Ottawa Dance

CENTRE SCHOOL

Workplace Violence and Harassment Policy

1. Policy Statement

Ottawa Dance Centre School (ODCS) is committed to providing a workplace in
which workers are treated with dignity and respect and are protected, so far as

reasonably possible, from workplace violence and harassment.

Workplace violence, workplace harassment and workplace sexual harassment will

not be tolerated.

ODCS will take reasonable measures to prevent workplace violence and
harassment, respond to incidents and complaints, and comply with its obligations
under Ontario's Occupational Health and Safety Act (OHSA).

This policy applies to ODCS workers, including employees and other persons who
fall within the definition of “worker” under the OHSA.

It applies wherever ODCS work is performed, including teaching spaces, offices,
rehearsals, performances, workshops, events, meetings, work-related
communications and other locations or circumstances connected with ODCS

work.

2. Legislative Framework

This policy and its associated procedures have been developed with reference to
Ontario's Occupational Health and Safety Act, including Part 11.0.1 concerning
workplace violence and harassment.

Ontario's Sexual Violence and Harassment Action Plan Act (Supporting Survivors
and Challenging Sexual Violence and Harassment), 2016 (Bill 132) amended the
OHSA to strengthen requirements relating to workplace harassment and
workplace sexual harassment.



ODCS will review this policy and its associated workplace violence and
harassment program at least annually and sooner where circumstances or

applicable legislation require.

3. Workplace Harassment

For the purposes of this policy, “workplace harassment” has the meaning
established by the OHSA and includes:

e 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; and

e workplace sexual harassment.

Reasonable action taken by ODCS or a supervisor relating to the management
and direction of workers or the workplace does not constitute workplace

harassment.
Workplace harassment may include, depending upon the circumstances:

e Dbullying or intimidation;

e insulting, degrading or humiliating comments or conduct;

e repeated unwelcome jokes, comments or behaviour;

e discriminatory harassment;

¢ unwanted sexual comments or attention;

e inappropriate sexualized communication;

e unwelcome sexual advances;

e harassment through electronic communications or social media; or

e other unwelcome conduct meeting the statutory definition of workplace

harassment.

A disagreement, performance discussion, scheduling decision, correction,
reasonable management action or other workplace conflict is not necessarily

harassment.

4. Workplace Sexual Harassment

"Workplace sexual harassment” has the meaning established by the OHSA.



It includes 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 comment or conduct is known or ought reasonably to be known to be

unwelcome.

It also includes 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 knows or ought reasonably to know that the

solicitation or advance is unwelcome.

Workplace sexual harassment is prohibited at ODCS.

5. Workplace Violence

“Workplace violence” has the meaning established by the OHSA and includes:

o the exercise of physical force by a person against a worker in a workplace
that causes or could cause physical injury;

e an attempt to exercise physical force against a worker in a workplace that
could cause physical injury; or

e O statement or behaviour that it is reasonable for a worker to interpret as a
threat to exercise physical force that could cause physical injury.

Workplace violence may arise from another worker or from another person
encountered through ODCS activities, including a participant, parent/guardian,
visitor or member of the public.

6. Workplace Violence Risk Assessment

ODCS will assess the risks of workplace violence that may arise from the nature of
its workplace, the type of work performed and the conditions in which work is

performed.

In doing so, ODCS will consider circumstances relevant to its operations, which
may include:

o workers teaching or working alone;
e evening classes and access to facilities;



« interactions with members of the public, students and parents/guardians;

e performances and public events;

e entry to and exit from ODCS work locations;

o conflict or threatening behaviour;

e emergency situations; and

e other circumstances reasonably identified as presenting a risk of workplace

violence.

ODCS will reassess workplace-violence risks as often as necessary to ensure that

its policy and program continue to protect workers.

7. Workplace Violence Prevention and Response

ODCS will maintain measures and procedures appropriate to the identified risks.

Workers should not place themselves at unnecessary risk when confronted by

threatening or violent behaviour.

Where immediate assistance is required or there is an immediate threat of

violence or physical safety, workers should call 911.

Workers should report incidents, threats and concerns relating to workplace
violence to the Artistic Director as soon as reasonably practicable.

Where a concern involves the Artistic Director, it should instead be reported to the
designated ODCS contact identified under this policy.

ODCS will take appropriate steps in response to reported risks or incidents.

8. Domestic Violence

ODCS recognizes that domestic violence may become a workplace-safety issue.

Where ODCS becomes aware, or ought reasonably to be aware, that domestic
violence that would likely expose a worker to physical injury may occur in the
workplace, ODCS will take every precaution reasonable in the circumstances for
the protection of the worker.



