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1 .  P U R P O S E  

To confirm a commitment to a culture of respect across all worksites by promoting and 

maintaining a work environment in which all persons are treated with respect and dignity, that 

is free from discrimination and harassment.   

 

To encourage timely resolution of disrespectful conduct through clarifying conversations. 

 

To outline the options, processes and resources for addressing disrespectful conduct or 

discrimination. 

 

2 .  D E F I N I T I O N S  

 

Bullying and Harassment: includes any inappropriate conduct or comment that the person 

knows or reasonably ought to have known would cause the receiver to be humiliated or 

intimidated, but excludes any reasonable action taken by the employer or manager relating to 

the management and direction of staff or the place of employment. 

 

Discrimination:  means discrimination based on a person’s sex, race, colour, ancestry, place of 

origin, political belief, religion, marital status, family status, physical or mental disability, sexual 

orientation, age, or criminal conviction unrelated to the person’s employment.  Discrimination 

includes sexual harassment, as defined below. 

 

Sexual Harassment: is conduct or comments of a sexual nature towards another person by a 

person who knows or ought reasonably to know that the conduct is unwanted or unwelcome by 

the other person, that either detrimentally affects or interferes with the other person’s 

participation in a work related activity; or that will lead to or imply that the other person will 

experience adverse job related consequences based on his/her response to the conduct. 

 

Disrespectful Conduct: includes inappropriate behaviour, including bullying or harassment 

directed against another person that a reasonable person knows, or ought to know, would cause 

offence, humiliation, or intimidation.  It includes any conduct that results in injury or threat of 

injury including, but not limited to, acts of aggression, verbal or written threats, or vandalism of 

personal property. 
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Complainant: A person(s) bringing forward a complaint.   

 

Respondent: A person(s) against whom an allegation has been made under this policy. 

 

Investigator:  A neutral third party appointed to investigate a complaint. 

 

3 .  P O L I C Y  

Mutual respect and a workplace free from discrimination are important values and priorities of 

CLBC.  The benefits of a respectful workplace include positive experiences for the individuals 

and families we serve, greater job satisfaction, higher productivity and engagement for 

employees.  CLBC, its Board of Directors and Senior Management Team, is committed to 

fostering a culture in which all staff demonstrate personal and professional integrity, promote an 

ethical environment and strive for professional excellence.  All persons associated with CLBC are 

accountable for their own conduct and must conduct themselves in a civil, respectful, 

cooperative and non-discriminatory manner at the workplace and at work-related gatherings.  

Discrimination, bullying and harassment are not acceptable and will not be tolerated by CLBC. 

 

CLBC has the right to investigate an incident or complaint, with or without the person’s consent, 

where there are concerns about alleged disrespectful conduct or discrimination and the impact 

of such conduct on maintaining a respectful workplace. 

 

This policy applies to all employees, practicum students, contractors, suppliers, visitors, 

individuals and families of CLBC and includes both interpersonal and electronic 

communication. 

 

The decision of a Complainant or Respondent not to participate in a proceeding under this 

policy is not a bar to the continuation of the proceeding.  A complainant or respondent who 

chooses not to participate in an investigation under this policy may still be subject to discipline 

or other corrective measures based on the evidence available during the investigation. 

 

Complaints that are outside the jurisdiction of this policy or beyond the six (6) month reporting 

deadline may be dismissed by the Director of Human Resources. 

 

Complaints that are initiated by an individual, family member or other person about a CLBC 

employee’s unacceptable behaviour are addressed under the complaints process outlined in the 

CLBC Complaints Resolution Policy. 
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4 .  P R O C E D U R E S  
 

4.1 Options for Reporting and Resolving Disrespectful Conduct and Behaviour 

Incidents or complaints should be addressed or reported as soon as possible, ideally 

within six (6) months of the incident.  The unique circumstances of each complaint will 

determine the appropriate steps to take in resolving the complaint, and whether the 

complaint can be resolved through an informal process or is better suited to a formal 

investigation.  For both formal and informal processes, the goal is to resolve situations of 

alleged bullying, harassment or discrimination as soon as possible, in a fair, constructive 

and respectful manner. 

