Purpose 
(Organization’s Name) is committed to providing a safe work environment in which all workers are treated with respect and dignity. Organization’s Name believe that all workers have the right to work in an environment that is free from violence and harassment. 

Definitions 
· 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 
· Harassment: any single incident or repeated incidents of objectionable or unwelcome conduct, comment, bullying or action by a person that the person knows or ought reasonably to know will or would cause offence or humiliation to a worker, or adversely affects the worker’s health and safety, and includes conduct, comment, bullying or action because of race, religious beliefs, colour, physical disability, mental disability, age, ancestry, place of origin, marital status, source of income, family status, gender, gender identity, gender expression and sexual orientation, and a sexual solicitation or advance. Reasonable action taken by the employer or supervisor relating to the management and direction of workers or a work site is not workplace harassment. 
· Reporting Designate –the individual that reports should be submitted to and is responsible to carry out the investigation of the reported incident. (Employer should decide based on their organization/reporting structure who this will be and list that here; it is often best to list a role rather than a specific individual; names change – roles typically do not. For example: Executive Director, HR …)  


Responsibilities
Employer
· Ensure this policy are implemented and maintained.
· Ensure relevant information and instruction is given to supervisors and workers on the contents of the policy and procedures.
· Will investigate and take appropriate corrective actions to address all incidents and complaints of workplace violence and/or harassment in a fair, respectful and timely manner. 
· Consult with the Organization’s name Health and Safety Committee/ Health and Safety Representative (choose the appropriate based on your organization) in the creation, review and implementation of the policy and prevention plans.
· That none of the employers’ workers are subjected to or participate in harassment or violence at the work site.

Supervisors
· Adhere to this policy. 
· Responsible for ensuring that measures and procedures are followed by workers. 
· Ensure that workers have the information they need to protect themselves. 
· Ensure that none of workers under the supervisor’s supervision are subjected to or participate in harassment or violence at the work site.

Workers 
· Compliance with this policy and the supporting procedures.
· Report incidents or concerns of harassment in the workplace.
· Refrain from or participating in harassment or violence at the work site.

Plan
Violence and harassment will not be tolerated from any person at or outside of the work site including list who this policy applies to, especially if it applies to people other than workers such as customers, clients, other employers, supervisors, workers and members of the public, etc. (Organization’s Name) is committed to eliminating or, if that is not reasonably practicable, controlling the hazard of violence and harassment. Everyone is obligated to uphold this policy and to work together to prevent workplace violence and harassment. 

Every employee must work in compliance with this policy and the supporting prevention procedures. All workers are required to raise any concerns about violence and harassment and to report any incidents, regardless of severity to the appropriate Reporting Designate (list that individual here). 

Due to the sensitive nature of reports Organization’s name pledges to respect the privacy of all concerned. The circumstances related to an incident of violence or harassment or the names of the parties involved (including the complainant, the person alleged to have committed the act, and any witnesses) will not be disclosed except where:
a) necessary to investigate the incident, to take corrective action, to inform the parties involved in the incident of the results of the investigation and corrective action taken; 
b) necessary to inform employees of a specific or general threat of violence or potential violence;
c) or as required by law enforcement. 

If Organization’s name is aware that an employee is or likely to be exposed to domestic violence at the work site the Organization’s name will take all reasonable precautions to protect the employee and any other employees at the work site likely to be affected. Again, due to the sensitive nature of these reports Organization’s name pledges to respect the privacy of all concerned and only disclose information necessary to inform employees of a specific or general threat of violence or potential violence.

No employee can be faced with disciplinary action when acting in good faith while following this policy and the supporting procedures for addressing situations involving violence and harassment. This violence policy does not discourage an employee from exercising the employee’s right under any other laws.  

Note: While legislation has changed to a sign plan. Legislation does indicate that there are procedures, plural thus separate procedures within the plan for violence and harassment.
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Procedure – Violence 
Hazard Identification
1. The Health and Safety Committee/Health and Safety Representative (choose what position that your employer has) will assist the employer and workers (as far as is reasonable practicable) to evaluate all job positions for both existing and potential hazards relating to violence. 
2. Once existing and potential violence hazards (including people of the public, residents and family members) are identified all measures to eliminate and or control identified hazards will be established.
3. Once controls are established all employees will be informed of the hazards and the procedures to follow in incidents. 

Reporting Incidents
1. To report an incident of violence either witnessed or experienced, employees (outline the reporting procedures. These reporting procedures may include different reporting procedures for different types of violence; such as resident to worker, resident to resident, family to worker etc. Also, include what forms, where the forms can be found and what details to include, such as details, dates, frequency, location(s) names of those involved or witness(s) and any supporting documentation)
2. Once the report is complete submit the report to (outline whom the report should be given to (reporting designate); keep in mind there needs to be alternate reporting procedures when the reporting designate in under the direct control of the alleged harasser or when the reporting designate may be the alleged harasser, or away)
3. Depending on the reported incident the reporting designate may advise the employee to report to law enforcement.  
 
