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Personnel and Human Relations 6000 OP 6.600 

 
 

 
Respectful Workplace 

 
 
 
BACKGROUND 
 
Employees are entitled to a respectful learning and working environment free from harassment 
and bullying where people are treated respectfully and professionally regardless of their role or 
responsibilities.  
 
 Bullying and harassment as per the WorkSafeBC Occupational Health and Safety Regulation: 

 includes any inappropriate conduct or comment by a person towards a worker that 
the person knew or reasonably ought to have known would cause that worker to be 
humiliated or offended or intimidated; but 

 excludes any reasonable action taken by an employer or supervisor relating to the 
management and direction of workers or the place of employment. 

 Mediation: involves an unbiased third party acting as facilitator in direct communication 
between the parties who voluntarily agree to this process.  It is an opportunity to resolve 
disputes in a mutually respectful manner at the early/site based resolution phase of a 
complaint. 

 Confidentiality: information about a complaint will be shared only with those who need to 
know in order to facilitate the investigation process.  The respondent(s) will be provided 
with a copy of the complaint and both parties will be provided with a copy of the findings at 
the end of the investigation.  All participants in the investigation process are to keep the 
information in the process confidential and not disclose it to anyone other than their union 
representatives. 

 Standard of proof: the standard of proof to be applied as to whether the reported event(s) 
occurred is the balance of probabilities.  This means that on the evidence provided, the 
occurrence of the event was more likely than not the standard used to determine what is 
reasonable in the operational procedure is the Black’s Law Dictionary, Ninth Edition 
definition of a reasonable person which is as follows: 

 “ . . . a person who exercises the degree of attention, knowledge, intelligence, and 
judgment that society requires of its members for the protection of their own and of 
others’ interests.  The reasonable person acts sensibly, does things without serious 
delay, and takes proper but not excessive precautions. . .”  
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PROCEDURES 
 
1. Responsibility 

a. The Board of Education is responsible for: 
i. supporting an environment respectful of human rights and free from bullying 

and harassment; 
ii. understanding and communicating with members of the community about the 

respectful workplace policy; and 
iii. annually reviewing and making recommendations as required. 

b. The District Management Team is responsible for: 
i. implementing Operational Procedure 6.600 Respectful Workplace and ensuring 

its provisions are communicated to all stakeholders;  
ii. ensuring appropriate training is provided to all employees;  
iii. participating in investigations and the administration of disciplinary action if 

appropriate; and 
iv. annually reviewing the operational procedures and making changes as 

required. 
c. Principals and managers are responsible for: 

i. communicating and reviewing this procedure with the staff; 
ii. formulating, communicating and enforcing work requirements and behavioural 

expectations; 
iii. conducting or arranging for investigations into complaints;  
iv. mediating or arranging for mediation for resolution of complaints as 

appropriate; and 
v. administering disciplinary action if appropriate. 

d. Human Resources is responsible for: 
i. providing consultative services to the Superintendent, Secretary Treasurer, 

Principals and managers in managing respectful workplace complaints; 
ii. determining if the complaint is best handled under this procedure, or if it is a 

matter better dealt with through other Board or Collective Agreement 
processes such as, but not limited to, performance management, professional 
misconduct and progressive discipline or harassment complaints under the 
teacher collective agreement; 

iii. conducting or assisting in the investigation of complaints; and 
iv. providing or arranging for training in respectful workplace procedures. 

e. All employees are responsible for: 
i. being aware of, and sensitive to issues of bullying and harassment, and taking 

proactive steps to encourage respectful, courteous behavior with staff and 
students; 

ii. conducting themselves in a professional manner that meets the accepted 
standards of practice and the spirit and intent of this procedure, including in 
the use of electronic communications; 

iii. following the complaint procedure if they observe or experience bullying or 
harassment in the working or learning environment; and 

iv. co-operating in the investigating of complaints, and working to achieve 
resolution at the earliest possible stage. 
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2. Application 

a. This procedure covers all individuals involved in the working or learning environment 
regardless of their role or function.  This includes district employees, students, 
caregivers, volunteers, third parties doing business with the district and members of the 
general public who interact with the district.   

b. For district employees, this procedure does not supersede any provision of an applicable 
Collective Agreement. 

c. Inappropriate behavior by an adult toward a student is not covered by this procedure.  
The School Act, the Ministry of Education – Teacher Regulation Branch, Child, Family 
and Community Service Act and the district’s Collective Agreements will define and 
govern the standard of behavior required by adults when dealing with students. 

d. The conduct of the Board of Education is addressed in Policy No. 7.10 Code of Conduct - 
General. 

e. This procedure is not intended to address issues where the cause of the conflict or 
behavior is based on a personal characteristic that is protected under the BC Human 
Rights Code.  For example, if the inappropriate behavior towards another person is 
based on homophobic or racist views, Policy No. 8.70 Sexual Orientation/Gender Identity  
is the appropriate area to seek resolution. 

f. This procedure excludes the legitimate exercise of management rights and any 
reasonable action taken by the district or supervisor relating to the management and 
direction of employees or the place of employment including supervisory decisions 
involving work direction, evaluation, investigations and disciplinary action. 

g. This procedure excludes the reasonable exercise of caregiver and student rights in 
bringing forward concerns about the treatment of students by employees when done in 
a respectful manner. 

h. This procedure does not cover interpersonal conflicts or interpersonal relations, unless 
they are threatening or abusive. 

