


























1.11. On receipt of the complaint, the person(s) responsible shall forward a copy of the
complaint to the respondent.

1.12. The Chair of the Board or designate will determine what efforts have been made to
resolve the problem, identify immediate avenues of resolution if any, and take
appropriate action

Investigation

Where informal solutions have not resulted in resolving the complaint, the Chair of the Board or
designate responsible for bargaining unit employees will launch an investigation and notify all
involved parties.

At the conclusion of the investigation the Investigator will report his/her findings to the Chair of
the Board or designate and the Union. The Employer will review all the relevant information and
decide what action to take. The Chair of the Board or designate will inform the parties in writing
of the outcome of the investigation and ensure that corrective and/or disciplinary measures are
taken, if warranted.
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APPENDIX “A4”
CONFIDENTIAL

COMPLAINT FORM

Instructions:

Please provide all the information requested. Be as specific as possible when describing the
incident(s) you experienced as discrimination or harassment.

Your complaint is not limited to the space provided. You are encouraged to attach any additional
pages and materials that may assist in the resolution of your complaint.

Please be assured that the information you provide will be treated as confidential and will be
shared only with those persons who are involved in the complaint resolution process.

FOR COMPLAINANT — PLEASE PRINT CLEARLY

Complaint

Reason(s) you believe you were discriminated against: (Check all that apply):

O race [0 ancestry

O place of origin O colour

O ethnic origin O citizenship

[0 sexual orientation O age

O religious affiliation/creed O marital status

[0 family status O record of offences

[0 union activity O disability in accordance with s.10(1)
O status in receipt of public assistance of the Ontario Human Rights Code
O sex/gender (includes gender identity) [ political union activity

Other (please specify):

Workplace Discrimination and Harassment Prevention Policy Times Change Women’s Employment Service
11



Describe the incident(s) you believe to be discrimination or harassment.

What happened?

Where did this happen (locations)?

When did this happen (dates and approximate times)?

Names of person(s) involved and possible witnesses (their involvement or what you believe they
may know).

If you were able to address the alleged discrimination/ harassment, what action(s) did you take?

Potential/Desired Remedy?

SIGNATURE OF
COMPLAINANT DATE

A COPY OF THIS FORM TO BE FORWARDED TO THE UNION’S STAFF REPRESENTATIVE
AND/OR LEGAL REPRESENTATIVE

A COPY OF THIS FORM TO BE FORWARDED TO THE ADVISOR/INVESTIGATOR
A COPY OF THIS FORM WILL BE SENT TO THE RESPONDENT
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Chapter 3 DEFINITIONS

Complainant:

A person who considers that he or she has been the subject to harassment and/or discrimination
is hereinafter referred to as the “complainant”, even if he or she has not laid a formal written
complaint.

Respondent:

The person who is named by the complainant as the offender or person responsible for the
harassment and discrimination is hereinafter referred to as the “respondent”, even where a formal
written complaint has not been filed.

Discrimination:

Includes, but not limited to, unequal treatment based on one or more of the prohibited grounds,
except where conduct is permitted under the Ontario Human Rights Code and any other
applicable legislation, as well as the principles of. Discrimination also includes failure to provide
appropriate employment accommodation in accordance with this policy and the Ontario Human
Rights Code and any other applicable legislation, as well as the principles of. Discrimination can
be intentional or unintentional, direct or indirect.

Adverse Effect Discrimination:

Means those entrenched and institutionalized practices, systems, and structures that operate, by
effect or design, to limit a group’s or an individual member of a group’s rights to opportunities or
to exclude a group or an individual member of a group from participation based on a prohibited
ground.

Harassment:

Is a course of vexatious comments or conduct that is known or ought reasonably to be known to
be unwelcome. Single acts of sufficient severity may also constitute harassment.

Types of behavior which constitutes harassment include, but are not limited to:

¢ Jokes causing embarrassment or offence, told or carried out after the joker has been

advised that they are embarrassing or offensive or that are by their nature clearly

embarrassing or offensive.

Leering

The display of sexually explicit and/or other offensive material

¢ Derogatory or degrading remarks directed towards individuals based on their sex, gender,
sexual orientation, race etc.

L R 2
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Suggestive or obscene comments or gestures
Unwelcome inquiries or comments about a person’s life
Verbal abuse or threats

Sexual and/or physical assault

* & & o

Harassment includes, but is not limited to, sexual and personal harassment.

Sexual Harassment:

Means unwelcome sexual advances, requests for sexual favours, or other verbal or physical
conduct of a sexual nature when:

¢ Such conduct might reasonably be expected to cause insecurity, discomfort, offence or
humiliation to another person or group; or

¢ Submission to such conduct is made either implicitly or explicitly a condition of
employment; or

¢ Submissions to or rejection of such conduct is used as a basis for any employment
decision (including, but not limited to, matters of promotion, raise in salary, job security
and benefits affecting the employee); or

¢ Such a conduct has the purpose or the effect of interfering with a person’s work
performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment most commonly occurs in the form of behaviour by men towards women.
However, sexual harassment can also occur between men, between women, or as behaviour by
women towards men.

