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1  POLICY 

1.01 The OFAH does not tolerate or condone harassment, violence, or discrimination in the 
workplace perpetrated by or against employees, Board Members, customers, members, 
volunteers, visitors or other third parties. In the event of an incident of harassment, violence 
or discrimination perpetrated by an employee, the OFAH will take immediate corrective 
action, up to and including termination for cause. 

 

1.02 Retaliation or reprisals are prohibited against any employee who has complained, reported 
or has provided information regarding a complaint or incident under this Statement of Policy 
and Procedure. Any retaliation or reprisals are subject to immediate corrective action, up to 
and including termination for cause. Alleged retaliation or reprisals are subject to the same 
complaint procedures and penalties as complaints or incidents of harassment, violence, or 
discrimination. 

 

1.03 The OFAH recognizes that individuals may find it difficult to come forward with a complaint 
or provide information under this Statement of Policy and Procedure because of concerns of 
confidentiality. Therefore, all complaints or information concerning workplace harassment, 
workplace violence, domestic violence, or discrimination, as well as the names of parties 
involved, will be treated as confidential. The OFAH's obligation to conduct an investigation 
into the alleged complaint or provided information may require limited disclosure. No record 
of the complaint will be maintained in the personnel file of the complainant or respondent, if 
an employee. If there is a finding of improper conduct that results in disciplinary action, it will 
be reflected only in the file of the person(s) who engaged in such conduct, in the same way 
as any other disciplinary action. 

 

 1.04.1 The OFAH will establish programs and procedures to reduce the risk of harassment, 
violence, and discrimination in the workplace. All employees are expected to be aware of 
and participate in such programs and procedures, as required. 

 

 1.04.2  The harassment and violence prevention program will include: 

 Policies and procedures; 

 Control measures in place/evaluation and implementation of corrective action; 

 Communication process/instruction to employees; 

 Training and education; 

 Reporting and investigation process; and 

 Workplace violence risk assessment process (only for violent incidents). 
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2 PURPOSE 

2.01 The purpose of this policy is to establish policies and procedures to prevent harassment, 
violence, domestic violence, and discrimination in the workplace; to foster the safety and 
security of the OFAH employees, Board Members, customers, members, volunteers, visitors 
or other third parties to the organization’s workplaces; and to ensure that employees 
reporting alleged incidents or providing information will know the matter will be treated 
confidentially and may be reported without fear of retaliation or reprisal. 

 
 
3 SCOPE 

3.01 This policy applies to all employees, Board Members, volunteers, or other third parties of 
and to the OFAH It applies in any location in which any of the above are engaged in 
business or work-related activities. This includes, but is not limited to: 

 The physical work premises (Conservation Centre, Heritage Centre, employee home 
offices, worksites in the field, etc.); 

 Work-related travel; 

 Company owned or leased facilities and vehicles; 

 Restaurants, hotels or meeting facilities that are being used for business purposes; 

 Work-related conferences or training sessions; 

 Telephone, e-mail or other communication; and  

 Any work-related social event or function (parties, BBQ, etc.), whether or not it is 
company sponsored.  

 

3.02 This policy also applies to situations in which an employee is harassed or subjected to 
violence in the workplace from individuals who are not employees of the organization, such 
as customers, members, and visitors; although the available remedies may be constrained 
by the situation.  

 
 
4 RESPONSIBILITY 
4.01 Managers/Supervisors 

(a) Managers/supervisors are responsible for providing a work environment that is free 
from harassment, violence, and discrimination.  

(b) Managers/supervisors are expected to immediately contact the JHSC if they receive a 
complaint or information or if they witness or are aware of behaviour that is harassing, 
violent, or has the potential risk to become violent, discriminatory, or unacceptable. 

(c)  Managers/supervisors are responsible for assisting the JHSC with assessing the risk 
of violence to employees in their jurisdiction, minimizing those risks where necessary 
or reasonably possible and informing any affected employee of such risk or potential 
risk. 

(d) In conjunction with the JHSC, managers/supervisors are responsible for ensuring 
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employees are trained to: 
(i) Recognize the potential for harassment, violence, and discrimination; 
(ii) Follow the procedures and policies developed to minimize risk; 
(iii) Respond to incidents and complaints appropriately; and 
(iv) Report and document such incidents and complaints. 

(e) Managers/supervisors are responsible for ensuring proper medical care is provided for 
anyone involved in an incident and for securing the safety of employees. 

