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Presenter Notes
Presentation Notes
Description: Employers can use this presentation to train workers and supervisors on workplace bullying and harassment, as required under OHS Policy D3-115-2, sub-section f. Employers should insert workplace-specific information in all places indicated by bold writing. Employers can add to or change this presentation as appropriate, but must ensure they train supervisors and workers as required under OHS Policy D3-115-2. Employers can develop their own training tools and are not required to use this presentation.

Each slide in this presentation contains suggested speaking notes for the presenter in the “Notes” field.


Training
overview

Workers Compensation Act

Recognizing workplace bullying and
harassment

Employer obligations

Responding — worker and supervisor
obligations

Reporting procedures
Investigating incidents or complaints

What co-workers can do to stop bullying
and harassment

Talking to a bully
Additional information


Presenter Notes
Presentation Notes
Thanks for coming to our training session today on workplace bullying and harassment. Employers, workers, and supervisors all have legal duties regarding occupational health and safety, including workplace bullying and harassment. Today’s session meets part of our workplace obligation to train supervisors and workers about this issue. We’ll talk about:

 Our legal duties under the Workers Compensation Act
 Recognizing the potential for workplace bullying and harassment
 The legal duties of employers, workers, and supervisors for preventing and responding to workplace bullying and harassment
 Our workplace reporting procedures
 How our workplace will deal with incidents or complaints, including investigations
 What co-workers can do to stop bullying and harassment
 Tips for how to talk to a bully, if you’re a target or witness of bullying and harassment, and
 Additional information and resources about workplace bullying and harassment



Workers
Compensation
Act

Duties of employers, workers and
supervisors:

— Ensure or protect health and safety

— Includes workplace bullying and
harassment

Occupational Health and Safety (OHS)
policies on workplace bullying and
harassment, effective November 1, 2013


Presenter Notes
Presentation Notes
The Workers Compensation Act sets out the general duties of employers, workers, and supervisors to ensure or protect the health and safety of workplace parties. These duties include preventing and addressing workplace bullying and harassment. 

WorkSafeBC issued Occupational Health and Safety policies on workplace bullying and harassment, that came into effect on November 1, 2013. The policies describe the steps workplaces can take to prevent and address this issue. 

This presentation will explain the legal duties of employers, workers, and supervisors, as well as the policies and procedures we have in place here at [insert company name].


e Behaviour that humiliates or intimidates
* Examples might include:
— Verbal aggression or name-calling

> — Vandalizing personal belongings
What is .
— Sabotaging work

WO rkplace — Spreading malicious rumours
— Humiliating initiation practices /

bullying and hazing
ha rassme nt? — Personal attacks

— Aggressive / threatening gestures
— Cyber-bullying
e ~ Can come from co-workers, supervisors,
employers, external sources
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So what is bullying and harassment? It includes any inappropriate conduct or comment towards a worker that the person knew, or should have known, would cause that worker to be humiliated or intimidated. 

Some examples might include:

 Verbal aggression, insults, or calling someone derogatory names
 Vandalizing a worker’s personal belongings  
 Sabotaging another person’s work
 Spreading malicious rumours
 Carrying out harmful or offensive initiation practices or hazing
 Making personal attacks based on a worker’s private life or personal traits
 Making aggressive or threatening gestures

Cyber-bullying is another form of bullying and harassment. It can include sending harassing emails or text messages, or posting humiliating or intimidating information on social media or websites.

Bullying can come from many sources including co-workers, supervisors and employers, or from external sources such as clients, customers, members of the public, or workers from other organizations.

Each situation has to be considered in context. For example, yelling to warn someone about a hazard might be appropriate given the situation, but calling someone demeaning names in front of clients or other workers is probably not.


What is not
bullying and
harassment?

Expressing differences of opinion
Offering constructive feedback

Making a legitimate complaint about
another worker’s conduct

Reasonable management action, including
decisions about:

Job duties and work to be performed
Workloads and deadlines

Layoffs, transfers, promotions, and
reorganizations

Work instruction, supervision, or
feedback

Work evaluation
Performance management

Discipline, suspensions, or
terminations
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Not every unpleasant interaction, instance of disrespectful behaviour, or workplace conflict is bullying and harassment. 

Expressing a difference of opinion, offering constructive feedback or advice about work-related behaviour or performance, and making a legitimate complaint through established procedures about a manager’s or another worker’s conduct are not bullying and harassment.

