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Nat ional  Company Pol icy -  Si  orkplace Violence and Harassment

. . !une 28" 2010

Background

W'eston Foods Canada is comr-nit ted tc providing a urorl<place lvhich is f iee from ai l  iorms of harassmeni
and discrirninai ion and ar,y fonm of viclence that creates; a cl imate of hosti l i ty, fear, or int imidation.

As part of the Company's regulai '  review of Corporate poi icles, and in response to the ini i 'oduction of Bi l l
168 ef,,eci ive June 15,2010 in Ontario, the Company hars arnended our Workplace Harassrnent pol icy
and has ini:"oduced our new Workplace Violence policy efiectiv: June 15,2010 The neru Workplace
Violence and Hara:;snrenf Folicy tryill be foilowed by all emplc,yees of S/eston Focds (Canada) lnc.

Bi l l  168 estabi ishes t:edai,t  arnendrnents to Oniario's Occupational Heallh (CHISA)
specif ical ly in the areas of vr lorkplace harassrnent and rrr iorkplace violence. As a rasult,  the Company f ' ras
addecj langi;age anc process to oui poi icies which vrvi l l  strengthen protection for ernplcyees fronr
workplace violence ernd workplace harassn':ent. In addit ion, we have expanded our Cefini i ions r: f
wcrkplace violence and harassrnent and harre reiteraterJ ourdui ies, as an employer. to assess and
prevent the r isk of vir: lence in our l i iorkplaces.

Detai ls

While Bi l l  168 does e pply speci f lcal iy to Ontar io,  our goal  is to
ear:h and every one rlf our v.iorkplaces and empioyees across
Harassment awarenoss training yri l l  be provided to all Cntario
People Managers"

haire consistent poi icies which apply to
Canada.  Workplace Vio lence anrJ
e,nployees yri ih addit ional training for

Du,: to the inti 'oiucticrn of Bil l  168 the prirnary focus wil l  be in Cntario. Violence risk assessrneirts viri l i  be
conducted ai all work locations outside of Ontario at a later date. lt is at this t ime that employees outside
of Ontario rryi l l  be prorrided with a\n/areness training and be required to sign their ackno,,vledgeinent of
receipt and understanding of the policy,

For all nelv empl,cyees, t i :r is poiicy wii l  be built into existing orieniation prcgrarns

Your Role
' Take tirne tc reerd the l//orkplace Vtolence and Harassment Policy and confliin your receipi of

the pol i :y and urderstanding of the terms out l ined kry s igning the acknowiedgernentfornr,  and
' Abide by ih': Errtplo,vee Responsibil i t les and Obligaii ions as outl ined in the poiiciT.



l ssued: lssueDated:

1 .0 Pu rpos e
Weston Fcccjs iCanada) (" i lompany") is committed to maintaining a safe and healthy
workplace free ; i 'cm actual ,  at tempted or t l r r .eatened violence or harassment.  The
Company wi l l  not tc lenerte any acts of  v iolerrce or harassment and wi l l  take al l  reasonarble
an'{  n '^St ical  measures to prer ient v iolence and harassment and protect v, lorke,r 's f romq r  r u  y r  e \

acts of  v iolence or harassrnent"

The purpo$e of th is pol icy is to provide detal ls cf  and ensLrre compl iance with the
Co, 'npany's,  posi t ion cn violence and harassment in the uioi"kplace. This Pol icy is al igned
wlth Westcn's overall apprcach to ideniif icertion of hazards in the r,rrcrkpiace and
acpl icat icn of  appropr iate conirols to reduce r isk.

2.0 Interpretat ion
Responsibi l i iy fci ' the rnterpreiat ion oi this Pol icy rests with the executive management
teanr, and eihics & conCr.ict committee, as requl irecl.

3.0 Scope
This pcl icy appl ies tc al l  wcrkers as definecl below anC covers not only ;ncidenls ihat
occur on Cr;rnpany prennises, but extends t,c the Company v', iorkpiace as cefined belor,rr

4.0 Definit ions

4.1. Worl<er:  For tne purpose of th is pol io, / ,  a wcrker includes but is not l inr i ted to
Company employ'ees, agency empioy'ees, ccntractors,  consultants,  cr . ls iomers,
indetr lendent Cisir ibutcns, independerr i l  contractors,  vendors,  as y;el i  as any person
annanal in busin,ess r l i l th the Cornparn! inclurding vis i tors to the Cornpanyv U l , s Y  v !

ulork, l lace.