Employees can seek the assistance of their manager, a Human Resources Consultant or 

Union Steward at any point in the resolution or complaint process. 

Throughout the process, you may wish to maintain a written personal record of the dates 

and steps taken to resolve the issue.  Please refer to Appendix F – Documenting Your 

Complaint. 

 

4.2 Informal Conversation 

 

If you experience conduct that you feel is disrespectful or discriminatory you are 

encouraged to have a clarifying conversation(s) with the other person(s) to identify and 

resolve the concerns.  The earlier the problem is addressed and discussed, the better 

chance of it being resolved and the inappropriate behaviour stopped.  Please refer to 

Appendix C – Having the Informal Conversation. 

 

4.3 Report to Manager 

 

If you feel uncomfortable engaging the other person directly, you may report to your 

manager and/or HR Consultant with the concern(s).   

 

If the person with whom you are having concerns is your direct manager, contact your 

manager’s leader and/or your HR Consultant for follow-up.  Please refer to Appendix D 

– Reporting to your Manager. 

 

4.4 Formal Investigation Process 

 

If you have attempted other options or if the circumstances are complex or sensitive, then 

a formal investigation may be appropriate.  A written submission to initiate a formal 

complaint, outlining the facts, must be provided to Human Resources.  (See 

Discrimination, Bullying and Harassment Complaint Form) 
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The Director of Human Resources will appoint an Investigator, depending on the 

circumstances of the case to conduct the investigation.  The investigator will interview 

the complainant and respondent as soon as possible, interview any witnesses, document 

the situation and produce a report of the investigators findings.  Please refer to Appendix 

E – Formal Investigation Process. 

 

An employee may appeal his/her discipline using the procedures that apply to any 

disciplinary action involving a member of that group of persons to which that employee 

belongs.   

 

4.5 Other Resolution Processes 

 

This process does not preclude persons from advancing complaints through the 

applicable collective agreement, the BC Human Rights Tribunal or Worksafe BC.  In the 

event persons file complaints outside of this policy, CLBC reserves the right to not 

proceed with the options outlined in this policy. 

 

4.6 Witness and Third Party Complaints 

 

Third party complaints (complaints from someone other than the complainant) will 

typically require an identifiable complainant to move forward, unless information 

provided indicates legitimate perceived risk of serious harm to an individual or group.  

Human Resources will assess the situation to determine the best steps to ensure the 

safety and dignity of all individuals within CLBC. 

 

4.7 Violation of a Respectful Workplace 

 

Any person found to be disrespectful and/or discriminatory at work or work-related 

gatherings may be subject to remedial and/or disciplinary action up to and including 

termination of employment, cancellation of contract and/or revocation of privileges 

pursuant to applicable CLBC processes.  Remedial interventions may include but are not 

limited to: 

 

 Communication skills training 

 Anger management training 

 Education on cultural diversity 

 Counselling through CLBC’s Employee and Family Assistance Program 

 Education and treatment for substance abuse 

 

For individuals, families and visitors found in violation of this policy, CLBC may impose 

restrictions up to and including removal from CLBC facilities if determined appropriate 

in the circumstances. 
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4.8 Bad Faith Complaints 

 

Complaints that are made in bad faith may lead to discipline for the complainant.  An 

example of a bad faith complaint would be if a person has “made up” a complaint to 

cause trouble for another person. 

 

4.9 Retaliation 

 

Any interference with an investigation, or retaliation against a person who has filed a 

complaint, or a respondent or witness, will result in disciplinary action. 

 

     4.10Confidentiality 

 

No information will be disclosed by any person during the investigation or resolution of 

a complaint under this process except as necessary to enable due process under this 

policy or to protect the persons, public and/or assets of CLBC. 

 

Any allegation or formal complaint under this policy will be considered personal 

information “supplied in confidence” for the purpose of Section 22(2) (f) of the Freedom 

of Information and Protection of Privacy Act.  The substance of investigative reports and 

meetings held by those in authority to make a disposition of the complaint will be 

protected from disclosure to third parties in accordance with Section 22(2) (f) and Section 

22(2) (h). 

