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20.1 Policy Statement 

CF is committed to providing a safe and healthy workplace and will take all reasonable 
precautions to protect employees, subcontractors, visitors and the public from workplace 
violence and harassment. 

 
CF management is committed to providing a proactive approach to establish a safe 
and healthy work environment. This policy applies to all CF employees, 
subcontractors, visitors, or other personnel while in a CF workplace. All parties are 
expected to uphold this policy and participate in any efforts required to prevent 
workplace violence and harassment. 

 

All employees, visitors and subcontractors are expected to conduct themselves so as to 
maintain a work environment that is safe, non- threatening and free of violence and 
harassment. To support this objective, it is required that employees take preventative 
action to ensure that risks to individual’s health and safety due to violations of this 
policy are eliminated or reported. 

 

Every employee is entitled to a workplace free from violence and harassment. CF will 
initiate an immediate investigation of any individual under the employment of CF who 
subjects a co-worker, subcontractor, visitor or member of the public to an act of 
violence or harassment and enforce any disciplinary actions as required. 

 
This policy prohibits all forms of inappropriate behaviours, bullying, harassment and 
violence (hereinafter referred to as a violation of “respect”) by management, 
supervisors, workers, subcontractors, suppliers and clients. 

20.2 Purpose 

The purpose of this policy is to establish the requirements to assess respect in the 
workplace, ensure adequate measures are established to report, investigate and deal 
with complaints regarding respect in the workplace and that employees are trained as 
to the procedures contained within this policy. 

20.3 Standard 

All CF workplaces will ensure that hazards are assessed, adequate controls are 
established and all employees actively participate in the requirements under the respect 
in the workplace program. The policy statement will be posted in a conspicuous 
location and available to all workers. This policy will be reviewed annually by Sr. 
Management to ensure its effectiveness. Minutes of the review will be recorded. 
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20.4 Definitions 

Workplace Violence 

Workplace violence is defined as the exercise of physical or psychological force by a 
person against a worker, in a workplace, that causes or could cause physical or 
psychological injury to a worker. This includes an: 

• Attempt to exercise physical or psychological force against a worker in a 
workplace, that could cause physical or psychological injury to the worker; and a 

• Statement or behaviour that a worker could reasonably interpret as a threat to 
exercise physical or psychological injury to the worker. 

Examples and signs of workplace violence includes: 

• Verbally threatening a worker 

• Leaving threatening notes at or sending threatening emails to a workplace 

• Shaking a fist in a worker’s face 

• Wielding a weapon at work 

• Hitting or trying to hit a worker 

• Throwing an object at a worker 
• Sexual violence against a worker 

• Kicking an object, the worker is standing on such as a ladder 

• Trying to rundown a worker using a vehicle or equipment 

Workplace Harassment 

Engaging in a course of vexatious comments and/or or conduct against a worker, in a 
workplace – behaviour that is known or ought to reasonably be known to be 
unwelcome. 

 
Workplace harassment can involve unwelcome words or actions that are known or 
should be known to be offensive, embarrassing, humiliating or demeaning to a worker. 
It can also be behaviour that intimidates, isolates, or even discriminates against the 
targeted individual. 

Workplace harassment often involves repeated words or actions, or a pattern of 
behaviours, against a worker in the workplace that are unwelcome. 

This may include: 

• Making remarks, jokes or innuendos that demean, ridicule, intimidate or offend 

• Displaying or circulating offensive pictures or materials in print or electronic form 

• Bullying 

• Repeated offensive or intimidating phone calls or e-mails 

• Inappropriate sexual touching, advances, suggestions or requests. 

