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Respectful Workplaces Policy

Policy Type: Health and Safety

Policy Title: Respectful Workplaces
Policy Number: HS-GHPL-2010-01
Policy Approval Date: September 2, 2010
Last Review Date: June 14, 2023

Next Review Date: June 26, 2024

Purpose

The Grey Highlands Public Library Board is committed to providing a safe and healthy work
environment where all individuals are treated with respect and dignity, free from harassment,
threats, and violence, including domestic violence. Violence, threats, harassment,
intimidation with physical intent, and other fear-inducing behaviour in our workplace will not
be tolerated.

This policy addresses the prevention of workplace violence and harassment, sexual
harassment, and discrimination as part of the Grey Highlands Public Library’s responsibility for
worker health and safety under the Occupational Health and Safety Act and Ontario Human
Rights Code. This policy is for the mutual protection of staff, family members of staff,
volunteers, visitors, and library users from violence or threats of violence, harassment, and
discrimination.

This policy includes measures and procedures to protect workers from workplace violence,
harassment, and discrimination and a means of summoning assistance, and a process to report
incidents and raise concerns. All reports of incidents will be taken seriously and will be
investigated promptly upon being reported and dealt with appropriately by staff, the Library
Board, and appropriate authorities.

Scope and Application

For the purposes of this policy, the workplace includes any place where business or work-
related activities are pursued. Workplace includes, but is not limited to the physical work
premises, work-related social functions, such as holiday parties, golf games, etc., work
assignments outside of the office, work-related travel, work-related conferences or training
activities, and work-related communication, regardless of timing (within/outside of regular work
hours) or format (telephone, email, etc.). This policy applies to all employees of the Library as
well as volunteers, co-op placements, students, agents, consultants, contractors, and
Board members of the Library. Members of the public using the Library are expected to
refrain from committing acts of harassment or violence as per the Library’s Patron Code of
Conduct — Policy 30-01.

Section 1: Definition

1. The Grey Highlands Public Library recognizes the definition of violence as set out in the
Occupational Health and Safety Act. Workplace violence means:
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The exercise of physical force by a person against a worker, in a workplace, that causes or
could cause physical injury to the worker.

An attempt to exercise physical force against a worker, in a workplace, that could cause
physical injury to the worker.

A statement or behaviour that it is reasonable for a worker to interpret as a threat to exercise
physical force against the worker, in a workplace, that could cause physical injury to the worker.

2. Violence in the workplace may include but is not limited to:
o Verbally threatening to attack a worker.
Leaving threatening notes or sending threatening e-mails to the workplace.
Shaking a fist in a worker’s face.
Hitting or trying to hit a worker.
Throwing or kicking an object.
Sexual violence against a worker.

3. Violence in the Library or on Library property also includes but is not limited to:

¢ Intentionally or recklessly damaging of the property of another person without
permission.

¢ Intentionally causing alarm.

o Recklessly creating a risk by fighting.

¢ Creating a hazardous condition or danger by recklessly engaging in conduct which
creates a substantial risk of serious physical injury.

¢ Intentionally placing or attempting to place another person in fear of imminent serious
physical injury.

o Wielding a weapon.

4. Domestic Violence

Includes a person who has a personal relationship with a worker, such as a spouse or
former spouse, current or former partner, or a family member who may physically harm,
threaten or attempt to harm that worker while at work. Where an employee is experiencing
domestic violence that would likely expose them or fellow employees to physical injury that may
occur in the workplace, it must be reported immediately. The Library appreciates the sensitivity
of these issues and will assist an employee as discreetly as possible in order to maintain their
privacy. The CEO and the Library Board will take appropriate precautions to provide reasonable
protection to the employee and their fellow employees. This may include any one or all the
following:

e Creating a safety plan for the employee(s) involved.

e Contacting the police.

o Establishing enhanced security measures such as restricted door access, implementing
panic buttons, introducing code word(s), etc.

e Screening telephone calls and blocking certain email addresses.

e Provision of preferred parking arrangements or escorts to the employee’s vehicle.

e Adjustment of the employee’s hours and work location so that they are not predictable.