 

    4.11 Record and Disposition  

 

All written file material will be kept in confidence in Human Resources.  No record of a 

complaint, investigation or decision will go in the complainant’s employee file if the 

complaint was made in good faith.  If there is no finding of evidence to support the 

complaint, no documentation regarding the complaint will be placed in the respondent’s 

employee file.  

 

If there is a finding to support the complaint, the incident and corrective action will be 

recorded in the respondent’s employee file as appropriate.   In the case of bad faith 

complaints, the incident and corrective action will be recorded in the complainant’s 

employee file as appropriate. 

 

   4.12 Policy Review 

 

This policy will be reviewed on an annual basis to ensure its policy statements and 

reporting procedures remain clear, relevant and practical for CLBC. 
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5 . D O C U M E N T A T I O N  

 
Appendix A – Examples of Respectful and Disrespectful Conduct 

Appendix B – Responsibilities 

Appendix C – Having the Informal Conversation 

Appendix D – Reporting to Your Manager 

Appendix E – Formal Investigation 

Appendix F – Documenting Your Complaint 

Appendix G – Practice Guidelines for Managers 

Discrimination and Disrespectful Behaviour Complaint Form 

 

6 .  R E F E R E N C E S  

BC Human Rights Code 

Workers Compensation Act 

CLBC Complaints Resolution Policy 

CLBC Standards of Conduct for CLBC Employees 

CLBC Prevention of Workplace Violence Policy  

Internet & Communication Technology Agreement 
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APPENDIX A 

 

EXAMPLES OF RESPECTFUL AND DISRESPECTFUL CONDUCT 

 

What is considered disrespectful conduct? 

 

Disrespectful conduct is defined as inappropriate behaviour, bullying or harassment directed 

against another person that a reasonable person knows, or ought to know, would cause offence, 

humiliation, or intimidation.  It includes any conduct that results in injury or threat off injury 

including, but not limited to, acts of aggression, verbal or written threats, or vandalism to 

personal property. 

 

Bullying and harassment excludes any reasonable action taken by an employer or supervisor 

relating to the management and direction of employees or the place of employment. 

 

Examples of disrespectful conduct may include: 

 

 Misuse of power such as reprimanding in front of others 

 Profanity, name calling, yelling, abusive language 

 Verbal or physical threats or contact 

 Gestures that are demeaning or belittling causing personal humiliation 

 Purposefully ignoring questions or requests from colleagues or withholding information 

 

Examples of sexual harassment may include: 

 

 Unwanted physical contact such as touching, pinching or hugging 

 Unwelcome remarks, jokes, innuendo about a person’s body, sex or sexual orientation 

 Display of pornographic or other sexual materials 

 Sexual advances with actual or implied work related consequences 

 

What is not considered Disrespectful Conduct? 

 

What is sometimes misconstrued as disrespectful conduct are actions taken by the employer or 

manager relating to the management and direction of employees or the place of employment. 

 

Examples include: 

 

 Offering constructive feedback, guidance or advice about work related behaviour 

 Reasonable actions taken by a manager in managing and directing the workforce, e.g. 

managing performance, taking reasonable disciplinary action, assigning work 

 Decisions related to job duties, workload, deadlines, transfers, reorganizations, work 

instructions or feedback, work evaluation, and performance management 

 Expressing disagreement in a professional manner 

 Engaging in good faith and respectful discussion of differences of opinion 
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 Reporting concerns about competence or conduct of regulated professionals 

 Expressing different perspectives that are not threatening or demeaning 

 Differing communication or work styles that are within reasonable limits of respectful 

workplace interactions 

 Consensual workplace banter that is reasonable understood to be welcome by everyone 

involved, including individuals who may witness the conversation 
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APPENDIX B 

 

RESPONSIBILITIES 

 

Employee 

 

 Treat others with respect and common courtesy 

 Not engage in bullying, harassment or disrespectful behaviour 

 Report if bullying, harassment and/or disrespectful behaviour is observed or experienced 

 Be accountable and responsible for your own actions 

 Be cooperative and manage workplace conflicts in proactive, positive ways 

 Comply with CLBC policies and procedures on bullying and harassment 

 

Manager/Department Head 

 

