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Bullying & HArassment POlicy and Program
For the latest edition of this document, refer to the Bullying & Harassment page on the CSSHSA Intranet.
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[bookmark: _Toc189320725]Introduction
The (INSERT ORGANIZATION NAME) promotes a respectful workplace for all employee, volunteers, contractors and visitors. A respectful workplace boosts productivity and promotes well-being of all individuals in the workplace.  
[bookmark: _Toc14430160][bookmark: _Toc189320726]Purpose
[bookmark: _Toc14430161]Bullying and harassment is not acceptable or tolerated in the workplace. All employees will be treated in a fair and respectful manner free from harassment and discrimination. 
This policy outlines the behavioral expectations, reporting methods and responsibilities of employees and employers when witnessing or experiencing bullying and harassment in the workplace.
[bookmark: _Toc189320727]Scope
[bookmark: _Toc14430162]This policy applies to disrespectful behavior demonstrated towards employers, employees and individuals associated with (INSERT ORGANIZATION NAME) in the workplace.
The workplace is considered spaces in which work is being conducted and includes virtual spaces, meetings and visits, both onsite and offsite.  
Bullying and Harassment is ongoing inappropriate conduct or comment by a person towards another employee that the person reasonably ought to have known would cause the employee to be humiliated or intimidated. 
Examples of behaviour or comments that could be considered bullying and harassment include
but are not limited to behaviours such as:

• Verbal: 
Yelling, calling someone derogatory names, participating in malicious rumours, unwelcome remarks and excessive criticism or insults and jokes or innuendo of a sexual nature.
• Physical: 
Pushing, aggressively handling of equipment 

• Non-Verbal:
	Inappropriate displays of material (e.g., an insulting comic; pornographic or other
sexual materials)
Overloading of unpleasant duties, eye-rolling and ignoring

The definition of bullying and harassment in this policy is consistent with WorkSafe BC’s definition and outlines that not every unpleasant or challenging interaction in the workplace is considered bullying and harassment. These interactions in the workplace may be uncomfortable; however, would not be considered bullying and harassment:
· Having a difference of opinions that is contrary to another worker or expressing disagreement on approaches in the workplace when these conversations are discussed in a respectful and productive manner.
· Providing guidance, feedback or advice on work related performance or behaviour 

Reasonable actions taken by an employer or supervisor relating to the management and direction of employees are not considered bullying harassment when communicated in a professional and respectful manner. Examples of reasonable management action are:
· Assignment of work duties, and providing work direction
· Work-related performance feedback
· Bumping and Displacements
· Issuing disciplinary action such as suspensions, terminations

[bookmark: _Toc189320728][bookmark: _Toc14430163]Applicable Regulations and Standards
In British Columbia, there are several key regulations and standards that apply to bullying and harassment in the workplace. These are designed to protect employees and ensure a safe and respectful workplace. They include: 
· Policies from the Workers Compensation Act
Policy Item P2-21-2: Employer’s Duties  
Policy Item P2- 22-1: Worker’s Duties 
Policy Item P2-23-2: Supervisor’s Duties 
	
· Occupational Health and Safety Regulation 
Part 4 Section 4.1: Occupational Health and Safety (OHS) Regulation in which employers are required to ensure the health, safety and welfare of their employees which includes bullying and harassment. 

Part 4 Sections 4.24-4.26: This section of the OHS Regulation defines workplace improper activity or behavior (e.g. horseplay, practical jokes, physical forces towards another worker as to cause injury, threatening statement), states its prohibition in the workplace and includes requirement by employers to investigate this type of behavior in the workplace.  

· Section 13 of the Human Rights Code prohibits discrimination in the workplace based on specific grounds such as indigenous identity, race, colour, ancestry, place of origin, political belief, religion, marital status, family status, physical or mental disability, sex , sexual orientation, gender identity or expression, age and conviction of a criminal or summary conviction offence that is unrelated to employment. 

Bullying and harassment that involves any of these protected grounds may also be considered discrimination and a violation of Section 13 of the Human Rights Code. 

