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POLICY STATEMENT: 

All employees of the United Counties of Leeds and Grenville are entitled to pursue their 
duties in a respectful workplace.  It is crucial that, in the workplace, everyone, 
regardless of their role or position in the organization, conduct themselves in a 
respectful and professional manner. 

PURPOSE: 

This policy provides a broad framework for the identification and resolution of issues 
concerning the behaviour/conduct of employees and is intended to guide all staff in their 
dealings with colleagues.  However, the policy does not address all possible situations 
that may arise in employment with the United Counties but rather outlines a set of 
principles to guide staff with respect to acceptable and unacceptable behaviours.  This 
policy shall be posted in all United Counties offices. 

Please note that, by way of policies A-9, Misconduct/Violence in the Workplace and A-
10, Ontario Human Rights Code Violation, the United Counties also provides a 
means through which employees can seek resolution to misconduct/violence in the 
workplace, harassing and/or discriminatory behaviour. 

DEFINITIONS: 

For the purposes of this policy: 

“Inappropriate behaviour or objectionable conduct” - is behaviour that is known or 
ought reasonably to be known to be unwelcome, objectionable or offensive, including 
but not limited to, unwelcome verbal and written remarks, jokes, activities or other 
inappropriate behaviours. 

“Workplace” - means any place where business or work-related activities are 
conducted.  This includes, but is not limited to, the physical work premises (offices, 
satellite locations or job sites), work related social functions (parties, golf games, etc.), 
work assignments outside of the United Counties’ offices or satellite locations, work 
related travel, and work related conferences or training sessions. 

A “complainant” - means an employee(s) who has brought forward or filed a complaint 
under this policy, alleging misconduct/violence in the workplace. 

A “respondent” - means an employee(s) against whom allegations under this policy 
are made. 
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PRINCIPLES: 

Employees of the United Counties of Leeds and Grenville are expected to treat other 
employees and members of the community with respect, courtesy and equity.  This 
involves but is not limited to: 

 Carry out work with integrity and objectivity; 

 Make decisions that are procedurally fair; 

 Avoid unlawful discrimination, for example the prohibited grounds as detailed 
in the Ontario Human Rights Code, including gender, sexual orientation, 
race, cultural background, religion, or political conviction (see policy A-10, 
Ontario Human Rights Code violation); 

 Avoid behaviour which might reasonably be perceived as corrupt, 
harassment, bullying or intimidation; 

 Carry out work in a safe manner and taking precautions to protect the health, 
safety and welfare of oneself and others, as prescribed in Ontario’s 
Occupational Health and Safety Act; 

 Comply with any standards, regulations or requirements as designated by 
legislation, or organizational or administrative policies and procedures and, if 
applicable, a collective agreement; 

 Avoid behaviour which might reasonably be perceived as creating an unsafe 
or unhealthy environment; 

 Refrain from insulting the personal beliefs of other staff members and accept 
their legitimate right to practice their beliefs;  

 Respect an individual’s right to privacy and undertake to keep personal 
information confidential; 

 Respect privacy laws and confidential information given to them in the course 
of their employment. 
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The United Counties recognizes that individuals may find it difficult to come forward with 
a complaint under this policy because of concerns of confidentiality.  Therefore all 
complaints concerning respect in the workplace, as well as names of parties involved, 
shall be treated as confidential to the extent permitted by law.  The United Counties may 
conduct an investigation into the alleged complaint which may require limited disclosure.  
The United Counties will not disclose any information unless the disclosing party gives 
permission to do so, except as required by policy procedures, by subpoena or 
legislation, or by a danger to life, health and safety.  No record of the complainant will 
be maintained on the personnel file of the complainant.  If there is a finding of improper 
conduct that results in disciplinary action, it will be reflected only on the file of the person 
who engaged in such conduct, in the same way as any other disciplinary action.  

Reprisal or threat of reprisal against a person who has filed a complaint or who has 
participated in the processing of a complaint is prohibited.  Any person who is found to 
have acted in or threatened reprisal shall be disciplined. 

Anyone found to have made a vexatious, frivolous or bad faith complaint will be subject 
to discipline.  The respondent has a right to file a complaint that the charge was 
vexatious, frivolous or in bad faith. 

The procedures of this policy shall be conducted and concluded as expeditiously as 
possible.   Timelines identified in this policy may be extended under exception based 
circumstances where there is reasonable justification for doing so.  Any extensions must 
be communicated to the complainant and respondent. 