Personal Harassment:

Means abusive, unfair, or demeaning treatment of a person or group of persons that is known or
ought reasonably to be known to be unwelcome and unwanted when:

¢ Such treatment abuses the power one person holds over another or misuses authority; or

¢ Such treatment has the effect or purpose of seriously threatening or intimidating a person;
and

¢ Such treatment has the effect or purpose of unreasonably interfering with a person’s or a
group of person’s employment, performance or creating an intimidating, hostile or
offensive work environment.

¢ Isnot limited to treatment that is based on one of the prohibited grounds.
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Racism:

Racism is defined as a set of implicit or explicit beliefs, erroneous assumptions and actions based
upon an ideology of inherent superiority of one racial or ethnic group over another that may be
evident within organizational or institutional structures and programs, as well as within
individual thought or behavioral patterns.

Poisoned Work Environment:

An infringement of every person’s right to equal treatment with respect to employment which
refers to comments, behaviour or work environment that ridicules, belittles or degrades people or
groups identified by one or more prohibited grounds of this policy. A poisoned work
environment could result from a serious single event, remark or action and need not be directed
at a particular individual.

Workplace Violence:

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 injury to
the worker. It also includes an attempt to exercise physical force against a worker in a workplace,
that could cause physical injury to the worker; and a statement or behaviour that a worker could
reasonably interpret as a threat to exercise physical force against the worker, in a workplace, that
could cause physical injury to the worker.

Examples of workplace violence include:

¢ verbally threatening to attack an employee, Board member, student, volunteer, client or
any person on Times Change property;

¢ leaving threatening notes at or sending threatening e-mails to a workplace;

¢ shaking a fist in an employee, Board member, student, volunteer, client or any person on
Times Change property’s face;

¢ wielding a weapon at work;

¢ hitting or trying to hit an employee, Board member, student, volunteer, client or any
person on Times Change property;

¢ throwing an object at an employee, Board member, student, volunteer, client or any
person on Times Change property;

¢ sexual violence against an employee, Board member, student, volunteer, client or any
person on Times Change property.
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Workplace Bullying and Psychological Harassment:

Is defined as unwanted conduct, comments, actions or gestures that affect the dignity,
psychological or physical health and well-being of an employee, Board member, student,
volunteer, client or any person on Times Change property. Bullying and psychological
harassment may result from the actions of one individual towards another, or from the behaviour
of a group. Bullying and psychological harassment are often characterized through insulting,
hurtful, hostile, vindictive, cruel or malicious behaviours which undermine, disrupt or negatively
impact another’s ability to do his or her job and results in a harmful work environment for the
employee(s).

Bullying and psychological harassment can take many forms and may occur when the behaviour
or conduct:

¢ would reasonably tend to cause offense, discomfort, humiliation or embarrassment to
another person or group;

¢ has the purpose or effect of interfering with a person’s work performance;

¢ creates an intimidating, threatening, hostile or offensive work environment

Frivolous, Vexatious and/or Malicious Complaint:

Means a complaint that is lacking a sufficient and reasonable ground and only serving to annoy
and distress. However, an individual who comes forward in good faith with reports or concerns
about compliance with this policy or procedures shall not be subject to reprisal or retaliation for
making such a report. Any such reprisal or retaliation shall be considered harassment under this
policy.

Employment Accommodation:

An individualized process by which the Employer removes barriers in the workplace, associated
with the prohibited grounds of discrimination under the Ontario Human Rights Code that keep a
qualified employee with a disability from participating equally in all aspects of employment.
Employment accommodation must be done in consultation with the individual requiring
accommodation and their Union Representative (if applicable) and be tailored to meet the current
and known needs in addition to being medically substantiated.

Investigation:

A fact finding process of determining whether this policy has been violated, using an external
Workplace Discrimination and Harassment Prevention (WDHP) investigator.

Workplace Restoration:

Promoting and/or restoring positive and respectful workplace relationships.
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Zero Tolerance:

Harassment and discrimination in the workplace will not be tolerated. Times Change has a zero
tolerance policy towards harassment and discrimination in the workplace. No reported incident
will go unaddressed. Allegations of harassment and discrimination will be taken seriously and, if
substantiated, will be addressed through appropriate corrective action which reinforces the policy
and ensures the harassment and discrimination does not continue.

The abuse of one’s authority or position to intimidate, coerce or harass is forbidden.

Signed by the Board of Directors on June 23, 2010
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President Secpbtary
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