· Incidents involving Bullying and Harassment may also occur with violence. The CSSHSA provides resources and procedures to address these concerns. These guidelines can be found in the Violence Prevention Risk Assessment (ADD LINK) and Psychological Health and Safety Procedures (ADD LINK)
[bookmark: _Toc189320729]Program Administration
[bookmark: _Toc14430164]Various departments, committees, and individuals have specific responsibilities to ensure successful implementation and sustainment of this policy and program.
All employees and employers within the (INSERT ORGANIZATION NAME) are responsible for fostering a positive work environment and have the right to be free from discrimination, bullying, and harassment. Inappropriate behavior must be addressed and stopped promptly. The responsibilities of each role within the various organizations are outlined in the section below.
0. [bookmark: _Toc189320730]Senior Management 
Senior Management is responsible for ensuring the health and safety of all employees. Senior Management will: 
Promote and model a respectful workplace environment that is free from bullying, discrimination and harassment
Develop and maintain procedures to report, investigate and address workplace bullying and harassment 
Ensure that all employees within the organization are aware of the bullying and harassment policy and have completed bullying and harassment training
Promote informal methods to resolve and provide training to managers and supervisors on how to facilitate conflict conversations

0. [bookmark: _Toc14430165][bookmark: _Toc189320731]Managers and Supervisors
Managers / Supervisors will: 
Promote and model a respectful workplace environment that is free from bullying, discrimination and harassment
Promptly support employees with addressing bullying and harassment complaints when reported by investigating them, facilitating conflict conversations and document the findings
Ensure that all employees within the organization are aware of the bullying and harassment policy and have completed bullying and harassment training
Complete responsibilities required under this policy and request for additional support, training and information to satisfy these duties 

0. [bookmark: _Toc14430166][bookmark: _Toc189320732]Employees
Employees will: 
Contribute to a respectful workplace by treating all colleagues with mutual respect and professionalism
Reporting and addressing inappropriate and disrespectful behaviours whether observed or experienced. 
Ensure confidentiality and participate in respectful workplace investigations when requested
Review the bullying and harassment policy and complete required education

[bookmark: _Toc189320733]Reporting Procedures
There are several options in which employees will be supported in having their respectful workplace concerns addressed. 
Informal Report
Formal Report 



0. [bookmark: _Toc189320734]Informal Report: Methods to Address Disrespectful Behaviour
Incidents that do not rise to the level of bullying and harassment such as disrespectful behaviour are addressed using informal processes such as facilitated conversation and feedback. Informal resolution methods focus on the addressing the concern, building awareness so the concern does not happen again in the future and repairing working relationships. 
Examples of disrespectful behaviours are one time incident of rude comments, interrupting, eye rolling, ignoring.
Employees can address disrespectful behaviour by:
Speaking with the person in a calm and respectful manner about the inappropriate or disrespectful behaviour. 
Seek advice from their manager or supervisor to support with this conversation. 

As part of their role under this policy, managers and supervisors must support the resolution of bullying and harassment concerns when raised.

0. [bookmark: _Toc189320735]Formal Report & Initial Review
Where incidents cannot be resolved using informal methods, employees can submit a written complaint of bullying and harassment to their manager/supervisor. 
Upon receipt of the concern, the manager/ supervisor will assess if the concern is disrespectful behaviour, bullying and harassment or discrimination. 
The manager/supervisor is required to take steps to assess and resolve the concern. 
This can include:
· Informal Resolutions
· Completing the Investigation
· Identifying an Investigator to Complete the Investigation


Complaints that involve physical threats, discrimination, repeated incidents or if it is assessed that informal resolution is not appropriate may require an investigation.
0. [bookmark: _Toc189320324][bookmark: _Toc189320736][bookmark: _Toc189320325][bookmark: _Toc189320737][bookmark: _Toc189320738]Interviews and Obtaining Facts
If an investigation is required, the Manager/Supervisor will appoint an investigator. This investigator may be a member of the human resources team, the manager/supervisor or an external investigator.
The investigator will review the written complaint and schedule interviews with the complainant to obtain the full concern.
The investigator will determine the list of relevant witnesses and meet individually with them to obtain information regarding the incident.
The investigator will summarize the allegations and schedule an interview to present these allegations to the respondent.
At any point during the investigation, the investigator has the discretion to assess whether informal resolution might be a more effective or appropriate method to address the issue.
0. [bookmark: _Toc189320327][bookmark: _Toc189320739][bookmark: _Toc189320328][bookmark: _Toc189320740][bookmark: _Toc189320329][bookmark: _Toc189320741][bookmark: _Toc189320742]Assessment and Complaint Resolution
The investigator will assess all information presented and determined if there was a finding of bullying, harassment or discrimination under the policy. 
If the investigation concluded in a finding under the policy, the Investigator will notify the manager/supervisor and provide recommendations on how to prevent future incidents. The manager/ supervisor will implement the recommendations and impose appropriate disciplinary action as required.
If the investigation did not conclude a finding under the policy, the investigator will notify the manager/supervisor and will resolve the complaint.
0. [bookmark: _Toc189320743][bookmark: _Toc189320744][bookmark: _Toc189320745][bookmark: _Toc189320746][bookmark: _Toc189320747][bookmark: _Toc189305371][bookmark: _Toc189320748]Reprisal for Submitting a Concern
[bookmark: _Toc14430182]Employees are encouraged to report bullying and harassment any reprisals against individuals participating in the process such as complainant, respondents or witnesses is not tolerated. Reprisal can include, but is not limited to, an actual or threatened harmful act or penalizing someone for making a report. If the investigator has concluded this a reprisal has occurred, this would be considered harassment under the policy and may result in disciplinary action.