Workers who reasonably believe that domestic violence may create a risk to
themselves or another worker in an ODCS workplace are encouraged to inform the
Artistic Director or designated contact so appropriate safety measures can be
considered.

9. Reporting Workplace Harassment

A worker who experiences or witnesses workplace harassment should report the
incident or complaint to:

Artistic Director: Rebecca Middleton

Ottawa Dance Centre School

A complaint should contain as much relevant information as reasonably possible,
including:

what occurred;

o the person or people involved;

e« dates, times and locations where known;
e any witnesses; and

e relevant documents, messages or other information.

A worker does not need to confront the alleged harasser before making a
complaint.

Complaint involving the Artistic Director

Where the Artistic Director is the alleged harasser, is directly involved in the
complaint, or there is another reasonable conflict of interest, the complaint must
not be required to go through the Artistic Director.

It should instead be submitted directly to:

Designated ODCS Contact: [NAME / POSITION]
Email: [EMAIL]

The contact will ensure that the complaint is addressed through an appropriate
and impartial process.



10. Investigation of Workplace Harassment

ODCS will ensure that an investigation appropriate in the circumstances is

conducted when an incident or complaint of workplace harassment is raised.

Depending upon the circumstances, an investigation may be conducted by an

appropriate internal person or an independent external investigator.
An investigation will normally include, as appropriate:

1. reviewing the complaint and available information;

interviewing the complainant;

advising the respondent of the substance of the allegations and providing a
reasonable opportunity to respond;

interviewing relevant witnesses;

reviewing relevant documents, messages, recordings or other evidence;

considering the information objectively; and
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reaching findings based on the information reasonably available.

Investigations will be conducted as promptly, objectively, thoroughly and

confidentially as reasonably possible.

ODCS may implement interim measures while an investigation is underway where
reasonably necessary to protect participants, workers or the integrity of the

process. Interim measures do not constitute a finding of wrongdoing.

1. Confidentiality

Information about an incident or complaint of workplace harassment, including
identifying information about individuals involved, will not be disclosed except

where disclosure is necessary:

» toinvestigate the incident or complaint;
e to take corrective action;
o to protect health or safety; or

e as otherwise required by law.



Absolute confidentiality cannot be guaranteed where disclosure is necessary for
one of these purposes.

All individuals involved in a complaint or investigation are expected to respect the

confidentiality of the process.

12. Investigation Results and Corrective Action

Following a workplace-harassment investigation, the worker who allegedly
experienced harassment and the alleged harasser, where that person is a worker

of ODCS, will be informed in writing of:

o theresults of the investigation; and
e any corrective action that has been taken or will be taken as a result of the

investigation.

Corrective action will depend upon the circumstances and may include
education, changes to workplace arrangements, warnings, disciplinary measures,
termination of an engagement or other measures ODCS considers appropriate

and lawful.

13. Reprisal and Good-Faith Reporting

ODCS will not tolerate retaliation against a person for raising a workplace violence
or harassment concern in good faith, participating in an investigation, or
exercising rights available under applicable law.

Knowingly making a deliberately false or malicious allegation may itself constitute
misconduct. An allegation that is not substantiated following an investigation is
not, by itself, evidence that the complaint was made maliciously or in bad faith.

14. Interaction With ODCS Safeguarding Procedures

ODCS works with children and youth and maintains a separate Safeguarding and
Child Protection Policy.



Where conduct raises both a workplace concern and a child-safeguarding
concern, both policies may apply.

Nothing in a workplace investigation replaces or delays a report required under
Ontario child-protection legislation or a call to emergency services where

immediate assistance is required.

Similarly, an internal workplace complaint process does not prevent ODCS or
another person from contacting police, a Children's Aid Society or another

appropriate authority where the circumstances warrant or require it.

15. Information and Instruction

ODCS will provide workers with information and instruction appropriate to this

policy and its workplace violence and harassment program.
Workers are expected to:

o comply with this policy;

e participate appropriately in required training;

e report workplace violence and harassment concerns through the
applicable procedure;

e cooperate honestly with investigations; and

e maintain appropriate confidentiality.

16. Annual Review

ODCS will review its workplace violence and workplace harassment policies and
programs at least annually, and sooner where circumstances indicate that
changes may be required.

The review may consider:

e incidents or complaints occurring during the year;

e changes to ODCS operations or workplaces;

» identified workplace-violence risks;

o effectiveness of reporting and investigation procedures;

e changes to applicable legislation or Ministry guidance; and



» whether additional training or preventative measures are required.

Reporting Contacts

Workplace violence or harassment:
Rebecca Middleton, Artistic Director, odcs@ottawadancecentre.ca

Where the concern involves the Artistic Director:

Kendra Guidolin, kendra.guidolin@gmail.com

Emergency: 911
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