It’s also important to note that reasonable management action is not considered workplace bullying and harassment. Managers and supervisors have many responsibilities — including directing and supervising how work is performed, monitoring workflow, and providing feedback on performance. As long as those actions are taken in a respectful manner, they do not constitute bullying and harassment. 

Reasonable management action might include decisions relating to:

 Job duties and/or work to be performed
 Workloads and deadlines
 Layoffs, transfers, promotions, and reorganizations
 Work instruction, supervision, or feedback
 Work evaluation
 Performance management, or
 Discipline, suspensions, or terminations


Effects and
potential
indicators

Workplace bullying and harassment might
resultin:

Health and safety issues

Distracting someone who is
performing dangerous tasks

Physical and/or psychological injury
Lower productivity

Lower morale

Higher absenteeism

Staff turnover — targets of bullying
and harassment and their co-workers
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Bullying and harassment is a health and safety issue and has many effects. It can distract someone while they’re performing tasks that require concentration, which can lead to physical injury. And it can also lead to physical illness and psychological injuries, such as anxiety, depression or thoughts of suicide. 

In the workplace, you might notice lower productivity, lower employee morale, higher rates of unexpected absenteeism, and staff turnover. Studies show that bullying affects co-workers as well as the target, and that co-workers are as likely or even more likely than the target to leave their jobs if they work in a bullying environment. (Reference: Houshmand et al., 2012)


Employer
obligations

Draft a workplace policy statement

Prevent or minimize bullying and
harassment

Develop reporting procedures

Develop procedures for dealing with /
investigating incidents or complaints

Train workers and supervisors
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Presentation Notes
Everyone in the workplace has a role to play when it comes to preventing and addressing bullying and harassment. Employers, workers, and supervisors have a number legal duties. 

We’ll go through each of these employer duties in more detail on the following slides, but as an overview, employers must:�
 Have a policy statement that workplace bullying is unacceptable and not tolerated
 Take steps to prevent or minimize workplace bullying and harassment
 Have procedures for workers to report if they feel bullied and harassed, including how to report if the employer or supervisor is the alleged bully
 Have procedures that explain how our organization deals with bullying and harassment incidents or complaints, and 
 Provide training about bullying and harassment to workers and supervisors, which is why we’re here today 


Policy
statement

Industra is committed to providing a safe,
positive work environment where everyone is
treated with respect and dignity. Industra will
ensure that no worker is subjected to bullying,
harassment or unwelcomed behaviors in the
workplace. Every worker is entitled to a
working environment that is free of bullying
and harassment.
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As a workplace, we have a policy statement that workplace bullying is unacceptable and not tolerated. 

Industra is committed to providing a safe, positive work environment where everyone is treated with respect and dignity. Industra will ensure that no worker is subjected to harassment at this place of employment. Every worker is entitled to a working environment that is free of Bullying and Harassment. 

The policy statement will be reviewed each year, and all our workers will be made aware of it. 



‘" INDUSTRA OHS&E Program

2.2 Bullying and Harassment Policy

Industra is committed to providing a safe, positive work environment where everyone is treated with
respect and dignity. Industra will ensure that no worker is subjected to harassment at this place of
employment. Every worker is entitled to a working environment that is free of Bullying and
Harassment.

Bullying and Harassment in the workplace is unacceptable, unlawful and will not be tolerated in any
form.

1. “Bullying and Harassment" means any objectionable conduct, comment or display by a person
that:

is made on the basis of race, creed religion, color, sex, sexualorientation, marital
status, family status, disability, physical size or weight, age, nationality, ancestry, or
place of origin; or

adversely affects the workers psychological or physical well-being and that the person
knows or ought to reasonably know would cause a worker to be humiliated; or

e Constitutes a threat to the health or safety of the worker.
. A worker who believes that he/she has been subject to harassment is encouraged to clearly
and firmly make known to the alleged harasser that the harassment is objectionable and must
stop.

. Where circumstances prevent a worker from taking action or the action taken is unsuccessful, the

worker will report the alleged harassment to their immediate supervisor.
. Supervisors are responsible to promptly notify management of the alleged harassment
complaint

Management will provide the alleged harasser with information concerning the circumstances
of the complaint and undertake a confidential investigation.

Following the conclusion of the investigation, management will inform the complainant and the
alleged harasser of the results of the investigation.