• Display of pornographic, racist or offensive signs or images 

• Practical jokes that result in awkwardness or embarrassment 

• Unwelcome invitations or request, whether indirect or explicit 
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Harassment may be based on, but not limited to: 
• Race or color 

• Religion or creed 

• Age 

• Sex (including pregnancy or childbirth) 

• Marital status 

• Physical/mental handicap or disability 

• Sexual orientation 

• Family status 

• National or ethnic origin (including linguist background) 

• Dependence on alcohol or drugs 

• Ancestry or place of origin 

• Political belief 

• Pardoned conviction/record of criminal conviction 

• Social condition/origin 

• Language 

Bullying 

Bullying is interpersonal hostility that is deliberate, repeated and sufficiently severe as to 
harm the targeted person’s health, safety or economic status. It is driven by the 
perpetrator’s (bully’s) need to control another individual, not by a legitimate business 
need. 

The following types of behavior, where repeated or occurring as part of a pattern of 
behavior, could be considered bullying: 

• Verbal abuse 

• Excluding/isolating employees 

• Psychological harassment 

• Intimidation 

• Gossiping/spreading rumors 

• Delegating impossible assignments 

Note: The normal management practice of constructive criticism whether 
occurring on the job or during performance reviews does not constitute 
harassment unless any of the above conditions should occur. 

20.5 Responsibilities 

Employees 
Every employee is responsible to: 

• Act in a manner that reflects this policy. 
• Treat co-workers, subcontractors, visitors and members of the public with respect 

• Report any violations of respect to their immediate supervisor 

• Advise management of any potential workplace hazards that may pose a risk to 
maintaining a respectful workplace 

• Advise your supervisor of any personal circumstance that may create a hazard 
for you, coworkers or members of the public 
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__ _ • Clarify any questions or concerns regarding this policy with their supervisor 
• Cooperate with all investigations pertaining to this policy 

• Ensure at all times there is no impedance or retaliations towards any individual 
cooperating or exercising their rights under this policy 

• Never make a false or malicious report under this policy 

• Ensure that any information acquired through investigations is kept private and 
confidential 

Workplace Management and Supervisors 
Managers and supervisors are responsible to: 
 

• Assess the risks in the workplace 

• Take appropriate measures to prevent incidents 

• Promote a work environment consistent with this policy 

• Ensure that employees understand and comply with this policy and abide by 
applicable legislation. 

• Report any formal complaints to their respective SR Manager for an investigation 
in a timely manner 

• Ensure any employee reporting a violation of respect is kept safe and treated with 
dignity respect through the investigation process 

 
H&S Department 

The H&S Department is responsible to: 

• Ensure this policy is communicated through orientation and other training 
requirements 

• Ensure all parties are fulfilling their duties with respect to this policy 

• Assist in the notification or investigation of complaints as required 

• Manage any compensation claim arising out of a workplace incident 

 
20.6 Training 

CF will ensure all parties are aware and have access to this policy and their 
responsibilities regarding respect in the workplace policies and programs. 
Orientation and review of this policy will form part of the employee file. 

 
Employees at risk of a violation of respect in the workplace will be trained on how to 
recognize hazards, existing policies and practices in place to mitigate these hazards, 
reporting procedures and the means for summoning help when required. 

20.7 Emergency Response Plans 

Emergency response plans must be in place to ensure that those at risk for the potential 
for violence and harassment are able to summons help as required. The emergency 
response plan should reflect hazards and controls identified in the workplace specific 
hazard assessments. 
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__ __ 20.8 Hazard Assessments 

 
The Company recognizes that violence and harassment are potential hazards 
that must be assessed with adequate controls established where required. 
 

Workplaces are required to conduct a hazard assessment for their specific 
workplace. Prior to conducting a hazard assessment historical and geographical 
information must be considered. This may include: 
 

• Utilizing employee surveys to gather information on past violations of 
respect whether experienced or witnessed 

• Geographic respect in the workplace considerations (history of violence or 
harassment in the area surrounding the workplace) 

• Reviewing accident reports and previous experiences in that particular workplace 
• Similar workplaces that may have encountered these situations in the past 

• Contacting union halls for background / historical information 

Note: Where a Joint  Health  and  Safety  Committee  is  established  the  committee, 
or selected representatives must be involved in the hazard assessment process. Speak 
with the local Safety Representative for further clarification on legislative requirements. 

