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Purpose
The purpose of this procedure is to implement the Workplace Harassment Policy and to assist
Management and Employees in its effective application. It provides guidelines for addressing a
workplace harassment complaint. This includes any employee who; interferes with the resolution
of a harassment complaint, retaliates against an individuai for filing a harassment complaint, or
files an unfounded harassment complaint intended to cause harm.

Operating Guidelines
Assistance

Any employee or elected official who has been the subject of harassment has the right to access
assistance in communicating their objections and, if warranted, in pursuing the complaint more

formally. It is recognized that the issue of access to recourse is particularly critical where the
alleged offender is in a position of authority over the victim or where there are other
communication barriers.

Steps of Violence Complaint
The victim is required to make his or her feelings known verbally to the alleged offender; either
directly or with the assistance of a third party as outlined. This step is very important so that the
alleged offender is immediately made aware that their conduct is offensive to the victim and such
conduct must stop. Again, it is recognized that it will not always be possible for the victim to
make the alleged offender aware of the concern personally.

1) Reporting
An employee or elected official who has been subjected to harassment will refer the
concern to:

i) Union Steward or CUPE representative, or
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Department Manager, or Director, or
HR Manager, or
Harassment Committee Member, or
Human Rights Tribunal, or
Police Service, if you determine there is an immediate risk to your safety,
or,

vii) Any combination of the above.

2) Options after Reporting
The Town offers two options; mediation and/or filing a formal complaint.
a. Mediation

i) Wherever appropriate and possible, the parties to the complaint will be
offered mediation prior to proceeding with an investigation.
ii) Mediation is voluntary and confidential. It is intended to assist the parties
to arrive at a mutually acceptable resolution to the harassment complaint.
ill) The mediator will be a neutral person, agreed upon by both parties. The
mediator will not be involved in investigating the complaint.
iv) If the concern is not able to be mediated, the filing of a formal complaint
will take place.

Each party to the complaint has the right to be accompanied and assisted during mediation
sessions by a person of their choosing. This person must be a Town of Taber employee,
such as; union steward or co-worker.

b. Filing a Formal Complaint
i) The complaint must be in writing, refer to Schedule'W.
ii) The employee should be prepared to provide as much detail required to
carefully record the details of the incident such as the nature of what
happened, when it happened, where it happened; how often and who
else was present (if applicable).
ill) Complaints should be made as soon as possible but not later than within
twelve (12) months of the last incident of the perceived event.
iv) If there are circumstances that prevented the employee from filing the
complaint within that time period, the complainant has opportunity to
refer the complaint to the Human Rights Commission.

If either party of a harassment complaint believes that the complaint is not being handled
in accordance with this policy, he or she may contact the Chief Administrative Officer
(CAO) directly.

Investigation
If mediation is inappropriate or does not resolve the issue and a formal complaint reporting form
is completed, an investigation will be conducted. Investigations will be handled by the
Harassment Committee who have the necessary training and experience. In some cases, an
external consultant may be engaged for this purpose.

General Investigation Steps will consist of the Following:
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1) Two members of the Harassment Committee will meet with the person that the complaint
has been made against and inform them verbally, and in writing, that a formal violence
complaint has been filed. The formal complaint reporting form will also provide details of
the allegations that have been made against him or her.
2) Two members of the Harassment Committee will interview the person who made the
complaint, the person the complaint was made against and any witnesses that have been
identified. All individuals who are interviewed will have the right to review their statement,
as recorded by the investigating team, to ensure its accuracy.
3) After the investigation has taken place, the Harassment Committee will prepare a report
that will include;
a. A description of the allegations;

b. The response of the person the complaint was made against;
c. A summary of information learned from witnesses (if applicable); and
d. A decision about whether harassment did occur.

4) The report will be submitted to the Chief Administrative Officer (CAO) within 20 working
days from the Respondent being advised of the complaint, unless otherwise notified as to
the reasons this is not possible.
5) Both parties to the complaint will be given a copy.
6) All Harassment Committee record-keeping files will be held in a confidential file within the
Human Resource manager's office.

Substantiated Complaint
1) If a complaint is substantiated, the Chief Administrative Officer (CAO) will decide, in
consultation with other stakeholders such as the Harassment Committee, what action is
appropriate.

2) Remedies for the employee who was harassed may include;
a. an oral or written apology,
b. counselling services through the Town of Taber EAP program,
c. compensation for any lost employment benefits such as sick leave.