(f) Managers/supervisors are responsible for co-operating with police, company 
investigators, third party investigators or other authorities as required, during any 
investigation related to workplace harassment, violence, or domestic violence. 

 

 4.02 Employees 
(a) Employees are responsible for ensuring their behaviour does not violate this policy 

and employees must help foster a work environment that is free from harassment, 
violence, and discrimination. 

(b) Employees are responsible for informing and reporting to their manager/supervisor or 
the Joint Health and Safety Committee (JHSC) any incidents or information regarding 
harassment, violence, potential risk of violence, discrimination, or close calls they may 
experience or witness, according to the procedures set out in this policy. This includes 
issues in the employee’s non-work life that may impact on the employee or his or her 
co-worker’s safety (e.g. domestic violence). 

(c) Employees are responsible for attending any training or information sessions provided 
by the OFAH to prevent harassment, violence or potential risks of violence. 

(d) Employees are expected to co-operate with the police, company investigators, third 
party investigators or other authorities as required, during any investigation related to 
workplace harassment and violence. 

 
4.03 Joint Health and Safety Committee 

(a) The JHSC is responsible for assisting all employees with understanding their rights 
and obligations under this policy, including the following: 
(i) Advocating for a respectful workplace; 
(ii) Acting as a resource and answering inquiries with respect to this policy; 
(iii) Providing training and education session for employees; 
(iv) Conducting and reviewing workplace violence risk assessments and employee 

surveys; 
(v) Discussing complaints on a confidential basis, unless he/she is required to 

release information by law, or where there is a risk of harm to employees or 
another individual; 

(vi) Assisting individuals who may be experiencing domestic violence that may 
expose them to a risk of physical injury in the workplace; 

(vii) Assisting in the informal resolution of complaints through counselling; and 
(viii) Engaging in discussions with the respondent to see if the matter can be 

resolved informally. 
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(b) The JHSC is responsible for tracking and reporting incidents or complaints of 
harassment, risks of violence, incidents or complaints of violence, and close calls, 
according to the time lines set out in the procedures. The Harassment/Violence 
Incident Report Form, shown in Attachment A to this policy, is to be used for this 
purpose. 

(c) The JHSC must also take every reasonable precaution to protect employees from 
workplace violence, including evaluating an employee’s history of violent behaviour to 
determine whether and to whom this employee poses a risk. In certain circumstances, 
the JHSC may have a duty to provide information about a risk of workplace violence 
from a person with a history of violent behaviour if an employee can be expected to 
encounter that person during the course of his or her work, and the risk of workplace 
violence is likely to expose the employee to physical injury. The JHSC will only release 
as much personal information about the person with a history of violent behaviour as 
is reasonably necessary to protect the employee from physical injury. 

 
 
5 DEFINITIONS 
5.01 ―Discrimination” includes any distinction, exclusion or preference based on the protected 

grounds in the Human Rights Code, 1990 (Ontario), which nullifies or impairs equality of 
opportunity in employment, or equality in the terms and conditions of employment. The 
protected grounds of discrimination are: 

 Race, colour, ancestry, citizenship, ethnic origin or place of origin; 

 Creed, religion; 

 Age; 

 Sex (including pregnancy and gender identity); 

 Sexual orientation; 

 Family, marital (including same-sex partnership) status; 

 Disability or perceived disability (including mental and physical); and 

 A record of offences for which a pardon has been granted under the Criminal Records 
Act, 1985 (Canada) and has not been revoked, or an offence in response of any 
provincial enactment. 

 

5.02.1 ―Sexual harassment‖ is any unsolicited conduct, comment, or physical contact of a sexual 
nature that is unwelcome or offensive by the recipient including, but not limited to: 

 Any unwelcome sexual advances (oral, written or physical), requests for sexual favours, 
sexual and sexist jokes, racial, homophobic, sexist or ethnic slurs;  

 Written or verbal abuse or threats;  

 Unwelcome remarks, jokes, taunts, or suggestions about a person's body, a person’s 
physical or mental disabilities, or attire;  

 Unnecessary physical contact such as patting, touching, pinching or hitting;  
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 Patronizing or condescending behaviour;  

 Displays of degrading, offensive or derogatory material such as posters, pictures, 
calendars, cartoons, screen savers, pornographic or erotic web sites or other electronic 
material; and 

 Distributing sexually explicit e-mail messages or attachments such as pictures or video 
files of physical or sexual assault.  

 

5.02.2 Both men and women can be victims of harassment, and someone of the same or opposite 
sex is capable of harassing someone else. 

