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Workplace Harassment Training 

1.1 Title 
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1.2 Introduction 

 

Notes: 

Workplace harassment can undermine a person’s dignity.  It can prevent a worker from doing their job effectively. 

 

The Board supports protection from Workplace Harassment and Workplace Sexual Harassment as defined under 

the Occupational Health and Safety Act “OHSA” for all employees. 

 

Harassment in the workplace is unacceptable.  Everyone should be able to work without fear of harassment, in a 

safe and healthy workplace.     
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1.3 Definitions 

 

Notes: 

What is Workplace Harassment? 

OHSA defines “Workplace Harassment” as: 

a)  Engaging in a course of vexatious comment or conduct against a Worker in a workplace that is known or ought 

reasonably to be known to be unwelcome, or. 

b)  Workplace sexual harassment.   

 

What is Workplace Sexual Harassment?   

OHSA defines “Workplace Sexual Harassment” as: 

a) Engaging in a course of vexatious comment or conduct against a Worker in a workplace because of sex, sexual 

orientation, gender identity or gender expression, where the course of comment or conduct is known or ought 

reasonably to be known to be unwelcome, or 

b) Making a sexual solicitation or advance where the person making the solicitation or advance is in a position to 

confer, grant or deny a benefit or advancement to the Worker and the person knows or ought reasonably to know 

that the solicitation or advance is unwelcome.   
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1.4 Examples of Workplace Harassment  

 

Notes: 

Examples of workplace harassment are: 

- Offensive or intimidating comments or jokes; 

- Bullying or aggressive behaviour; 

- Displaying or circulating offensive pictures or materials; 

- Inappropriate staring; 

- Workplace sexual harassment; 

- Isolating or making fun of a Worker because of gender identity   

 

What is not Workplace Harassment? 

A reasonable action by an Employer or Supervisor relating to the management and direction of Workers or the 

workplace is not Workplace Harassment.   
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1.5 Duties  

 

The Board, as the Employer, is responsible to protect all Workers from Workplace Harassment and Workplace 

Sexual Harassment.   

To do this, it has established and maintains a Workplace Harassment / Workplace Sexual Harassment Policy and 

Management Program.  

If a complaint is made the Board investigates the complaint and takes corrective action to prevent a reoccurrence.   

The Superintendent of Human Resources is the Program Administrator.  He or she assigns resources to ensure 

implementation and compliance of the Workplace Harassment/Workplace Sexual Harassment Management 

Program.   

All Supervisors are required to promote and enforce the Employer’s Code of Conduct.  Supervisors have the duty to 

report Workplace Harassment/Workplace Sexual Harassment.  The Supervisor or their Superintendent shall notify 

the Superintendent of Human Resources to ensure an investigation is conducted.   

All Workers are required to comply with the Employer’s Code of Conduct.  Workers have the duty to report incidents 

or complaints either verbally or in writing to their Supervisor.   

If the Supervisor is the subject of concern, the incident or complaint should be reported to their Supervisor’s direct 

Supervisor.   

If an employee requires further assistance they may also contact their Supervisor, an Occupational Joint Health & 

Safety Committee Member, the Board’s Human Resources Department, their Union Representative or the Board’s 

Joint Employee Assistance Program.   
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1.6 Codes of Conduct 

 

Notes: 

Codes of Conduct have been established for all Employees, Students, Parents, Visitors, and Contractors.   

 

Please remember the following with respect to Workplace Harassment/Workplace Sexual Harassment: 

 

School members must follow all applicable laws, use appropriate language, treat others fairly, with dignity and 

respect, regardless of race, colour, ethnicity, religion, gender, sexual orientation, age, or disability.   

School members shall not engage in any form of bullying, whether in person or through technology, threaten or 

intimidate another person or engage in hate propaganda or other types of behaviour caused by hate or bias.   

 

Please see the Safe Schools Code of Conduct Administrative Procedure AP-AD-62 and Employee Standards of 

Conduct Regulation R-HR-09 for more information.   
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1.7 Digital Responsibility  

 

Notes: 

When using technology all school members must remember the following: 

- Never impersonate, pose as another person, or falsify their identity in any way. 

- Never access or share pornography or offensive material. 

- Maintain and respect the security, privacy, and integrity of others.  If the Board deems digital content to be 

personal and confidential, do not access, copy, or circulate the material without authorization.   

- Always use a respectful tone in digital communications.  Never use profanity, or make racist or sexist remarks.  Do 

not send or forward emails containing libelous, hateful, or obscene remarks - even if they are meant to be a joke.  

- Never send messages that promote or slander a political party or candidate.   

 

Please reference the Board’s Digital Responsibility Regulation R-IT-03 for more information.    
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1.8 Confidentiality  

 

Notes: 

While implementing and maintaining the Workplace Harassment/Workplace Sexual Harassment Management 

Program, confidential information concerning Staff, Students, Parents, and others may be required.   