3) Corrective action for the employee found to have engaged in harassment may include;
a.
b.
c.
d.

a written apology,
formal discipline,
a suspension, transfer or reassignment,
training, counseling, demotion,

e. limiting access to certain areas or individuals within the organization,
f.
g.
h.
i.
j.

withholding of step increases,
suspension without pay,
advising the local authorities of a potential criminal offence, and/or
dismissal, or
other action deemed necessary.

4) If the investigation reveals evidence to support the complaint of harassing behavior the
incident will be documented in the employee's personnel file.
5) No documentation will be placed on the complainant's file when the complaint has been
made in good faith, whether or not there was a finding of violent behavior.
6) If the investigation fails to find evidence to support the complaint, there will be no
documentation concerning the complaint place in the file of the alleged person.
0
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7) Both parties to the complaint will be advised in writing of the decision.
8) In the event that an investigation determines that any complainant has knowingly made
false statements regarding allegations of harassment, immediate disciplinary action will
be taken. The Town of Taber strictly prohibits false and/or malicious reports of
harassment or harassing behavior. As with any case of dishonesty, Progressive
disciplinary action may include up to and including immediate dismissal without further
notice.

Other Redress

1) Right to Representation

a. The Town recognizes that nothing in this policy or procedure takes away from
the complainant's right to file a complaint with the Alberta Human Rights
Commission, or commence proceedings in a civil or criminal court. Any
individual has the right to pursue their concerns through alternate forums,
including the exercise of rights through any law of Alberta or Canada.

An employee who is not satisfied with the outcome of the complaint process may file a grievance
with their union CUPE Local 2038.

Victim Support
The Town understands that victims or other workers who may have been exposed to harassment
may require support. The Town will ensure that victims as well as others exposed to harassment
are advised to consult a health professional of their choice for treatment or referral. The Town

will also advise affected employees or elected officials of the ability to access Employee Assistance
Programs if they wish.

The Town is dedicated to engaging in a process by which follow-up with the victim is done in
order to ensure that their needs are being met post-incident.

Below is a listing of the agencies, programs and materials which are available to assist in seeking
support in addition to the EAP and personal professional service providers.
Who

Alberta Human Rights
Commission

Southern Regional Office
200 J.J. Bowlen Building

Contact(s)
Confidential inquiry line:

What

To make a human rights
403 297 6571
complaint or if there is a
Fax: 403 297 6567
question about specific
To call toll free within Alberta, situations, call the

620 7 Ave SW

dial 310 0000 enter the area

Commission's confidential

Calgary, AB T2R 0Y8

code and phone number

inquiry line. A written
complaint can also be sent

Alberta Labour

Phone: 1 877 427 3731

Employment Standards in

Fax: 780 422 4349

through regular mail.

Branch

labour standards.

Canadian Human Rights

Toll Free: 1 888 214 1090

Commission

Fax: 613 996 9661

344 Slater Street, 8^ Floor

Information relating to rights
and obligations of Alberta
The Commission protects the
core principle of equal
opportunity and promotes a
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Ottawa, ON KIA lEl

vision of an inclusive society
free from discrimination.

Employee Assistance Program Toll Free: 1 800 387 4765
(EAR)
Shepell

Employee and Family
Assistance Program provides
employees with immediate
and confidential help for any
work, health or life concern.

Taber / Vauxhall Victim
Services
5700 50 Ave

Phone: 403 223 8991
Fax: 403 223 5540

Providing assistance to
victims of crime and/or

misfortune by offering
information, support,
referrals, or personal

Taber, AB TIG 2H7

assistance.

Victim Impact Statement
Program

Information is available

through police. Crown
Prosecutor's Office, the
Courts and other agencies
providing services to victims.
Forms may be obtained from

Victims of crime are provided
with the opportunity to
express in writing to the
courts, the harm done or loss
suffered as a result of the
crime.

the Police.

Privacy and Confidentiality

All parties to a complaint are expected to respect the privacy and confidentiality of all other parties
involved and to limit the discussions of a complaint to those that need to know.

Freedom of Information and Protection of Privacy Act
The Town of Taber and all individuals involved in the harassment complaint process, will comply
with all requirements to the Freedom of Information and Protection of Privacy Act
to
protect personal information.

lA.orjLX'i
CHIEF ADMINISTRATIVE OFFICER

DATE
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Schedule "A"

Workplace Harassment Prevention Procedure

Formal Complaint Reporting Form
Complainant Information
Last Name

First Name

Phone Number

Click here to enter text.

Click here to enter text.

