COMMITTEE OF THE WHOLE {(WORKING SESSION} -~ OCTOBER 23, 2007

HUMAN RESOURCES POLICIES
Recommendation

The Commissioner of Legal and Administrative Services and City Solicitor, and the Diractor
of Human Resources, in conjunction with the Senior Management Team, recommend:;

THAT this report be received; and,

THAT the revised Disciplinary Procedures Policy, Employee Recognition Policy, Mileage and
Transporiation Reimbursement Policy; Hiring and Nepotism Policy; Human Rights Policy
(Woarkplace Discrimination and Harassment) and Workplace Violence Policy, be adopted.
Economic Impact

This report has no cost associated with implementing the recommendations.

Communications Plan

With regard to the rolling out of approved palicies, the Human Resources Department will
provide training fo various management staff with regard to the policy, and those
management staff will be provided with the materials to present the new policies to the staff in
their areas. In addition, approved policies will be made available on the VIBE, in the
Employee Handbook, and will be provided in hard copy as appropriate to update policy
manuals. For policies such as the Human Rights and Workplace Violence policy, all
employees will be required to sign-off acknowledging that they have been provided with a
copy and that the policy has been explained to them.

Purpose

This report provides revised draft policies which have been updated to reflect current trends
and to ensure that the policies are consistent with the mission, values and goals of the
Corporation and which incorporate the comments of members of the Commitiee of the
Whole.

Background and Analysis

This item was referred from the Committee of the Whole (Working Session) meeting of
October 10, 2007, following extensive discussion.

The members of the Committee of the Whole reviewed the draft policies and made several
suggestions and referred the policies back to staff o provide revised draft policies for
consideration. The changes incorperated into the report include adjusting the policies to
reflect builet points to make it easier to understand the policy:

In addition, the following changes were made to the specific policies:

Disciplinary Procedures Policy:

The titles Non-Culpable and Culpable were added to clearly identify the two separate
processes, and a title of General was added which applies to the entire disciplinary process.



Employee Recognition Policy:

The title of Petformance Recognition was added and the title Service Awards was amended
to Service Recognition. In addition, the information from the last paragraph was moved into
paragraph 1.3. A survey was conducted on our comparator municipalities as it relates to
Service Recognition programs. It was determined that Richmond Hill, Qakville and
Mississauga start their service awards at five (5) years and Markham starts at three (3)
years. The Region of York and Brampton recognizes service starting at 10 years. In addition,
PowerStream also begins its service award program with employees who have five (5) years
service.

Mileage Policy:

The word Kilomatrage was added to the policy wherever Mileage was used. The application
was amended to apply only to employees and not to Members of Council.

Hiring and Nepotism Policy:

A definition of favouritism was added under the title Definitions. Language was added in
bullet 1.4 to atllow a Councillor to have input outside of the paolicy as it relates to their direct
support staff. Bullet 1.8 was added to clarify the policy that the Corporation would make all
reasonable efforts io accommodate employees who find themselves in a position in conflict
with the policy.

Human Rights Policy {Workplace Harassment and Discrimination):

Language was added to the top of the policy which indicates where the procedures can be
located that address the policy. In addition, WHO was expanded to include volunteers,
appointees, elected officials, etc. The definition of Work Silte was deleted as was the
reference to the Occupational Health and Safety Officer. Language was included which
provides for the compilation of a semi-annual report.

Workplace Violence Policy:

Language was added to the top of the policy which indicates where the procedures can be
located that address the policy. The definition of Work Site was deleted. In addition, the term
bullying was added to the definition of Personal Harassment and Workplace Violence.
Raiepayers were excluded from volunteers and the designation of the Coordinator of the
Workplace Violence Policy was clarified. Language was included which provides for the
compilation of a semi-annual report.

Relationship to Vaughan Vision 2007
The updating of policies relates to the Vaughan Vision 2020 goal of Staff Excellenca.

Regional Implications

This report does not have any Regional implications.

Conclusion

The updating of policies displays fo employees that we believe that they are important and
that we believe they should have information available to them as it relates to their
employment with the Corporation.