4 .2 .  Gornpany Workp lace:  For  the purpose o f  th is  po l icy ,  a  Ccmpan) ,workp lace
inc luc les  a l l  p laces r ruhere Ccmpany Lrus iness occurs  and inc ludes a l l :

I

I

I

Company hui ldings (uiheiher cwned or leased) and surrounding perimeter
incl ud ing parking lots, sidewall<s, d r lveways ("Cornpany G,"o u nds") ;
Conrpany vehicles;
Cfr-site loc;at ions where Company business occl irs;
Cornpany sponsored functions and recreational or sociai events, rr ihether
tak ing p lacr :  on Company Grounds or  e lsewhere;  and
Tra'rel fcr Ccr"npany business.



4.3.  Sta lk ing:  F iarass ing cr  pes ier ing an inCiv id i ;a I  in  pe i 'scn,  in  wr i . ing ,  by  l ie lephone
cr i :y electronic for i : ,at .  Stalk ing also inrroives fol lcwing an indlv idual ,  spying on
thenr,  alarmi i^,g them, or causing ihern dist-ess and may invcfve pnysical  v iolence
or the fear of  pl ' rvsical  v iolence.

4.4. Tht 'eat: The exp.ression of intent to cause chysical cr mental harm. An
€X[is'sssion constituies a threat withrout regard to vrhether the party comn"]unicating
ihe threat has the pi 'esent abi l i ty tc carry out ihe threat and wiihoui regard to
whr:ther rhe exp'ression is contingent, concit iorral,  cr future.

4.5" lnt i imidat lon: lncluces bui  not l imlted to unwarranted behavioui" in iendeC io
fr lg i i ten, coerce, or induce duress.

4.6.  Fncpert5r Damage: lntent ional  damarge to properiy i i rc luding prcper iy cwned by
the Company, ennployees, ccntractors or v is i tors.

4.7. Wei:pons: A,ny,cbjects that may be used to int imidate, aitack or injure another
per{;cn or to dan^iage property. Cbjects understocd to have a priri ' lary function as
a wriapon are nc;t permittes' at any Comparry v,rorkplace.

4.8. Rep,r [sal :  An act cf  retal ia i icn in any fornn, ei ther direct  or"  lndireci .

5.0 R.eprisal
Wcrkplace vioience and hai 'assment is a s€r ious nrat ier.  This pol icy prchibi ts repr isals
against emplo1,ees who', acting in good faii l^r, have r,rade complaints or provided
infermat ion regarding a complaint  cr  incidenl t ,  or invest igated complainis of  workplace
vioience or harassment.  Ernployees who ongdg€ in repnisals or threa:s of  repr isals may
be discipl ined up to and including terminat ion of  ernplcyrnent.

Repr !sa l  inc luCes.
.  Anv act c i  netai iat ion ihat occurs because a person has complained of cr  provided

infoi 'nrat ion about an lncic ient of  worl ip lace violence cr harassnient;
n Inteni ionai ly pressur lng a pei"son tc ig lnore or not repor i  a ir  incicent of  wcrkplace

violence or harassment;  and
'  lnter i icnal ly pressul ' ing a person to i ie cr proviCe Iess than ful i  ccoperat ion wi ih

an invest igat ion of  a complaint  or incir jent cf  rruorkplace vic lence or harassment.

An ernployee urho rnakes a kncv!' inEiy false or maiicious ccrnplai;r i cr ci i ieruri ise abuises
this pol icy nray be discipl lned up to and including ie rnr inai ion cf  eniplcyr i reni .  S'uch
discipi ine is not a repr isa! or breach of th is pro! icy.

! \ {GRKPLA"CE VEOLENCE

Sur,:ma ry
The Ccmpo ̂ ri '  vaiues ihel health & safety cf its en ip,cyees and erpecis r; iai i ts
workplace(s) wi t l  i re f ree cf  r , t 'orkplace violence. The Co; i rpany"uui i l  nct  tc le; 'a ie incidenis
of workplacei  v ic lence perpeirated agalnst cr  by any enipic5ree (vr lheiher.nanag=nrenl ,
'h l ; l i i r  o rsa lar ;e l ) ,  custcn:e i ' ,  ver icc , r ,  cont i "ae l i l r ,  v !s ; i :c i '3 :  an i r  c . rer  [ - '€ lsc f t  e . i  &
Cen^ pa;^"y wt:rkplace cr in ' , rc lved in Companlr  busine,ss.



F; r ' t he  p r i rpcse  o ;  i : i s .oo i i ey , l vo rkp iace 'u i - : l encc  i nc ludes  ou t  l s  no i  r ' . r n , i =c i  t c  t he
fcllovr, ' inJ.