 

 5.03 “Discriminatory harassment” includes comments or conduct based on the protected 
grounds in the Human Rights Code, 1990 (Ontario) and Regulations, which the recipient 
does not welcome or that offends him or her including, but not limited to: 

 Offensive comments, jokes or behaviour that belittle or ridicule a person’s membership 
in one of the protected grounds, such as race, religion or sexual orientation; 

 Imitating a person’s accent, speech or mannerisms; 

 Persistent or inappropriate questions about whether a person is pregnant, has children 
or plans to have children; and 

 Inappropriate comments or jokes about an individual’s age, sexual orientation, personal 
appearance or weight. 

 

5.04.1 ―Workplace harassment‖ means engaging in a course of vexatious comment or conduct 
against an employee in a workplace that is known or ought reasonably to be known to be 
unwelcome. Workplace harassment may have some or all of the following components: 

 It is generally repetitive, although a single serious incident may constitute workplace 
harassment if it undermines the recipient’s psychological or physical integrity and has a 
lasting harmful effect; 

 It is hostile, abusive or inappropriate; 

 It affects the person’s dignity or psychological integrity; 

 It results in a poisoned work environment; and 

 Behaviour that intimidates, isolates or discriminates against the recipient. 
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5.04.2 Some types of behaviours that may be workplace harassment include but are not limited to: 

 Verbally abusive behaviour such as yelling, insults, ridicule and name calling including 
remarks, jokes or innuendos that demean, ridicule, intimidate or offend; 

 Workplace pranks, vandalism, bullying and hazing; 

 Gossiping or spreading malicious rumours; 

 Excluding or ignoring someone, including persistent exclusion of a particular person 
from workplace-related social gatherings; 

 Undermining someone else’s efforts by setting impossible goals with short deadlines or 
deliberately withholding information that would enable a person to do their job; 

 Providing only demeaning or trivial tasks in place of normal job duties; 

 Humiliating someone; 

 Sabotaging someone else’s work; 

 Displaying or circulating offensive pictures or materials; 

 Offensive or intimidating phone calls or e-mails; 

 Impeding an individual’s efforts at promotion or departmental transfer for reasons that 
are not legitimate; and 

 Making false allegations about someone in memos or other work-related documents. 

 

5.04.3 What Is Not Harassment 

Workplace harassment should not be confused with legitimate, reasonable management 
actions that are part of the normal work function, including: 

 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; or 

 Normal workplace conflict that may occur between individuals, or differences of opinion 
between co-workers.  

 
5.05.1 ―Workplace violence‖ is an occupational health and safety hazard in the workplace which 

means the following: 
(a) The exercise of physical force by a person against an employee, in a workplace, that 

causes or could cause physical injury to the employee; 
(b) An attempt to exercise physical force against an employee, in a workplace, that could 

cause physical injury to the employee; and 
(c) A statement or behavior that it is reasonable for an employee to interpret as a threat to 

exercise physical force against the employee, in a workplace, that could cause 
physical injury to the employee. 
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5.05.2 Workplace violence is defined broadly enough to include physically or psychologically 
aggressive behaviours that may be considered criminal, including: 

 Physically threatening behaviour such as shaking a fist at someone, finger pointing, 
destroying property, throwing objects; 

 Verbal or written threats to physically attack a worker; 

 Leaving threatening notes, sending threatening e-mails, or placing obscene or harassing 
telephone calls; 

 Wielding a weapon at work; 

 Stalking someone; and 

 Physically aggressive behaviours including hitting, shoving, standing unreasonably close 
to someone in an aggressive manner, pushing, kicking, punching, slapping, grabbing, 
biting, throwing an object at someone, physically restraining someone, or any other form 
of physical or sexual assault. 

 

5.05.3 Violence that occurs outside the normal workplace but which has an impact on the working 
environment, including working relationships, may also be considered violence in the 
workplace (e.g. domestic violence). 

 

5.06 ―Domestic violence‖ means a pattern of coercive tactics which can include physical, 
psychological, sexual, economic and emotional abuse perpetrated by one person against an 
adult intimate partner, with the goal of establishing and maintaining power and control over 
the victim. 

  

5.07 ―Close Calls‖ means incidents which did not result in actual physical harm but, except for 
circumstance, had the potential to result in physical harm. 

 

5.08 ―Minor Incident‖ means an incident in which no one is physically harmed in any way and 
which was resolved through employee and JHSC mediation. 