 
3. Expected Respectful Behaviour 

a. Every employee working with the district has the right to a respectful workplace and 
learning community. In order to promote and sustain a workplace and learning 
community where all employees are treated and treat others with respect and dignity, 
each employee is expected to abide by the following values and standards of 
interpersonal behavior, communication and professionalism: 

i. respect and value the contributions of all employees of the district, regardless 
their role in the organization; 

ii. treat all individuals with respect, civility and courtesy; 
iii. work honestly, effectively and collegially with employees and others; 
iv. respond promptly, courteously, and appropriately to requests from others for 

assistance or information;  
v. use conflict management skills, together with respectful and courteous verbal 

communication, to effectively manage disagreements among employees; 
vi. encourage and support all employees in developing their individual conflict 

management skills and talents; 
vii. recognize the differing social and cultural standards may mean behavior that is 

acceptable to some may be perceived as unacceptable or unreasonable to 
others; 
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viii. abide by applicable rules, regulations, legislation, policies and collective 
agreement provisions, and address any dissatisfaction with, or violation of, 
these policies and procedures through appropriate channels; and 

ix. demonstrate commitment to a culture where all employees cooperate and 
collaborate in using best practices to achieve high work-related outcomes. 

b. Individuals in leadership positions: 
i. model civility for others and clearly define expectations for how employees 

treat each other, and are responsive to complaints when they are brought 
forward; 

ii. commit to safeguarding all employees willing to come forward from retaliation 
or reprisal; and 

iii. manage frivolous or vexatious complaints in an appropriate manner.  
 

RESOLUTION PROCEDURES 
 
1. Early/Site Based Resolution of Complaint 

a. Parties to a complaint are encouraged to attempt to resolve concerns at the earliest 
possible stage.  Early site based resolution is a process that provides an opportunity for 
parties to resolve a dispute in a respectful manner, without unnecessary escalation.  In 
many cases the person may not have realized their actions or comments were being 
taken as harassing or bullying and will stop if it is brought to their attention. 

b. Any individual who believes that they have been bullied or harassed if they feel 
comfortable in doing so, may: 

i. attempt to resolve the issue by directly approaching the person(s) involved, 
stating clearly that the behavior or actions are objectionable and must be 
stopped; and/or 

ii. if, having chosen to approach the person(s) involved, the complainant finds 
that the behavior does not stop or that the behaviour escalates; OR if the 
individual does not wish to address the person(s) involved directly, they may 
contact their supervisor, Principal, Human Resources, Superintendent, 
Secretary Treasurer, or union representative for advice and possible courses of 
action including possible mediation. 

c. Where a site based resolution has been found, supervisors, managers or administrators 
will follow up by monitoring the situation, and as necessary, conduct subsequent 
meetings to ensure resolution is maintained.  No written records of early/site based 
resolutions will be kept in employee’s personnel files. 

 
2. Formal Complaint 

a. If the early/site based resolution process was not successful in resolving the complaint 
or the parties have decided not to make use of them, a formal complaint can be directed 
to the supervisor who has responsibility for the area. In the event that the complaint is 
about caregiver or student behaviour, the complaint should be directed to the Principal. 

b. If the supervisor is the cause of the complaint, the complaint is directed to the 
Superintendent or Secretary Treasurer. 

c. If the Secretary Treasurer is the cause of the complaint, the complaint is directed to the 
Superintendent of Schools subject to any collective agreement provisions. 

d. If the Superintendent is the cause of the complaint, the complaint is directed to the Co-
Chair(s) of the Board of Education subject to any collective agreement provisions. 
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e. All caregiver complaints about an employee of the Board should be directed first to the 
Principal.  If the complaint is about the Principal or Vice Principal it should be directed to 
the Superintendent. 

f. Any behaviour of a violent, threatening or criminal nature will be reported to the 
supervisor and a formal complaint filed. 

g. Any behaviour which results in an employee filing a WorkSafeBC claim must be reported 
to Human Resources and a formal complaint filed.  The employee is also advised to seek 
medical support. 