It may be necessary for the United Counties to initiate an investigation of an incident(s) 
in the absence of a request from an employee to do so.   

For any investigation taking place in accordance with this policy, no conclusions or 
decisions shall be made with respect to a complaint until all of the necessary 
information has been collected and reviewed.   

Inappropriate behaviour/objectionable conduct does not include: 

 Appropriate direction, evaluation, or discipline by a manager or supervisor; 

 Stress associated with the performance of job duties; 

 Friendly teasing or bantering that is mutually accepted; 
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 Friendly or romantic behaviour that is welcome and mutually accepted; and 

 “Shop language” that is common to the particular workplace and is mutually 
accepted. 

RIGHTS, ROLES AND RESPONSIBILITIES: 

All Employees 

It is the responsibility of all employees to: 

 Respect the diversity brought to the workplace by other employees; 

 Create a respectful workplace through fostering respectful behaviour toward 
others; 

 In a professional manner, challenge inappropriate behaviour/objectionable 
conduct when it happens and refuse to participate in that behaviour;  

 Report inappropriate behaviour/objectionable conduct to someone in authority; 
and 

 Keep their involvement in any complaint, including its nature, confidential (failure 
to do so may result in disciplinary action). 

Complainant 

As a complainant, employees have the right under this policy to have their complaint 
treated seriously and to be thoroughly investigated, and: 

 Have their complaint held in confidence as much as is possible considering the 
responsibility of investigating the complaint or taking disciplinary action in relation 
to the complaint (this means that your complaint will be shared with the person 
against whom the complaint was made); 

 Be accompanied by another person, including a union representative or legal 
counsel (non-union), for support during all interviews related to the complainant; 
and  
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 Have the Employer take all reasonable steps to ensure that they are protected 
from any repercussions resulting from the filing of a complaint.  However, in 
accordance with the rights of the person about whom a complaint has been filed 
(see respondent below), any complaint will be shared with the accused. 

As a complainant, the employee(s) has the responsibility to: 

 Firmly, but politely, make their disapproval or unease known to the other person 
and ask them to stop. (It is expected that employees do not retaliate. Otherwise, 
they may end up looking like the perpetrator and will most certainly cause 
confusion for those responsible for investigating any complaint.); 

 Keep a factual journal or diary of events in as much detail as possible including 
dates, times, nature of unwelcome behaviour, names of witnesses and any steps 
you may have taken to address the unwelcome behaviour or to stop the problem; 

 Keep copies of any letters, memos, e-mails, faxes, etc. received from that 
person; 

 Make a complaint to or seek assistance from a supervisor/manager, senior staff 
member or member of the Employee Services Department within a reasonable 
period of time.  (If you feel your concerns have not been properly considered or 
have been minimized, proceed to the next level of management);  

 Co-operate with those responsible for investigating your complaint;  

 Keep their involvement and the nature of the complaint confidential (failure to do 
so may result in disciplinary action); and 

 Express the complaint honestly and accurately (In the event, it is determined that 
malicious, false or wilfully damaging accusations have been made against an 
individual, disciplinary action (up to including dismissal for cause) may be taken 
against the complainant and any other employee making such statements). 
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Respondent 

Employees against whom a complaint has been made (respondent) have the right 
under this policy to: 

 Be informed that a complaint has been filed; and 

 Be accompanied by another person for support during all interviews related to 
the employee, including a union representative or legal counsel (non-union); and 

 Be fully informed of all the allegations; and  

 Respond to those allegations; or 

 Be provided the opportunity to respond or decline to respond, as the case may 
be, to the allegations.  In any event, the investigation will be continued whether 
the accused responds or not, or declines to participate.  

Employees against whom a complaint has been made (respondent) have the following 
responsibilities: 

 Although employees have the right to decline to participate in any investigation, 
they may not impede efforts of the person or persons conducting the review of 
the complaint; 

 Seek assistance from a Supervisor/Manager, a member of the Employee 
Services Department and/or Union Representative to obtain advice and direction 
on what may be the appropriate course of action; and 

 Keep their involvement and the nature of the complaint confidential (failure to do 
so may result in disciplinary action). 