 

5.09 ―Serious Incident‖ means an incident in which someone was physically harmed (whether 
requiring medical attention or not), or which continued or escalated after JHSC mediation. 

  
 
6 REFERENCES and RELATED STATEMENTS of POLICY and PROCEDURE 

 Criminal Code, 1985 (Canada) and Regulations 

 Human Rights Code, 1990 (Ontario) and Regulations 

 Occupational Health and Safety Act, 1990 (Ontario) and Regulations  

 Workers Compensation Act, 1990 (Ontario) and Regulations  

 Occupational Health & Safety Council of Ontario “Developing Workplace Violence and 
Harassment Policies and Programs: A Toolbox” 
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 Employment Principles  

 Employee Relations Principles  

 Dispute Resolution  

 Health and Safety Principles  

 Accident and Injury Reporting  

 Accident Investigation  

 Working Alone  

 Work Refusal  
 
 
7 PROCEDURE 
7.01 Work Refusal Due To Workplace Violence  
7.01.1 Employees have the right to refuse work if workplace violence is likely to endanger them. In 

that instance, the employee is to immediately contact their manager/supervisor or the JHSC, 
at which point appropriate measures will be taken to protect the employee and investigate 
the situation.  
 

7.01.2 The employee will be moved to a safe place as near as reasonably possible to their normal 
work station and will need to be available for the purposes of investigating the incident. In 
some circumstances, the employee may be provided with reasonable alternative work 
during normal working hours. 

 
7.01.3 In appropriate circumstances, the OFAH may contact the police, or other emergency 

responders as appropriate, to assist, intervene or investigate workplace violence.  
 
7.01.4 Provided the situation is dealt with quickly and the danger to the employee is removed, the 

necessity of work refusal will be alleviated. 
 
7.02 Informal Complaint  
7.02.1 (a)  Employees are encouraged to attempt to resolve their concerns by direct 

communication with the person(s) engaging in the unwelcome conduct. Where 
employees feel confident or comfortable in doing so, disapproval should be 
communicated in clear terms to the person(s) whose conduct or comments are 
offensive. Employees should also keep a written record of the date, time, details of the 
conduct, and witnesses, if any. 

(b) Employees who are not confident or comfortable with procedure 7.02.1(a) and who 
believe they are victims of harassment, violence, discrimination or who become aware 
of situations where such conduct may be occurring are encouraged to report these 
matters to any of the following: the employee’s manager/supervisor or the JHSC. 
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7.02.2 If an employee decides not to make a formal complaint, the OFAH may still need to 
investigate the matter and take steps to prevent further harassment, especially if the 
allegations are serious or if there have been previous complaints or incidents involving the 
respondent. 

 
7.02.3 In situations where an individual outside of the OFAH (e.g. a member, customer, visitor, etc.) 

has acted in a harassing, violent or discriminatory way towards an employee, the employee 
is to report the incident to their manager/supervisor or the JHSC. Even though it may be 
difficult for the OFAH to investigate the incident, the organization will strive to address the 
issue and prevent future problems.  

 
7.03 Formal Complaint 
7.03.1 (a) If informal attempts at resolving the issue are proving to be ineffective or if the incident 

is too serious to handle on an informal basis, a formal complaint should be filed.  
(b) To file a formal complaint the employee must: 

(i) Provide a letter that contains a brief account of the offensive incident (e.g. when 
it occurred, the person(s) involved, the names of witnesses, if any). The letter 
should be signed and dated by the person complaining and provide any 
additional documentation. 

(ii) The employee will file the complaint letter with their manager/supervisor or the 
JHSC. 

(iii) The employee will cooperate with the JHSC or third party investigators during 
the investigation process. 

 

7.03.2 If an employee becomes aware of a situation where a harassing, violent or discriminatory 
incident has or may be occurring, he or she is requested to notify his or her 
manager/supervisor or the JHSC immediately. 

 
7.03.3 Anonymous complaints will not be investigated unless there are extenuating circumstances. 
 

7.04 Reporting and Investigation 

7.04.1 Formal complaints will be investigated. The investigation process will involve interviews with 
the complainant, the respondent and any witnesses named by either party. Within fourteen 
(14) working days of the incident or notice thereof, the JHSC or a third party investigator 
will investigate the incident and prepare a written report of the investigation findings. The 
report will be provided, along with recommendations, if any, to the Executive Director for 
action. 