'  Th,3 use of phyrsical  fo ice against cr  by a v ' rorker that causes ci  could cause
ph ' rs :ca in juq l .  Th is  inc ludJs,  but  is ;  no i  l in i ted to ,  phys ica l  a : ts  such as
punching, hi i i inE, k icking, pl . rsh!ng, sexual assai ; l t  or  throv' . r ing cb. jects;

.  Thr- .  at iempted ruse of physical  fcrcr:  against or by a wcrker tnai  cculd have
causeC chys ica l  in jury ;

"  An act iorr  or statemant (cr ser les o1'act icns or statements) reasonably bel ieved to
be a ih ieat of  physical  harrn or as el  threat to safeiy c i"secui" i ty in the workplace;

'  Po:;session of  a v,reapon of any kinrC to ai  t "re Company workplace or possessing
a weapan of  an ' /  k ind whi le  car ry ing out  Company bus iness,  or  threaten ing io
bi ' i rg a \ ,vea,oon to a Company workplace; and

'  De:; t ruct ive or sabotaging act ions against Companv or worker property.

Every pers;on ai  a Ccrrpany rruorkclace is responsible for act ing in connpl iance with this
pc l icy.

W:th respeci  to acis cf  workplace violence, as def:ned in this pol icy,  the Cornpany may,
v ' ihere appropr iate.

' Renrorre the alleged perpetrator frorn a Carrpany vvorkplace brv securiiy or the
po l i<:e;

"  D iscr ip l ine any ernp lcyee,  up to  and inc lud ing d ismlssa l ,  and/cr  repor t  ihe  conduct
to  the po i ice ;  and

. Report  the conduct of  any othe'r-  person to their  ernployer and,/cr tc the pcl lce.

Al l  physicai  assaults inu'olv lng an emplo!€f i  or occunring at  a Cornpany r , , rcrkplace l r i i l l  ce
reported to Pcl ic:e,  ,Al l  c iher" incidents orthr i :ats cf  wor"kplace vielence i ,v i l i  be repcrted io
poi ice as a1:propr iate"

7.0 Dornest ic t / io lence
Any" emplcy'ee experiencing violence outside of  the workplace ( i .e.  domest ic v ioience)
thai  may cr i la ie a r i -qk of  danger to themselrres or cthers in the ralorkplace ls enccuraged
to repoft  such violence sa thai  the Compan'y can take reasonable pre,, ,ent ive sieps.

8 .0  Ind iv idua ls  Wrth  a  His tory  o f  V io lence
The Co;mpany has an obi igat ion to warn employees; of  the ident i ty anc personal detai is
of  an indiv icual  rrr i th a history oiv iolent behaviourw'here there is a r isk of  rr ;orkplace
violence being perpetrated by that person. Such iniormat ion wi l !  only be prorr ided
ulh e re:

'  The vvorken cculd reasonably be expected to encor inter that person in the course
of his or her v, iork;  and

. The r isk of  workplace violence is l ikely '  to exp,ose the vrrorker t 'c  in jury^

Coni ident ial i ty v, ; i l i  be nnainta ined wherever pi ,cssible.  lnformat ion whicn relates t ,c
potent ial ly v iolent indirv iduals wi l l  be shared u,r i th em,r ioyees only on a need to know
basis.  Employees are therefcre expected to maintain ccnf ident ial i ty v ' rhere they are in
recerpt of  th is type of sensi t ive personal inforrnat ion
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9.CI  Respons ib i l i t ;esendObI iga t ions
Ail  enrpio'fees are :-espcnsibfe foi 'prevenling anci
or perceir,'e to ,hreaten a safe work envlronnrent"
below.

repoi- i lng acts cf  v ic lence that ihreate n
Speci f ic respcnsibi i i t ies are out l ined

9.1 .  Th,3  Cornpany
n Take reasonable preventat i l 'e measures to protect employees and others

ln Cornpany workplaces i ronn workplace vic lence;
. Ensure tl iat a vuorkplace violelnce assessn'rent is ccnducied;

" Deveicp procedures io address the workplace viclerice risks icjen'. i f ied in
the assessment:

n Ensune that al l  emptoyees ar i :  t ra ined in i t i is  poI icy;

"  Pcst "uhis pol icy in a conspicuous place in the v ' rorkplace;
.  E:stabl ish a process for report ing and responding ic incidents of  vvoi 'kplace

v io lence;
.  Ensure t l ' re process for report ing and responding to incldenis of  workplace

violence is ccmmunrcated, miaintained and fol loweC; eni
,n Ensui"e that th is poi icy is revierwed at least annual ly.