Attachments

. Disciplinary Procedures Policy

. Employee Recognition Policy

Mileage and Transportation Reimbursement Policy

Hiring and Nepotism Policy

Human Righis Policy {(Workplace Discrimination and Harassment)
Workplace Violence Policy
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Report Prepared By

Janet Ashfield, Director of Human Resources

Respectfully submitted,

Janice Atwood-Petkovski Janet Ashfield

Commissioner of Legal & Administrative Services Director of Human Resources
and City Solicitor



CITY OF VAUGHAN
POLICY MANUAL

SECTION:

LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES

DEPARTMENT: SUBJECT:
HUMAN RESOURCES DISCIPLINARY PROCEDURES

PURPOSE:

APPLICATION:

DEFINITIONS:

Non-Culpable: Situation:

Culpable:

RESPONSIB LITIES

A
&

The Corporation of the City of Vaughan, at all times, should be fair and uniform
in its handling of personnel and it should not be open to claims of discrimination.
It is therefore necessary that a uniform policy for disciplinary procedures must be
followed whereby an employee will be given sufficient notice that the

continuation of his/her inappropriate actions will eventually bring about his/her
discharge.

T,

The purpose of this policy is to implement a corective disciplinary process
demgned to be apphed con&stenﬂy and fa ly throughout_ft_he Corporation of the

employee contribution and enthusj

This policy applies to all emp Oyee 3

Situations or hich; the employee has control.

5'-When an employee violates a rule, regulation, policy, notice or standard, the

superV1sor must conduct an investigation to determine if there was an acceptable
reason for breakmg the rule, regulation, policy, notice or standard. When a
manager'x - supervisor believes that a rule may have been broken, they should
contact the Human Resources Partner who will assist them in the investigation of
any potent1a1 misconduct.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES DISCIPLINARY PROCEDURES

Non-Culpable:

Culpable;

the employee.

If the result of the investigation is that the supervisor concludes that the behaviour
was non-culpable he/she will proceed as follows:

a) Review the situation with the employee

b) Counsel the employee by clarifying the rule, re _llatlon policy, notice or
standard for typical situations =

c} Explain the reasons why the employee’s b iour is not appropriate

d) The supervisor and the employee musg

; wards establishing a plan of
action to avoid a similar misconduct ir ] - ini

It is imperative that the emp]
the possible consequences s
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES DISCIPLINARY PROCEDURES

2.1  The second level should be a verbal and written notification to the employee listing the

infraction(s) and stating that further action will be forthcoming if corrective measures are
not taken.

2.2 Written notification should include a jointly, employee/management developed
Performance Improvement Plan to address 1nappr0pr1ate conductx

3.1 The third level would be a verbal and written not1ﬁc«
suspension.

on of'ar unpaid disciplinary

32 The written notification should state how 10 £, :
if the situation is not corrected.

4.1
4.2

GENERAL
5.1

52 conduct has occurred such that discipline above

Icludmg dlscharge may be initiated.

53  There are situations in:which al vel of discipline will be repeated.

54 The Human Rgsources Partner is available to assist the Manager or supervisor by drafting
appropriate responses fo the employee based on the decision related to the appropriate

arid will assist the Manager or supervisor in delivering the discipline to
the employee if warranted.

5.5  Records must be kept of all disciplinary actions in case of further proceedings.

5.6 Copies of disciplinary action must be placed in the Human Resources file.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES DISCIPLINARY PROCEDURES

5.7  If the employee being disciplined is a union employee, then a copy of disciplinary
documents will be forwarded to the Union and the Union representative must be available
for all meetings where discipline is to be distributed.

5.8  The employee may waive union representation solely at theif diséretion.

5.9  In any matter where discharge is being considered for.employees below the level of

5.10
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES EMPLOYEE RECOGNITION POLICY

PURPOSE:

To establish methods of recognition to ensure that the City of Vaughan’s most valuable resources,
the employees, are recognized and thanked for their achievements and their exceptional service.

Recognition means honouring, encouraging, and supporting both individuals and teams who
contribute through their behaviour and their actions, to the success of the Corporation.

These awards reinforce how important an employee’s contribution is to the overall growth and
success of our corporation.

APPLICATION:

This policy applies to all permanent employees of the Corporation.

DEFINITIONS:

Retirement:  Someone who has retired from the City of Vaughan and is in receipt of OMERS
pension benefits.