 

7.04.2 Any incidents of harassment, violence or discrimination in the workplace will be reported 
immediately to the employee’s manager/supervisor or the JHSC. The JHSC will investigate 
the incident immediately. The Harassment/Violent Incident Investigation Checklist, shown in 
Attachment B to this policy, may be used to ensure proper investigation of any reported 
harassing, violent or discriminatory incidents. 
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7.04.3 (a) The JHSC will immediately make the appropriate inquiries of the victim/witnesses to 

determine if the incident is minor or serious. 
(b) If the incident is minor: 

(i) The JHSC will determine if mediation is appropriate and if so, mediate or 
arrange for mediation of the situation; 

(ii) The JHSC will conduct the appropriate investigation immediately; 
(iii) The JHSC will write a report outlining the details, facts and any reports filed 

relating to the incident and submit this report to the Executive Director; and 
(iv) If the assailant is an employee, the Executive Director or the employee’s 

immediate manager/supervisor (upon request of the Executive Director), will 
apply appropriate disciplinary measures based on the facts of the incident. 

(c) If the incident is serious: 
(i) The employee’s manager/supervisor must first ensure the safety of the 

employee and him/herself; 
(ii) The employee’s manager/supervisor must ensure proper medical treatment is 

provided or sent for, if required; 
(iii) The employee’s manager/supervisor in conjunction with the JHSC must contact 

the authorities as soon as possible (police or Ministry of Labour, where 
appropriate), to report the incident; 

(iv) The employee’s manager/supervisor must contact the JHSC, as soon as 
possible, to assess who should be involved in the investigation; 

(v) The JHSC will conduct a thorough investigation which will include: 
(a)  Interviewing the complainant and respondent to ascertain all of the facts 

and circumstances relevant to the complaint, including dates, times, and 
locations; 

(b)  Interviewing witnesses, if any; 
(c)   Reviewing any related documents; and 
(d)  Making detailed notes of the investigation and maintaining them in a 

confidential file; 
 (vi) The JHSC will write a report outlining the details, facts and any reports filed 

relating to the incident and submit the report to the Executive Director, and any 
other parties as required by law; and 

(vii) The JHSC will consult with the Executive Director regarding any disciplinary 
action to be applied. 

(d) It is the goal of the OFAH to complete any investigation and communicate the results 
to the complainant and respondent within thirty (30) days of the reported incident, 
where possible.  

 
7.05 Disciplinary Action 
7.05.1 (a)      The Executive Director, with the assistance of the JHSC, will determine what action 

should be taken as a result of the investigation. 
(b) If a finding of workplace harassment/violence is made, the Executive Director will take 

appropriate disciplinary action, regardless of the respondent’s seniority or position at 
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the OFAH.  
(c) Disciplinary action may include one or more of the following: 

 Discipline, such as a verbal warning, written warning or suspension without pay; 

 Termination with or without cause; 

 Referral for counselling (sensitivity training), anger management training, 
supervisory skills training or attendance at educational programs on workplace 
respect; 

 A demotion or denial of a promotion; 

 Reassignment or transfer; 

 Financial penalties such as the denial of a bonus or performance related salary 
increase; and 

 Any other disciplinary action deemed appropriate under the circumstances. 
(d) Deliberate false accusations are of equally serious nature and will also result in 

disciplinary action up to and including termination without notice for just cause.  
(e) An unproven allegation does not mean that harassment or a violent incident did not 

occur or that there was a deliberate false allegation; it simply means that there is 
insufficient evidentiary basis to proceed or that while the complainant may have 
genuinely had reason to believe that there was a harassing or violent incident, 
investigation has not borne out the complaint. 

 
7.06 Procedures for Addressing Domestic Violence 
7.06.1 If an employee is experiencing domestic violence that would expose them or other 

employees to physical injury in the workplace or the employee is experiencing workplace 
violence or believe that workplace violence is likely to occur, the employee may seek 
immediate assistance by contacting the JHSC. The JHSC and management will assist in 
preventing and responding to the situation. 

 
7.07  Confidentiality of Complaints and Investigations 
7.07.1 All complaints will be handled in a confidential manner. Information concerning a complaint, 

incident or action taken as a result of the investigation, will not be released to anyone who is 
not involved with the investigation.  

 
7.07.2 Out of respect for the relevant individuals, it is essential that the complainant, respondent, 

witnesses and anyone else involved in the informal or formal investigation of a complaint 
maintain confidentiality throughout the investigation and afterwards. 