[bookmark: _Toc189320749]Education and Training
CSSHSA offers the following courses to support learners with on-going awareness of roles and responsibilities in the prevention of bullying and harassment in the workplace.
	Course
	Format

	The Foundations of a Respectful Workplace for Staff
	60 Minute Self-Paced E-Learning Module 

	The Foundations of a Respectful Workplace for Managers & Supervisors 
	60 Minute Self- Paced E-Learning Module

	Investigation Procedures for Bullying and Harassment Complaints:  Managers & Supervisors 
	4 Hour In-Person Training Module




[bookmark: _Toc14430183][bookmark: _Toc189320750]Documentation and Recordkeeping
All investigation-related information will remain confidential and accessible only to the manager/supervisor and human resources. These documents will only be released as required by law. 
Any disciplinary measures will be documented in the employee’s personnel file and will be issued and removed in accordance with the applicable collective agreement.

[bookmark: _Toc14430184][bookmark: _Toc189320751]Policy Evaluation
This Policy will be evaluated by CSSHSA on an ongoing basis to ensure compliance with applicable Act and OHS Regulations. Full evaluation of this policy will occur on an annual basis.
[bookmark: _Toc14430185]

[bookmark: _Toc189320752]Definitions
Bullying is ongoing inappropriate conduct or comment by a person towards an employee that the person knew or reasonably ought to have known would cause the employee to be humiliated or intimidated. 
Complainant is employee that submitted the complaint. 
Disrespectful Behavior are actions that do not show consideration for others but when left unaddressed can escalate to bullying and harassment.  Examples are one time incident of rude comments, interrupting, eye rolling, ignoring.
Discrimination is unfair treatment based on a protected characteristics which are indigenous identity, race, colour, ancestry, place of origin, political belief, religion, marital status, family status, physical or mental disability, sex, sexual orientation, gender identity or expression, age and conviction of a criminal or summary conviction offence that is unrelated to employment. 
Improper activity or behavior is 
[bookmark: _GoBack](a) the attempted or actual exercise by an employee towards another employee of any physical force so as to cause injury, and includes any threatening statement or behaviour which gives the employee reasonable cause to believe the employee is at risk of injury, and
(b) horseplay, practical jokes, unnecessary running or jumping or similar conduct.
Harassment is unwelcomed behaviour that creates a hostile and uncomfortable environment.
Respondent which is individual responding to the concern.
Witnesses are individuals who were present and have information on the incident.
[bookmark: _Toc14430186]Workplace are considered spaces in which work is being conducted and includes virtual spaces, meetings and visits both onsite and offsite.  
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[bookmark: _Toc14430187][bookmark: _Toc189320754]Version Control Table 
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[bookmark: _Toc14430188][bookmark: _Toc189320755]Appendix A
Investigation Report Template
This investigation report template can be used when conducting a bullying and harassment investigation. It will provide employers with the steps to assess and investigate workplace bullying and harassment complaints. 
This form can be customized for different workplaces and employers may revise the questions based on the circumstances and information required. 


	INVESTIGATION TEMPLATE

	Name of Complainant


	Name of Respondent


	Date Submitted
	Name of Investigator 

	Summary of the Incident



	Person interviewed
	Statement

	
Complainant

	

	
Respondent

	

	
Witness 

	

	
Other

	





	
Assessment
Based on the Investigation, were there findings of bullying and harassment?
Yes  |_|       No  |_|

	Reason(s) for this Conclusion
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