Investigating and Documenting Incidents
1. Upon the receipt of an incident report (state who the Reporting Designate is) will begin the investigation (organization might have different reporting procedures for each of the different types of violence therefore outline them here) within (dedicate a time frame to start the investigation process)
2. Confidentiality is of the upmost importance and will be maintained through the investigation process. 
3. Organization’s name will not disclose the exact circumstances related to the incident or the names of the parties involved unless it is necessary to investigate the incident, take corrective action, as required by law or to inform employees of the risk.
4. In cases where employees need to be informed of a potential risk the employer will only disclose the minimum amount of personal information necessary to inform employees of the specific or general threat of violence or potential of violence.  

Procedure – Harassment 
Hazard Identification
4. The Health and Safety Committee/Health and Safety Representative (choose what position that your employer has) will assist the employer and workers (as far as is reasonable practicable) to evaluate all job positions for both existing and potential hazards relating to harassment. 
5. Once existing and potential harassment hazards (including people of the public, residents and family members) are identified all measures to eliminate and or control identified hazards will be established.
6. Once controls are established all employees will be informed of the hazards and the procedures to follow in incidents. 

Reporting Incidents
4. To report an incident of harassment either witnessed or experienced, employees (outline the reporting procedures including what forms, where the forms can be found and what details to include, such as details, dates, frequency, location(s) names of those involved or witness(s) and any supporting documentation)
5. Once the report is complete submit the report to (outline whom the report should be given to (reporting designate); keep in mind there needs to be alternate reporting procedures when the reporting designate in under the direct control of the alleged harasser or when the reporting designate may be the alleged harasser, or away)
6. Depending on the reported incident the reporting designate may advise the employee to report to law enforcement.  
 
Investigating and Documenting Incidents
5. Upon the receipt of an incident report (state who the Reporting Designate is) will begin the investigation within (dedicate a time frame to start the investigation process)
6. Confidentiality is of the upmost importance and will be maintained through the investigation process. 
7. Organization’s name will not disclose the exact circumstances related to the incident or the names of the parties involved unless it is necessary to investigate the incident, take corrective action, as required by law or to inform employees of the risk.
8. In cases where employees need to be informed of a potential risk the employer will only disclose the minimum amount of personal information necessary to inform employees of the specific or general threat of violence or potential of violence.  

Worker Support Following an Incident
1. All employees following the reporting of an incident will be instructed that they can consult a health professional of the employee’s choice for treatment or referral. (can include any information the organization has in terms of an employee assistance program that can be utilized for support)
2. Workers receiving treatment after reporting an injury or adverse symptom/s from the reported incident will not suffer a loss of wages or benefits when seeking medical treatment during work hours. 

Training 
1. Prior to working all employees during orientation will be instructed in how to recognize violence and harassment, how to respond to incidents of violence and harassment including how to obtain assistance, the procedure for reporting, investigating and documenting complains and incidents of violence and harassment.  
2. Employees designated to be the reporting parties will receive training in how to investigate such incidents. (outline any additional training those investigating incidents of violence or harassment will require)
3. Staff on an annual basis will participant in a refresher to review the policy and prevention details.
4. If reviews of prevention plans indicated needed changes (outline how it is that changes to this policy will be communicated to all employees for example, in-services) to be educated of changes.  

Program Administration and Continuous Improvement
1. Violence and Harassment prevention plan is available to all employees (outline where it is that employees can find the policy. Remember that available means that all employees know how to access the prevention plan. For example, if the policy is on the company server, staff must have access know how to find it) 
2. All records of reported incidents and subsequent investigations will be kept in the (outline where the records will be kept within your organization).
3. Reviews of prevention plans will accompany the following:
a) When an incident of violence or harassment indicates a review is required (outline under what circumstance or what type of incident should require a plan review; for example injuries to employees that result in modified work or medical aid or emergency services called, etc. This then makes it clear when what incidents should trigger the organization to look at how well the plan worked);
b) Where there is a change to the work or work site that could affect the potential for violence or harassment to occur;
c) Health and Safety Committee/Health and Safety Representative (choose depending on the organization) recommends a review;
d) Every 3 years.
4. All reviews will be completed with the cooperation of the Health and Safety Committee/Health and Safety Representative (choose depending on the organization) and affected workers, as is reasonably practicable.   
5. Organization’s name is committed to the providing a work environment that is free from any type of violence and harassment , the employer will keep information of incidents to identify any additional root cause information or indicators of emerging trends in order to mitigate potential hazards of violence and harassment in the workplace.

Forms/Appendixes [insert any policies or forms that are applicable to this procedure]
· Sample Incident Reporting Form (see CCSA template)
· Sample Violence Incident Formal Investigation Report (see CCSA template)
· Sample Harassment and Bullying Reporting Form (see CCSA template)
· Sample Harassment and Bullying Incident Formal Investigation Report (see CCSA template)

References
Alberta Occupational Health and Safety Code – Part 27 

_________________________                                                     
Name of the CEO