 
A hazard assessment must be conduct to evaluate the following: 

• General physical environment, and 

• The workplace activity 

 
Physical Environment Hazard Assessment – See H&S_FORM_031 

This assessment will evaluate the physical conditions of the workplace. Physical 
conditions include the parking area, building interior and the physical workspace. 

Workplace Activity Assessment – See H&S_FORM_032 

This assessment will evaluate the actual work activity and risk factors that may 
expose an employee to a hazardous situation that could lead to a violation of 
respect in the workplace. 
 
Specific controls may need to be implemented for each workplace to ensure 
adequate measures are taken to protect employees from possible hazards. 
 

Examples of hazardous activities include, but are not limited to: 

• Working alone 

• Working with / direct handling of cash 

• Working in high crime areas 

• Working during the evening / night / early morning 
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• Having direct contact with the public 

• Guarding valuable property or possessions 

• Working in a health care or government service setting 

Updating Hazard Assessments 

Hazard assessments must be reviewed and updated if any of the following should occur: 
 

• There is a significant change in workplace location 

• There is a change in the type of work activity at that workplace 

• Interactions between employees and clients change 

• The physical layout of the workplace has significantly changed due to 
reorganization, construction or renovation 

• As per local jurisdictional requirements (every 3-5 years depending on the region) 

Note: In regions where a Joint Health and Safety Committee is established the 
committee, or selected representatives must be involved in the evaluation or 
update of the hazard assessment process. Speak with the local Safety 
Representative for further clarification on legislative requirements. 

 
20.9 Risk Assessment Matrix 

Ranking or prioritizing the risk factors is one way to help determine which safety 
hazards need to be addressed first. 

 

Priority is usually identified by taking into account how much or how often a worker 
is exposed to the situation or conditions and the potential for harm. Assigning a 
priority to the risks creates an action list. 

 

There is no simple or single way to determine the level of risk. Ranking hazards 
requires knowledge of workplace activities, the urgency of particular situations, 
and, most importantly, objective judgment. The following matrix can help guide 
you in choosing the appropriate level of risk for each specific task. 

 

 
Category of Risk Activity Description 

 

 
High 

One or more potential risks regularly place the employee at risk 
and/or the risk is severe. 

 

• Regularly = Part of the normal work routine / assignment 

• Severe = Potential for fatal or critical injury 
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This method is not the only way to categorize risk. If a workplace or activity has 
multiple risk factors, the overall risk of violence or harassment may be higher than 
for jobs with only one or two risk factors. In addition, you may want to take into 
consideration whether hours of operation or the makeup of the workforce 
influences the level of risk. 

 

20.10 Special Considerations 

Violations of respect in the workplace do not only originate from co-workers, the public, 
visitors or subcontractors. Individuals associated with an employee such as a family 
member or friend may be the origin of a violation of respect in the workplace. 

CF will take all reasonable precautions to protect employees from domestic violence. 
Employees are responsible to advise their supervisor if there is a possibility of domestic 
violence occurring at the workplace. Supervisors are responsible to ensure that all 
employees are protected from a domestic violence hazard, and not just their reporting 
employee(s). 

 

Note: In the event of a report of a domestic violence hazard SR management must be 
engaged and the possible hazard must be evaluated. Rules of confidentiality will 
continue to apply as required by this policy. 

 
20.11 Reporting 

Employees and others working at or with CF may choose to resolve a violation of 
respect informally or formally. 

 

Note: In the event a violation of respect in the workplace results in injury or adverse 
symptom to an employee they must be advised to consult a physician for treatment or 
referral. 

 
 

Moderate 

One or more potential risks occasionally place the employee at risk 
and/or the risk is moderate. 

 

• Occasionally = Recognized part of work activities occurring on 
an infrequent basis 

• Moderate = Potential for loss time / medical aid required 

 

 
Low 

One or more potential risks occasionally place the employee at risk 
and/or the risk is low. 