 Foster a safe work environment free from disrespectful behaviour 

 Model appropriate workplace and respectful workplace behaviour 

 Not engage in bullying, harassment or disrespectful behaviour 

 Deal with situations immediately in an appropriate fashion upon becoming aware 

 Apply and comply with CLBC policies and procedures on bullying and harassment 

 Advise Human Resources of all complaints made pursuant to this policy 

 

CLBC (Employer) 

 

 Provide a workplace free of disrespectful behaviour, bullying and harassment 

 Hold staff in violation of this policy accountable 

 Develop, implement and communicate fair and timely procedures to address allegations 

or concerns regarding disrespectful behaviour including bullying and harassment 

 Develop a policy statement on bullying and harassment and communicate it 

 Take steps to prevent or minimize disrespectful behaviour including bullying and 

harassment 

 Training staff and managers to recognize the potential for bullying and harassment, to 

respond, and to follow the procedures for reporting 

 

Human Resources 

 

 Educate and promote awareness of this policy 

 Assist, advise and provide guidance to managers/supervisor in consistent application of 

the policy  

 Counsel staff on their rights and options 

 Ensure appropriate action is initiated in a timely manner 

 Facilitate discussion and/or conduct investigations as required 

 Model respectful behaviour 
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Union/Professional Bodies 

 

 Participate with the employer to ensure a respectful workplace 

 Provide support to members who may have experienced and/or observed disrespectful 

behaviour 

 Participate in education and communication sessions in support of this policy 

 Bring related concerns forward to management on behalf of a member who may not be 

able to bring the issue forward 
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APPENDIX C 

 

HAVING THE INFORMAL CONVERSATION 

 

CLBC supports the early resolution of complaints through informal measures whenever possible 

and when safe and reasonable.  Anyone who believes they have experienced discrimination, 

harassment or bullying should make efforts to discuss their concerns with the other party, where 

appropriate and if they are comfortable doing so.  The purpose of the discussion is to make the 

other party aware of the concern, provide them with an opportunity to express their own point 

of view and attempt to work out a resolution to the issue. 

 

If you observe an incident or feel you are treated in a disrespectful manner, consider telling the 

person to stop.  Let the person know what they are doing or saying is embarrassing, humiliating, 

demeaning or otherwise bothering you. 

 

If someone tells you that your behaviour is bothering them, consider your conduct objectively.  

Think about whether you or a member of your family would like to be treated in that manner.  It 

may be that you have spoken or acted in a way that has offended someone even though that was 

not your intent.  It is your responsibility to change your behaviour if it is harassing or offensive 

to others even if you do not perceive it to be.  Often, a simple and sincere apology and a 

commitment not to re-offend will resolve the matter. 

 

In discussing your concern, you are encouraged to: 

 

 Thank the other person for agreeing to discuss the problem 

 Speak in a calm, clear and concise manner 

 Allow the other person a turn to speak 

 Listen quietly and carefully, avoiding interruption 

 Describe from your own point of view your observation, experience and/or perception of 

the behaviour causing concern 

 Focus on how this behaviour has impacted the workplace 

 Take time to check that you are understanding 

 Ask questions to clarify what the other person means 

 Ask their suggestion for how to resolve the concern 

 Ask for positive suggestions if the other person does not agree with the suggested 

resolution or request 

 Confirm their commitment to being part of the resolution 

 Confirm the agreed upon resolution and clarify what each person will commit to do to 

implement the resolution 

 Review policies with the other person(s) and reinforce expectations of respectful conduct 

 Records steps taken in the resolution process 

 Thank the other person for their willingness to meet with you and/or help resolve the 

matter 
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If the informal conversation is not appropriate or comfortable in your particular situation, or 

does not resolve the matter, you should consider other options including following up with your 

manager or Human Resources, or requesting a formal investigation. 
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APPENDIX D 

 

REPORTING TO YOUR MANAGER 

 

If you feel uncomfortable or unable to engage with the other person directly, you can approach 

your manager for assistance.   

 

Once the manager or Department Head has received the complaint/concern, they will contact 

Human Resources. 

