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WORKPLACE HARASSMENT & VIOLENCE POLICY

COMMITMENT STATEMENT RE HARASSMENT

MLCP recognizes the inherent right of all individuals to be treated with dignity and
respect. Consequently, MLCP believes that every employee has the right to freedom
from harassment while in the workplace. Reports will be taken seriously and
responded to in a timely manner. Reports of harassment should be documented for
clarity and confidentiality will be respected by both parties. Together, both parties
can discuss the means of moving forward.

MLCP is committed to:

& Creating a working and teaching environment which fosters mutual respect
among staff, parents and students;

Supporting, assisting and educating its staff, parents, volunteers and students
with respect to harassment;

& Working with staff to recognize any roadblocks in this process and making

sure understanding and support are in place.

Harassment is defined as engaging in a course of vexatious comment or conduct that
is known, or ought reasonably to be known, to be unwelcome. Harassment is a ferm
recognized in law as either criminal or civil harassment. In both cases there are
four types of harassment: oral, physical, telecommunications, and written.

Criminal harassment may include, but is not limited to:

R Oral: vague threats or innuendoes or repeated communications that give rise
to a genuine concern for personal safety:

R Physical: leering or besetting stalking:

R Telecommunications: conveying vague threats or innuendoes or repeated
communications that give rise to a genuine concern for safety;

& Written: vague threats or innuendoes or repeated communication conveyed in
writing, on paper or electronic mail, which give rise to a genuine concern for
safety.

Civil harassment may include, but is not limited to:

R/

& Oral: shouting, swearing or the use of personally demeaning, sarcastic
expressions;
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Physical: intentionally using an intimidating presence or entering MLCP
property without permission;

23 Telecommunications: numerous and lengthy calls that disrupt an employee's
ability to attend to duties;

& Written: frequent detailed, frivolous or vexatious written complaints that

require an employee o spend inordinate time investigating, thus distracting

the employee from attending to duties.

Parental /Legal Guardian Harassment may be understood as persistent parental or
community criticism of, or interference with, school programs or teacher
performance or a course of interaction that is vexatious, unwarranted or
unsubstantiated. Parental Harassment does not include the normal interaction of
parents with school staff regarding their children.

Defamation of character is commonly defined as making public or available to a third
person, words or matter containing an untrue attribution which impugns the
character of another. Such communication in writing is called libel. When the
communication is conveyed orally, it is called slander.

Workplace is defined as offices, staff rooms, classrooms, cafeterias/lunch rooms,
hallways and other MLCP property; events associated with and including co-
instructional and extra-curricular activities; situations outside of MLCP-operated
premises such as field trips, external work assignments, wok-related conferences,
training sessions, travel or social gatherings; in general any place where employees,
students and other users perform work or work-related duties or functions.

Goals for Establishing a Harassment-Free Environment

In order to ensure that a safe, secure, and affirming environment exists in our

schools, it is understood that the following must exist:

& Procedures and protocols which clearly establish the roles and responsibilities
of staff, parents and students

Education of all staff, parents and students of the rights and responsibilities

of individuals and of expectations for a safe, secure and affirming

environment

Assurance that staff and parents are aware of this harassment protocol

Consistent and decisive implementation of the Safe Schools Policy

R/ R/
L X X4
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Administrative Implementation Guidelines

Administrators will be responsible for ensuring that all MLCP employees, and those
using the services of MLCP are aware of MLCP's commitment to providing a
harassment-free environment and the existence of the procedures available under
this protocol.

MLCP Administration Employees Shall:

23 Provide the training and resources for all those working for and using the
services of MLCP to fulfil their responsibilities under this protocol

Work to actively discourage and prevent parent-related harassment of staff
Provide appropriate procedural assistance to staff complaining of harassment
Investigate every complaint of harassment

Acknowledge formally to a person found to have been harassed that
harassment has taken place and to provide the student with support and
assistance, as appropriate

Impose appropriate remedial and preventative measures, consequences and
enforcement

Maintain records as required by this protocol

Review regularly the procedures of this protocol to ensure that they
adequately meet the protocol objectives.