 

• Rarely = Not a normal part of the work routine 

• Minimal = Potential for first aid required 
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Informal Resolution 

Direct Approach 

While harassment has no place in worker relations, it may well be unintentional. Silence 
can be, and often is, interpreted as acceptance. Therefore, sometimes the best way of 
dealing with harassment may be to inform the harasser that the particular behavior is 
unwelcome and ask him/her to stop. Often a person may not be aware that his/her 
behavior is bothersome, and will change the behavior once they realize this. 

 
Informal Intervention 

 

It may be that communicating directly with the person is not enough, or that an 
employee feels unable to deal directly with the person. In that case, workers can speak 
to their supervisor, another supervisor or SR Management. The employee may ask the 
supervisor to help them write a letter, or to speak to the harasser on their behalf. Or, 
the employee may just want the manager to be present to offer support when they 
approach the person who has offended them. 

If these attempts at informal resolution are not successful, employees may file a formal 
complaint. Depending on the nature/severity of the situation a worker may want to a 
file a formal complaint immediately. 

 
Formal Resolution 

If the procedures described above are not appropriate or the behavior continues, 
employees should take their concerns to the supervisor to file a formal complaint. If 
they cannot discuss the issue with their supervisor, or are dissatisfied with the results, 
they should consult with their next highest level of management or SR Management. 

1. Once a complaint is received, it will be kept strictly confidential. CF will not disclose 
the name of any complainant or alleged harasser or the circumstances related to 
the complaint to any person except where disclosure is necessary to investigate 
the complaint or take corrective action with respect to the complaint or where 
required by law. 

2. The investigator will collect information from the parties involved. Claimants should 
be prepared to be specific, and it is recommended that a record of specific incidents 
including dates, times, places, names (including witnesses) and other details are 
kept and presented along with the claim. The investigator will, with suitable 
sensitivity and the protection of the parties in mind, conduct interviews with all 
involved parties, and document all discussions. All parties will be instructed to keep 
confidential any information discussed. All information will be kept in confidence 
throughout the process to the extent practical and appropriate under the 
circumstances. 

3. The investigator will compile a report and recommend a solution. It will be reviewed 
by the SR Manager, who will then decide on the appropriate next steps. 
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4. Once a decision has been reached it will be submitted to the responsible manager 
and delivered to the parties involved in as short a time as reasonably possible. 

5. If no conclusive evidence is found to substantiate the claim, the claimant, the 
accused and any witnesses involved will be informed. Those involved will also be 
informed that the documentation on the incident will be retained by the SR Manager 
in a separate confidential file (not on the employee’s personnel file). 

6. Regardless of the outcome of a complaint made in good faith, the employee lodging 
the complaint, as well as anyone providing information will be protected from any 
form of retaliation by either co-workers or superiors. 

 
Should a deliberately false claim be made against an individual, the person making the 
false claim will be subject to disciplinary action. Complaints that are made in bad faith are 
considered malicious or frivolous and will be handled accordingly. 

All employees have the right to: 

• File a complaint with the Human Right Commission within their respective 
jurisdiction. 

• Refuse unsafe work where there is danger of workplace violence. 
 

Refer to the Respect in the Workplace Incident Report Form, H&S_FORM_033, for 
official reporting purposes. 

20.12 AODA Policy Statement 
 

In accordance with the Accessibility for Ontarians with Disabilities Act (AODA), CF is 
committed to working to improve access and opportunities for customers with 
disabilities. 

 

In fulfilling this commitment, we will strive to identify, remove and prevent barriers that 
might interfere with our ability to serve all customers, including those with disabilities. 

 

We endeavor to serve our customers in a manner that reflects the principles of dignity, 
independence, integration and equal opportunity. Our commitment is to provide all 
customers including those living with disabilities the same opportunity to benefit from 
our goods and 
services. 

 
All Management (including Senior Managers and Supervisors) functions will comply with 
CF’s Accessibility of Ontarians with Disability Program requirements. 

 

This policy responds to the needs of all who require our services and also applies to all 
Employees of CF. 


