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1.17 RESPECTFUL WORKPLACE

1.17.1 INTENT:

LICA is committed to promote a safe and positive workplace where LICA Employees, Board,

and Committee members feel respected, valued, and are happy to come to work.

The purpose of this policy is to ensure:

Expectations for a workplace free of Workplace Harassment and Violence are clear

There are consistent and fair processes to address Workplace Harassment and Violence
Employees are aware of and understand that acts of Workplace Harassment and Violence
are considered a serious offence which will be investigated, and corrective action may be
imposed.

To encourage Employees subject to acts of Workplace Harassment and Violence to access
any assistance they may require and report such incidents.

Hazards related to Workplace Harassment and Violence are eliminated or controlled.

1.17.2 DIRECTIVES:

A respectful workplace is the responsibility of every LICA Employee.

Disrespectful behaviour will not be tolerated at any time while representing LICA; this
includes in the workplace, meetings, public events, etc. Types of disrespectful behaviors
include bullying, harassment, and violence.

LICA will uphold the following values and expects all LICA Employees, Contractors,
Board, and Committee members to conduct themselves respectfully.

1.17.3 SCOPE:

This Policy applies to everyone including all Employees, Management, Volunteers, Board
Members, and Contractors. Whenever the term “Employee” is used in this Policy, it
includes Management, Volunteers, and Contractors, unless otherwise stated.

This policy will also be utilized for Employee interactions with clients.

The following are not considered acts of Workplace Violence, Harassment, and
Discrimination, and therefore, falls outside the scope of this Policy (refer to 3.9 Resolution
Procedures Policy):

Change in job description or schedule

Direct supervision and assignment of work

Performance reviews, one-on-one discussions

Workplace inspections and investigations

Policy implementation such as dress code, time off requests protocol, etc.

Any reasonable action or conduct by LICA that is part of their normal work function
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1.17.4 DEFINITIONS:

Discrimination: Any act, omission or threat, or any policy, practice or term of employment,
which directly or indirectly causes differential Recovery of, or otherwise adversely affects,
an employee or prospective employee in the course of employment or applying for
employment, and the act or practice is based on a statutorily protected or prohibited ground
under the human rights legislation applicable to the Workplace of the employees involved,
including race, religious beliefs, colour, gender, gender identity, gender expression, physical
disability, mental disability, age, ancestry, place of origin, marital status, source of income,
family status or sexual orientation of that person or of any other person.

Domestic Violence!: Domestic violence is a pattern of behaviour used by one person to gain
power and control over another with whom the person has or has had a personal relationship,
including dating, marriage, adult interdependent partnerships, custody, blood relationships
and adoption. Domestic violence becomes a workplace hazard when it occurs or spills over
into the workplace. It may put the targeted worker at risk and may pose a threat to
coworkers.

Harassment!:

A single incident or repeated incidents of objectionable or unwelcome conduct, comment,
bullying, or action to a particular person that the person knows or ought reasonably to know
will or would cause offence or humiliation to a worker, or adversely affect the individual’s
health and safety

Retaliation: Retaliation includes harassment, demotion, unwanted transfer, denial of
opportunities within LCFASD or termination that is related to an employee’s involvement in
the complaint process.

Sexual Violence?: Sexual violence as a workplace hazard refers to any sexual act, attempt to obtain
a sexual act, or other act directed against a worker’s sexuality using coercion, by any person
regardless of their relationship to the victim, in a Workplace or work-related setting.

Violence !: Whether at a work site or work-related, means the threatened, attempted, or
actual conduct of a person that causes or is likely to cause physical or psychological injury
or harm, and includes domestic or sexual violence

1. Definitions sourced from Occupational Health and Safety Act, Statutes of Alberta, 2020, Current as of December, 2024, source:
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://kings-printer.alberta.ca/documents/OHS/OHSCode_December 2024.pdf

2. Government of Alberta. (n.d.). Workplace harassment and violence. Alberta.ca. Retrieved March 19, 2025, from
https://www.alberta.ca/workplace-harassment-violence
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1.17.5 IMPLEMENTATION:

e The Executive Director or Board Designate is responsible for ensuring that the actions of all
Employees contribute to a respectful work environment.

e Disrespectful behavior will be addressed immediately and will be managed through an informal
and/or formal resolution process.
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1.17.6 RESPONSIBILITIES:

1.17.6.1 MANAGEMENT RESPONSIBILITIES:

e Ensure the legal responsibility for developing and implementing a Violence and Harassment
prevention plan that includes procedures to inform Employees of the nature and extent of the
hazard of Violence and Harassment, including information related to specific or general
threats of Violence or Harassment that exist or may exist.

e Consult with the health and safety representative when developing the prevention plan.

e Have procedures in place to implement the Violence and Harassment Policy and lead by
example.

e Implement training and have resources available for Employees.

e Investigate reports of Workplace Violence and Harassment as per 3.19 Investigation Policy.

e Maintain a high regard to confidentiality for Workplace Violence and Harassment reports and
investigations.

e Advise Employees to consult a health professional of the Employee’s choice for treatment or
referral for counselling, if required.

e Implement Corrective Action for breaches of this Policy.