9.2. fVlanagers and iSupervisors

" Understar:d,  ablde by and uphold ihe requrrements of  rhis poi lcy;
' '  Communicaie and review this pol icy i rui ih the employees;hey supervise or

r 4 A  n  4 A A  I

I  t  I d t  t a u c r

'  Ensure that appropr iate procedures ane in place to rninimize ihe r isk of
violence to our employees;

.  Train emplcyees in Company procedures that address the workplace
vic, lence r lsk(s) appl icable to the employee;

'  Encourage enrployees to report  complainis or incidenls c;  inrorkplace
v ic lence;

.  Ensure ihrat  every reported incident of  workplace violence is invesi igated,
and potential areas for inrpro!'ement ere identif ied;

" Take all reasonable and practical measures to protect nroi 'kers, acting !n
gocd iaiih, who report workplarrce viclence or act as witnesses, irom reprisal
cr further v iolence,

.  Prornpi ly repoft  al l  conrplaints or inci ients of  workplace violence they
receive or wrtness to ihe Human Resources department.

n Maintain crrnt iCent iat i iy where\rer possible;  and

" Revie\ ,v annuai ly,  in ccnjunct lon with revieir ' r  cf  hazai"d assessments,  the
enect i r ,eness cf  act ions taken to minirnize or e! iminaie v ' rarkplace v ' io lence
ancl  make f iumprovements to prr  cedures, as requireC,

ff a superv';sor or manager fs cJr?si,rre an kcw fo prcp er{y address ffte
srferaffo,n, he/she wFlf contact fhe rmosf senfcr ffaF?aEer {pf aniit'aef iity
m'aneger) 'ar human Resources fcr a'dvice.
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9.3.  J  e  in t  l iea l ih  & Saie ty  Commit tes i
' F?ertiew ihe \A/orkplace Vlolence Hazard Assessrnent r=sults ancJ provicle

reco in ,?enCai icns to  manaEement ' :o  reCuce or  e l imina i :  the r is l<  o i
v io lence;

'  P,,eview al l  reports fcrwardecj  to the JFISC rega; 'd lng'v ' rorkplace v ' io lence
and ctheir  incldeni  reports as appropr iaie,  pe;- taining to i : rc idents of
lvonkplac;e vic lence that resul l i  in pe-sonal in jury or threa; oi  pej"sonal in. iury,
properiy darnage, or pol ice involveneni.  and

'  R,esponcl  to ernpicyee concenns related io workplace vic lence by,
communicat inq these to manacernent:

9.4.  Ernpioyees { including lVlanagers and Supervisors)
n Comply lv i th this pol icy at  al l  t imes tr  protect thernselves and oihers in the

wo rkplace;
" i l laintain a safe vrrork enrrironri ' leni, vyhenever possible ;
'  Treai  everycne in the vrrorkplarce vr i i th digni ty and in a manner that is

respectful  and free of  v iolence, threats and int imidat ion;
r  f {o t  engage in  or  ignore v ic lent ,  th reaten ing,  in t imidat ing o i 'o ther  c i is rupt i r re

be haviou r ;
,  ln:meCiately not i fy their  superviscr or other designated perscn of any

in: ident v;here the employee is subjected to,  v, l i tnesses, or has knovrr ledge
of workpl i rce violence, or has reason to bel leve that workplace vioience
rnay occur;

, '  In the case of an extrerne or r imminent threai  of  physical  harm to
themselves or any person frorn urorkplace violence, the rir lorker should
ccntact p<l l ice by diai l ing 91 1 immed'ately without aCvising rnanagement;

'  Part ic ipate in t raining regarding this pol icy and Company pi"ocedures
dlrected at vrrorkplace violenc,= r isks;  and

'  Ful ly cocperate in any invest i ;g lat icn cf  coi ' i rp iaints cr inci i :n is of  vvorkpiaee
violence cr breaches of th is pcl l icy.

9.5" Con:plainants /  Vlct lms of Violenccl
n In cases of v lolence report  the incident to rnanagernent cr a rnember of  the

H ulman Resources Departmerrt ;
'  Presen/e err idence and docunrent da.es, t i rnes and the names of any

lrl i tnesses, as r, ' iel! as any atternpts to resolve the situation; and
'  To coop€f;3te ful ly ur i th any ancl  al l  workplace violence invest igai i rsrrs.

9.6.  Res; londents /  HrnpJoyees Accused of Violence
'  Cocpeiate ful iy ur i th any and ar l l  workplace violence invest igat ions; and
'  Preserye evidence related to instances of al leged violence, documenting

dates,  t imes and the narnes o{ 'anv wi_nesses.

9 .7 . I nv es; tig ato rs
'  Carry out f ia i r  and i rnpart ia l  inv 'est igat ions into ai legat ions cf  workplace

violence, ensl . t r ing the ccmpiainant,  al leged perpetratcr an, l  any poient ia l
witniesses are interviewed"



' !0.0 Fnocedure

10.1 . Hazar"d Assessment

. hazand erssessmenis regarding wcrkplace violence rnusi be coi-npleted as
part cf the regular hazard assessment program to deterinine whether the
nature cfthe work or the work envircnment places, or rnay place,
employees at r isk of violence;

" The Joint Health & Safety Committee must be consulted in conducting
trazai'd assessments, anC in the der,'elopment of practical steps to minimize
cr elirninate icientified risks;

n Managernent wi l l  take al l  reasonable and pnactical measures to rninlmize or
e[iminate risks identified through the hazard assessment process,
wcrkplace inspeci ions, or the occurrence of an incident;

' ACditional hazand assessments will be conducted at iniei'vals of time
apprapriaie to the specif ic ccndit icns and circurnsiances cf the jcbs
performed.