Supervisors/Managers 

It is the responsibility of each department (Supervisors and/or Managers) to: 

 Create and maintain a respectful workplace; 

 Take a proactive role to stop inappropriate behaviour/objectionable conduct; 
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 Provide immediate and appropriate personal intervention to complainants, such 
as support, direction and/or advice; and immediately report to the 
Director/Division Head and/or Human Resources Manager, any allegations of 
direct or indirect inappropriate behaviour/objectionable conduct made towards an 
employee, and any action that may have been taken;  

 Intervene in any complained of incident in a manner consistent with this policy; 

 Monitor situations where complaints have been made until corrective measures 
have been taken; 

 Ensure that all employees are aware of the contents of this policy; 

 Promote enrolment in training courses in these areas that are available to 
employees; and 

 Ensure that their own skills in these areas are current. 

Union 

The role of the Union under this policy is to: 

 Provide support to bargaining unit members, whether a complainant and/or 
respondent; and 

 If requested to do so by the bargaining unit member, represent them in the 
investigation.  

Employee Services Department 

The role of the Employee Services Department under this policy is as follows: 

 Overall administration of this policy; 

 Provide advice and guidance to managers and supervisors in the application of 
this policy; 

 Provide assistance and guidance to employees as requested; 



 
United Counties of Leeds & Grenville 

Section: Human Resources Policy No. A-8 

Policy: Respect In The Workplace 
:Date Issued  
By-Law: 

21-08-1997 
(97-20) 

Coverage: All Employees and Council Revision No. 1 

  Revision Date: 22-Sept-09 

 

 

Page 8 of 21 HR Policy A-8 

 Promote a consistent application of respect in the workplace investigations, 
programs, etc. across the organization; 

 Interpret relevant provisions in applicable legislation and collective agreements; 

 Co-ordinate training regarding respect in the workplace for management and 
staff; 

 Facilitate intervention or support services where applicable;  and 

 Act as a resource to the Supervisor or Manager during the investigation process. 

In addition to management of the role of the Employee Services Department, the 
Human Resources Manager (or designate) under this policy has the responsibility to: 

 Provide secure maintenance of all files and/or documents created in relation to 
this policy or any complaint under this policy upon conclusion of the complaint; 

 Ensure that everyone involved in the complaint or investigation process is 
familiar with this policy and understands their rights, roles and responsibilities 
under this policy; 

 Encourage a mediated settlement, if appropriate and assist in selecting a 
mediator(s) agreeable to the parties; 

 Where mediation is unsuccessful or not appropriate, assist the 
Supervisor/Manager and Director/Division Head with the coordination and 
selection of an investigator(s); 

 Act as a resource to the Supervisor/Manager and/or Investigator(s) and/or 
Director/Division Head throughout the process; 

 Monitor the timeliness of the investigation; 

 On completion of the investigation, receive a copy of the report; 

 Where it has been determined that there are no grounds to proceed with a 
complaint, ensure a withdrawal of the complaint has been received; and 
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 If the Human Resources Manager is not comfortable with a case or a conflict of 
interest is determined, he/she will assign a designate in coordination with the 
Chief Administrative Officer. 

Investigator(s) 

Any person(s), either internal or third party, who is appointed by the Employer to act as 
an investigator into a complaint under this policy of inappropriate behaviour or 
objectionable conduct has the responsibility to: 

 Investigate the allegation, document a summary of the investigation and findings 
in the form of a written report and if appropriate, recommend a course of action to 
remedy the complaint; 

 Conduct the investigation in an objective and expedient manner and in 
accordance with this policy; 

 Ensure the responsibilities and procedures are carefully explained to all involved 
parties; 

 Ensure both the complainant and respondent are asked for a list of witnesses; 

 Provide the written report and recommendations to the Human Resources 
Manager and/or Director/Division Head; 

 Address confidentiality at all stages of the investigation process; and 

 At the completion of the case, forward all records and documents to the Human 
Resources Manager for secure storage.  An internal investigator should keep no 
documents. 

PROCEDURES: 

Note: The procedures in this policy align to those procedures in policies A-9, 
Misconduct/Violence in the Workplace and A-10, Ontario Human Rights Code 
Violation.  If at any point during a complaint or investigation, it is found that either of 
these policies more accurately applies, the investigating authority has the ability to 
transfer a complaint to the respective policy.  It is expected that he/she notify both the 
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complainant and respondent. This will enable the investigating authority to 
start/continue at the appropriate step in the applicable policy. 