R/ R/ R/ R/
L X X SR X R X4

R/
°

R/ R/
LS X4

Identifying the Signs and Symptoms of Harassment

Actions that constitute harassment:

Verbal or physical

Repeated or singular

Deliberate

Unwelcome

Harassment is action which humiliates, insults, degrades, frightens.

R/ R/
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Harassing actions may include:

Unwelcome sexual overtures (verbal, physical, written, electronic, etc.)
Graffiti

Vague threats or innuendoes

Vandalism

Put-downs

Name calling

R/ R/
L X X4
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Verbal or non-verbal taunts

Negative personal comments

Suggestion of unpleasant smells

Laughing at someone’s condition

Mocking an individual's mannerisms or speech

Untoward remarks or jokes about sexual orientation or gender

Insults related to someone's race, colour, citizenship, place of origin, ancestry,
ethnic background, religious beliefs, sexual orientation, gender, physical or
mental disability or age.

Possible outcomes of harassment for victims:
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The individual may feel agitated, anxious or emotionally drained

The individual may become uncomfortable when a particular person comes
close

Increasingly doubtful of abilities

A feeling of being singled out, or picked on

Concerned for personal safety

That a change of employment may be necessary for mental / physical health
That no one will believe the claim of harassment, or general helplessness
That maybe they had actually provoked the harassment

Ashamed and isolated

Overwhelmed

Procedures for Responding to Parental Harassment

The following is the recommended procedure and need not be followed in the order
outlined, dependent upon the nature and severity of the complaint (incident).

Speak Up

A staff member who considers that she/he has been subjected to harassment is
encouraged to bring the matter to the attention of the parent responsible, making
direct and clear objection while referencing the protocol. The staff member should
document all parent interactions (dates, ftimes, places, witnesses, details of the
incident, including quotes) and retain all written materials (memos, letters, e-mails,
faxes). The matter is resolved if the behaviour ceases.

Obtain Assistance
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If bringing the matter to the attention of the parent does not produce a
satisfactory result, the staff member should seek assistance from the
principal/supervisor, documenting contact. A meeting with the principal/supervisor
and the staff member should take place to ascertain evidence of behaviour with
reference to the harassment protocol and assess whether harassment has occurred.

If the principal/supervisor does not believe that harassment has occurred, he/she
will provide support to resolve the staff member's concerns.

If the principal/supervisor believes that harassment may have occurred, then
she/he will meet with the parent to outline the staff member's complaint to
determine/confirm if the parental behaviour constitutes harassment under the
parental harassment protocol. After such meeting, the principal/supervisor will
advise the staff member that such meeting has occurred and provide any appropriate
information with respect to follow-up by the school.

If harassment is confirmed, the parent will be cautioned regarding his/her conduct.
The principal/supervisor will also provide the parent with a copy of the
Communication Guideline for Parents/Guardians and the Parental Harassment Policy.

A follow-up meeting with the principal/supervisor, the staff member and the parent,
to focus on restoring the parent/staff member relationship, is advisable. The
matter is considered resolved if the behaviour ceases.

Further Investigation

If the matter is unresolved and the behaviour persists, then the principal/supervisor
and staff member will meet with the Appropriate Authority. The Appropriate
Authority will conduct an investigation, including liaison with the police, to determine
the full extent of the situation and decide the next course of action, which may
include but is not limited to the following:

R A cautionary letter from the principal or supervisor

23 A cautionary letter from legal counsel

R A Trespass to Property Act letter

& A letter from legal counsel to the parent concerned (involved)

In the event that these steps are unsuccessful, the Appropriate Authority shall
consult with the appointed Provincial Minister of Education.

R/
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Documentation

All reports and documentation gathered under this protocol will be dealt with in
accordance with the Freedom of Information and Protection of Privacy Act.

