WORKPLACE HARASSMENT PROGRAM
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1.0 Purpose

To support workplace harassment provisions contained within Policy 33 — Ethical
Behaviour, and the University’s commitment to providing a work environment in which
all workers are treated with respect and dignity. Workplace harassment will not be
tolerated from any person in the workplace.

Consistent with this purpose, the University provides several resources to assist
community members concerned with harassment in their workplace. The Safety Office,
Human Resources and the Conflict Management Office are available for consultation
when considering options for resolution, whether through a formal policy process or
informal alternative dispute resolution methods.

2.0 Scope

This program applies to all employees of the University of Waterloo, including those
working remotely.

3.0 Definitions

*Workplace harassment means engaging in a course of vexatious comment or
conduct against a worker in a workplace that is known or ought reasonably to be known
to be unwelcome or workplace sexual harassment.

*Workplace sexual harassment means:

1. engaging in a course of vexatious comment or conduct against a worker in a
workplace because of sex, sexual orientation, gender identity or gender
expression, where the course of comment or conduct is known or ought
reasonably to be known to be unwelcome, or

2. making a sexual solicitation or advance where the person making the solicitation
or advance is in a position to confer, grant or deny a benefit or advancement to
the worker and the person knows or ought reasonably to know that the
solicitation or advance is unwelcome;

*“Workplace” includes both physical workspaces and virtual environments, including
those accessed through the use of information and communications technology.

Reasonable action taken by the employer or supervisor relating to the management and
direction of workers or the workplace is not workplace harassment.

4.0 Procedures

4.1 Reporting Workplace Harassment

4.1.1 How to report workplace harassment

Workers can report incidents or complaints of workplace harassment within one (1) year
of experiencing or witnessing an incident (or the last incident in a series), unless
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compelling reasons allow for an extension, as per Policy 33. Reports can be made
verbally or in writing.

The report of the incident must include sufficient detail to allow for a preliminary
assessment and should include the following information:

» Name(s) of the worker who has allegedly experienced workplace harassment and
contact information

= Name of the alleged harasser(s), position and contact information (if known)

= Names of the witness(es) (if any) or other person(s) with relevant information to
provide about the incident (if any) and contact information (if known)

» Details of what happened including date(s), frequency and location(s) of the
alleged incident(s)

* Any supporting documents the worker who complains of harassment may have in
his/her possession that are relevant to the complaint.

» List any documents a witness, another person or the alleged harasser may have in
their possession that are relevant to the complaint.

4.1.2 Who to report workplace harassment to

An incident or a complaint of workplace harassment should be reported as soon as
possible after experiencing or witnessing an incident. This allows the incident to be
investigated in a timely manner.

Report a workplace harassment incident or complaint, with sufficient detail, to the
appropriate administrative officer, normally the immediate supervisor of Respondent,
or to the department Head, Chair, or Director (for employees) or the Associate Dean (for
students). If the complaint pertains to that individual, direct it to the next highest
supervisory level.

If the employer (e.g. owner, senior executive, director) is the person engaging in the
workplace harassment, the Conflict Management Office or Human Resources shall be
notified of the workplace harassment incident or complaint so that they can ensure an
investigation is conducted that is appropriate in the circumstances.

All incidents or complaints of workplace harassment shall be kept confidential except to
the extent necessary to protect workers, to investigate the complaint or incident, to take
corrective action or otherwise as required by law.

4.2 Investigation

4.2.1 Commitment to investigate

The University of Waterloo will ensure that an impartial investigation appropriate in the
circumstances is conducted when the employer, human resources, a manager or
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supervisor becomes aware of an incident of workplace harassment or receives a
complaint of workplace harassment.

4.2.2 Who will investigate

The Decision-Maker (normally the immediate supervisor for staff, Dean or delegate for
faculty, and Associate Dean for students) will assess the incident or complaint of
workplace harassment and determine the appropriate next steps, including who will
conduct the investigation if required. If the allegations of workplace harassment involve
a member[s] of Executive Council, the employer will, if necessary, refer the investigation
to an external investigator to conduct an impartial investigation.

4.2.3 Preliminary Assessment

Within 30 working days of receiving a complaint, the Decision-Maker will conduct a
preliminary assessment to determine whether the allegations could constitute workplace
harassment or workplace sexual harassment and will advise the complainant whether
the matter proceeds to a formal investigation and, if so, whether any interim measures
are required.

If the complaint will not proceed, the Complainant will be provided with the reasons for
not proceeding.

4.2.4 Timing of the investigation

If the investigation proceeds, the Decision-Maker will advise both parties of the
proposed investigator, and mandate for the investigation. Both the Complainant and the
Respondent will have the opportunity to challenge the appointment of the investigator,
with reasons.

The investigation must be completed in a timely manner and generally within 9o
calendar days or less (unless there are extenuating circumstances (i.e. illness, complex
investigation) warranting a longer investigation. Where extensions are granted, an
update on the status of the investigation will be provided at least every 9o days.