1. Complaints of inappropriate behaviour/objectionable conduct will be handled in 
the following way: 

(a) Step 1 – Self-Assistance 

It is incumbent upon an employee who feels that he/she has been subject 
to inappropriate behaviour or objectionable conduct to make his/her 
concern known to the person responsible for the alleged 
behaviour/conduct.  The employee should politely, but directly, inform the 
person that his/her conduct or comment is unwelcome or offensive and 
must stop. 

(b) Step 2 – Management Support and Intervention 

Employees who are not confident or comfortable with Step 1 and who 
believe they have been subjected to inappropriate behaviour or 
objectionable conduct are encouraged to discuss the matter with a 
Supervisor/Manager or a member of the Employee Services Department 
for coaching, support, advice and if necessary, intervention. 

Even though a formal complaint may not have been lodged, a 
Supervisor/Manager and any member of the Employee Services 
Department has a responsibility to address inappropriate 
behaviour/objectionable conduct by employees.  If the 
Supervisor/Manager or member of the Employee Services Department 
deems it necessary, he/she may initiate and sign a complaint.  

(c) Step 3 – Formal Complaint 

If informal attempts at resolving the issue are not appropriate, or proving 
to be ineffective, the employee may make a formal written complaint to 
his/her Supervisor/Manager (or designate), the next uninvolved 
management representative in the line of authority (please see notes 
below) or the Human Resources Manager (or designate).  When an 
employee makes a written complaint, it must be clearly communicated that 
it is a complaint under Step 3 of this policy.  Complaints are filed as soon 
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as possible within the thirty (30) days following the incident(s).  The 
person receiving the complaint must acknowledge that a complaint has 
been received. 

  Note:  

 If the Supervisor is involved in the complaint, then the complainant 
may take his/her complaint directly to the Manager, or his/her 
uninvolved designate, for appropriate action. 

 If the Manager is involved in the complaint, then the complainant 
may take his/her complaint directly to the Director/Division Head, or 
his/her uninvolved designate, for appropriate action. 

 If the Director/Division Head is involved in the complaint, then the 
complainant may take his/her complaint directly to the Chief 
Administrative Officer, or his/her uninvolved designate, for 
appropriate action. 

 If the Chief Administrative Officer is involved in the complaint, then 
the complainant may take his/her complaint directly to the Warden 
for appropriate action.   

  An official complaint should include the following details: 

 Specific information with respect to the complained of behaviours 
and/or conduct (i.e. the exact nature of the complained of 
behaviours); 

 Where possible, times and dates of alleged incidents; 

 Where possible, witnesses to the alleged incidents; 

 Any information relating to informal attempts on the part of the 
complainant to step or resolve the complained of behaviours and/or 
conduct; and  

 Expectations of the complainant (i.e. what outcome the complainant 
would like to see). 



 
United Counties of Leeds & Grenville 

Section: Human Resources Policy No. A-8 

Policy: Respect In The Workplace 
:Date Issued  
By-Law: 

21-08-1997 
(97-20) 

Coverage: All Employees and Council Revision No. 1 

  Revision Date: 22-Sept-09 

 

 

Page 12 of 21 HR Policy A-8 

Where any member of management or the Employee Services 
Department becomes aware that inappropriate behaviour or objectionable 
conduct may be occurring, he/she shall, in compelling circumstances, 
initiate and sign a complaint. 

The supervisory/management representative receiving the complaint will 
promptly take appropriate action to begin the process within two (2) 
working days of receipt of a complaint, using the utmost discretion to 
maintain confidentiality and to respect the rights and dignity of all parties 
involved.  Appropriate action to begin the process may include: 

 Document any information received or action taken in a separate 
file and take measures to protect the confidentiality of this 
information; 

 Notify the Manager, Director/Division Head and / or the Human 
Resources Manager of receipt of a complaint under this policy; 

 Obtain any relevant documentation that may be available; 

 Discuss this policy and other appropriate routes and ensure that the 
complainant has an understanding of their rights and a copy of the 
policy; 

 In consultation with the Human Resources Manager, may contact 
the respondent and inform them of the complaint and the specific 
allegations made against them.  It is important to ensure that the 
respondent has a copy of the United Counties' Respect in the 
Workplace Policy and review the policy with them including his/her 
rights and responsibilities; 

 Assess the potential risk to United Counties’ employees and take 
appropriate action to prevent further objectionable behaviour. This 
may include consultation with other management personnel or the 
Employee Services Department; and 

 Co-ordinate intervention services or provision of assistance for the 
complainant, respondent and/or any witnesses who may suffer 
adverse effects from the situation. This may include consultation 
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with the Employee Services Department and/or Employee 
Assistance Program, etc. 