10 "2. Workplace VioEence Fneventlon Prograrr i

The Cc'rr-ipan'y has taken specific nieasures to impiement this'i&orkpiace Vioience
polir;y. These measures are referreC to as ,Jur Workplace Violence Prev'ention
Program. The proEram includes specif ic measures and procedures to control
r isks; of workplace violence. Such ff i€3suies include the icl lowlng:

.  lmplement ing procecures for s;ummoning i rninediaie assis iance when
wc,rkplace vio[ence occurs or is l ikely to occui';

.  Ensur ing al l  current and new amployees undergo r ,vorkplace violence
awareness training;

.  I rnplemenl i ing procedures for r ,epoding incidenis of  vuonkpiace violence; and
' Irniclen^renting procedures for rrnvesiigating and deallng v'rith allegeC

incidents oi wos-kplace violenc,e.

1 0"3. Worl<place Viole 'nce Awareness Tra!ninE

. AII  newfy hired and current employees wi l l  be required tc undergo
rnrorkplace violence awareness i rain ing;

n The Company may ccnduct reJ'resher sessions as necessary cr vr 'hen ne\&/
related iryork practices or hazands ai"e identif ied;

i0" '4.  Repc,n[ng Wonkplace Vio[ence

'  A. l l  lncidents of  workplace vioience, cr repr isal  musi be imnrediaie. t r ,
repcrteC to r 'nanagement or the Human Rescurces Depai ' iment;

n Any person suLr jected to workF, lace vlolence shculd,  t ryhere appronr iate,  go
to a safe lo,cat icn ai  ihe workplarce ancl  repcrt  the !n: iCeni tc theIr
s'urpervisor, manager cr the hlr. inftan Resoi,irce s Departmeni sc tha: the
rr^cicer, :  car,  5e ;nv'esi i la iei  ancj  a, idr+ssec,



l ,1 i  ccn:p la in :s  and inc ic ien is  are  tobe reco i :ded in  wr i : ing  oy  th ' ;  inc iv idua l
r:ceivir:g: the complaint using i 'ne WorkpJace Violence an d Jlarassment
litcident Reporting Forrn. 

-fhe 
da'.e, t ime location, potential uvitnesses

and nature  o i  the inc ident  s l i ' cu id  be documented.  The ccnnpla inant  and
ihe r=cip ent of  the compiaini  shouicl  s ign arrci  daie ihe for ' , i r ;
l f  the po l ice  have no i  prev ious iy  been sumrnoned,  managenneni  or  the
i iunnan F{esources Depai ' im'ent u; i l i  report  al l  physica} assai .r l ts tc the
pr l ice.  P' ! l  other incidents or threats of  werkoiace violence wi l i  be reporteC
ic the pol ice as appropr iate;
l f  an incident of  wcrkplace vic l lence :nvolves a person l ' , ,hc is not an
emplcyee o f  the Company;  Company management  or  rhe Hurnan
Resourceis Department wi l l  report  the incident to that peisons einployer
and/or such other person as the company determines is appropr iate in the
ci lcu msia n ces .

1 0.5.  Invest lgat lng Workplace Violencer

Al i  coniplaints or incidents of  rrvcrkplace violence, or repr isal  wi l l  be
prompi ly invest igated by n'rar l iagement or the Human R.esoui 'ces
Department.  Where the al legr=d perpetrator is a Company employee, the
invest lgat ion lv i l l  be conducted as quickly and confrdent ial ly as possible in
the circumstances. Complete conf ident ial i ty ls not posslble in al !
c l rcumstances and cannot  be guaranteed;
The managernent or Human l f ,esources invest lgai ion ur i l l  include:

(a) A documented intervie ' ry wi ih the camplainant ancj /cr  v ic i i ;n;
(b) A cocuil l€nied intervievri with tre alleged perpetratcr(s);
/n\ A rl 'rn'mented intervieui v.l i th €rn! vrl i tnesses with relevani\ v / r  

,  I  v v v v

informat icn to prcvide; elnd
(d) Any'othen step the invest igaior(s) deems necessary to ful i l r  and fair ly

invest igaie the complaini  or incident"