5. The Grey Highlands Public Library recognizes the definition of harassment as set out in the

Ontario Human Rights Code and the Occupational Health and Safety Act, both of which
defines harassment as engaging in a course of vexatious comment or conduct that is known or

Health & Safety Policies: “Respectful Workplace” HS-GHPL-2010-01



% GREYHIGHLANDS

ought reasonably to be known to be unwelcome.

Prohibited harassment in the library workplace includes that which is in relation to grounds
under the Ontario Human Rights Code (race, ancestry, place of origin, colour, ethnic origin,
citizenship, creed (religion), sex, sexual orientation, gender identity, gender expression, age,
record of offences, marital status, family status or disability).

The Occupational Health and Safety Act does not prescribe the nature of harassment,
however, prohibited harassment in the library workplace includes that which is personal in
nature and not based on identification with a recognized group.

Criminal Harassment includes but is not limited to stalking, threats, carrying weapons, theft, and
sexual or physical assault, which are covered by the Criminal Code. Individuals engaging in any
of those behaviours in the workplace may be subject to criminal investigation and charges.

Workplace Harassment (including Sexual Harassment) may include but is not limited to:
e Making remarks, jokes, or innuendos that demean, ridicule, intimidate, offend, or

humiliate.

Displaying or circulating offensive pictures or materials in print or electronic form

Bullying/cyber-bullying.

Repeated offensive or intimidating phone calls or e-mails.

Inappropriate sexual advances, suggestions, or requests including compromising

invitations.

Practical jokes of a sexual nature that cause awkwardness or embarrassment.

Social exclusion, including the persistent exclusion of a particular person from

workplace-related social gatherings.

Leering (suggestive staring) or other offensive gestures.

Demeaning language based on gender or sexual preference.

Extreme micromanaging.

Demanding hugs.

Repeatedly asking for dates and not taking “no” for an answer.

Unwanted touching.

Engaging in a course of vexatious comment or conduct against a worker in a workplace
because of sex, sexual orientation, gender identity, or gender expression, where the course of
comment or conduct is known or ought reasonably to be known to be unwelcome, or making a
sexual solicitation or advance where the person making the solicitation or advance is in a
position to confer, grant or deny a benefit or advancement to the worker and the person knows
or ought reasonably to know that the solicitation or advance is unwelcome. Uninvited sexual
touching will be considered assault and reported to the police.

Workplace gossip - refers to negative or derogatory comments or insinuations about an
individual. Malicious or excessive gossip disrupts productivity, lowers morale, destroys
relationships, and inhibits trust. Gossip and negative comments are embarrassing and
humiliating to the subject of the gossip and can hurt their feelings or damage their reputation.
Gossip can easily cross the line into harassment and can become a health and safety or human
rights issue. As such, employees must refrain from gossiping at work.
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7. Discrimination

The Ontario Human Rights Code states that “every person has a right to equal treatment with
respect to employment without discrimination because of race, ancestry, place of origin, colour,
ethnic origin, citizenship, creed, sex, sexual orientation, gender identity, gender expression,
age, record of offences, marital status, family status or disability”. HRC R.S.O. 1990, CHAPTER
H.19s.5.1.

Discrimination may include abuse of authority or position of power as follows:
e To endanger an employee’s job.
¢ To undermine the performance of that job.
e To threaten the economic livelihood of an employee.
e To interfere with or influence the career of an employee in any way.

What is Not Harassment

The Occupational Health and Safety Act states that “a reasonable action taken by an
employer or supervisor relating to the management a direction of workers of the workplace is
not workplace harassment”. Workplace harassment does not include good-natured joking
and bantering which is mutually acceptable, stressful events associated with the
performance of job requirements, or occasional workplace disagreements or personality
conflicts.