Once the Employer has received a formal complaint, it is expected that 
within twelve (12) working days the Employer will determine whether there 
are grounds on which to proceed under this policy.  Where it is determined 
by the Employer that there are no grounds on which to proceed but there 
appears to be an allegation of personal harassment, other misconduct, or 
an Ontario Human Rights Code Violation, Policy A-9 or A-10 may apply.  
Where there is no basis for further action, the complainant will be asked to 
withdraw their complaint in writing. 

In consultation with the Supervisor/Manager and Director/Division Head, if 
it is determined there are grounds to proceed, the Human Resources 
Manager (or designate) will co-ordinate an investigation including the 
selection of investigator(s) / investigation team, which may include the co-
operation of third party investigator(s) or other outside services/experts. 
Where both the complainant and respondent are members of the same 
bargaining unit, an appropriate bargaining unit executive from the Union 
may be asked to participate as a member of the investigating team.  The 
Supervisor/Manager (or designate) shall provide the investigator(s) / 
investigating team with a copy of the complaint and related 
documentation.  It is expected that the investigation shall begin within ten 
(10) working days from the date it is determined that there are grounds to 
proceed, unless a mediation process is agreed to. 

(d) Step 4 – Formal Complaint/Mediation 

 Before an investigation process begins, the complainant will be 
offered the option of mediation.  Mediation will be encouraged, if 
appropriate.  If the complainant selects mediation, a written request 
will be sent to the Human Resources Manager. 

 If both parties agree to the mediation process, the Human 
Resources Manager or his/her designate will coordinate and assist 
in the selection of a mediator(s) agreeable to the parties.   



 
United Counties of Leeds & Grenville 

Section: Human Resources Policy No. A-8 

Policy: Respect In The Workplace 
:Date Issued  
By-Law: 

21-08-1997 
(97-20) 

Coverage: All Employees and Council Revision No. 1 

  Revision Date: 22-Sept-09 

 

 

Page 14 of 21 HR Policy A-8 

 It is expected that mediation shall begin as soon as possible and 
shall be concluded within fifteen (15) working days (or 21 calendar 
days) of commencement unless both parties agree to an extension. 

 If mediation is successful, all files including any signed settlement 
agreed to in mediation will be sent to the Human Resources 
Manager (or designate).  If mediation is not successful, the 
complainant shall notify the Human Resources Manager (or 
designate) in writing within seven (7) calendar days whether he/she 
wishes an investigation into the allegation or of their withdrawal of 
the complaint/allegation(s).  It is expected that an investigation 
would then commence within five (5) working days of this written 
notification to proceed. 

 Details of mediation proceedings are confidential to the extent 
permitted by law unless both parties agree otherwise. Progress 
reports may be given to the Employer.  In addition, the Employer 
must be party to any Minutes of Settlement. 

(e) Step 5 - Formal Complaint/Investigation  

The following steps will be taken by the investigator(s) / investigation 
team to investigate an allegation of inappropriate behaviour or 
objectionable conduct under this policy: 

 Obtain any relevant documentation including a copy of the 
complaint; 

 Determine who needs to be interviewed and the order of the 
interviews usually beginning with the complainant; 

 Contact the respondent and ensure they are informed of the 
complaint and the specific allegations made against them.  It is 
important to ensure that the respondent has a copy of the United 
Counties' Respect in the Workplace Policy and review the policy 
with them including his/her rights and responsibilities; 
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 Conduct interviews in person in a location that provides an 
atmosphere of privacy and ensure written notes are taken to 
document the interviews; 

 Examine all documents relating to the investigation and any 
applicable physical evidence; 

 Review and analyze all evidence and determine findings; 

 Complete a written report of the investigation including a summary 
statement of the complaint, a summary statement of the 
respondent’s position, summary of the investigation process, any 
evidence surrounding the allegation, analysis of the evidence, a 
summary of the investigation findings and recommendations for 
resolution of the complaint; 

 Forward a completed report in a sealed envelope (usually within 
thirty (30) calendar days from the commencement of the 
investigation to the Human Resources Manager (or designate)).  
The report will contain the findings and any recommendations for 
resolution of the complaint. 

2. Recommendations and actions: 

In consultation with the Director/Division Head and/or Human Resources Manager, the 
report shall be implemented by the Supervisor/Manager (or designate). 