 

All Board employees are expected to keep confidential information confidential and only disclose information as it 

is appropriate within their role and in compliance with the Municipal Freedom of Information and Protection of 

Privacy Act (MFIPPA).   
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1.9 Reporting Process 

 

Notes: 

An incident or complaint of Workplace Harassment/Workplace Sexual Harassment must be reported as soon as 

possible after experiencing or witnessing an incident.  This allows the incident to be investigated in a timely manner.   

 

As previously mentioned the incident can be reported verbally or in writing.   

 

If submitting a written incident/complaint, please use the Workplace Harassment/Workplace Sexual Harassment 

Report Form.  Paper copies of the form can be found in the Emergency Resources Manual (yellow binder) and 

electronically on the Portal under My Health & Safety.   
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1.10 Who Investigates? 

 

Notes: 

Who Investigates the incident or complaint of Workplace Harassment/Workplace Sexual Harassment?   

 

The Superintendent of Human Resources or their designate will ensure an investigation appropriate in the 

circumstances is conducted when the Employer, Supervisor or Human Resources Department becomes aware of 

the incident or complaint. 

If a Supervisor or Senior Management person is alleged to be the subject of concern, then Human Resources may 

retain a third party consultant to conduct the investigation.   

 

What is the timing of the investigation? 

The investigation must be completed within 90 calendar days or less from when it was reported, unless there are 

extenuating circumstances (i.e. illness) warranting a longer investigation.   
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1.11 Investigation Process  

 

The person conducting the investigation will complete the following steps: 

• Ensure the investigation is kept confidential and remind all parties of this confidential obligation.   

• Thoroughly interview the worker who allegedly experienced the Workplace Harassment/Workplace Sexual 

Harassment and the alleged harasser or harassers.   

• The alleged harasser or harassers must be given the opportunity to respond to the allegations and in some 

circumstances the worker should be given the opportunity to reply.   

• Interview any relevant witnesses. 

• Review interview notes and any relevant documents.   

• Prepare a report summarizing the steps taken during the investigation, the complaint, the allegations of the 

worker, the response from the alleged harasser, witness accounts and evidence gathered.  The report must set 

out findings of fact and conclusion about whether Workplace Harassment/Workplace Sexual Harassment was 

found or not.   

 

Within 10 calendar days of the investigation being completed and the receipt of the findings, the worker and the 

alleged harasser will be informed in writing of the results of the investigation and any corrective actions taken or 

that will be taken to address.   

 

 



12 

 

1.12 Scenarios 

 

Notes: 

Take a few moments to review each scenario and determine which Code of Conduct - Employee Standards of 

Conduct, Safe Schools Code of Conduct or Digital Responsibility - applies.   
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1.13 Scenario #1  

 

Notes: 

Meet Alyson and Wayne.   

This year Alyson has volunteered to coach the Boys’ Softball Team.   

Alyson has approached Wayne, last year’s coach, to get some pointers.   

Wayne’s first pointer to Alyson is “Yeah, don’t teach them how to throw like a girl”.   

 

Does this meet the definition of workplace harassment?   

If you were Alyson, how would you respond to Wayne?   
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1.14 Scenario #2  

 

Notes: 

Meet Victoria and Jeff.   

Victoria is interested in Jeff.  She has repeatedly asked Jeff to meet her for drinks outside of work and often puts her 

arm around Jeff making him feel uncomfortable.   

Jeff has made it clear that he is not interested in Victoria’s advances, but Victoria doesn’t seem to be getting the hint.  

 

Does this meet the definition of workplace harassment?   

If you were Jeff, what would be your next steps?   

 

Would your answer change if I told you Victoria was Jeff’s Supervisor? 
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1.15 Scenario #3 

 

Notes: 

Meet Sandra and Craig.  

Craig thought it would be funny to forward a joke to his coworkers.  The joke pokes fun at older adults and 

technology.   

Sandra finds Craig’s joke offensive and does not find it funny.   

 

Does this meet the definition of workplace harassment?   

If you were Sandra, how would you handle the situation?   
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1.16 Scenario #4 

 

Notes: 

Meet Daniel and Josh. 

 

Daniel is a teacher.  Josh is his student. 

Josh is threatening to spread rumours about Daniel if he doesn’t give him a good grade on his test.   

 

Does this meet the definition of workplace harassment?   

If you were Daniel, how would you handle the situation?   
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1.17 Conclusion  

 

Notes: 

The Board is committed to providing a Workplace Harassment and Workplace Sexual Harassment free working 

environment.  Workplace Harassment and Workplace Sexual Harassment is unacceptable and the Board will take all 

reasonable steps to prevent it and, where it has occurred, to respond decisively and effectively.  Workplace 

Harassment and Workplace Sexual Harassment could also fall under “Protected Grounds” of the Ontario Human 

Rights Code.  Additional reference can be made to Board Policy AD-48 Human Rights.     

 

For more information please reference the Board’s Workplace Harassment and Workplace Sexual Harassment 

Prevention Management Program.  

 

 

 

 

 

 

 


