material

· leering (suggestive staring) or other gestures

· unnecessary physical contact such as touching, patting or pinching

· sexual assault

Racial or Ethnic Harassment

· unwelcome remarks, jokes, innuendoes or taunting about a person's racial or ethnic background, colour, place of birth, citizenship, ancestry or creed

· the displaying of racist, derogatory or offensive pictures or material

· denial of normal co-operation with an employee because of his or her racial or ethnic background

· insulting gestures or practical jokes based on racial or ethnic grounds which cause embarrassment or awkwardness

What Is Violence in the Workplace?

Violence is a threat or an act of aggression resulting in physical (including property damage) or psychological damage, pain, or injury to an employee inflicted on that employee by co-workers, intruders, clients or visitors.

Violence in the Workplace may include: Examples; regardless of method (e.g. in person, by telephone, email, etc.) that are not acceptable.

· Physical Violence- hitting, shoving, pushing, biting, pinching, kicking or inciting a dog to attack towards employees, clients and/or visitors

· Intrusive conversation or shouting

· Threats, threatening behaviour, abusive language involving excessive swearing or offensive remarks

· Poisoned Work Environment – a hostile and abuse work environment resulting from harassment by comment or conduct that ridicules or demeans.

· Wilful damage to Children’s Aid Society Brant property

· Bullying 

Workplace Bullying

Bullying differs from harassment and discrimination in that the focus is less focused on gender, race, or disability and more on alleged lack of competence of the bullied person. Bullying is a form of violence; it is aggression expressed primarily psychologically but also physically. While there may be no apparent physical injury (except the symptoms of stress), it is frequently harmful.
Workplace Bullying Defined
Bullying can be defined as repeated incidents or a pattern of acts, verbal comments and/or written communication by one staff person towards another staff person (the target) that is intended to mentally hurt, intimidate, offend, degrade, humiliate, or isolate a person in the workplace.  This may occur between employees at any level of the agency.  It can be described as the assertion of power through aggression.  This can include but is not limited to the following pattern of intended behaviours;

· Spreading malicious rumours, gossip, or innuendo that is not true.

· Publicly blaming others for errors.

· Raising false concerns about or criticizing the work of others.

· Excluding or isolating someone socially.

· Intimidating a person.

· Undermining or deliberately impeding a person’s work.

· Physically abusing or threatening abuse.

· Removing areas of responsibilities without cause.

· Constantly changing work guidelines and then criticizing non compliance.

· Establishing impossible deadlines that will set up the individual to fail.

· Withholding or providing wrong information necessary to complete a task 

· Inconsistent enforcement of arbitrary rules that are not part of the agencies policies and procedures or philosophy of service

· Stealing credit for another’s work on purpose to elevate themselves.

· Making jokes that are “obviously offensive” by spoken word or email.

· Intruding on a person’s privacy by pestering, spying, or stalking.

· Assigning unreasonable duties or workload that is unfavourable to one person (in a way that creates unnecessary pressure).

· Under work—creating a feeling of uselessness when the employee has demonstrated ability to perform competently.

· Yelling or using profanity.

· Criticizing a person persistently or constantly, privately and in front of other staff, community partners, clients, or others.

· Belittling a person’s opinions.

· Unwarranted (or undeserved) punishment.

· Unwarranted obstruction of employee’s requests for training, leave, or promotion.

· Tampering with a person’s personal belongings or work equipment.

REPORTING procedures

11.3.1 Steps To Action

Each employee has a responsibility to play a part in ensuring the workplace is free from harassment, violence and/or bullying.  Each employee is responsible for promptly reporting any incidents that he/she believes to be relevant. 

If you are experiencing or are accused of harassment, violence and/or bullying the following procedures should be followed:

(a)
Ask the Perpetrator to Stop


If possible, the employee should inform the individual(s) that his/her behaviour is unwelcome or offensive.  The person can also be reminded that his/her behaviour is a violation of agency policy.

(b)
Keep a Record of the Incident(s)


If the treatment continues, the employee may keep a record of the incidents noting date, time, location, witnesses, a description of the incident and your response to the perpetrator.  Failure to keep a record of the events will not invalidate your complaint.

(c)
Lodge a Complaint


If the treatment continues or it is not feasible to speak directly to the perpetrator, report the problem to the Director of Administration/Human Resources who will initiate an investigation.  It is the agency's responsibility to investigate the complaint and take the necessary steps to resolve the problem.  If the complaint is regarding a staff person at the Director level, the complaint may be made to and the investigation initiated by the Executive Director.   

Both the Director of Administration/Human Resources and/or the Executive Director may engage a qualified outside professional to conduct the investigation in order to assure that there is no appearance of influence in an investigation at this level.

The complaint should include sufficient information to allow him/her to assess whether an investigation is warranted. Unless the Director is convinced that the complaint is frivolous or malicious, an investigation shall be initiated. (Note that the Human Resources Manager, when the position is activated, may act as a resource or a person designated by the Director of Administration/Human Resources, to respond to such a complaint. 

As a general rule, investigations are limited to issues in the 6 months preceding a complaint. The time frame may be extended in special circumstances.  

If you have been accused of violating the Workplace Harassment, Violence, and/or Bullying policy, report the problem to the relevant Director.  Keep a record of the incidents as in B above.  If the accusation is made by a person at the senior level the procedure as noted in C above will ensue.

11.3.2
Resolving the Complaint
An investigation will be initiated within 10 working days of the date the complaint is made.

· The investigation will include separate interviews with the complainant, the alleged perpetrator(s) and any other persons who may provide information.  To protect the interests of all parties’ confidentiality will be maintained throughout the investigation process to the extent possible.  Witnesses and complainants will be asked to provide signed statements.

· The allegation will be shared with the alleged perpetrator(s) and a written response will be requested.

· The Director designated under C above, will share the results of the investigation with the complainant and the alleged perpetrator(s) and a final opportunity for input will be given to both. 

11.3.3
(a)
If it is concluded that the harassment, violence and/or bullying occurred, steps will be taken which may include counselling and/or discipline up to and including discharge from employment.

(b)
If the complaint is unfounded, no documentation of the complaint will be placed in the employee's personnel file.  All documentation will be kept by the relevant Director and will be accessed only by that relevant Director as noted in (C).

11.3.4
This policy does not preclude a person from pursuing (a) his or her rights to seek advice or assistance from the Ontario Human Rights Commission, (b) criminal charges in the event of sexual assault

11.3.5
Employee Assistance Plan

Being the victim of harassment, violence and/or bullying in the workplace can be a very stressful experience.  Employees in this situation may need supportive counselling.  As at any time, employees can access the services of The Employee Assistance program by calling the E.A.P. service provider directly.
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