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Respectful Work Environment Policy

General

The Canadian International Council (CIC) has branches across Canada, supported by volunteer branch
executives, a small permanent staff in Toronto, and a volunteer national board. The national board
has determined that as part of its responsibility for the permanent staff, a ‘Respectful Work
Environment Policy’ should be adopted by the CIC. This is not in response to any specific concern, but
reflects due diligence and the Council’s commitment to being a responsible employer. As described
below, this policy also provides the policy basis to guide respectful interactions between all CIC
members when engaged in any CIC activity across Canada. The policy will be reviewed on an annual
basis and updated as required. This policy is to be conspicuously posted in all CIC offices.

Policy

A respectful work environment is one free of inappropriate behaviour, that is, where people are free
of discrimination, harassment of any form, violence and fear of retaliation and where each individual
is treated with dignity and respect. The CIC is committed to providing a safe, respectful and
supportive work environment for its employees, contractors and volunteers and for all CIC members
engaged in CIC activities.

This commitment is reflected in the CIC Respectful Work Environment Policy (the Policy) which is that:

EVERY INDIVIDUAL IS TO BE TREATED WITH DIGNITY AND RESPECT. THE CIC DOES NOT TOLERATE
DISCRIMINATION, HARASSMENT, VIOLENCE or RETALIATION.

People associated with the CIC are all assumed to be responsible and principled individuals who will
inherently understand and apply the principles of the Policy in their daily CIC work and any activity
involving the CIC. This policy is established to help prevent issues from arising and to provide some
general guidance in the event that there should be issues, whether through misunderstanding,
miscommunication or otherwise.

Application

The Council’s Mission Statement states in part that it is “to nurture awareness and understanding of
critical international affairs challenges and to advance constructive discourse and debate on how to
address them... the council provides an open forum where a diversity of viewpoints can be
expressed.” Thus, while the language of this policy in areas reflects its application to the CIC work
environment, it must also be stressed that it is the right of every member of the CIC across Canada to
meet and conduct all Council business and activities and to share “constructive discourse and debate”



with the assurance that they will be treated with dignity and respect. Accordingly, the CIC Respectful
Work Environment Policy is applicable to all branches and executives and the CIC membership at large
as the overall policy which guides interactions between members when engaged in any CIC activity.

CIC employees, contractors, and students or volunteers engaged in CIC projects are required to
comply with this policy. They need to be familiar with it and also to know that there is a process in
place to report any inappropriate behaviour without fear of retaliation.

The Policy complies with the Occupational Health and Safety Act and human rights and other
legislation of the Province of Ontario where the national office is located. CIC branch executives
across Canada will need to confirm that there are no compliance issues with their respective
provincial jurisdictions. This policy does not override applicable provincial, territorial or federal laws.
Where there are inconsistencies the applicable laws will prevail.

The Policy came into effect on Thursday, June 3, 2021 following approval by the national board.

Definitions

1. Discrimination means any act, omission or threat, or any policy, practice or term of employment,
which directly or indirectly causes differential treatment of, or otherwise adversely affects someone
when the act or practice is based on a statutorily protected or prohibited ground under the legislation
applicable to the work environment of the employees involved. This ground may include: race,
religious beliefs, colour, gender, gender identity, gender expression, sexual orientation, physical
disability, mental disability, age, ancestry, place of origin, marital status, source of income or family
status of that person or of any other person.

2. Harassment means any inappropriate or vexatious conduct, comment, display, action or gesture by
a person that is known or ought reasonably to be known to be unwelcome and:

- is counter to the particular human rights, health and safety or similar legislation applicable to the
work environment of the employees involved,

- is a form of bullying or personal harassment, which involves either repeated cases of, or a single,
serious occurrence of conduct, comment, display, action or gesture, that has a lasting harmful effect,

- adversely affects the employee’s psychological or physical well-being and that the person knows or
ought reasonably to know would cause the employee to be humiliated or intimidated or

- is a form of sexual harassment, which includes conduct, comment, display, action, gesture or contact
of a sexual nature that is likely to cause offence or humiliation to the employee, or that might, on
reasonable grounds, be perceived by that employee as a condition of employment or of an
opportunity for training, benefit or advancement.