Service: Measured in years of continuous permanent service with the City of Vaughan

Year: One year shall be equal to 1820 hours (2040 hours for hourly positions)

PROGRAM:

It is important to include a mix of recognition activities and award programs that will target
different goals and different types of contribution.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES EMPLOYEE RECOGNITION POLICY

Performance Recognition

I1

1.2

1.3

1.4

Recognition programs should include non-monetary rewards such as positive feedback
from a Supervisor or Commissioner, City Manager or Council,

Recognition programs should include spontaneous activities as well as informal and
formal awards so that the appropriate recognition may be given in a timely manner.

Awards shall celebrate excellence on an individual as well as a team level.
The City of Vaughan will have a variety of different methods for recognizing employees

contributions through the establishment and maintenance of a recognition program
approved through Council.

Retirement Recognition

21

2.2

2.3

2.4

Employees will receive a certificate signed by the Mayor acknowledging their years of
service.

The employee will receive a gift related to their years of service, as well as a City of
Vaughan Pen and Pencil set.

The presentation of the retirement gifts is by choice of the employee.

The gifts can be presented by the Mayor at a Council meeting or through a departmental
presentation by the Mayor, City Manager, Commissioner and/or the Director.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES EMPLOYEE RECOGNITION POLICY
Service Recognition
3.1 Service recognition reinforces continuity through an employee’s length of service and

how it contributes to the overall growth and success of our corporation.

3.2 Starting with an employee’s 5™ Anniversary and continuing every five years thereafter,
employees will receive an award for their years of service.

33 All awards are accompanied by a Certificate signed by the Mayor.

3.4 Gifts representing the service award will be chosen from a catalogue by the individual
employee prior to the Awards Presentation.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES MILEAGE(KILOMETRAGE) AND
TRANSPORATION REIMBURSEMENT POLICY

PURPOSE:  The purpose of this policy is to provide fair compensation for travel
expenses incutred by City employees while on authorized City business
over and above their usual travel to and from work. The remuneration
rate is based on the estimated cost including depreciation, insurance, fuel,
repairs and maintenance.

APPLICATION:

This policy applies to all employees.

DEFINITIONS

Mileage:

(Kilometrage)

Tolls: Refer to charges to utilize a particular r
vehicle using that roadway ie., the 407

TTC: Toronto Transit Commi; (i

YRT: York Regional Transit

GO: GO Transit

' Mlleage (Kllometrage) reimbiirsement must be authorized by a
Manager/ Supemsor and can be claimed using the City’s Expense Form.

1.3 Any travel between home and any specified work location, except where the

travel is to respond to an off duty call, is a personal responsibility and will not be
eligible for such allowance.

1.4 Daily distance to be reimbursed is the total distance traveled between the normal
work location and the visiting site location, not including any travel between
home and the employee’s normal work location.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES MILEAGE(KILOMETRAGE) AND
TRANSPORATION REIMBURSEMENT POLICY
1.5 Employees who are required to report to an alternate location (not their regular

workplace(s)), may claim mileage only if the distance to the alternate location is
farther than the distance to their regular workplace from their place of residence.

1.6 The mileage(kilometrage) claimed for alternate locations as indicated in 1.5
would be the shorter of the distance between the regular workplace and the
alternate location or place of residence to the alternate location.

1.7

1.8

2.1

2.2
Form.

3.0 PARKING:

3.1

of travel for duthorized City Business.

4.2  These costs will be reimbursed through the City’s Expense Form.

4.3 All such charges shall be documented on the Expense Form.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HIRING AND NEPOTISM POLICY

PURPOSE:  The purpose of this policy is to ensure that employment related decisions
concerning existing or potential City employees are free from any real or
perceived improper influence or conflict of interest based on familial or

other personal relationships, and to maintain confidence in the integrity of

the City’s hiring and employment practices.

employment with the Corporation.

APPLICATION:

DEFINITIONS:

Relative:

<g§ij€\

Favouritism:".

I;ﬁ/id,iu.s (unjust) preference and selection based on friendships or factors
other than merit.

o
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HIRING AND NEPOTISM POLICY
PROCESS:
1.1 The City of Vaughan hires based on merit and it is the City’s policy to provide

equal opportunity for employment without discrimination, consistent with the
requirements of the Ontario Human Rights Code.

12

1.3 The City of Vaughan will not tolerate acts of favount1sm or discrimination in the

selection process.

employees shall nof attempt to influence
cant whether a famﬂy member or someone
icer or employee has a personal

f Execut e Assistant to a Councillor.