 
7.08 Protection from Retaliation 
7.08.1 The OFAH will not tolerate retaliations, taunts or threats against anyone who complains 

about harassment, violence, or takes part in an investigation. Any person who taunts, 
retaliates against or threatens anyone in relation to a harassment or violence complaint may 
be disciplined or terminated.  

 
7.08.2 If an employee made a complaint or provided information in good faith and without malice, 

regardless of the outcome of the investigation, the employee will not be subject to any form 
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of discipline.  
 

7.09 Workplace Violence Risk Assessment 

7.09.1 The manager of each department will assist the JHSC initiate a process to involve 
supervisors, employees and the JHSC in assessing the risk of violence in the department 
and work environment on a periodic basis or after an incident has occurred.  

 

7.09.2 A written report on the results will be provided to all parties to the risk assessment process, 
as well as employees.  

 

7.09.3 Once the results have been analysed by the parties, recommendations as well as actions 
must be taken to remove as many risks as can be reasonably removed and instructing 
employees to recognize risk(s) in the workplace.  

 

7.09.4 Specific written policies and procedures must be developed to respond to any identified 
risks. They will cover everything from work arrangements and the work environment to 
employee training and education. Everything the employer does to prevent workplace 
violence should be documented in procedures, or cross referenced to another specific 
policy. 

 

7.09.5 The Workplace Violence Risk Assessment for each workplace will be reviewed at least 
annually, or after an incident has occurred. 

 

7.10 Instruction to Employees and Review 

7.10.1 Managers/supervisors will ensure a copy of this policy and all other related policies are 
provided to and reviewed with each new employee during that employee’s orientation 
process. 

 

7.10.2 This policy and procedures will be posted in all workplaces so that they are readily available 
to all employees. 

 

7.10.3 All aspect of harassment and violence prevention plan including the policies will be reviewed 
annually to ensure it is effective or after an incident has occurred. 

 

7.11 Training and Education 

7.11.1 All employees are required to be educated and trained on the contents of this policy. These 
training and education sessions will be scheduled by the Human Resources Assistant. 
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7.11.2 Training and education programs for employees will include: 

  (a) The means to recognize potentially harassing, violent or potentially violent situations; 

  (b) Procedures, work practices, administrative arrangements and control measures that 
have been developed to minimize or eliminate the risk to workers; 

  (c) The appropriate responses of workers to incidents of harassment, violence and 
domestic violence, including how to obtain assistance; and 

  (d) Procedures for reporting harassing or violent incidents. 

 

7.11.3 Managers and supervisors will also be trained so they have the necessary skills to safely 
supervise their employees. 

 
 
8 ATTACHMENTS 

Attachment A — Harassment/Violence Incident Report Form 
Attachment B — Harassment/Violence Incident Investigation Checklist  

 
 
REVISION CONTROL 
 

Date Revision Effective 

Sep. 26, 2011 • ¶3.01 removed ―Ringwood FCS‖ as a physical work premise Sep. 26, 2011 

Jul. 19, 2011 

• ¶ Policy Title replaced ―WORKPLACE HARASSMENT & VIOLENCE POLICY‖ 
with ―WORKPLACE HARASSMENT and VIOLENCE‖ 

• ¶1.03 replaced ―shall‖ with ―will‖ 
• ¶1.04.1 replaced ―shall‖ with ―will‖ 
• ¶1.04.2 replaced ―shall‖ with ―will‖ 
• ¶4.01 and 4.02 moved ―Employees‖ responsibilities from 4.01 to 4.02, and moved 

―Managers/Supervisors‖ responsibilities from 4.02 to 4.01  
• ¶5.01 replaced ―Ontario Human Rights Code” with “Human Rights Code, 1990 

(Ontario), and replaced ―Criminal Code (Canada)‖ with ―Criminal Code, 1985 
(Canada)‖ 

• ¶5.03 replaced ―Ontario Human Rights Code” with “Human Rights Code, 1990 
(Ontario) 

• ¶6 replaced ―Criminal Code (Canada)‖ with ―Criminal Code, 1985 (Canada) and 
Regulations‖, replaced ―(Ontario) Human Rights Code” with “Human Rights 
Code, 1990 (Ontario), replaced ―Occupational Health and Safety Act (Ontario)‖ 
with ―Occupational Health and Safety Act, 1990 (Ontario)‖, replaced ―Workers 
Compensation Act” with “Workers Compensation Act, 1990 (Ontario)‖, and 
deleted ―Policy‖ 