Examples of Discrimination, Harassment or Bullying include, but are not limited to:
e written or verbal abuse;

e yelling, or screaming;

e threats of unwarranted discipline or loss of job;

e intimidating gestures such as slamming doors or throwing objects;

e derogatory remarks;

e cutting the employee out of the communication loop or withholding information they require to
perform their job;

e jokes and practical jokes that result in embarrassment or awkwardness;

e innuendo or taunts;

e silent treatment;

e spreading rumours or gossip;

e displays of racist or offensive signs, images or material at or about work or your coworkers;
e communications or displays intended to mock someone;

® patronizing or condescending behaviour;

e isolating another;

e persistently criticizing another;

e tampering with another’s belongings or workstation;

¢ excluding, cornering or confining another person through body language or physical barriers;
e repeatedly assigning unreasonable duties or tasks;

e physical assault; and

e engaging in different treatment of employees, contractors or volunteers when to a reasonable
observer it would appear that this treatment is an act of discrimination rather than the exercise of
normal work environment responsibilities.




Examples of Sexual Harassment include, but are not limited to:

e unwelcome flirtation, suggestive remarks, advances, propositions or gestures;
e unwelcome invitations or requests, whether indirect or explicit;

e unwelcome questions or discussions about sexual activities or preferences;

e drawing unwelcome attention to a person’s gender;

e unwelcome comments, including compliments, jokes, nicknames or pet names, innuendos or
taunting about a person’s body, attire, sex or sexual orientation;

e |eering or whistling;

e displays of pornographic or sexually suggestive signs, calendars, pictures, images or material;

e demands for sexual favours, whether or not in return for work-related favours;

e unwelcome physical contact such as touching, hugging, patting or pinching of a sexual nature; and

¢ sexual assault.

3. Violence means any action, conduct, threat or gesture by one individual toward another in the
work environment that could reasonably cause physical or psychological harm, injury or illness, and
includes sexual violence. Discrimination and harassment may constitute violence.

Examples of Violence include, but are not limited to:
e physical acts, including hitting, shoving, pushing, kicking, and sexual assault;
e threatening, verbally or in writing, to harm someone;

» adopting threatening behaviour toward someone including gestures, clenching fists, throwing
objects;

e intentionally causing or threatening to cause material damage;
® possessing, showing or using a weapon; and

e intimidating or threatening an individual by adopting aggressive behaviour

4. Retaliation is any action taken against an individual for:
-having invoked this policy whether on behalf of oneself or another individual,
-having participated or cooperated in any investigation under this policy, or,

-having been associated with a person who has invoked this policy or participated in these
procedures.




NOTES:

(1) This policy is not intended to limit or constrain the CIC’s role as employer or the reasonable
exercise of any employee’s role and function in the work environment.

(2) Reasonable action taken by a manager or supervisor relating to the management and direction of
an employee is not discrimination or harassment. For example, behaviours such as holding employees
accountable for their performance and imposing justifiable discipline are typically not forms of
harassment.

(3) Sexual harassment can occur as behaviour by men toward women, behaviour by women toward
men, between men, between women, and between or toward persons of other gender identity or
expression or sexual orientation.

(4) A threat to invoke an unfounded accusation of discrimination or harassment in order to intimidate
or coerce someone else may of course constitute harassment in itself.

(5) The definitions above incorporate the meaning of Workplace and Sexual Harassment as defined
under the Ontario Occupational Health and Safety Act.

Responsibility

Employees, contractors, students and volunteers engaged in CIC projects are required to promote a
respectful work environment and should report instances of discrimination and harassment in the
work environment to management or the CIC branch executive or the national board.

Others engaged with the CIC are encouraged and requested to report any incidents of harassment to
the appropriate CIC authorities.

If a person, in good faith, brings a complaint that is not supported by evidence gathered during an
investigation, that complaint will be dismissed, and no record of it will be put in the accused
harasser’s file. As long as the complaint was made in good faith, there will be no penalty to the person
who complained, and no record in their personnel file.