1.4 Elected officials, appointed of

with whom the elected official, appoin
relationship lmless‘it ,i§7f01' the pos

1.5 hile employed by the City or who by

elves in a position where one supervises

1.6
1.7
climinate suc_{ ~conflict.
1.8 If after six months the City is unable to accommodate the employee or the

employee is unable to find alternative employment, then the employee must be
removed from the current position.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HUMAN RIGHTS POLICY
WORKPLACE HARASSMENT AND DISCRIMINATION

THE HUMAN RIGHTS POLICY SHALL BE IMPLEMENTED IN ACCORDANCE
WITH THE HUMAN RIGHTS PROCESS AND PROCEDURES WHICH CAN BE
FOUND ON THE VIBE OR CAN BE ATTAINED FROM THE
HUMAN RESOURCES DEPARTMENT.

PURPOSE This policy ensures, to the best of our ability, a safe work environment and
appropriate management of any occurrences of prohibited harassment and

discrimination.

APPLICATION
Who This policy applies to all

e clected representatives

e employees

e appointees

» people under contract

e students

e patrons

L

volunteers (excluding ratepayers, etc.)

Where: This policy applies to
s discrimination or harassment that may occur at any worksite where
the business of the municipality is being conducted or during the
course of all Corporation business, activities and events; or

» harassment between individuals associated with the Corporation but
outside Corporation business, activities and events when such
harassment has an adverse affect on the work environment,

DEFINITIONS

Discrimination: Discrimination is any distinction, whether intentional or not, based on
prohibited grounds, which has the effect of imposing burdens, obligations
or disadvantages on an individual that are not imposed on others, or which

withholds or limits access to opportunities, benefits and advantages
available to others.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HUMAN RIGHTS POLICY

Harassment:

A course of vexatious comment or conduct directed toward an individual or
group of individuals that is known or ought reasonably to be known to be
unwelcome or unwanted. Harassment consists of comments or conduct
linked to one of the prohibited grounds, which are insulting, intimidating,
humiliating, malicious, degrading or offensive. Single acts of sufficient
severity may constitute harassment.

Prohibited Grounds:

The prohibited grounds refer to those personal attributes that are recognized
as the most common targets of harassing and discriminatory actions. For
offensive behaviour to be considered discrimination or harassment, the
focus of the comment or conduct must be directed toward one of these
aspects of your background:

» Age

Citizenship

Creed or Religion

Ethnic or National Origin

Ancestry

Colour

Disability

Record of Offences (pardoned Federal
or Provincial)

Same Sex Partnership Status

Race

Sexual Orientation

Marital/Family Status
Place of Origin
Sex (Pregnancy)

YVV VVVvVY

YVYVY VYVVYV

Sexual Harassment:

One or a series of comments or conduct of a gender-related or sexual nature,

that is known or ought reasonably to be known to be unwelcome/unwanted,

offensive, intimidating, hostile or inappropriate. Sexual harassment

mcludes unwelcome sexual advances and requests for sexual favours where:

»  Submitting to or rejecting this conduct is used as the basis for decisions
which affect the individual’s employment

¥ Such conduct has the purpose or effect of interfering with an
individual’s job performance

» Such conduct creates an intimidating or offensive environment

Page 2 of 4

WORKPLACE HARASSMENT AND DISCRIMINATION




CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HUMAN RIGHTS POLICY

WORKPLACE HARASSMENT AND DISCRIMINATION

POLICY

1.1

1.2

1.3

1.4

1.5

1.6

1.7

The City of Vaughan recognizes that the most effective way to deal with
harassment and discrimination is through preventative action, including informing,

educating and good management and to ensure that this policy is fair and applied
consistently.

It is the policy of the City to take all reasonable steps to provide its elected
representatives, employees, appointees, people under contract, students and
volunteers with a work and service environment that is free of any form of
discrimination, including harassment, and that respects the dignity, self-worth and
human rights of every individual.

The City Manager, on behalf of the City of Vaughan, is committed to providing a
workplace and service environment that is conductive to creating a climate of
mutual respect that reinforces opportunity and allows for each person to confribute
fully to the development and well being of the Corporation.

This policy provides for an internal complaint resolution process where every effort
will be made to facilitate an early resolution.