• ¶7.04.3(a) replaced ―and/or‖ with ―/‖ 
• ¶7.05.1(a) replaced ―and/or‖ with ―/‖ 
• ¶7.07.1 replaced ―shall‖ with ―will‖ 
• ¶7.09.1 replaced ―shall‖ with ―will‖ 
• ¶7.09.5 replaced ―shall‖ with ―will‖ 

Jul. 19, 2011 
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REVISION CONTROL CONTINUED 

 

Date Revision Effective 

May 6, 2011 

• ¶1.01 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶1.03 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶1.04.1 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶2.01 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶3.01 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶4.01(b) replaced ―and/or‖ with ―/‖, and insert ―(JHSC)‖ 
• ¶4.01(c) replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶4.02(a) replaced ―and/or‖ with ―/‖  
• ¶4.02(b) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety   
     Committee‖ with ―JHSC‖ 
• ¶4.02(c) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
     Committee‖ with ―JHSC‖ 
• ¶4.02(d) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
    Committee‖ with ―JHSC‖ 
• ¶4.02(e) replaced ―and/or‖ with ―/‖ 
• ¶4.02(f) replaced ―and/or‖ with ―/‖ 
• ¶4.03(a) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶4.03(b) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶5.08 replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶5.09 replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.01.1 replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
    Committee‖ with ―JHSC‖ 
• ¶7.01.3 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶7.02.1(b) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety   
    Committee‖ with ―JHSC‖ 
• ¶7.02.2 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶7.02.3 replaced ―O.F.A.H.‖ with ―OFAH‖, replaced ―and/or‖ with ―/‖, and replaced     
    ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.03.1(b)(ii) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
    Committee‖ with ―JHSC‖ 
• ¶7.03.1(b)(iii) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.03.2 replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
    Committee‖ with ―JHSC‖ 
• ¶7.04.1 replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.2 replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety  
    Committee‖ with ―JHSC‖ 
• ¶7.04.3(a) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(b)(i) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(b)(ii) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(b)(iii) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(b)(iv) replaced ―and/or‖ with ―/‖ 
• ¶7.04.3(c)(i) replaced ―and/or‖ with ―/‖ 
• ¶7.04.3(c)(ii) replaced ―and/or‖ with ―/‖ 
 • ¶7.04.3(c)(iii) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety   
    Committee‖ with ―JHSC‖ 
• ¶7.04.3(c)(iv) replaced ―and/or‖ with ―/‖, and replaced ―Joint Health and Safety   
    Committee‖ with ―JHSC‖ 
• ¶7.04.3(c)(v) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 

May 9, 2011 
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REVISION CONTROL CONTINUED 
 

Date Revision Effective 

May 6, 2011 

• ¶7.04.3(c)(v) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(c)(vi) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(c)(vii) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.04.3(d) replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶7.05.1(a) replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.05.1(b) replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶7.06.1 replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.08.1 replaced ―O.F.A.H.‖ with ―OFAH‖ 
• ¶7.09.1 replaced ―Joint Health and Safety Committee‖ with ―JHSC‖ 
• ¶7.10.1 replaced ―and/or‖ with ―/‖ 
• ¶Attachment A – Harassment/Violence Incident Report Form replaced ―O.F.A.H.‖  
    with ―OFAH‖, replaced ―Attendant‖ with ―Respondent‖, and added signature  
    section 

May 9, 2011 
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 Attachment A 
 
 HARASSMENT/VIOLENT INCIDENT REPORT FORM 
 

A. Complainant Information 

First Name: Last Name: 

Address: Home Phone: 

Work Phone: 

Status: [  ] Employee: (title) ______________________________  

               [  ] Student [  ] Other: (specify) ______________________ 
 

Department: 
 

Manager/Supervisor: 
 

    

B. Incident Details 

Date of this Report: (mm/dd/yyyy) 

 
Date of Incident: (mm/dd/yyyy) 

Time of Incident:     [  ]am [  ]pm  
 
 

Location of Incident: 
 

Type of Incident: [  ] Physical [  ] Verbal [  ] Other: (specify) ____________________ 
 

Description of Incident: 
How did the incident occur? Who was involved? What was the person doing? Where was the person? 
List any specifically unsafe acts and unsafe conditions existing. Specify any tool, machinery or equipment 
involved. (Please attach a separate page if more space is required.) 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 

Nature of Injury: 
[  ] Abrasion/Contusion          [  ] Cut/Laceration     [  ] Loss of Consciousness  [  ] Burn               [  ] Bite 
[  ] Sprain/Strain/Dislocation  [  ] Allergic Reaction [  ] Puncture                          [  ] Fracture 
[  ] Other: (specify) _______________________ 
 