1.17.6.2 EMPLOYEE RESPONSIBILITIES:

e Actively participate in Workplace Violence and Harassment training.

e Report all incidents or threats of Workplace Violence or Harassment to management.

e (Co-operate with any efforts to investigate and resolve matters arising under this Policy.

e Maintain confidentiality expectations when party to Violence and Harassment investigations.

e Consult a health professional of the Employee’s choice for treatment or referral for
counselling, if required.

e Do not retaliate against co-workers who exercise their rights under this Policy.

Review Dates:_April 16, 2018; September 29, 2021, March 24, 2025
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1.17.7 THE STEPS OF INFORMAL RESOLUTION ARE AS FOLLOWS:

Speak to the individual directly, if possible. These are difficult conversations to have but
Employees are expected, in most instances, to do their best to resolve conflict directly with
each other before escalating to a higher level.

If speaking to the individual does not resolve the issue, Employees can speak to their Reporting
Manager or Human Resources Consultant and may request assistance (i.e.,
coaching/mediating).

If the matter involves an Employee’s Reporting Manager, they may also bring concerns to the
Human Resources Consultant or the Board Designates to find a solution prior to filing a formal
complaint.

Failing a successful informal resolution, an Employee may consider pursuing a formal
resolution process.

If the informal concern reported is assessed as reported in good faith and is of a nature that
could be a serious breach to this policy, LICA may proceed with a formal investigation without
a formal written complaint.

1.17.8 RESPONDING TO WORKPLACE VIOLENCE AND HARASSMENT:

Employees who find or consider themselves or someone else to be in imminent danger while at the
workplace can request immediate assistance by contacting emergency services at 911 or
management as per the Emergency Response Plan.

Employees who become involved in or witness an incident or threat of Violence or Harassment or
receive such reports are required to:

o

o O O O

Ensure their own safety

Remove self from the situation

Do what is safely possible to ensure a victim’s safety
Call 911, if necessary

Make a documented, formal report to management

1.17.9 INVESTIGATIONS:

Employees are required to report all workplace incidents or threats of Workplace Harassment,
Discrimination, or Violence on the Workplace Violence and Harassment Incident Report Form
in which they are subject to or witness to their Reporting Manager.

Management will investigate, as deemed necessary based on the specific case, such reports as
per the 3.19 Investigation Policy.
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1.17.10 CONFIDENTIALITY:

LICA values the safety and privacy of all Employees. As a result, all Workplace Violence and
Harassment complaints are considered confidential, and information regarding an incident or threat
will be disclosed only on a need-to-know basis to ensure a fair and thorough investigation is
conducted and appropriate Corrective Action is taken.

LICA will disclose information to warn Employees about any specific, general, or potential threats
of Violence. However, when doing so, only minimal personal information will be shared to warn
Employees to maintain confidentiality.

1.17.11 TRAINING:

As per OHS Code, Employees will be trained in:

e How to recognize Workplace Violence and Harassment

e The Policies and procedures in place to effectively minimize or eliminate Workplace Violence
and Harassment

e How to respond to Workplace Violence and Harassment, including how to obtain assistance, and
procedures for reporting, investigating, and documenting incidents of Workplace Violence and
Harassment

1.17.12 COUNSELLING:

As per OHS Code, when an Employee reports an injury or adverse symptom resulting from an
incident of Violence or Harassment, their Reporting Manager will advise the Employee to consult a
health professional of the Employee’s choice for treatment or referral.

1.17.13 FALSE COMPLAINTS:

Corrective Action will not be implemented to Employees who make reports of workplace Violence
or Harassment in good faith. Complaints that are made in bad faith, fabricated, or with malicious or
frivolous intent are serious and will result in Corrective Action up to and including termination for
cause.

1.17.14 RETALIATION:

There will be no retaliation from co-workers against Employees making a complaint under the scope
of this Policy. If retaliation against an Employee who exercises their rights under this policy has
occurred, Corrective Action, up to and including, termination for cause will be imposed.
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1.17.15 REVIEW:

As per OHS Code, this policy will be reviewed required on the earliest of the following:

e when an incident of harassment or violence occurs;

o there is change to work, or the worksite that could affect potential risk

o if the health and safety representative, if applicable, recommends a review of the plan;
e cvery 3 years.

1.17.16 SUPPORTING DOCUMENTS:

e  Workplace Violence and Harassment Incident Report Form

e Hazard Assessment Forms

e Emergency Response Plan

e 3.8 Corrective Action

e 3.9 Resolution Procedures

e 3.19 Investigation
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