. Where the harassment has been substantiated, management will take prompt and appropriate
corrective action to resolve the complaint. Where the harassment has not been substantiated,
no action will be taken against a worker who made a complaint in good faith.

. Industra will not disclose the identity of the worker or the circumstances of the complaint
except where disclosure is necessary for the purposes of investigation or taking disciplinary
action in relation to the complaint, or where such disclosure is required by law.

policy prevents or discourages a worker from referring a complaint to the
provincial human rights commissi A worker retains the right to exercise any other legal
avenues available.

Related Documentation:

Supplemental Programs: Workplace Bullying and Harassment Program (page 480)

Name (please print)

Sec. 2: OHS&E Pol

1 May 2020
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Bullying and Harassment in the workplace is unacceptable, unlawful and will not be tolerated in any form. 
1. “Bullying and Harassment" means any objectionable conduct, comment or display by a person that: • is made on the basis of race, creed religion, color, sex, sexualorientation, marital status, family status, disability, physical size or weight, age, nationality, ancestry, or place of origin; or 
• adversely affects the workers psychological or physical well-being and that the person knows or ought to reasonably know would cause a worker to be humiliated; or 
• Constitutes a threat to the health or safety of the worker. 

2. A worker who believes that he/she has been subject to harassment is encouraged to clearly and firmly make known to the alleged harasser that the harassment is objectionable and must stop. 
3. Where circumstances prevent a worker from taking action or the action taken is unsuccessful, the worker will report the alleged harassment to their immediate supervisor. 
4. Supervisors are responsible to promptly notify management of the alleged harassment complaint 
5. Management will provide the alleged harasser with information concerning the circumstances of the complaint and undertake a confidential investigation. 
6. Following the conclusion of the investigation, management will inform the complainant and the alleged harasser of the results of the investigation. 
7. Where the harassment has been substantiated, management will take prompt and appropriate corrective action to resolve the complaint. Where the harassment has not been substantiated, no action will be taken against a worker who made a complaint in good faith. 
8. Industra will not disclose the identity of the worker or the circumstances of the complaint except where disclosure is necessary for the purposes of investigation or taking disciplinary action in relation to the complaint, or where such disclosure is required by law. 
9. Nothing in this policy prevents or discourages a worker from referring a complaint to the provincial human rights commission. A worker retains the right to exercise any other legal avenues available. 


Reporting
procedures

Report to your direct supervisor

If the employer or supervisor.is the alleged
bully, then report to the Director, OHS&E
or other senior leadership personnel

A worker may, at anytime, seek assistance
or request guidance on any scenario
without the fear of repercussion.

All incidents or report of workplace
bullying or harassment will be investigated
by senior leadership upon receipt of a
report
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If you witness or experience bullying and harassment in the workplace, you must report it.

In our workplace, you should report to your direct supervisor 
If your supervisor is the alleged bully, or if we as employers are, report it to the director of OHS&E

A worker may, at anytime, seek assistance or request guidance on any scenario without the fear of repercussion. 
All incidents or report of workplace bullying or harassment will be investigated by senior leadership upon receipt of a report





Dealing with
incidents or
complaints

How and when investigations will be
conducted

What investigations will include

The roles and responsibilities of
employers, workers, supervisors, and
others

Follow-up to the investigation
(corrective actions, timeframe, dealing
with adverse symptoms, etc.)

Record-keeping requirements
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Investigation Procedures 	
1 	How and when investigations will be conducted? 	
Most investigations at Industra will be conducted internally. In complex or sensitive situations, an external investigator might be hired. 
Investigations will: 
• Be undertaken promptly and diligently, and be as thorough as necessary, given the circumstances. 
• Be fair and impartial, providing both the complainant and respondent equal treatment in evaluating the allegations. 
• Be sensitive to the interests of all parties involved and maintain confidentiality. 
• Be focused on finding facts and evidence, including interviews of the complainant, respondent, and any witnesses. 
• Incorporate, where appropriate, any need or request from the complainant or respondent for assistance during the investigation process. 
	
2 	What will be included? 	

• Investigations will include interviews with the alleged target, the alleged bully, and any witnesses. 
• If the alleged target and the alleged bully agree on what happened, then Industra will not investigate any further, and will determine what corrective action to take, if necessary. 
• The investigator will also review any evidence, such as emails, handwritten notes, photographs, or physical evidence like vandalized objects. 
	