After receipt of the report, the Supervisor/Manager (or designate) and/or Human 
Resources Manager (or designate) should encourage mediation, if appropriate. 

Both the complainant and the respondent will receive a written notice of the conclusion 
which will include a summary of the investigation process, a summary of the 
investigation findings and appropriate recommendations to the party involved. 

The following applies to actions resulting from an investigation: 

 Where allegations have been substantiated and the complaint is found to be 
legitimate, action must be taken to correct the situation.  Options to correct the 
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situation may include one or more of the following (but not limited to): an apology; 
counselling; mediation; training; and/or disciplinary action. 

(i) It is incumbent upon the Supervisor/Manager (or designate) to develop or 
recommend, and monitor, the implementation of an action plan until there 
is a final resolution of the risk of harassment/discrimination including 
remedial measures appropriate to the circumstances; 

(ii) Employees who are found to be at risk of engaging or who have engaged 
in inappropriate behaviour or objectionable conduct under this policy, may 
be subject to disciplinary action up to and including immediate dismissal 
for cause. 

(iii) Interventions that may form part of a risk assessment or plan of action for 
a United Counties’ employee who is the subject of a report or investigation 
may include referral to the employee’s physician, referral to counselling 
and/or other services, fitness-for-duty evaluation and other appropriate 
interventions. Extreme situations may warrant leave without pay, obtaining 
appropriate court orders and/or police involvement. 

(iv) If an employee, who is the subject of a report, refuses to discuss his/her 
inappropriate behaviour / objectionable conduct or co-operate in 
interventions to assess or defuse the risk of further such 
behaviours/conduct and who has been warned of the consequences of 
his/her refusal, may be placed on leave without pay until such time he/she 
agrees to co-operate and provides proof of co-operation.  Refusal to co-
operate may result in dismissal for cause if the employee has received 
written notice to that effect and has been given a reasonable opportunity 
to co-operate. 

(v) Where inappropriate behaviour / objectionable conduct has originated 
from an external source, actions that warrant consideration may include 
(but not limited to) changes to the physical work space,  changes to 
procedures to offer better support and protection, withdrawal of services, 
police intervention and the use of appropriate court orders. 

 Where allegations are unsubstantiated and whereby the complaint was made in 
good faith but unfounded, the investigation is closed. Employees who, with good 
intentions, provide information about behaviour or actions which they perceive as 
inappropriate or objectionable will not be subject to disciplinary action if their 
perceptions are not substantiated.   
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 Where allegations are unsubstantiated and whereby the complaint is found to 
have been frivolous or made in bad faith, it is regarded as a serious offence and 
the complainant will be disciplined. 

3. Review and Reconsideration: 

If the complainant or respondent is not satisfied with the investigation findings, a request 
for review may be submitted in writing to the Director/Division Head within ten (10) 
calendar days of receipt of written notice of the findings.  The request for review must 
include the reasons why the Step 5 action/decision was not satisfactory.  The other 
party (complainant or respondent) will be notified by the Director/Division Head of the 
review/reconsideration.  The Director/Division Head or designate will review all of the 
information pertaining to the investigation and may repeat, or have repeated, any or all 
of the actions outlined in Step 5 (Investigation).  Once the Director/Division Head (or 
designate, has completed his/her investigation, and a decision has been made, the 
written results of that investigation and decision and/or any action plan, as appropriate, 
will be forwarded to both the complainant and respondent. 

4. Appeals Process: 

The complainant and/or the respondent may submit a written appeal of the decision or 
action plan made by the Director/Division Head at the reconsideration stage directly to 
the Chief Administrative Officer or his/her designate within ten (10) calendar days of the 
Director/Division Head’s decision.  The appeal must include all of the same information 
as in Step 3 (Formal Complaint) as well as reasons why the action/decision at the 
reconsideration stage was not satisfactory.  The other party (complainant or 
respondent) will be notified by the Chief Administrative Officer of the appeal.  The Chief 
Administrative Officer (or designate) will review all of the information pertaining to the 
investigation and may repeat, or have repeated, any or all of the actions outlined in Step 
5 (Investigation).  Once the Chief Administrative Officer (or his/her designate) has 
completed his/her investigation, and a decision has been made, the written results of 
that investigation and decision and/or any action plan will be forwarded to both the 
complainant and respondent. 

