
 

 

  

 

 
 
 
 
  
  

Violence and Sexual Harassment Policy 
 

EFFECTIVE DATE:    April 2016  
APPROVED BY:    Skate Ontario Board of Directors 
 
Introduction 
Skate Ontario is committed to providing a safe working environment in which all individuals are treated 
with respect and dignity, free from workplace violence and harassment.  Under this policy, Skate Ontario 
will take all reasonable steps to identify and prevent risks of violence and acts that affect the personal 
safety of employees and contractors.  The organization will also take appropriate action to protect all such 
persons from the effects of violent behaviour. 
 
The law does not permit, nor will we tolerate intimidating, harassing or violent behaviour toward 
employees by other employees, or by contractors, customers, vendors or other visitors to the workplace.  
Likewise, we will not tolerate intimidating, harassing or violent behaviour against a contractor, customer or 
vendor by any employee of Skate Ontario. 
 
Inappropriate conduct as outlined in this policy constitutes serious misconduct and any individual found to 
have engaged in such misconduct will be subject to disciplinary measures up to and including immediate 
termination of employment. 
 
Scope 
This policy applies to all employees and Contractors in respect of activities which may occur within the 
Skate Ontario workplace, or during the course of any Skate Ontario business, activity or event in or outside 
of the office, including business trips, social events, work-related travel, and work-related conferences or 
training sessions.  
 
Policy 
 
Harassment 
Workplace harassment is defined as any offensive, hurtful or malicious comment or conduct by any 
employee towards another employee that is known or ought reasonably to be known to be unwelcome.  
Harassment may relate to a form of discrimination set out in the Ontario Human Rights Code, but it does 
not have to be. Harassment may result from one incident or a series of incidents and may include 
comments or conduct which create an environment that is hostile, intimidating or offensive. 
 
Discriminatory harassment includes harassment related to race, sex, religious creed, colour, national 
origin, ancestry, disability or medical condition or age. 
 
Prohibited behaviour includes but is not limited to the following examples: 

 any behaviour that demeans, embarrasses, humiliates, or verbally abuses a person and that is 
known or would be expected to be unwelcome including gestures, intimidation and bullying. 

 gossip that is intended to isolate or demean 

 written or verbal abuse or threats including swearing 

 unwelcome sexual remarks, invitations or requites 

 unwelcome remarks, jokes, taunts 

 displays of pornographic, racist or other offensive or derogatory material 



 

 

  

 unwelcome physical contact 

 vandalism of personal property 

 abuse of authority which undermines performance or threatens an individual’s career 

 physical or sexual assault 

 racial, religious or ethnic slurs 
 

Workplace Violence 
Is the exercise of physical force by a person against a worker, in the workplace, that causes, or could cause, 
physical injury; an attempt to exercise physical force against a worker, in the workplace, that could cause 
physical injury; and/or a statement or behaviour that it is reasonable for a person to interpret as a threat 
to exercise physical force against them in the workplace, that could cause physical injury to the worker. 
 
Domestic Violence 
Skate Ontario will take every precaution reasonable in the circumstances for the protection of an 
employee who is likely to be exposed to physical injury in the workplace arising from a domestic situation.  
Domestic Violence is a pattern of coercive tactics, which can include physical, psychological, sexual, 
economic and emotional abuse perpetrated by one person against an adult intimate partner with the goal 
of establishing and maintaining power and control over the victim. While Skate Ontario respects an 
individual’s right to privacy in their personal relationships, the right to safety at work for the victim of 
Domestic Violence and/or their colleagues is of paramount concern to the organization. Actions 
characterized as Domestic Violence can escalate to become physical threats to the victim and put at risk 
those surrounding the victim.  Skate Ontario should be advised by anyone with knowledge of a domestic 
abuse concern that may impact the safety of the workplace.  If an employee is experiencing, or witnesses 
signs of Domestic Violence they should notify their immediate supervisor.  The supervisor will notify the 
HR Advisor (outside contractor) and they will assess the risk factors and determine if any steps should be 
taken to ensure a safe workplace.  
 