Nothing in the policy or related procedures is intended to prevent a complainant
from using alternate methods of resolution such as the Ontarioc Human Rights
Code, a Collective Agreement, Workplace Violence and Harassment Policy or
other legal action,

Retaliation against an individual for filing a complaint, participating in any
procedure or being associated with a person who filed a complaint under this policy
will not be tolerated.

Complaints which are found to be vexatious or made in bad faith will result in a

penalty against the complainant. The severity of the penalty will be determined
based on the seriousness and impact of the complaint following an investigation.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES HUMAN RIGHTS POLICY
WORKPLACE HARASSMENT AND DISCRIMINATION
RESPONSIBILITY

Everyone is Responsible

¢ Everyone associated with the Corporation has a responsibility to ensure that our
environment is free from harassment. This means not engaging in, allowing,
condoning or ignoring behaviour contrary to this policy. Anyone who believes that
harassment is taking place is encouraged to notify his/her supervisor and/or the
Human Rights Policy Coordinator.

Management/Supervisor/Responsibility

e The Ontario Human Rights Code provides that a person such as a manager or
supervisor who has the authority to prevent or discourage harassment and
discrimination will be held responsible for failing to do so. All managers and
supervisors therefore have a particular duty to act and deal with such incidents when
they ought reasonably to have known that there is an issue to address. This duty
includes the obligation to be familiar with and uphold this policy and any associated
procedures

Policy Advisors
All managers and supervisors are responsible to act as Policy Advisors.

Human Rights Policy Coordinator
The Corporation shall designate a Human Resources representative to be
the Corporate Human Rights Policy Coordinator. This person will have
overall responsibility for the administration of this policy.

SEMI ANNUAL REPORT
A semi-annual report will provided to the City Manager of the number of
complaints received and processed, the nature of the complaints, the
resolution of the complaints, and all recommendations made. The identity
of the persons involved will not be disclosed in the report. This report shall
be made available to Council.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES WORKPLACE VIOLENCE POLICY

THE WORKPLACE VIOLENCE POLICY SHALL BE IMPLEMENTED IN
ACCORDANCE WITH THE WORKPLACE VIOLENCE PROCESS AND PROCEDURES
WHICH CAN BE FOUND ON THE VIBE OR CAN BE ATTAINED FROM THE
HUMAN RESOURCES DEPARTMENT.

PURPOSE This policy, in addition to the Human Rights Policy, Workplace Harassment and
Discrimination is established to further protect employees from Workplace
Violence beyond the parameters established in the Human Rights Code.

The City of Vaughan maintains a zero-tolerance approach to Workplace Violence
whether between Employees, or involving an Employee, an Official (Elected or
Appointed) or a Patron of the City in the exercise of workplace responsibilities.
All reported incidents of Workplace Violence shall be considered serious, will be
promptly investigated, and appropriate action shall be taken.

This policy does not deal with claims of discrimination or harassment dealt with
under the Human Rights Code. Those claims of discrimination and harassment
will be dealt with under the Human Rights Policy, Workplace Harassment and
Discrimination.

RIGHT TO REFUSE WORK

Nothing in this policy shall be deemed to limit the rights of any worker in Part V of the
Occupational Health and Safety Act to refuse unsafe work.

RIGHT TO RESPOND TO ANY INCIDENT OF WORKPLACE VIOLENCE

The Workplace Violence Policy is both a complaint and an incident driven policy meaning that
nothing in this policy shall be deemed to limit the right of the Corporation to respond to an
incident of Workplace Violence of which the Corporation is aware whether or not any Employee
has made a complaint.

RIGHT TO DISCIPLINE

Nothing in this policy shall be deemed to limit or in any other way affect the right of the
Corporation to discipline Employees for insubordination or other breaches of Employee Conduct
whether or not the action was accompanied by an act of violence.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES WORKPLACE VIOLENCE POLICY
APPLICATION
Who This policy applies to all
e clected representatives
e cmployeces
e appointees
¢ people under contract
¢ students
e patrons
[ ]

Volunteers {excluding ratepayers)

Where someone who is not a member of the Corporation perpetrates the
harassment or discrimination, every effort will be made by the Corporation to
address the situation with the appropriate organization.

Where: This policy applies to

DEFINITIONS

discrimination or harassment that may occur at any worksite where the
business of the municipality is being conducted or during the course of all
Corporation business, activities and events

harassment between individuals associated with the Corporation but
outside Corporation business, activities and events when such harassment
has an adverse affect on the work environment.