Other Procedures 

5. Any reprisal or threat of reprisal against an employee making a complaint or 
participating in the investigation of a complaint will be immediately reported to the 
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alleged offender's Manager, Human Resources Manager and/or investigating 
authority.  In consultation with the Director/Division Head and the Chief 
Administrative Officer, the Human Resources Manager (or his/her designate) will 
investigate.  In the event there is sufficient supporting evidence of such reprisal, 
or threat of reprisal, he/she will take appropriate disciplinary action.  Such 
discipline could entail a reprimand, suspension or dismissal for cause.  Once 
such investigation has been completed, and a decision has been made 
confirming the existence of a reprisal, or threat of a reprisal, the written results of 
that investigation and decision and/or any action plan will be forwarded to both 
the complainant and respondent. 

6. This policy and its’ procedures do not abrogate any employee’s right to file a 
grievance with the appropriate bargaining unit or to access other provisions of 
the Collective Agreement which may apply or to exercise their rights under other 
relevant employment-related legislation. 

7. The following applies to trauma support: 

 United Counties staff who have witnessed or experienced a traumatic event 
may need special support. Their special needs will be acknowledged and 
accommodated. The Employee Services Department maintains a list of 
available services that offer appropriate support; and 

 The Human Resources Manager or designate will advise affected staff of their 
support options and will co-ordinate any special assistance that may be 
required. 

8. The following applies to disciplinary measures: 

 Where the  investigation concludes that inappropriate behaviour or 
objectionable conduct contrary to this policy and/or the Ontario Human 
Rights Code has occurred, the Employer may implement disciplinary action, 
up to and including discharge from employment, in accordance with the 
Employer’s Discipline and Dismissal policy; 

 The Employer may take whatever remedial action is necessary in order to 
eliminate the possibility of inappropriate behaviour or objectionable conduct 
reoccurring.  Such action may include, but is not limited to, attendance at 
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education, training sessions or any other remedial measures that, in the 
circumstances, may be deemed appropriate; 

 Any reprisal or threat of reprisal against an employee making a complaint or 
participating in the investigation of a complaint is regarded as a serious 
offence and the Employer will implement disciplinary action, up to and 
including discharge from employment, in accordance with the Employer’s 
Discipline and Dismissal policy. 

REFERENCES: 

 Ontario Human Rights Code 

 Ontario Occupational Health and Safety Act 

 HR Policy #A-7, Guidelines for Conduct 

 HR Policy #A-9, Misconduct/Violence in the Workplace 

 HR Policy #A-10, Ontario Human Rights Code Violation 

 HR Policy #H-2, Discipline and Dismissal 

 MIS Policy #MIS6001, Acceptable Usage 
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APPENDIX 

Some examples of situations describing respect in the workplace include but are not 
limited to: 

 An individual asks another staff member for advice on a certain issue, but is 
dissatisfied with the answer given.  It is expected that both employees will 
continue to be polite and courteous to each other whilst seeking to resolve the 
matter; 

 A staff member takes a phone message for a fellow worker.  The two staff 
members do not have an amicable relationship.  It is expected that the staff 
member who takes the message will pass it on and not deliberately withhold 
information in order to negatively affect the other staff member’s work; 

 A staff member has been working on a group project and is the group 
representative/leader.  The supervisor is particularly impressed with a certain 
aspect of the project.  It is expected that the group representative will not take 
credit for the work done by another staff member; 

 A staff member approaches the Provincial Offences office staff with a late 
payment for a speeding ticket.  After the policy is explained in the correct 
manner, the staff member becomes verbally abusive to the office staff. All staff 
members should recognize that office staff are not responsible for the policies 
and are simply carrying out their duties as required by the United Counties.  Staff 
members who abuse or intimidate fellow staff members in this situation are 
breaching their obligation under this policy.  Where there is an objection to United 
Counties’ policy, or for example a desire to dispute the ticket, the staff member 
should pursue this through the normal administrative processes; 

 A staff member overhears that a co-worker has been selected for an interview or 
sees a co-worker attend an interview.  It is expected that the staff member will 
respect their co-workers right to privacy and keep his or her participation in a 
recruitment process confidential. 

Some examples of behaviour that is unacceptable include but is not limited to: 

 Continually communicating in screaming and loud tones; 
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 Rude or insulting behaviour; 

 Persistently sarcastic behaviour; 

 Decisions made on the basis of favouritism; 

 Stalking, threatening or menacing behaviour. 