Additionally, workplace harassment should not be confused with legitimate, reasonable
management actions that are part of the normal work function, including:
e Measures to correct performance deficiencies, such as placing someone on a
performance improvement plan.
¢ Imposing discipline for workplace infractions.
¢ Requesting medical documents in support of an absence from work.
Enforcement of workplace rules and policies.

Section II: Responsibility and Response
The CEO or designate must develop and maintain a workplace violence and harassment
program (see Appendix A, B & C). The program will set out:

e A process for assessing the risk of violence in the workplace.

e Measures to control risk including those from domestic violence.

e Procedures for reporting incidents of violence and harassment.

e The process for dealing with, and investigating incidents of violence, harassment, and

complaints.
e Lockdown procedures.

The Library will provide staff with information on the risk of violence in the Library and training
workshops on a periodic basis dealing with various issues of violence and harassment in the
workplace such as “dealing with difficult people”. Employees are encouraged to report
behaviour that they reasonably believe poses a potential for violence as described above.
Workplace violence should be reported immediately to the most senior staff member available.
Anyone experiencing or witnessing imminent danger or actual violence involving weapons or
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personal injury should call the police.
The Grey Highlands Public Library, at the request of an employee, or at its own discretion, may

prohibit members of the public, including family members, from seeing an employee on library
property in cases where the employee suspects that an act of violence will result from an
encounter with said individual(s).

All complaints, reports, or advisements will be thoroughly investigated by the CEO or designate.
Physical or sexual assault and threats of physical violence will be reported to the police.

Responsibilities of All Employees

Every employee is responsible for adhering to the spirit and intent of this policy and the
supporting program(s), and as such is to refrain from any conduct that constitutes or that could
be interpreted as workplace violence, attempts to commit workplace violence, or threats of
workplace violence.

Employees are responsible for understanding and avoiding any offensive, unwelcome
comments, conduct or interactions that would constitute harassment, discrimination, or personal
harassment under this policy.

Employees are encouraged to communicate to co-workers that their conduct or comments are
unwanted and objectionable whenever they are exposed to conduct representing harassment
as defined under this policy.

Employees are encouraged to discourage co-workers from persisting with comments,
discussions or conduct which are inconsistent with the spirit of the policy.

Employees are to follow established procedures for the prevention and reporting of incidents of
violence. Employees are to report incidents of violence and provide input into incident
investigations. Employees should advise Senior Staff of any issues that may arise or become
apparent and must report any violent incidents or threats to the CEO or Branch Head.
Employees are to provide input into Risk Assessments and into the development of local
Workplace Violence Prevention Programs. Employees are to attend education and training
sessions as offered.

This policy will be reviewed annually by the Board and posted in the staff room along with the
Violence Prevention Program (see Appendix A).

Section lll: Confidentiality and False Reports

The CEO will develop and maintain a workplace discrimination and harassment program in
consultation with the health and safety representative. The workplace discrimination and
harassment program will set out:

e The process for dealing with and investigating complaints, including how parties involved
will be made aware of outcomes of corrective action and how confidentiality will be
maintained.

e Procedures for reporting incidents of workplace discrimination and workplace.
harassment including measures for reporting incidents to an outside source if necessary.

e A formalized training program, as required by Bill 132.

e Knowledge of the system for maintaining all associated records should an inspection by
the Ministry of Labour or employee inquiries occur.

Health & Safety Policies: “Respectful Workplace” HS-GHPL-2010-01



% GREYHIGHLANDS

All investigations, interviews, and deliberations shall be conducted in strict

confidence to the extent possible. The documents will be stored in a locked file
cabinet and access to these records will be restricted.

Employees who are found to have made false or malicious complaints will be
subject to disciplinary action.

Section IV: Additional Steps

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. A worker also retains the right to exercise any other legal avenues that may be
available.

