Slide #1

MALE: 

As managers and supervisors, it is important to demonstrate a commitment to a civil and respectful workplace. One that is free from behaviours that interfere with the environment in your work area.  Such behaviour can range from impoliteness and disrespect to harassment and threatening behaviour.

To do otherwise would suggest that you condone  behaviour which is contrary to job performance, policy and the law.

FEMALE:


Demonstrating a commitment is important, but as supervisors, you have a responsibility to respond effectively in the event individuals within your workplace exhibit behaviours contrary to the University of Waterloo’s policies and the Ontario Human Rights Code.


The Ontario Human Rights Code places specific responsibilities on supervisors and others within the organization that have managing responsibilities, whether it be in the workplace, classroom , residence or other service operations. 
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MALE: 

The Ontario Human Rights Code considers anyone with supervisory responsibilities to be a directing mind within the University.
As such, they also expect that when you become aware of any human rights violations within your area of responsibility you will act to remedy the situation immediately. 
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FEMALE:

Failure to act could create a liability situation for the corporation and, depending on circumstances, possibly for the parties involved.
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MALE: 

Therefore , the expectation of the Ontario Human Rights Code is that: 

“all managers are aware of their duties and responsibilities under the code and the internal policies.”
Slide #5
FEMALE:
So, what are your responsibilities?  
If you are not the department head your role is to simply listen and get help...
This sounds simple but it is still important that this is done in the right way.  An effective initial response can minimize the negative impact that a concern has on the individuals involved, the department and the university community.
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MALE: 

In order to effectively respond to concerns, the best thing that you can do is to be prepared.  Guidelines are available to help you do that. Guidelines will only be helpful to you if you have taken time to review them and are familiar with them when you become aware of a complaint.
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FEMALE:

Here is a sample of what you will find in these guidelines ...
When some one approaches you with a complaint you should;

FEMALE:

Put the Individual at Ease by providing them with a private place to talk, giving them your whole attention, and giving them time to explain their concern.

MALE: 

Listen Actively by maintaining an appropriate level of eye contact and .providing feedback in order to let the person know that you have heard them.
FEMALE:
Reassure them that you are there to help work towards a resolution and that they will not face reprisal or be disadvantaged by coming to you for assistance.

MALE: 

Document the Meeting: Take notes during or immediately after the interview and store them in a safe place. 
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FEMALE:
If the individual is concerned about confidentiality, assure them that you will be respectful of their privacy.  Indicate that you will not release their name while conferring with others but remind them that there may be a time when it will be necessary to release more details, including names, and that you will attempt to inform them in advance. 
Remember, you cannot guarantee confidentiality.  If a person indicates a strong desire to discuss a complaint in complete confidentiality, they should be referred to a counsellor at Counselling Services.
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MALE: 

Encourage the person to document the details of the incident

What exactly happened during the incident? 
When did the incident occur?   

Where did the incident occur? 

Were there any witnesses? If so, who were these witnesses?
Slide #10
FEMALE:
Encourage The Individual to get Support:

They may want to get support from a friend initially but it is important that they then seek support from someone trained to handle complaints.  Such people can be found …
· in the Conflict Management and Human rights Office
· through Counselling Services,
· in the Safety Office,
· at Health Services or
· through the Campus Police 
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MALE: 

Before Concluding the Meeting
· Explain what your next steps will be and why

· Ask if there is anything else they think is important to discuss? 
· Agree on a time for you to get back to the individual and
· Try to respond within 48 hours. This demonstrates that you are taking the concern seriously. 
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FEMALE:
After your Initial Contact with the individual,
Compile your notes.  Notes should be taken either during the meeting or immediately after as notes are critical if the

complaint proceeds formally. Make sure to store your notes in a safe place.

Then, get help immediately ... from the Conflict Management and Human Rights Office.
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MALE: 

Obviously, it is important that we respond to complaints that come forward, but we can play a preventative role as well.  For this reason, it is also important that we monitor our respective areas. 
The person who is being harassed may not come forward until things get unbearable.  There are a number of reasons why people do not speak up ...
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FEMALE:
It is possible that they may be held back by fear and uncertainty or embarrassment

MALE: 

They may be afraid to come forward because it appears that no one else thinks there is a problem

And they may be reluctant to get someone else into trouble.
FEMALE:
It is possible that they are afraid that others will think that they are overreacting 

Or, they may be afraid of what will happen if others find out about their situation
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MALE: 

In order to identify and respond early to potential problems there are some very simple things that you can do … 
· Be attentive to subordinate behaviour and its impact in your work area. Pay attention to body language.
· Check with someone if you believe that they are afraid or uncomfortable

· Be careful that you are not sending mixed messages and be sure to monitor your own body language.
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FEMALE:
Within your own department:

· Help set expectations for improved behaviour

· Monitor those expectations

· Provide regular feedback

· Offer campus resources for those having difficulties

· Trust your instincts

· Listen and Get Help 
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MALE: 

In a case that involved the University of Waterloo several years ago, the Ontario Human Rights Commissioner used the University of Waterloo’s response as a standard on how organizations should respond.  This standard can be summarized as the Six Elements of a Reasonable Response to a Complaint.

MALE: 

First of all, it is essential that the complaint is dealt with promptly; 

FEMALE:

Secondly, the employer must address the issue of harassment or discrimination and provide appropriate resources to deal with it.  This includes ensuring that management and employees are aware of the standards of behaviour; 

MALE: 

The complaint must be taken seriously …
and there should be an complaint mechanism in place that ensures that complainants have adequate access to information and advice.  
It is also essential that management and employees be advised of this mechanism; 

FEMALE:

The response should result in the restoration of a healthy work environment for the complainant; 

and it is essential that management clearly communicate its actions to the complainant.
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MALE: 

However, the best way to show that the University of Waterloo takes these matters seriously is to respond early. 

As a supervisor, you may be uncertain whether there is or is not a problem in your area.  You should feel free to consult the Conflict Management and Human Rights Office to discuss early signs of difficulties.  In order to minimize the negative impact of a concern on your department, it is essential to address the concern as early as possible. 
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MALE: 
Please be aware that these additional presentations are available to provide you with further information regarding Human Rights at the University of Waterloo.