Communication Guidelines for Parents/Guardians

MLCP is committed to providing the best quality learning opportunities by
encouraging and promoting the partnership and cooperation of home and school. To
achieve this goal, open and on-going communication is essential. If you have concerns,
the following guidelines will support positive and effective communication.

All communication with MLCP employees, staff, volunteers, etc. should be conducted
in a respectful manner, free from hostility and/or harassment.

Step One: Contact the Teacher

Write a note or make a phone call to set up an appointment. Spontaneous discussions
at the classroom door are discouraged due to the interruption of instruction, the
issue of confidentiality, as well as time constraints.

Step Two: Contact the Principal

Write a note or make a phone call fo set up an appointment. The principal will ask
you to speak with the teacher if you have not already done so. The principal will
involve the teacher in discussions and may, at any time in the process, request that
parents put their concerns in writing. If the matter remains unresolved at the school
level, the principal or parent may contact the Superintendent of Education.

Protection Against Reprisal

Parties involved in an occurrence are prohibited from seeking retaliation. If you
experience any retaliatory action or threat of retaliatory action from the responding
party, withesses, management, or other people within or outside the organization,
please inform the office immediately.

COMMITMENT STATEMENT RE VIOLENCE
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AT MLCP, the health and safety of our employees, students, parents, volunteers and
visitors is paramount. Priority in this instance is given to protecting our employees
from violence and/or intimidating behaviours. Such conduct interferes with
everyone’s ability to perform their job and is not in keeping with MLCP's philosophy
of trust and mutual respect. By working together, and giving the utmost attention to
the safety and well-being of each other, we will meet our shared objective of a
healthier and safer working environment for all.

MLCP employees, clients and parents are entitled o have a work environment free
from violence and intimidating behaviours as prescribed by the Occupational Health
and Safety Act. This policy applies to all employees and representatives of MLCP
while in the workplace, during work related field trips or travel, or during any work-
related and/or social functions.

Employees are expected to assist MLCP in its attempts to prevent and eliminate
violence in the workplace. MLCP will treat any form of violence that occurs in the
workplace seriously regardless of the alleged perpetrator’s position.

Nothing in this policy limits an individual’s right to file a complaint with the Ministry
of labour should they feel the situation warrants such action.

Definition

The Occupational Health and Safety Act defines workplace violence as:

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

23 An attempt to exercise physical force against a worker, in a workplace, that
could cause physical or emotional injury to the worker;

R A statement or behaviour that is reasonable for a worker to interpret as a
threat to exercise physical force against the worker, in a workplace, that

could cause physical or emotional injury to the worker.

This definition of workplace violence is broad enough to include acts that would
constitute offences under Canada's Criminal Code.
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Forms of Workplace Violence
R Violence by Strangers
> Usually enters the place of work on the pretence of being a client
> Normally commits robbery or other violent act
& Violence by Parents/Clients
> Maybe an expected or unexpected situation. Parents may have adverse
reaction to comments or discussion about this child
R Violence by Co-workers
> Could include: current employee and supervisor, former employee and
supervisor, a prospective employee, and may occur inside or outside of
the workplace
R Violence by Personal Relations
> This includes spouse, partner, relative, or friend and usually occurs
when a personal dispute occurs with the worker and enters the
workplace to harass, threaten, injure or kill the employee

Behaviours Constituting Workplace Violence

Such threats or acts include, but are not limited to:

R Harming or threatening to harm any employee or guest

R Damaging or threatening to damage property or the property of any employee
or guest

Possessing a dangerous weapon or fire device on property without prior
authorization.

23 Engaging in stalking behaviour of any employee.

Responsibilities of Principal/ Vice-Principals/ Administrators

< Assess risks of violence at MLCP

R Promote a non-violent workplace through policies and training

% Provide employees with information and instruction regarding the workplace
policy and program with respect to workplace violence including appropriate
steps to be taken and investigation procedures

& Take every reasonable precaution for the protection of the worker

23 Inform employees of potential risk situations

R Ensure employees understand who to contact regarding concerns about the

policy or when to report an incident
Model behaviour, which helps support a positive work environment
Ensure the workplace is free from violence and harassment.