Related Documents:

Original Approval: 2010-09-02 Motion: 30-2010

Amended on: 2013-07-07 Motion: 29-13; 2016-09-21 Motion: 37-16; Motion06-20;2020-02-22
Grey Highlands Public Library Board Personnel Policy

Grey Highlands Public Library Board Working Alone Policy

Grey Highlands Public Library Board Emergency Policy

Grey Highlands Public Library Health and Safety Policy

Grey Highlands Patron Code of Conduct Policy 30-01

Human Rights Code, R.S.0. 1990, chapter H.19, section 5 (1).

Occupational Health and Safety Act R.S.O. 1990, CHAPTER O.1

Bill 168 An Act to amend the Occupational Health and Safety Act with respect to violence and
Harassment in the workplace and other matters. R.S.O. 2009 Chapter 2

Bill 132: An Act to amend various statutes with respect to sexual violence, sexual harassment,
domestic violence, and related matters (Statutes of Ontario, 2016, Chapter 2)

Original Approval: 2010-09-02 (Motion 30-2010)
Amended On: 2013-07-07 (Motion 29-13); 2016-09-21 (Motion 37-16); 2020-02-22 (Motion 06-
20); 2022-06-22 (Motion 55-22); 2023-06-14 (Motion 66-23)
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Appendix A — Workplace Violence Program

Plan for Maintaining Security in the Library
The Library staff will conduct a Worksite Assessment as often as necessary to ensure measures
for violence prevention are effective. The assessment will:

Identify jobs or locations with the greatest risk.

Identify high-risk factors.

Conduct a physical workplace security audit.

Evaluate the effectiveness of existing security measures.

The CEO, or designate, will annually review the history of past incidents to identify any trends.

Recognized Areas of Higher Risk in the Library Include:
¢ Contact with the public.

Working alone or in small numbers.

The circulation desk where money is kept.

Secondary entrances to the Library.

Closing the library at night.

Public washrooms.

Measures for Reducing the Risk
1. General

a) Designate areas (rooms with phones and doors that lock) as emergency safe rooms.

b) Keep all secondary entrance doors locked.

c) If working alone, staff will wear personal alarm devices or have their personal phone on
hand.

d) The exterior lights around the building will be kept in good working order.

2. Recognize the Signs of Violence
Early identification and prevention of violence in the workplace is encouraged. Potential threats
of violence that should be reported could include the following:

a) Threatening statements to do harm to self and others.
b) Reference to other incidents of violence.

c) Confrontational behaviour.

d) Major change in personality, mood, or behaviour.

e) Substance abuse.

3. Steps to Increase Your Personal Safety
a) Notice your surroundings and report any unsafe or dangerous situation to the most
senior staff member.
b) If you feel uncomfortable about a person who has entered the Library, trust your
instincts. Inform other staff.
c) Use a buddy system when leaving work.
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d) When working alone follow proper procedures (see Working Alone Policy).
e) Know the nearest exit or room with a lock.

f) Tell someone at work about your situation.

g) Make up a “code word” for co-workers so they know when to call for help.
h) Ask your co-workers to screen your calls and visitors.

i) Ask a co-worker to call the police if your abuser is bothering you.

4. Threatening Behaviour

a) Do not argue with a threatening person. Identify yourself as a Library staff member.
Remain calm and keep your voice low and firm.

b) Do not put yourself or others in danger. Keep a distance of four feet.

c) Be friendly but firm, introduce yourself, look at the person while you talk to them, and let
the person talk, clarify the problem, and offer solutions.

d) Get assistance from another staff person.

e) Advise them that the police will be called if the threat does not stop.

f) If the behaviour doesn’t change call the police.

g) Notify the CEO or designate and complete the Workplace Violence and Harassment
Incident Reporting Form (Appendix C).

5. Violence/Assault
a) If you hear raised voices or sounds of a scuffle investigate.
b) If you witness violence or an assault, call the police and describe the situation.
c) Recruit other staff to move others out of the way to a safer location.
d) Do not block exits to prevent a threatening/violent person from leaving the building.
e) Do not invade the personal space of the threatening person.
f) Do not try to break up a physical fight.
g) Notice details so you can describe the situation to the authorities.
h) Notify the CEO and complete an incident report.