Per Policy 33, the entire complaint process should be concluded within 12 months.

4.2.5 Investigation process

The person conducting the investigation whether internal or external to the workplace
will adhere to principles of fairness and natural justice, and, at minimum, complete the
following:

» The investigator must ensure the investigation is kept confidential and
identifying information is not disclosed unless necessary to conduct the
investigation. The investigator should remind the parties of this confidentiality
obligation at the beginning of the investigation.
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» The investigator must thoroughly interview the worker who allegedly experienced
the workplace harassment and the alleged harasser(s), if the alleged harasser is a
worker of the employer. If the alleged harasser is not a worker, the investigator
should make reasonable efforts to interview the alleged harasser.

» The alleged harasser(s) must be given the opportunity to respond to the specific
allegations raised by the worker. In some circumstances, the worker who
allegedly experienced the workplace harassment should be given a reasonable
opportunity to reply.

» The investigator must interview any relevant witnesses employed by the
employer who may be identified by either the worker who allegedly experienced
the workplace harassment, the alleged harasser(s) or as necessary to conduct a
thorough investigation. The investigator must make reasonable efforts to
interview any relevant witnesses who are not employed by the employer if there
are any identified.

» The investigator must collect and review any relevant documents.

» The investigator must take appropriate notes and statements during interviews
with the worker who allegedly experienced workplace harassment, the alleged
harasser and any witnesses.

» The investigator must prepare a written report summarizing the steps taken
during the investigation, the complaint, allegations of the worker who allegedly
experienced the workplace harassment, the response from the alleged harasser,
the evidence of any witnesses, and the evidence gathered. The report must set out
findings of fact and come to a conclusion about whether workplace harassment
was found or not.

4.2.6 Results of the investigation

After the investigator submits their final report to the Decision-Maker, the Decision-
Maker will, within 14 calendar days, prepare and provide a summary investigation
report to both the Complainant and Respondent. Each party then has up to 77 calendar
days from receiving this summary to submit a written response. The Decision-Maker
will review and consider these responses before determining any corrective or
disciplinary measures.

Within 30 days of receiving the final report from the investigator, the Decision-Maker
will determine whether corrective action, including discipline, is appropriate. They will
communicate their decision to both parties.

4.2.7 Confidentiality

Information about complaints and incidents shall be kept confidential to the extent
possible. Information obtained about an incident or complaint of workplace
harassment, including identifying information about any individuals involved, will not
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be disclosed unless disclosure is necessary to protect workers, to investigate the
complaint or incident, to take corrective action or otherwise as required by law.

While the investigation is on-going, the worker who has allegedly experienced
harassment, the alleged harasser(s), and any witnesses should not discuss the incident
or complaint or the investigation with each other or other workers or witnesses unless
necessary to obtain advice about their rights. The investigator may discuss the
investigation and disclose the incident or complaint-related information only as
necessary to conduct the investigation.

All records of the investigation will be kept confidential.

4.2.8 Handling complaints

As appropriate, at the time of complaints or during an investigation the University may
take interim steps to minimize the likelihood of any further inappropriate behaviour or
to minimize the negative impact that past behaviour will have on the parties.

Where the University finds that there has been misconduct as it relates to Workplace
Harassment or Workplace Sexual Harassment, it shall consider appropriate remedial or
disciplinary measures [consistent with Policy 18 for staff, Article 8 of the Memorandum
of Agreement between the Faculty Association of the University of Waterloo and the
University of Waterloo (MOA) for faculty, and the relevant union collective agreements]
which could range from a verbal reprimand up to and including termination of
employment.

5.0 Record Keeping

The department head will keep records of the investigation including:
1. a copy of the complaint or details about the incident;
2. arecord of the investigation including notes;
3. acopy of the investigation report (if any);

4. asummary of the results of the investigation that was provided to the worker who
allegedly experienced the workplace harassment and the alleged harasser, if a
worker of the employer;

5. a copy of any corrective action taken to address the complaint or incident of
workplace harassment.

All records of the investigation will be kept confidential. The investigation documents,
including the report should not be disclosed unless necessary to investigate an incident
or complaint of workplace harassment, take corrective action or otherwise as required
by law.

Records will be kept for: 5 Years [classification HS04]
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6.0 Training

All employees will participate in mandatory training on workplace harassment through
completion of the “Workplace Violence & Harassment Awareness” module available
through the Safety Office.

In addition, employee workshops [i.e. conduct standards, resource availability,
management responsibilities, complaint procedures] on all forms of harassment and
discrimination, including workplace harassment are available through the Conflict
Management Office.

7.0 Record of Revisions

Date Author/Editor Change Version

March 2025 Leo Xu = Clarification on procedures Workplace Harassment
Program v.2.0 MAR2025

=  Updates to definitions

January 2018 Matthew = QOriginal Version Workplace Harassment

Erickson Program v.1.2 JAN2018
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