R/ R/
L X X4
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Respond to complaints brought to their attention

Respect the confidentiality and sensitivity of such issues

Respect work refusals if workplace violence is likely to endanger worker
Document all information and investigation results

Request an investigation into allegations of violent situations

If witnessing elements of a corruptive or destructive work environment, take
action

If an employee is physically hurt due to workplace violence the Ministry of
Labour will be contacted.

R/
°e
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Responsibilities of Employees

23 Take part in training and education programs

23 Compliance with this policy is the responsibility of all employees.

& Employees must avoid any behaviour or conduct that could reasonably be
interpreted as a violation of this policy

23 Employees must maintain a work environment free from violence, and/or
intimidation

23 Call 9-1-1 if the situation warrants it and you find a peer or yourself in
immediate danger

& Employees have a duty to disclose potentially dangerous situations and
harassment to supervisors.

Process for Making Violence-Related, Threatening or Intimidating Behaviour
Complaints

If employees have witnessed or experienced conduct which they believe to be
inconsistent with this policy, they have a responsibility to:

& Call 9-1-1 if the situation warrants it and you find a peer or yourself in
immediate danger

Make the behaviour/actions known to the Principal immediately

A written record of the action/behaviour should be provided to the Principal

including the dates, times, nature of the action/behaviour and witnesses (if
any)

R/ R/
L X X4

Removal of a Person from the Workplace

Any person who makes substantial threats, exhibits threatening behaviour, or
engages in violent acts against employees, visitors, guest, students or other
individuals while on MLCP property shall be removed from the premises as quickly
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and as safely as possible, and shall remain off the premises pending the outcome of
an investigation.

Employees are not to remove individuals from the premises; assistance must be
requested from the Police.

Investigation Process

All complaints will be investigated promptly.

All those directly involved and witnesses will be spoken with.

Notes/statements will be prepared during each interview, reviewed by the

person(s) being interviewed and signed for accuracy.

R Records or other documents relevant to the incident being investigated will
be reviewed. (This may include safety reports, incident reports, work
schedules, suspension forms, injury reports, complaints and observation notes
and may involve taking pictures of the scene).

R Relevant collective agreement of employment contract language or
organizational policies/procedures will be reviewed.

Depending on the scope of the investigation, employees may need to seek the
assistance of the Administration.

R A final summary/report of the investigation will be prepared.

R/
°e
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Corrective Action

Allegations of acts of violence are very serious - frivolous complaints found to have
been made for improper purposes will result in disciplinary action being taken against
the accuser. Any employee found o have engaged in conduct that violates this policy
will be subject to discipline, up fo and including termination of employment.
Discipline may include a verbal warning, written reprimand, suspension with pay,
suspension without pay, and/or dismissal from employment with MLCP.

Confidentiality

Employees should feel secure in knowing that their concerns will be handled
discreetly and sensitively. As such, employee issues will usually remain between the
employee, and their Supervisor. On occasion, however, an investigation may require
consulting with another employee, Principal, Vice-Principal or Administration
Assistant and Health and Safety Representative in order to ensure an appropriate
resolution. In such cases, the employee will be consulted prior to involving others.
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Reprisals

This policy strictly prohibits reprisals against an employee because s/he has brought
forward a concern or has provided information regarding a concern under this policy.
Any employee who commits or threatens reprisal against another employee for
following this, or any of the Centre's policies in good faith, may be subject to
discipline, up to and including dismissal for cause.

For clarity, however, any claim or complaint of a violation of this policy that is made
in bad faith will be subject to disciplinary action, up to and including termination of
employment.

Education
MLCP commits to making sure all its Employees, Placement Students ad Volunteers
are familiar with this policy and receive training on how to keep the work environment

free from threats of violence, sexual and domestic violence, including ways to
promote a safe work environment.

Employee Handbook
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