WORKPLACE ANTI-HARASSMENT, ANTI-DISCRIMATION AND ANTI-VIOLENCE

Reviewed and Approved November 2019, Reviewed: July 2022
Zero Tolerance

Woodview will not permit any form of harassment, discrimination or violence by any employee, volunteer
or agent of Woodview toward any person — client, staff, visitor or other individual within Woodview’s
programs.

Woodview recognizes that the potential for harassment, discrimination and violence exists in the work we do.

This policy is a preventative measure meant to reduce/eliminate harassment, discrimination and violence in
our workplace.

Woodview’s Workplace Anti-Harassment and Anti-Violence Policy Statements are posted in all locations,
and are to be respected by all agents of Woodview. Any violation of this policy or the Human Rights Code
will be considered grounds for disciplinary action, which could include termination of employment.

If any person perceives that an incident of harassment, discrimination or violence has occurred

— against themselves or others within Woodview, they have a legal duty to notify the Program Manager
and/or Director. Any such allegation will be investigated, formally or informally and a report will be made
to the informing person, including a statement of any further action to be taken. The informing person’s
confidentiality will be totally respected, and no recrimination will occur as a result of making any report.

Purpose

Woodview is committed to building and preserving a safe working environment for its employees.
Woodview will not tolerate acts of harassment, discrimination and/or violence against or by any
Woodview employee. This policy prohibits physical, electronic or verbal threats, intimidation or violence
in the workplace amongst individuals.

It is also a violation of this policy for anyone to knowingly make a false complaint of harassment or violence,
or to provide false information about a complaint.

Generally, harassment is considered to have taken place if a person knows, or should know, that a
certain behavior is unwelcome. Harassment can usually be distinguished from normal, mutually
acceptable socializing. Harassment is offensive, insulting, intimidating, and hurtful and creates an
uncomfortable work environment.

Personal harassment is any unsolicited, unwelcome, disrespectful or offensive behaviour that has an
underlying sexual, bigoted, ethnic or racial connotation. This can include bullying, gossip and comments
designed to undermine an individual.

Definitions: Violence may include, but not be limited to the following:

e Causing physical harm to another person.

e Threats of any nature, verbal, or electronic.

e Aggressive behavior that constitutes a reasonable fear of bodily harm to another person.

e Verbal assault, causing emotional stress.

e Intentional damage or destruction of property belonging to either Woodview, or its employees.
e Possession of a weapon while on Woodview premises, or while conducting Woodview business.
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Procedure for Reporting Violence

In the event that an employee is either directly affected by or witness to any violence in the workplace,
it is imperative for the safety of all, that the incident be reported promptly.

e  Report any violence or potentially violent situations immediately to
management and the Director of Human Resources.
All reports will be kept confidential.
All reports shall be investigated and dealt with appropriately.
Any Woodview employee who threatens, harasses or abuses another
individual at or from the workplace shall be subject to disciplinary action, up to and including
termination of employment, and the pursuit of legal action.
e Violent action, threats and harassment are serious criminal offences and shall be dealt with
appropriately.

Who this Policy Applies to

This policy applies not only to all those working for the organization including front line employees, contract
service providers, managers, officers or directors, but also to those served by Woodview. i.e. Clients and
families.

Woodview will not tolerate any form of harassment or discrimination against job candidates and employees
on any grounds mentioned above, whether during the hiring process or during employment. This
commitment applies to such areas as training, performance, assessment, promotions, transfers, layoffs,
remuneration, and all other employment practices and working conditions.

All Woodview employees are personally accountable and responsible for enforcing this policy and must
make every effort to prevent discrimination or harassing behaviour and to intervene immediately if they

observe a problem. They must report problems if they become aware of this kind of conduct.

Procedure for Reporting Discrimination or Harassment

Informal Procedure
If you believe you have been personally harassed you may:
e confront the harasser personally or in writing pointing out the unwelcome behaviour and
requesting that it stop; or
e discuss the situation with the harasser’s supervisor, your supervisor or any other
supervisor other than your own.

Any employee who feels discriminated against or harassed can and should, in all confidence and
without fear of reprisal, personally report the facts directly to their manager.

Formal Procedure

If an employee believes they have been personally harassed they should make a written complaint,
no later than (1) week after an alleged incident. The written complaint must be delivered to The
Director of Human Resources. The complaint should include:

e the approximate date and time of each incident

e the name of the person or persons involved in each incident

e the name of any person or persons who witnessed each incident

e a full description of what occurred in each incident

Once a written complaint has been received Woodview will complete a thorough investigation.
Harassment should not be ignored. Silence can, and often is, interpreted as acceptance.
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The investigation will include:

informing the harasser/s of the complaint

interviewing the complainant and any person involved in the incident and any witnesses
interviewing any other person who may have knowledge of the incidents related to the
complaint

A copy of the complaint, detailing the complainant's allegations, is then provided to the respondent(s).

The respondent is invited to reply in writing to the complainant's allegations and the reply will be
made known to the complainant before the case proceeds further.

Woodview will protect unnecessary disclosure of the details of the incident being investigated
and the identities of the complaining party and that of the alleged respondent.

During the investigation, the complainant and the respondent will be interviewed along with
any possible witnesses. Statements from all parties involved will be taken and a decision will
be made.

If necessary, Woodview may employ outside assistance or request the use of legal counsel.
Employees will not be demoted, dismissed, disciplined or denied a promotion or employment
opportunities because they lodged a harassment complaint if they honestly believe they are being
harassed.

Where it is determined that harassment has occurred, a written report of the remedial action
will be given to the employees concerned.

If the complainant decides not to lay a formal complaint, senior management may decide that a formal
complaint is required - based on the investigation of the incident.