Employee: Includes all union and non-union, regular and temporary full and part-time staff as
well as students, interns, secondments, contractors, volunteers, and seasonal staff.

Official (Elected or Appointed):
A person who holds a public office or membership on a Council Committee with
the City of Vaughan whether obtained by election or by nomination of the City
Council or the Corporation of the City of Vaughan.

Patron: A person who is a customer, client, resident or guest of the City of Vaughan,
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES WORKPLACE VIOLENCE POLICY
Personal Harassment:

Properly discharged management responsibilities are not considered to be acts
of harassment. Any unwanted or unwelcome acts of coercion and harassment
(for example bullying) or misuse of power through repeated and hostile or
unwanted conduct, verbal comments, emails, threats, actions or gestures that
affect a person’s dignity or integrity and that result in a harmful workplace
environment. Single severe acts of harassing behaviour may be sufficient to
be defined as Personal Harassment under this policy. Any harassment under
any prohibited grounds under the Human Rights Code will be dealt with under
the Human Rights Policy.

Discriminatory Harassment:
Personal Harassment which is based on a prohibited ground of discrimination
under the Ontario human Rights Code and is dealt with under the Corporate
Human Rights Policy which can be located on the VIBE or attained from the
Human Resources Department. The prohibited grounds of discrimination include:
race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, record
of offences, marital status, family status or disability.

Workplace Violence:
Any incident in which an Employee, Patron or Official (Elected or Appointed) is
threatened, coerced, abused, bullied or sustains an injury in, at, or related to the
workplace and includes threats, coercion or abuse that is transmitted in writing or
electronically. Workplace Violence can include acts of violence that occur when
an Employee or Official (Elected or Appointed) is off duty if the interaction was
related to the workplace or has the potential to compromise the safety of the
workplace. Workplace Violence includes Personal Harassment as defined in this
policy.

Workplace Violence Policy Co-ordinator:
The Director of Human Resources or his or her designate.
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES WORKPLACE VIOLENCE POLICY
GUIDING PRINCIPLES:

There are several guiding principles which govemn the organization in dealing with workplace
violence. These include:
s Duty to report Workplace Violence
o Safety of all Employees, Patrons, and Officials (Elected or Appointed) in alt
City workplaces and City owned or operated facilities
» Mutual respect between all Employees, between Employees and Patrons of
the City, and between Employees, Patrons and Officials (elected or
Appointed)
e Co-ordinated application of all components of the Code of Conduct
¢ Compliance with the Ontario Health and Safety Act, the Ontario Human
Rights Code and the common law
e Respect for the collective agreements between the City unions and the
Corporation
Ease of use by both Employees and Management
Availability of informal resolutions
Enforceability and clarity
Protection against retaliation
Privacy and confidentiality

The City of Vaughan provides a workplace for Employees that is free from violence by:
e Having a written policy regarding Workplace Violence in which all
Employees have a duty to report Workplace Violence and a right to be safe
from Workplace Violence
¢ Providing training and information regarding the Respectful Workplace
Program and the Workplace Violence Policy to all Employees
Establishing measures to prevent violence in the workplace
Performing a Threat Risk Analysis for all worksites as required
Undertaking thorough investigations of alleged incidents
Holding perpetrators of inappropriate behaviour accountable
Providing assistance and support to any Employees who are involved in
incidents of violence including alleged perpetrators and victims

e o o » »
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CITY OF VAUGHAN

POLICY MANUAL
SECTION: LEGAL AND ADMINISTRATIVE POLICY NO:
SERVICES
DEPARTMENT: SUBJECT:
HUMAN RESOURCES WORKPLACE VIOLENCE POLICY
RESPONSIBILITIES

The Director of Human Resources is designated as the Coordinator of the Workplace Violence
Policy and is responsible for the management and direction of the Workplace Violence Policy and
Procedures. Where the Coordinator of the Workplace Violence Policy is a party to an incident of
Workplace Violence the City Manager shall appoint a suitable alternate for that incident.

All Employees and Officials (Elected or Appointed) are responsible to abide by and uphold the
Workplace Violence Policy and Procedures.

SEMI ANNUAL REPORT
A semi-annual report will provided to the City Manager of the number of
complaints received and processed, the nature of the complaints, the resolution of
the complaints, and all recommendations made. The identity of the persons

involved will not be disclosed in the report. This report shall be made available to
Council.
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