Part of Body Injured: 
[  ] Abdomen [  ] (L/R) Ankle [  ] (L/R) Arm [  ] Back [  ] Chest 
[  ] (L/R) Ear [  ] (L/R) Elbow [  ] (L/R) Eye [  ] Face [  ] Finger 
[  ] (L/R) Foot [  ] (L/R) Hand [  ] Head [  ] (L/R) Knee [  ] (L/R) Leg 
[  ] Mouth [  ] Nose [  ] (L/R) Wrist [  ] Other: (specify) _________________ 
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Witnesses: 
Name:  ____________________________ 
Address: ___________________________ 
__________________________________ 
Home Phone: _______________________ 
 

Name:  ____________________________ 
Address: ___________________________ 
__________________________________ 
Home Phone: _______________________ 
 

 

C. First Aid/Medical Treatment 

Immediate Action Taken: 
 

First Aid Treatment Given: [  ] Yes [  ] No               First Aid Respondent: (name)____________________ 
 

Type of First Aid Provided (Please attach a separate page if more space is required.)  
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
Emergency Services Contacted (specify: police/fire/ambulance):  [  ] Yes [  ] No  
 

Contact Made By: (name)____________________                  
 
Details Provided to Emergency Services: 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
Sent to Hospital:  [  ] Yes [  ] No  
 

Transported to Hospital or heath care facility:  [  ] Yes [  ] No 
[  ] Ambulance [  ] OFAH Vehicle [  ] Employee Vehicle [  ] Personal Vehicle  
 

_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
 
 

Employee’s signature: ___________________________ 
 

First Aid Responder’s signature: ___________________________ 
 
Investigating JHSC Worker Representative’s signature: ______________________ 
 
Investigating JHSC Manager Representative’s signature: _____________________ 
 
Investigating Human Resource Assistant’s signature: ______________________ 
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D. Assailant’s Information 

Status: [  ] Employee: (title) ____________________ 

               [  ] Student                 [  ] Customer          [  ] Visitor             [  ] Delivery person 
               [  ] Former Employee [  ] Other: (specify) __________________ 
 

Gender: [  ] Male [  ] Female            Age:               Weight:               Height:             Complexion: 

 

Other distinguishing marks: 
 

Vehicle description (if any): 
 

    

E. Other Information 

Has the assailant been involved in any previous incidents with employee(s)? If yes, provide details. 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 

Did any working conditions contribute to the incident? 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 

Please provide any other information you think is relevant: 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
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Attachment B 
 
 HARASSMENT/VIOLENCE INCIDENT INVESTIGATION CHECKLIST 
 
Use this check list for harassment/violence incident investigations to ensure all aspects of the incident 
have been reviewed. Prepare an Incident Report based on your findings. 
 
Name, address, telephone number of complainants, assailants and witnesses .……………………… [  ] 
Occupation of complainants, assailants and witnesses …………………………………………………. [  ] 
Date and time of incident ……………………………………………………………………………………. [  ] 
Date and time incident reported to employer ……………………………………………………………… [  ] 
Exact location of incident ……………………………………………………………………………………. [  ] 
Exact location of complainants, assailants and witnesses ..……………………………………………..  [  ] 
Activities of complainants, assailants and witnesses before, during and after incident ……………… [  ] 
Statements of witnesses and their locations ………………………………………………………………. [  ] 
Detailed explanation of events in order of sequence of occurrence ……………………………………. [  ] 
Complainant’s account of events ……………………………………………….………………………….. [  ] 
Description of assailant(s) ………………………………………………..…………………………………. [  ] 
Description of any vehicles, tools, or objects involved in the incident .…………………………………. [  ] 
What participants said and did immediately before and after incident …………………………….…… [  ] 
Physical conditions of work environment at time of incident ……………………………………………. [  ] 
Assailant’s physical and mental state prior to and at the time of incident ……………………………… [  ] 
Unusual activity that may have contributed to incident ……………………………….………………….. [  ] 
Suspected substance use or abuse ……………………………………………………………….…..…… [  ] 
Relationship between complainant and assailant, if any ………………………………………………… [  ] 
Investigator’s relationship to complainant and assailant, if any …………………………………………. [  ] 
Photographs of incident site …………………………………………………………………………………  [  ] 
Diagram of incident site, location of injured worker and witnesses ..……………………………………. [  ] 