At the conr: lusicn of  the invest igat ion into an incideni  or complalnt ,
iVanagernent or Human Resources vr l i l i  prepar 'e e i r l r i t ten r=pcrt  cf  the
f lndings of  fact  and -  af ter evaluai ing exist ing pol ic ies,  pi 'ocecJures,
phy's ical  premises and devlce$, ernployee training -  any suggest ions to
prevent a recurrence;
Wnere the perpetrator is a Corrrpany employee, the superuiscrs of  the
perpetratcr,  in ccnsul tat ion withr manaJement and the H urnan Resources
Department,  uvi l l  take any necerssary i iscipl inary act ion. The sever i ty of
any discipl inary act ion, which rnay include ternninat ion or employment,  v,r i l l r
be conslste,nt  vrvi th the ser iol lsness of  the conduct at  issue such that more
slgni f icant discipl ine wi i l  fo l lo lv rnore ser ious conduct or repeated violat ions
of th is poi icy;
i f  the complaint  [s substant iaterJ,  a copy of the invest igat ion repor i  and
discip! inary docurrnentat ion must be reiained in the perpetr 'ator 's employeer
f i le indef ini t ,e ly.  No documentatron wi l l  be placed in the cornplainant 's
ernployee fi le



WO RKP LAC E F{ARASS TV! E NT

t  1 .0 Sunrmary'
The Comtr)any recoEnizes the diverse and mult icr-r i tural  composit ion of  i is  wrci 'kforce and
also appre:ciaies the digni ty and vuor ih of  each mernben. We provide falr  and equitable
r ighis and opportuni t ies for al l  wi thout disc;r iminat ion. Every emplcyee has the r ight to
v' lork in an envfronnren:t f ree f i 'om harassrni=nt due to sex, colour,  racial  or ig in,  creed,
nrar i ta l  status, disab! l i t 'y ,  age, ancestry,  plel ,ce of  o. ig!n,  eihnic oi ' ig in.  c i i izenship,  sexual
or ientai ior, ,  record of  of tences, or fami ly status.

Fcr the purposes of th is pcl icy,  workplace harassment is Cef ined as, engaging in a
course of vexat ious cor. l ' rment or conCuct aqainst a wonkei-  !n a Company workplace that
is known cr cuEht reasonabty to be known tc be i . rnwelcome.

Harassmei ' l t  can include verbal ,  p i tysical ,  $ i=xual cr  psychologicaI concuct,  conrments or
c=qrrrrps, vuhlch are t l r reatening, cf fensive, humli ia i ing, or int imidai ing tc an ernployee.
: J v v \ v r  
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Every person at a Canrpany workplace is responsible for ac' i ing in cornpi iance wi ih ih is
poi icy.

12"8 Responsi tr i l i t ies and ObEigat ions
Al l  emplcyoes are responsible for pnevent ing and repcning vucrkplace i^:arassr,reni .
Speci f ic rer;ponsibi l i t ies are out l ined below"

12.1 .  The Company
. Take reasonable preventative, ff l€3sui'es tc proiect en^'plo'tees anci oihers

!n Company vrcrkplaces i rom harassment;
n Ensure that al l  employees are trained in ih is pol icy;
.  Post theis pol icy in a oenspicuous place in ihe workplace;
" fsrabl ish a process ior repor i ing and responding to rncidents of  wcrkplace

harassment;

"  Ensure the prccess for report i r rg and :"espond;ng to incidents of  w'orkplace
harassment is communicaied, maintained ani  fo l lo led; anC

" Ensure thart  th is pol ic) t  is nevie 'vred at  least annuai iy.

12 "2. t 'Vlan:lgersi and Superuasors
n Understanqj,  abide by and uphold the reqr-r i rements of  th is pol icy;
'  Communicate and review this prol icy n ' i th ihe employees they superuise or
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"  inccurage en' lp loyees to repcr1i  cornpiaints cr incidents cf  '^ lnrknl :na
hai'assrneni;

. Ensure th.a.i every reporied inciclent cf wcrkplace harassnrent !s
invest igaled:

"  Ta<e al l  reascnable and praci ical  measures lo protect wcrkers,  act i tng !n
gc,oC faith,'u,ttho repoft vuorkplar:,e harassment or act as iR,i inesses, f i-cnr
repr isal  or further harassment;

o Promptly report  ai l  ccnrplaints or incidents cf  loucl"kplace harassr,e: t  thev
rcce ive or, t , i i tness tc t l^re i ,urr 'an F' .esources depaf in ' ien:,  a i .c

.  [ ,4aintain conf ideni ia i i ty '  wher€vr3F possible;



. l ' '  a supFrvis or er ,nanegEr is uns ure cn hc),r to properiy address the-
sif ualio tz, he/s|'te vtill aontizct the mosf"s enior manager {p}ant/facility
manager,) or Human Resources for advice.