Managers will take all reasonable steps to prevent and effectively deal with work environment
violence, harassment and discriminatory treatment. They will support all parties involved in a
complaint and provide guidance on this policy, when requested. They will also watch for warning
signs of potential violence, discrimination or harassment, such as drastic changes in behaviour,
rumours, isolation, increase in sick leave, increase in resignations, increase in conflicts or aggressive
behaviour, and sudden changes in performance.

CIC will not tolerate any form of retaliation against someone who brings a complaint or participates in
the investigation of a complaint made under this policy. Retaliation will be subject to discipline up to
and including termination of employment for just cause.

Should other steps to resolve a situation be unsuccessful, corrective action, up to and including
termination of employment for just cause, may be taken to address breaches of this policy for
employees or contractors.



Nothing in this policy prevents or discourages anyone from filing a claim or complaint with the
respective provincial Human Rights Tribunal on a matter related to the provincial Human Rights Code
in accordance with the requirements of that Code or exercising any other legal mechanism available.

Confidentiality

Any complaint brought or investigation conducted under this policy will be treated confidentially to
the greatest extent possible. The identity of the complainant, respondent or witnesses, or the
circumstances of the complaint, may be disclosed where disclosure is necessary for the purposes of
resolving the complaint or taking disciplinary action in relation to the complaint, or to inform the
employees or contractors of a specific or general threat of violence, or as authorized or required by
law.

Any unauthorized disclosure of confidential information relating to a complaint may result in
disciplinary action, up to and including termination of employment for just cause.

All records of a complaint must be kept separate from the respondent’s personnel file except where
the complaint is determined to be substantiated.

Procedures

CIC has a very small staff and very limited resources, including no in-house HR or conflict resolution
expertise. In the event that a situation does arise, it is extremely important to resolve issues early and
to do so through informal resolution processes as far as possible.

Prompt action through awareness, discussion and an apology or other mutual understanding will
often resolve incidents before they escalate. Complaints which linger without action or resolution
increase hardship and discomfort and become increasingly difficult to resolve.

Individuals who have been subjected to inappropriate behaviour that may constitute discrimination,
harassment or violence* are encouraged to first clearly and firmly make the offender aware that their
behaviour is unwelcome, objectionable and must stop. If the offender acknowledges the complaint
and tenders a suitable apology or there is other agreement between the two parties, the incident may
in many cases be closed without further action. The CIC recognizes that this is not always possible or
appropriate, depending on the circumstances.

*Incidents of violence are likely to fall outside the scope of CIC’s capacities to address and may best
be promptly referred to the appropriate police authorities.

For an issue involving employees, if person to person consultation does not close the incident,
management will need to engage to address the incident and assist in securing resolution. The goal
for the CIC is that, insofar as possible, management, or if management is a party, then the national
board will make every effort to achieve a prompt and satisfactory resolution of an issue. Recourse to
external coaching/ counselling services or mediation may be an option if the board considers it
essential. If this appears to be an emerging possibility, management must bring this to the attention
of the chair or vice-chair of the national board as soon as possible.



In the event that a resolution cannot be achieved for a conflict involving employees, an investigation
will be initiated, and separate interviews conducted with the individual who has reported harassment,
the alleged harasser plus any relevant witnesses. Following the investigation, the individual who has
reported harassment and the alleged harasser will be informed in writing of the results of the
investigation and of any corrective action that has been taken or will be taken or recommended as a
result of the investigation. Depending on the circumstances, support from external expertise may be
required. If it appears that such a requirement is emerging, the chair or vice-chair of the national
board must be advised as soon as possible, so that the board can review the resources and steps
necessary to initiate the investigation.

If an issue should arise which involves branch members, branch executives will play a central role in
its resolution. The exercise of good judgement, calm, tact, patience and cooperation in resolving a
situation will be essential. If a conflict involving branch members cannot be resolved through the
informal procedures described here, it may be necessary for the person reporting harassment to refer
the matter to the respective provincial Human Rights Tribunal or other appropriate body.

See the ‘What to do’ points immediately below for further guidance on resolving issues.

What to do

If you are experiencing work environment harassment:

If you feel that you are being harassed it is best to act right away. Remember that harassment is
wrong and you should not feel guilty. Keep a record of the incident(s), dates, places, witnesses, how
you responded, the impact on you and other relevant facts and circumstances.