6. Lockdown

Lockdown is the procedure used in response to a major incident or threat of violence within the
library, or in relation to the Library. All people in the Library are to take refuge in a secure
location when it is unsafe to evacuate the building. Staff must ensure that they call 911. The
Library will co-ordinate mutual communication procedures with the schools in Flesherton and
Markdale should lockdown occur at either of the respective premises.

Types of Lockdown and Procedures

Shelter-in-Place: An environmental threat is present outside, and it is not possible to evacuate
the Library (i.e., air contamination). Staff should inform all persons of the situation; move all
persons to a designated safe space until it is safe to exit; close all windows and doors; monitor
radio/television stations for updates; allow all persons to exit the building after the all-clear
signal has been given.

Full Lockdown: Physical threat is either outside or inside the Library. Staff should inform all
persons of the situation; close windows/blinds/drapes; lock doors; turn off all lights; bar all

persons from leaving or entering a danger zone; have all persons move to a designated safe
space; have all persons sit on the floor; have all persons turn off phones, pagers, radios, etc.

7. How to Report
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a) A report should be made as soon as possible after an action or behaviour has occurred.

b) An informal, verbal complaint may be brought forward to the CEO.

c) If aformal complaint is requested, the employee must file a written report with the CEO.
When submitting a written complaint, employees shall use the Workplace Violence and
Harassment Incident Reporting Form (Appendix C).

d) The report should include a brief statement of the incident, when it occurred, where it
occurred, the date and time it occurred, the person(s) involved, and the names of any
witnesses if any.

Investigation and Dealing with Incidents or Complaints

a) Within 2 working days of receiving a report the CEO or their designate will complete an
investigation. This will include interviews with the employee, the alleged perpetrator, and
any witnesses.

b) The results of the investigation will be held with the employee to discuss the results and
present recommended preventative actions and/or resolutions.

c) A separate meeting will be held with the alleged perpetrator.

d) If the findings do not support the allegations the CEO will recommend that no further
action is necessary and that the matter be closed.

e) Should the investigation conclude that there is evidence of misconduct the CEO will
prescribe a resolution that may include police intervention.

f) Employees who are found to have made false or malicious complaints of will be subject
to disciplinary action.
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Appendix B — Workplace Violence Hazard Assessment Form

This form is designed to help the Library Board assess the potential risks of violence associated
with activities carried out by the Library, and to respond to any risks. A copy of the completed
form is to be forwarded to the Grey Highlands Health and Safety Committee.

Part 1: Work Area
Describe the department/area and the types of activities/functions performed by employees.

Part 2: History
Have there been incidents when employees in this area have experienced or been threatened
with physical violence?

ONO OYES, please describe incidents.

Have there been incidents when employees in this area have experienced verbal abuse i.e.
shouted at, obscene language, threats, or obscene phone calls?

ONO OYES, please describe incidents.

Part 3: Activities Which Might Expose Employees to Risk of Violence

1. Do employees in this area work with money or other valuables? ONO OYES
2. Do employees in this area deal with people who may be under the influence of drugs or

alcohol? ONO OYES

3. Do employees in this area deal with people who are troubled or distressed? ONO OYES
4. Do employees in this area monitor or regulate the activity of others or carry out procedures

or make decisions which adversely affect others? ONO OYES, please describe

5. Are employees in your department involved with activities that may elicit a negative or

confrontational response? ONO OYES, please describe

6. Are there other aspects of the work in your department that might spark a violent response?
ONO OYES, please describe

Part 4: Factors That Increase the Risk of Violence

1. Do employees work alone during normal working hours? ONO OYES, please describe

2. Do employees work alone after normal working hours? ONO OYES, please describe
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3. Please describe any precautions already taken to safeguard employees of your department
who work alone.