12.3"  Employees { inc lucJ ing iV lanagers  and Superv iscrs)

"  Comply with this poi icy at  al l  t i rnes;

"  Treat erreryone in the workplace witr  Cigni iy and in a ; i* ianner thart  is
r"espectful ancl f i 'ee of harassment;

n l rnmediately noi i fy their  superruisor cr other deslgnated p3rson cf  any
incident r , , ' lhere the ernployee is subj :cted to.  r , r i i tnesses, or has l<nowleCge
of wo rkplace haras-qment;

'  Part ic!pate in t raining regarding this pol icy;  and
'  Fr.r l iy  coopenate in any invest igat ion , : f  compiaints cr incidents cf  ' ' i rorkplace

harass,nent cr breaches of th is pol icy"

12"4. Gornplainants /  Vict ims of Harassrnent
I

"  r^  A^aA^ o f  harassment ,  to  c lear ly  in form the harasser tha i  h is  c r  he i '"  l l t  r - d > C >

behav iour  is  unacceptab le  and that  i i  mus i  s top immedia te ly ,
n '  Preserve evicence and document dates, t imes and the names of anv

vryi inesses, as v.rel l  as any at tempts to resolve the si tuat ion; and
'  To cooperate ful ly wi th any and al l  uro:rkplace harassmen: invesi igat ions.

12.5. Respondents /  t i rnployees Accused of Harassment
'  Cooperate ful iy wi th any and ; : l l  workplace harassment invest igat!ons; anci
. Presei-ve evidence related to instances of alleged harassi^nent,

docurnent inc dates. t imes ancl  the narnes of anv witnesses.

12.6 .  Invest iqators
' d-rry cr-:t l 'air and inrpari ia! !n'u,i:stigations inio allegations of lvorkplace

hae"assmeni ,  ensur ing the ccmpla lnar t ,  a l leged perpet ra tor  and any
poiential vr, ' i tnesses are inter"vir:wed.

13.0  Procedure

13 "1.  Wor l ip iace Harassment Frevent iorr  Program

The Oompany has taken specif ic measures to implernent ihis VVcrkplace
Harar;sment pol lcv. These measures are ref arred to as our VVorkpiace
Hara:;sment Prevention Program. The program lncludes specif ic measr;res and
procedures to control incidents of urorkplace harassrnent. Such measures include
the fo l lowinc:

Ensuring al i  current and nevrr employees undergo workplace harassment
awareness t ra in ing;
lmp,ement ing procedures for rerport ing incidents of  lvol^kplace harassmeni i ;
and
l 'nrpiement ir :g p, 'ocedLjres for inr ,rest iga: lng anC deai ing lv i th al leged
inciclents of vl lorkplace harassrnent.



^,3.2. WorkpEace h'iarassEneq:lt Awaren€$s TraIi l ing

AII newly'hi i 'ed and current errnployees v'r i i l  be required tc undergo
w'orkplac;e harassment awareness t:aining ;
The Conlpany may conduct refresher sessioi ' rs as necessary or when new
related u,'ork practices are iderntified,

1 3.3. Re1:orting Workplace Harassrnenr' l:

Al t  incidents of  vuorkpiace harassrnent,  oi"  repi ' isal  must be i i 'nmediately
reponted tc ri^ianagement or tf ie Hurnan Resources Depai'tment;
Ai l  complainis and incidenis iarre to be reccrded in v ' r r i t ing by ihe i indiv idual
receivlng the conrplaint using the Warkplace Viaf ence anC fdarassnienf
lncident Reporting Form. The date, t ime locaticn, poiantial w!inesses
anC na iure  o i  the inc ident  shou ld  be Cocumented"  The ccrnp ia lnant  and
the recipir :nt  cf  ihe ccmplaint  should sign and Cate ihe ;c i"n ' l ;
I ian i r ic ident c i rvorkplace harassr,rent involves a person who i -< nct an
enrplcyee cf  the Company; Company manaEement or the Hurnarr
Resources Department wi l l  report  ihe incideni  tc that persons enrployer
andict" sur;h oiher perscn as the conipany detei 'n-rines is approp;' iate ir i t ire
circurnstances.

t  3.4.  !nvest!gat inE Workplace l - lanassmernt

Al l  compl=r ints on incidents oi ' , rucrkplace i rarassment,  or repr isal  wi l l  be
prompily investigateci by ff iar)sgement or ihe Human P,.escurces
Department. \ffhere the allegerd perpetrator is a Company employoee, the
invest igat i ,cn w' l l  be conducte<J as quickly and conf ident ial iy as possible in
the circunrstances" Complete conf ident ial i ty is not possible in al l
c i rcumstances and cannot be g;uaran:eecj ;
The mana$ement or Human Resources invest igat ion v ' i i l l  rnclude.