 

Based on the information provided and/or fact finding, the manager, in consultation with 

Human Resources will facilitate a resolution in a manner they consider most effective and 

reasonable considering all the circumstances.  This may include one or more of the following: 

 

 Facilitative support such as coaching on how to approach the respondent; 

 Meeting with each person separately, to discuss and gather information 

 Meeting with the individuals together to facilitate a discussion aimed at understanding 

and resolving the matter in a practical, non-punitive manner or mediating a solution that 

works for all parties; 

 Coaching and/or education for one or more of the individuals on workplace expectations 

regarding appropriate workplace behaviour and/or performance; 

 Applying progressive discipline when warranted (based on finding and severity of the 

behaviour); 

 Engaging with a third party facilitator or mediator to work with the individuals involved 

to achieve a confidential, practical and mutually agreeable resolution to the matter; 

 Conduct a formal investigation. 

 

You and the other person(s) have a right to a support person.  The Respondent will be advised of 

the allegations made. 
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APPENDIX E 

 

FORMAL INVESTIGATION 

 

If the other options for resolution are not successful or are not appropriate due to the 

circumstances, a formal investigation may be initiated.  A complainant is not obligated to pursue 

a formal investigation; however, CLBC reserves the right to pursue the matter with or without 

the complainant’s consent when it has sufficient concerns about the alleged behaviour and the 

need to ensure a safe and respectful workplace. 

 

The investigation will be undertaken promptly and diligently.  It will be objective, fair and 

provide due process for all parties, focused on finding facts and evidence.  The investigation 

may include the following: 

 

 Review of written documentation and other evidence; 

 Interview those involved including any witnesses that may be relevant; 

 Allow for each party to respond to all allegations; 

 Review the information provided; 

 Provide a summary of the findings and make a determination on whether or not the 

policy was violated. 

 

If there has been a violation of the policy, Human Resources will bring recommendations 

forward to the appropriate manager for direction and action. 
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APPENDIX F 

 

DOCUMENTING YOUR COMPLAINT 

 

If you are considering or have decided to file a complaint under this policy, the following 

information is required: 

 

 Complainant’s name, position, department, work location, contact information (i.e. 

telephone number and/or email) 

 Who is the complaint filed against? 

o Respondent’s name 

o Respondent’s position and work location 

o Respondent’s relationship to you through CLBC 

 

 Where did the incident(s) related to your complaint happen>? 

 Describe the details of the incidents leading to your complaint including dates, times of 

the incidents(s) 

o Detail the facts and history of the conduct, i.e. behaviour and/or words used 

o List witnesses to the incidents, if available 

o Any additional details that you feel will help 

 Attach any supporting documents such as emails, correspondence, hand written notes or 

photographs.  Physical evidence such as vandalized personal belonging, can also be 

submitted 

 Describe what methods you have used to try to resolve this issue and/or help/advice you 

have received regarding this issue prior to brining your complaint forward 

 If this is a complaint about discrimination or harassment because of a protected ground 

covered by the BC Human Rights Code, specify which ground you are alleging 

discrimination based on and why you believe you were harassed or discriminated 

against. 
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APPENDIX G 

 

PRACTICE GUIDELINES FOR MANAGERS  

 

The handling of complaints about unacceptable workplace behaviour requires the exercise of 

reasonable judgement based on the particular circumstances, and careful and skilled 

interviewing of the affected parties. Managers assessing the seriousness of allegations are 

encouraged to consider factors such as:  

 

 Whether it is an isolated incident or indicative of a pattern of behaviour 

 Whether it has a lasting harmful impact on the dignity, psychological or physical well-

being of the complainant or others 

 The extent to which it has created a negative or unproductive workplace environment 

 

Managers are encouraged to seek advice from Human Resources, especially in situations 

whether there are significant differences of opinion as to what took place, potential that the 

allegations resulted from a misunderstanding, or significant lasting impact on the work 

environment.   

 

The details of an action plan following a substantiated complaint may vary based on the 

respondent involved, the extent to which they understand and/or agree that the behaviour was 

unacceptable, and the circumstances. The following actions may be considered: 

 

 Development and implementation of a remedial program of rehabilitation, designed to 

enable the respondent to competently fulfill the duty of acceptable workplace behaviour 

as outlined in the Standards of Conduct for CLBC Employees and this policy; 

 Comprehensive assessment of fitness for duty; 

 Referrals for counselling or to a specialized wellness program. 

 

 