3 	Role and responsibilities 	

• Your supervisor is responsible for ensuring workplace investigation procedures are followed. 
• Workers are expected to cooperate with investigators and provide any details of incidents they have experienced or witnessed. 
• Your supervisor will conduct investigations and provide a written report with conclusions to the person assigned and responsible for receiving reports. 
• If external investigators are hired, they will conduct investigations and provide a written report with conclusions to the person assigned and responsible for receiving reports.

4 	Follow-Up 	

• The alleged bully and alleged target will be advised of the investigation findings by the company representative assigned to the case. 
• Following an investigation, the immediate supervisor will review and revise workplace procedures to prevent any future bullying and harassment incidents in the workplace. 
• Appropriate corrective actions will be taken within a reasonable time frame. 
• In appropriate circumstances, workers may be referred to the employee assistance program or be encouraged to seek medical advice. 
	
5 	Record-Keeping Requirements 	

• Industra expects that workers will keep written accounts of incidents to submit with any complaints. 
• Industra will keep a written record of investigations, including the findings. 
	



	



Tra NI ng * Employers are required to train to workers
and supervisors

Ssu pe rVisorS * Further training can be arranged upon
and workers b S
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Employers must also provide training about bullying and harassment to workers and supervisors, which is why we’re here today. [If the employer is providing additional training, list it here.]



Report if they observe or experie
bullying and harassment

Not engage in workplace bullying

harassment i
Apply and comply with worlg;U!c

policies and procedures on bullyi
and harassment
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Suggested script: Workers have a duty to report bullying and harassment that is observed or experienced in the workplace, and not to engage in bullying and harassment. You must also comply with our workplace policies and procedures.


What must * Not engage in bullying and harassment

» Apply and comply with.workplace policies

Supe rVisorS and procedures on bullying and
harassment
do?
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Supervisors have similar duties: they must follow workplace policies and procedures, and not engage in bullying and harassment in the workplace.


What can co-
workers do to
stop
workplace
bullying and
harassment?

Listen to the target

Don’t gossip

Offer support (e.g., employee assistance
program, counsellor)

Document details of what you see to share
in an investigation

— Dates

— Details

—  Witnesses

Tell the bully to stop
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That brings an end to the legal duties of employers, workers, and supervisors. Now we’ll move on to talk about some extra things you can do for someone who is being bullied, if you want to provide support. 

It can help your co-worker if you listen to them with empathy, and don’t gossip about what they tell you. You can also offer support by providing information about counsellors or other resources you may know about. 
You can also document what you see, so you can share it during an investigation. Include details such as dates, what happened, and who else might have witnessed it. These details can be extremely helpful in an investigation.

If you witness bullying and harassment, tell the bully to stop. Sometimes confronting an alleged bully can cause their behaviour towards the target to get worse, but other times it makes that person aware that his or her actions will not be tolerated, which results in a change in behaviour. 

Industra offers an Employee Assistance Program offered via your benefit package 


Talking to an
alleged bully

If you are the target of, or witness to,
bullying and harassment:

— Tell the bully what behaviour was
inappropriate

— Make it clear the behaviour is
unwanted and unacceptable

— Stay calm
— Don’t retaliate
— Report it
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So how do you talk to someone who is bullying and harassing you or others? It’s possible that the person engaging in the bad behaviour was unaware of its effect, and the situation might get better after you talk to them. If you feel it’s safe talking to the alleged bully, be specific about what behaviour was inappropriate. You could even show the person a copy of the workplace bullying and harassment policy and explain why you think the behaviour was inappropriate. Be clear that the behaviour is unwanted and unacceptable. Stay calm and don’t retaliate. You are also required to report any bullying and harassment you witness or experience. 

Our workplace takes bullying and harassment seriously and we will follow our procedures for dealing with incidents and complaints.


For more
information

Industra policies and procedures can be
found online via SiteDocs, in the site
offices, and in our OHS&E Program Manual

For more information, contact our
Director, OHS&E at 604-219-9330

For more tips, resources and information,
visit WorkSafeBC.com/bullying
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That wraps up our presentation for today. You can find our workplace policies and procedures at 

WorkSafeBC also has a website with tips and information about workplace bullying and harassment, available at WorkSafeBC.com/bullying.

Thanks for your attention today. If you have any questions at all, please contact Brandon 
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