If it is determined that personal harassment has occurred, appropriate disciplinary measures will be taken.

Disciplinary Measures

If it is determined that an individual has been involved in personal harassment of another individual,
immediate disciplinary action will be taken. Such disciplinary action may involve counseling, a
formal warning and could result in immediate dismissal without further notice.

This Anti-Harassment, Anti-Discrimination and Anti-Violence Policy must never be used to bring
fraudulent or malicious complaints against individuals. It is important to realize

that unfounded/frivolous allegations of personal harassment may cause both the accused person
and Woodview significant damage. If it is determined that any individual has knowingly made false
statements regarding an allegation of personal harassment, immediate disciplinary action will be
taken. As with any case of dishonesty, disciplinary action may include immediate dismissal without
further notice.

Special Circumstances

Should an employee have a legal court order (e.g. restraining order, or “no-contact” order) against
another individual, the employee is encouraged to notify his or her supervisor, and to supply a copy of
that order to the Human Resources Department. This will likely be required in instances where the
employee strongly feels that the aggressor may attempt to contact that employee at his/her place of
employment, in direct violation of the court order. Such information shall be kept confidential.
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If any visitor to Woodview is seen with a weapon (or is known to possess one), and makes a verbal threat
or assault against an employee or another individual, employee witnesses are required to immediately
contact the police, emergency response services, their immediate supervisor and the Human Resources
Department.

All records of harassment and violence reports, and subsequent investigations, are considered confidential
and will not be disclosed to anyone except to the extent required by law.

In cases where criminal proceedings are forthcoming, Woodview will assist police agencies, attorneys,
insurance companies, and courts to the fullest extent.

Confidentiality

Woodview will do everything it can to protect the privacy of the individuals involved and to ensure
that complainants and respondents are treated fairly and respectfully. Woodview will protect this privacy
so long as doing so remains consistent with the enforcement of this policy and adherence to the law.

Neither the name of the person reporting the facts nor the circumstances surrounding them will be
disclosed to anyone whatsoever, unless such disclosure is necessary for an investigation or disciplinary
action. Any disciplinary action will be determined by Woodview and will be proportional to the seriousness
of the behaviour concerned. Woodview will also provide appropriate assistance to any employee who is
victim of discrimination or harassment.

Employee/Supervisory Roles in Maintaining a Positive Work Environment

Co-worker's Role

If you are a co-worker who has witnessed harassment in the workplace:

e Inform the harassed person that you have witnessed what you believe to be harassment and that
you find it unacceptable. Support is often welcome. If that person does not feel that they have
been harassed, then normally the incident should be considered closed.

Inform the harasser(s) that you have witnessed the act(s) and find it unacceptable.
Encourage the harassed person to report the incident to their Manager.

Manager's and Management's Role

e Legally, management is responsible for creating and maintaining a harassment-free
workplace.

e Managers must be sensitive to the climate in the workplace and address potential
problems before those problems become serious.

e |f a manager becomes aware of harassment in the workplace and chooses to ignore it, that
Manager and Woodview risk being named co-respondent in a complaint and may be found liable
in legal proceedings brought about by the complainant and/ or local human rights' authorities.

When an employee has asked their manager to deal with a harassment incident, the manager should:

e Support the employee without prejudging the situation.

e  Work with the employee and document the offensive action(s) and have the employee sign a
complaint.

e Contact their supervisor and/or senior management and provide details of the incident on
behalf of the employee.
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Woodview has a legal obligation to report incidents of violence to the Joint Health and Safety Committee:

This policy will be reviewed annually as required by the Occupational Health and Safety Act [Section
32.0.1(b) and (c)].

The following controls have been implemented to reasonably reduce risks: Engineering Controls:
e Design of the workplace
e |[solation/enclosure
e Implementation of Security Measures including access cards (Head Office)

Administrative Controls:

Policies and procedures

Training of PMAB, NVCI, CPI, First Aid, ASIST
Organizing and planning work

Rotation of workers

Safety plan/procedures, Management-on-Call Policies
Risk Assessments

Personal Protective Equipment:

e Access to cell phones to summon immediate assistance
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WORKPLACE ANTI - HARASSMENT STATEMENT

Reviewed and Approved November 2019, Reviewed: July 2022

The Board and management of Woodview are absolutely committed to providing a work environment in
which all individuals are treated with respect and dignity.

Workplace harassment will not be tolerated from any person in the workplace. Specific sources of
harassment may come from the employee home environment, from clients, from front line employees,
from contract service providers, managers, officers or directors or contract service providers of Woodview.
Everyone in the workplace must be dedicated to preventing workplace harassment. We are all expected
to uphold this policy, and will be held accountable by Woodview.

Workplace harassment means engaging in a course of vexatious comment or conduct against a worker in a
workplace -- a comment or conduct that is known or ought reasonably to be known to be unwelcome.

Harassment may also relate to a form of discrimination as set out in the Ontario Human Rights Code - but
it does not necessarily have to.

This policy is not intended to limit or constrain the reasonable exercise of management functions in the
workplace.

Employees are encouraged to report any incidents of workplace harassment. Refer to our “Anti- Harassment
and Anti-Violence” Policy & Procedures for details on the reporting requirements.

Management will investigate and deal with all concerns, complaints, or incidents of workplace
harassment in a fair and timely manner while respecting workers" privacy as much as possible.

Nothing in this policy prevents or discourages a worker from filing an application with the Human Rights
Tribunal on a matter related to Ontario’s Human Rights Code within one year of the last alleged incident.
An employee also retains the right to exercise any other legal avenues that may be available.

Signed: Executive Director Date:

The “Anti-Harassment, Anti-Discrimination and Anti-Violence” Policy and Procedures should be consulted
whenever there are concerns about harassment/violence in the workplace.
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