(a) A iocur,+ented lntervievir with
(b) A docunrenied intervievr with
(c) A cicicumented intervlew with

informaticn to orovide: and
(d) Any cther step the inves;t igator ls)  deems necessary to ful lSr;3n6 fair ly

invest igate the complaint  cr  incideni"

At t i ie conc; luslon of  ihe invest iggai ion i : r io an incident or coir ip lainl ,
Management or Hurnan Resources wi, [  prepare a wi ' i t ien :epcr i  c;  the
iirrdrrrgs of lfact and any sugges;l l icns tc prevent a reculr-rence;
Where the perpetrator is a Ccntpany e mployee, the si- :pr6rviscrs of  the

^t-^+^* '^  scnsul tai ion rni i th nxanagef ia€ft t  and ihe Hum,an Resc,urcesg J U r f r C i l d [ U t r : i l

Deparinient.  uvi i i  take any necessary d,scipi inary act icn. Ti^ e sever; iy cf
any ci iscipl inary aci ion, nrhrch nray !nc[uCe ier;r inat ionr of  ei^: ' :p lc i rment,  vui l i
be consistentrrrr : th the ser iousn3ss of t ; ie cenducr at  issue si lch t i la^i i  mci"e
sig i ' icani  J isc:pi i ; le i i r i i ! i  fc i !cr , r 'n" icre se;- iou-s coniuct cr  r3; i€a;ec vic iai icni ;
c f  t r is  pc I ic l r ;

the conrpialnant anci/cr vici ir l  ;
the a! leged perpetratcr '(s);
ary wltnesses wiih relevant
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cj ls c j  c i i  : ;aU iJccu rnentai lon rn ust be reia i  n :c in i i - '  3,0 3 :p 3i 'ato r 's ernpl  oyee
f i ie  i i c ie i i ; r i te iy"  No documentat icn  \ i \ i i i l  ba  p lacec:  i ;1  ih3 rorp la i i ' ran i 's
emp lcyee f i le .

14.0  Reference Dccuments
Vn, 'orkp lace V ic lence and Haiassment  In : ic ls , r t  Repcntng "=or rn
v\ iestcn Ccie ,3f  Buslness Condr:c i

15.0  Rev ierv
This  Po: icv  w! i l  be  rev ' ievveC a i  least  annual iv .

End o f  Docurnen:



Workplace Violence and Harassment :Policy

An ernp loyee whc v io la ies  the Company Wor l<p lace V io lence and Harassmenl  Po i icy
or otherui ise l ;eha' les in an unethical ,  i l legal ,  threatening, dlscr iminatory ' ,  harassing or
violer: t  nnanner rnay be subjeci  to appropr iate discipl inary measures, including disrnissal
and ior  lega l  ac i ion"

I  have read ard been qlrrein a ccpy of  the Workplace Violenc,e and Harassmenl:
Pol icy and I  l rave been provided an oppor ' runi ty to ask any quest icns I  r -rray harre about
the pcl icy ' .  l f  I  harre any further quest ions I  un,clerstand that I  am to address these to rny
depadment /  Faci l i ty rnai l ig€r or tc my Human Resources I  l -abour Relai ions
representativr:s"

Empl oyee N: lme {pr inted):

Work Lo,cat i r>n/Divls ion:

Emp loyee  S igna tu re ;

Date:

Manager Narne /  Signature:



me of Complainant: Job Tit le/Classif icat ion: Telephone:

upervisor's Name: Job Title: Teleohone.

Please check all that apply to you. D Victim O Wtness D Supervisor/Manager O Other (please specify)

Name of Apparent Victim(s): Job Tit le/Classif icat ion of Vict im:

ame of Alleged Perpetrator(s). Job Title/Classification of Perpetrator:

s Perpetrator an Employee? tr Yes D No lf no, please explain:

Facil itv Name: if ic Location of Allesed Incident:

te of lncident. I  I Date Being Reported: I I

of lncident(s) (check all that a

Physical Violence
Domestic Violence
Verbal Harassment
Other (please specify).

tr Attempted Physical Violence
D Possession of a Weaoon
tr Sexual Harassment

U Threat of  PhysicalViolence
D Sabotage of Property
D Psychological Harassment (bullying)

s medical attention required as a result of the alleged incident(s)? tr Yes D No

yes, please provide details, if known.

the police or other law enforcement authorit ies contacted? Q Yes D No

se provide a description of the incident(s) in question (what happened, where it occurred, what led up to the incident, who else was
t, what action was taken at the time. lf possible, what were the exact words used. (attach a separate sheet if necessary)

tness Name,

Relationship: D Co-worker tr Supervisor/Manager tr Client f Member of the Public D Other (please specify)

Relationship: E Co-worker D Supervisor/Manager f, Client D Member of the Public D Other (please specify)

Signature of  Complainant.

Date: | |port Completed by:

..e,ffi
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