Click here to enter text.

Date/Month/Year of Incident

Time of Day of Incident

Click here to enter a date.

Click here to enter a date.

Alleged At^ser(s)
Name (if known)
Last Name

Click here to enter text.

First Name
Click here to enter text.

□ Employee
□ Member/Customer
□ Elected Official

□ Supervisor/ Manager
□ other: Click here to enter text.

Witnesses'Sy^^lf':
Name of witnesses and/or those providing assistance;

□ Employee
□ Member/Customer

□ Employee
□ Member/Customer

□ Elected Official

□ Elected Official

□ Supervisor/ Manager

□ Supervisor/ Manager

□ other: Click here to enter text.

□ Other: Click here to enter text.

Is/was medical attention required?
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Description

Give a thorough description of the incident(what happened, where it occurred, what led up to
the incident, who eise was present, what action was taken at the time)

The purpose of this form is to document your claim to assist in a thorough
investigation of the complaint.

Ciick here to enter a date.

Signature of person reporting incident

Date and time of reporting

Upon completion, please forward to a member of the Harassment Committee.

¥
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Workplace Harassment Prevention Procedure

Harassment Committee Investigation Reporting Form
Compjamantjnfprmation

^

Sex

Classification

Click here to enter text.

□ Male

□ Female

Years of Experience

Employment Status

Click here to enter text.

□ Full Time □ Part Time

Click here to enter text.

□ Relief/Casual

Shift Start

Shift End

Click here to enter text.

Click here to enter text.

□ Elected Official

jftlleqed Abuser(sj Data,
Status

Age

n Employee (co-worker)

Click here to enter

□ Member/Customer

□ Male

□ Female

□ Elected Official

□ Supervisor/ Manager
□ Other: Click here to enter text.

Incident Data

>6^.

Date and time of Incident

Date and time of Reporting

Click here to enter text.

Click here to enter text.

Type of Incident
□ Verbal abuse: Click here to enter text.

□ Physical aggression against objects: Click here to enter text.
□ Physical abuse: Click here to enter text.
□ Sexual harassment: Click here to enter text.

□ Other (please specify): Click here to enter text.

What injury or trauma, if any, resulted from the incident?
□ Physical injury (describe): Click here to enter text.
□ Emotional injury (e.g. fear, anger, humiliation): Click here to enter text.
□ Other (please Specify):Click here to enter text.
Is/was medical attention required?

□ Yes

□ No
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.Jiction to prevent recurrence (to be completed by worker and supervisor/manager)
Click here to enter text.

Follow-Up

(established by worker/supervisor)
Lost time incident?

Comprehensive incident review
completed?

Advised of available

counselling?
□ Yes

□ No

□ Yes

□ No

Law enforcement involved?

Workers' Compensation Board
form completed?

□ Yes

□ Yes

□ No

Long term disability claim?

□ No

Evaluation of current

Investigation complete?

policies/procedures?
□ Yes

□ No

□ Yes

□ No

Other actions:

Steps (If any) taken to accommodate
Click here to enter text.

Click here to enter a date.

Signature of investigator

Today's Date

Click here to enter a date.

Signature of investigator

Today's Date
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Workplace Harassment Prevention Procedure
Post-Intervention Victim Questionnaire
Date: Click here to enter a date.

Dear Click here to enter text.,

You were recently involved in an incident of violence or harassment. Click here to enter text,

discussed the incident and support options with you. We are interested in your perception of
what benefits you were able to receive from the support provided to you. We would greatly
appreciate your honest response to the following questions.
Thank you.

1) How many contacts have you had with the support person regarding the incident/
assault?
Click here to enter text.

2) How much time elapsed from the time of your assault/incident to when you met with
the support person?
Days: Click here to enter text. Hours: Click here to enter text. Minutes: Click here to
enter text.

Do you feel this was ideal for your situation? □ Yes

□ No

If not, what would have been preferable?
Click here to enter text.

3) In general, do you feel it is most helpful to be familiar with the support person who
contacted you, or to see someone you don't know very well?
It is most helpful to be contacted by:
□ A familiar person

□ Someone I don't know □ Doesn't matter to me

4) The purpose of the Policy and Procedure is to help deal with feelings which accompany
traumatic situations in a supportive, constructive manner. Do you feel this was
accomplished in your case?
Absolutely Not

Absolutely Yes
1

2

3

4

5

6

7

8

9

10

T
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Please offer any suggestions you feel may aid in our processes:
Click here to enter text.
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