Confidentiality 
While some disclosure of personal information could be necessary, it will be limited to what is reasonably 
necessary to protect workers from physical injury.  Where possible Skate Ontario will provide the victim of 
Domestic Violence with notice of their intent to share information with other employees or with safety 
personnel however in an urgent situation the organization will initiate the necessary precautions to 
protect the safety of all workers and notify the employee as soon as possible. 
 
Responding to Workplace Violence and Harassment 
If you feel that you are a victim of harassment or violence in the workplace or in the performance of your 
duties, or observe harassment or violent behaviour of another employee or customer, immediately tell the 
person displaying offensive behaviour to stop. He or she may not be aware that his or her conduct is 
unwelcome or offensive. We encourage employees to address inappropriate behaviour directly when it 
occurs however this is not required. Also, immediately report any incident of harassment or violent 
behaviour to the Executive Director/Director of Administration, or a Human Resources Committee 
member even if you have discussed it directly with the individual(s) involved.  
 
When a violent incident does occur, action must be taken to minimize its impact. Employees should 
respond to incidents of violence and must summon immediate assistance.  Such assistance should include, 
but not be limited to, involvement of supervisors, contacting security, emergency services, police services 
and 911. In the event of potential or actual injury, medical assistance must be contacted immediately. 
 
Employees who report and/or witness an incident should provide the following information: 
 

1. Date(s), time(s), and location(s) of the incident/incidences that took place;  
2. Description of each incident: e.g., was any physical contact made?, what was said and/or done?, 

etc.;  
3. Name(s) of anyone present during each incident; and,  



 

 

  

4. Anyone with whom you've discussed the incident/incidences.  
 
All complaints of harassment and/or violence will be investigated.  
 
Investigation 

1. An HR Advisor appointed by the Executive Director/ Director of Administration will investigate 
complaints of violence and harassment and, if appropriate, attempt to resolve the issue with the 
parties. Where either: (i) the HR advisor is of the opinion that the situation is serious and cannot 
be resolved in an informal manner; or (ii) this is a repeated pattern of behaviour or iii) the 
employee is not satisfied with the proposed resolution, the HR Advisor will escalate the situation 
as a formal complaint.  

2. Formal complaints will immediately be further investigated and recommendations will be made to 
the Executive Director/ Director of Administration with the appropriate disciplinary actions. 

3. Investigation of a complaint under this Policy may include, but is not limited to, interviewing the 
complaining and accused parties as well as employees and other individuals necessary to obtain 
sufficient information upon which to make an assessment of the situation. 

4. Upon receiving the report of the HR Advisor, the Executive Director/ Director of Administration 
shall prepare a written response of his/her decision related to the recommendations of the HR 
Advisor, imposed and the reasons for the decision. 

5. The “complainant” and the “respondent” will be informed in writing of the outcome of an 
investigation.  

6. Anyone bringing a complaint forward or assisting in the investigation of such a complaint will not 
be adversely affected in their terms and conditions of employment.  Reprisals against individuals 
for bringing forward a complaint or assisting in the investigation of a complaint will not be 
tolerated by Skate Ontario. 

7. If it is determined that an individual has made a false complaint or with the intent to harm another 
person/employee, such an allegation will be investigated and formal disciplinary action may be 
taken against the person.  Conduct based on mistakes or misunderstandings shall not constitute 
malicious conduct. 

8. All individuals have the right to contact the Ontario Human Rights Commission to file a formal 
complaint of discrimination. 
 

Respondent’s Rights 
A person against whom a complaint has been made has the right: 

 to be informed that a complaint has been made and the particulars of the allegations, 

 to be provided with a copy of any written complaint,  

 to be afforded the opportunity to respond to the complaint 
 

Responsibilities 
Skate Ontario: 

 take every reasonable precaution to prevent and respond to workplace violence and harassment; 

 assess the risks of workplace violence that may arise from the nature of the workplace, the type or 
work or the conditions of work;  

 implement a workplace violence program, including training, with measures and procedures to 
control the identified risks of workplace violence; 

 regularly review and maintain this Policy. 
 