4. Please describe other factors which you feel might increase the risk of violence.

Part 5: Reducing the Risk of Violence
1. Please describe policies and procedures currently in place to reduce the risk of violence in
your department.

2. Considering your responses to the questions in this assessment:
a) Do you consider that all reasonable steps have been taken to prevent or reduce the

risk of violence? ONO OYES
b) What further steps would you recommend?

c) What assistance do you need to accomplish any of the above steps? Specify:

Completed by:

Name:

Position:

Date:
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Appendix C: Workplace Violence and Harassment Incident Reporting Form

Date of Incident: Location: Times:

Person recording:

Event: (be brief, concise, specific, and include names where appropriate):

How did you respond?

Reported to: (Supervisor, CEO, Board Chair, Police, etc.):

Comments (Your assessment of the situation, concerns generated, background
information, etc.):

Staff Signature:

Name of witness (if needed):
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Phone and/or e-mail address:

Appendix D: Workplace Discrimination and Harassment Program

1. Awareness about Workplace Discrimination and Harassment Policy and Program

The Violence Harassment and Discrimination Policy, which addresses both workplace
discrimination and harassment, in addition to being included in the Library’s policy binder,
will be posted in the staff room along with the Workplace Discrimination and Harassment
Program.

2. Training on Discrimination and Workplace Harassment Policy and Program

All employees and volunteers will receive information and instruction on the contents of the
policy and the related program, as part of the initial orientation and renewed on an annual
basis. Each person will sign off that they received this training, and this information will be
included in the training records for library staff.

3. Reporting Incidents of Workplace Discrimination and Harassment

The Grey Highlands Public Library encourages any staff member or volunteer who believes
that they have been subjected to harassment to discuss the situation with the CEO.

If there is a complaint against the CEO or a conflict of interest, a complaint shall be filed with
the Board Chair. The Library Board may investigate or designate an individual to investigate
and issue a report. If there is a complaint against a member of the board an investigation will
be conducted by the following personnel or an external designate:

Board Chair Vice-Chair and CEO

Board Vice ChairBoard Chair and CEO

Board Members Board Chair and CEO

At any time during a meeting or interview concerning a complaint, both the employee
lodging the complaint and the person against whom the complaint has been lodged have the
right to be represented and accompanied by a person of their choice.

The employee with a complaint must provide written notes about the events leading up to
the complaint which include:

a) What happened — a description of the events or situation.

b) When it happened — dates and times.

c) Where it happened.

d) Who saw the incident — If applicable.

e) Any related documents or materials having to do with the complaint.

In the case of harassment, information about the incident or complaint, including identifying
information about any individual involved will be keep confidential unless disclosure is
necessary for the purpose of investigation or taking corrective action, or required by the law.

13
Health & Safety Policies: “Respectful Workplace” HS-GHPL-2010-01



% GREYHIGHLANDS

4. Complaint Resolution Procedures

Should the employee choose an investigation that is appropriate in the circumstances will be
conducted into incidents and complaints of harassment. The CEO will advise the person
against whom the complaint has been lodged. The Library recognizes and acknowledges
that, under Bill 132, an inspector from the Ontario Ministry of Labour has the power to order
the Library Board, as the employer, to have an impartial third party investigate, at the
Library’s expense, and report the outcome of their findings to the complainant.

The CEO, or their designate, will initiate a confidential investigation immediately and finish
within 30 days. Throughout the process, the investigator keeps all parties informed;
interviews the employee concerned and witnesses; collects evidence; prepares a report;
and informs the parties in writing of the decision and the underlying reasons for the decision.

The CEO is responsible for imposing any disciplinary or corrective measures.

Any employee may file a complaint with the Ontario Human Rights Commission when the
harassment or discrimination is related to one or more of the Human Rights Code’s
prohibited grounds - race, ancestry, place of origin, colour, ethnic origin, citizenship, creed
(religion) sex, sexual orientation, gender identity, gender expression, disability, age, marital
status, family status, receipt of public assistance, record of offences.
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