 
3. Filing a Complaint 

Any individual who believes they have been bullied or harassed may file a formal 
complaint.  A formal complaint must: 
a. explain the nature of the complaint in writing providing as much detail as possible as to 

the nature of the events, when they occurred and be signed and dated; 
b. specify the name(s) of the person(s) involved if known; 
c. where appropriate, indicate the steps taken by the complainant to attempt to resolve 

the matter, prior to filing a formal complaint; and 
d. be filed no later than six (6) months after the last event which caused the complaint. 

 
4. Investigating the Complaint 

The Superintendent or designate will conduct a confidential investigation of the complaint in 
order to determine the facts and assess whether the Operational Procedure OP 6.600 
Respectful Workplace has been breached. Then: 
a. the Superintendent or designate will review the complaint and contact the complainant 

within two working days; 
b. the Superintendent or designate will determine the appropriate investigator for the 

complaint which may include an outside investigator.  Only those who need to know will 
be contacted and provided with sensitive information to the extent necessary to resolve 
the complaint adequately.  The investigator will discuss the complaint with the 
complainant, review details and gather supporting information; 

c. any individual named as a respondent in a complaint will be provided with a copy of the 
written complaint prior to their interview and, in addition to being interviewed, is 
encouraged to reply in writing to the allegations; 

d. the investigation will proceed as quickly as possible and will not normally exceed four (4) 
weeks from the date of filing of the formal complaint; 

e. the complainant and the respondent(s) will have a right to representation during the 
investigation process; 

f. both the complainant and the respondent(s) will receive copies of the findings, not 
disciplinary or other consequences, of the investigation; 

g. if the complaint involves all employees, any resulting discipline will be retained in 
accordance with the provisions of the respective collective agreements; 

h. if the finding is that there has been no breach of this procedure the record will be 
expunged unless otherwise requested by the respondent; and 

i. complaints will not be considered under more than one Board policy or operational 
procedure. 
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5. Resolution 
When a formal complaint of bullying or harassment has been made, subject to the specific 
situation, the following actions may be taken subsequent to investigation and findings: 
a. training for one or both parties; 
b. counseling for one or both parties including referral to the Employee and Family 

Assistance Program; 
c. strategies to restore a positive and respectful workplace and learning environment; 
d. restorative measures; 
e. transfer for one or both parties, subject to collective agreement language; 
f. disciplinary actions; 
g. exclusion from district property – in the case of a caregiver, visitor, contractor or other 

party; 
h. referral to the District Student Support Committee in cases involving student 

misconduct; 
i. termination of contract for contractors; 
j. civil or criminal proceedings for members of the public for acts against employees; and 
k. where the complaint is not upheld, no further action and expunging of the record. 

 
6. Retaliation 

It is considered a breach of Operational Procedure OP 6.600 Respectful Workplace to take 
retaliatory action against a person who raises a concern or files a complaint.  

 
7. Examples of Bullying and Harassment 

In order to provide further guidance, some examples of bullying and harassment are 
included below.  While some of these actions individually may or may not constitute bullying 
or harassment, when taken in context of a whole situation they may qualify as a breach of 
the operational procedure. 
a. use of threatening or abusive language, profanity or language that is intended to be, or 

is perceived by others to be, demeaning, humiliating or offensive towards another 
person; 

b. verbal abuse in any form such as swearing at or displaying unnecessary shows of 
temper or anger towards another person, particularly in front of others; 

c. making threats of violence, retribution, litigation, financial or social harm, shouting or 
engaging in other speech, conduct or mannerisms that are reasonably perceived by 
others to represent intimidation or harassment; 

d. throwing tools, office equipment, instruments, or other items as an expression of anger, 
criticism, or threat, or in an otherwise disrespectful or abusive manner; 

e. spreading malicious rumours, gossip or innuendo about a person that is not true; 
f. making insulting or humiliating comments about the performance of an employee, in 

public or private, or an inappropriate manner or venue (eg; email or social media); 
g. patterns of deliberate exclusion, isolation or alienation of an employee from normal work 

interaction, such as intentionally excluding them from meetings; 
h. repeatedly undermining an employee, including encouraging others to “gang up” on 

them; 
i. personal insults and name calling; 
j. undermining or deliberately impeding a person’s work; 
k. withholding necessary information or purposefully giving wrong information; 
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l. making jokes that a reasonable person would find offensive by spoken word, gestures, 
on paper or through electronic communication; 

m. intruding on a person’s privacy by spying or staring; 
n. criticizing another person persistently; 
o. tampering with another person’s belongings or work equipment; 
p. persistently excluding or isolating someone socially; 
q. retaliation; 
r. addressing individual work performance issues in a public setting where others are 

present; 
s. setting unachievable and unrealistic work expectations; and 
t. unfairly assigning unpleasant or undesirable tasks to one person on an ongoing basis. 
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