Employee: 
Skate Ontario encourages all employees to: 

 acquire a clear understanding of safe and respectful workplace behaviours 

 take positive measures to prevent and confront disrespectful and unsafe behaviours 

 promote a safe and healthy workplace free of violence and harassment 
 



 

 

  

Complainant: 

 if possible, ask the individual to stop 

 provide concrete examples (times, locations, content) related to the incident(s) or behaviour(s) 

 refrain from discussing the fact that a complaint has been filed, or the allegations contained in the 
complaint, except with his or her representative or legal counsel, or except as directed by the 
workplace investigator 

 if unsatisfied with an initial investigation, provide a written complaint  

 cooperate with the HR Advisor 
 

Respondent: 

 provide a written response to a written complaint filed by the complainant 

 co-operate with the HR Advisor 

 refrain from discussing the fact that a complaint has been filed, or the allegations contained in the 
complaint, except with his or her representative or legal counsel, or except as directed by the HR 
Advisor 

 where the investigation results in a finding of harassment or inappropriate behaviour under this 
policy, comply with any directions given by Skate Ontario for the purpose of implementing the 
disciplinary action and corrective measures imposed. 

 
HR Advisor 

 investigate allegations, complaints or work refusals in accordance with this policy respecting the 
confidentiality of all parties where possible 

 provide regular updates to both the complainant and the respondent 

 maintain a secure, confidential file 

 provide a summary of corrective actions and recommendations to the Executive Director/ Director 
of Administration 

 explain the rights and responsibilities of all parties involved in an investigation 
 
Right to Refuse Work  
An individual who believes that their safety is at risk while continuing to work may request modified work 
duties, relocation, or may refuse the work until an investigation is complete and a resolution is reached.  
An employee refusing work under this Policy must tell his or her supervisor or HR advisor that the work is 
being refused and explain why.  Skate Ontario will investigate the situation immediately, in the presence of 
the worker and a worker representative of the HR Committee. 
 
Confidentiality 
Skate Ontario understands that it can be extremely difficult to come forward with a complaint and that it 
can be devastating to be wrongly accused of inappropriate behaviour under this policy. Skate Ontario 
recognizes the interests of both the individual initiating a complaint (complainant) and the alleged 
“abuser”(respondent) in maintaining confidentiality. 
 
While we will make every effort to be sensitive to privacy issues, in the course of an investigation we will 
discuss relevant information with appropriate parties on a need-to-know basis.  Any recommendations 
that address improving safety in the workplace in respect of the Policy and practices in the future will be 
completed and shared with the Human Resource Committee. 
 
Skate Ontario shall maintain all records in a confidential manner. The name of the complainant or the 
respondent, the circumstances giving rise to the complaint, the findings of any investigation, and the 
manner in which the complaint was resolved shall remain confidential (except to the extent that disclosure 
of any of this information is necessary for the purposes of investigating the complaint, or taking disciplinary 
and corrective action in relation to the complaint, or is required by law). 
 
A separate file of each complaint shall be maintained at the Skate Ontario Office and shall be kept 



 

 

  

confidential and separate from an employee’s HR file. Access to this shall be restricted to Skate Ontario’s 
Executive Director/ Director of Administration and the HR advisor involved in the investigation of a 
complaint.  
 
All written materials relating to a complaint, including complainant statements, responses from alleged 
harassers, witness statements, interview notes, and reports of the decisions of the HR advisor and the 
Executive Director/ Director of Administration shall be placed in the investigation file.  
 
Outcomes 
Skate Ontario will take appropriate action, including discipline of any individual, who is found to be 
responsible for threats, harassment or violence toward another employee, client, supplier, contractor, 
volunteer or any other individual.  
 
Discipline can include: 

 written apology 

 letter of reprimand from Skate Ontario 

 referral to counseling or training 

 required training or mediation 

 removal of certain privileges within the office 

 termination of office, contract, or employment 

 