You are encouraged to let the other person know that their actions offend you and attempt to resolve
the problem, receiving support when needed. If you cannot resolve the problem or do not want to
speak directly with the person, the matter will need to be brought to management or the respective
CIC board.

If you cannot resolve the problem or do not want to speak directly with the person:

(1) In the case of an issue involving branch members or branch activities, you should contact the
branch president or another member of the branch executive (names on the branch page of the
national website).

(2) In the case where the branch executive may be implicated in the issue or the issue extends beyond
the purview of one branch or relates to the national office or national activities, the matter should be

raised with the national president (name on the national website).

(3) In a case involving the national president or a member of the national board the matter should be
referred to the chair or vice-chair of the national board (names on the national website).

If an incident involves actual or apparent violence, it may be a matter for the police to address.



If you are accused of work environment harassment:

If the Complainant approaches you directly, listen to their concerns. Remember that harassment may
have occurred even if you did not intend it to. Mistakes and miscommunication can cause offence. Be
sensitive to the fact that we all have different backgrounds and life experiences. Try to resolve the
problem. Willingness to acknowledge error, an explanation for your words or actions, and a sincere
apology will defuse many situations. Delay, denial or trivializing a concern will make it worse. Act
promptly and engage sincerely. You may seek the advice/support of an advisor from management at
any time on a confidential basis.

If an incident involves actual or apparent violence, it may be a matter for the police to address.
If you are a member of a branch executive, a national board member or national president:

It is extremely important to resolve issues early and to do so through informal resolution processes as
far as possible. Incidents which drag on without resolution increase the pain and become much more
difficult to resolve.

Consider participation in conflict resolution training before it is required. At a minimum, the national
president or a staff member delegated by the national president, should undertake such training.

Ensure that staff, contractors, volunteers and members are familiar with this policy.

Recognize that incidents of this nature can arise at short notice. Think through ahead of time what
action would need to be taken/how you would respond if... etc. Consider also how you protect
confidentiality, at what point you would need to request outside support, and where you would
obtain it, and at what point it would be appropriate/necessary to advise either the branch executive
or the national board of a situation and what could then be shared

If an incident involves actual or apparent violence, it may be a matter for the police to address.

If you are directly involved in facilitating the resolution of an incident, the exercise of good
judgement, calm, tact, patience and cooperation will be essential. You need to stay above the issue,
and be scrupulously fair and diplomatic.

Mistakes and miscommunication happen and can be redressed if there is good will and responsible
engagement.

However, if someone has manifestly contravened this policy, or is not acting in good faith, or refuses
to acknowledge the inappropriateness of their words or actions, then firm action may well be
required. The options for employees and contractors are relatively clear and could include
counselling, probationary action, contract termination or dismissal with cause as a last resort.

Volunteer boards/executives and volunteer memberships present different challenges. With these
groups the goal will normally be to defuse a situation, help the offending party see the error of their
ways, provide a satisfactory outcome to the offended party and restore a respectful environment.
Attempting to ‘enforce compliance’ in a volunteer organization is very challenging and there are few
tools available. In a case where someone has manifestly contravened this policy, or is not acting in



good faith, or refuses to acknowledge the inappropriateness of their words or actions, and if attempts
to resolve a situation prove unsuccessful, it may be necessary to review any responsibilities the
apparent offending party holds in the branch, or potentially invite that person to consider whether it
is in their interest and that of CIC to continue their CIC membership. Should other options be
exhausted, branch executives may of course consider exercising the provisions of CIC By-Law #1
regarding ‘Removal of Members’.

If branch executives, having attempted to resolve a situation, feel after careful consideration that
outside assistance (e.g. retaining a mediator) would realistically achieve a resolution, they should
advise the national president as soon as possible. It will have to be determined at the national level
whether funding support for such a request may be available.

Lastly, it is important to remember that you need never be alone in handling a difficult situation.
While confidentiality absolutely must be preserved, and discretion is essential, you may need to seek
advice and discuss options with expert resources or colleagues with good sense and relevant
experience.
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