respectful Workplace Policy - Sample 

ABC Funeral Home is committed to a healthy, harassment-free work environment in which all individuals are treated with dignity and respect.  We provide current and prospective employees with full and fair opportunities to develop their potential in a workplace environment which is free from discrimination and harassment, and which nurtures and values diversity. In order to live this commitment we undertake the following actions: 
· In recruitment, hiring and promotion, our focus is only on abilities, experience and merit 
· All employees are supported in protecting the human rights of others, as well as their own 

· All employees have the means to effectively and confidentially report any concerns of discrimination or harassment 

· Policies, practices and programs are regularly reviewed and updated to ensure they remain free of barriers which may unintentionally discriminate

Scope
This policy covers every employee of ABC Funeral Home or anyone engaged in any employment or consulting/contractor capacity to ABC Funeral Home.  It covers individuals while engaged in any activity related to their employment or contract with ABC Funeral Home, whether on funeral home property or elsewhere including work related training, conferences, travel and social functions.  This policy applies to personal contact as well as contact made over the telephone, in writing, e-mail or any other technology based communication.
Definitions: 
Harassment occurs when an individual is subjected to unwelcome verbal or physical conduct. This conduct can be based upon statutorily protected grounds such as race, colour, ancestry, place of origin, political belief, religion, marital status, family status, physical or mental disability, illness, gender, sexual orientation, age, or because a person has been convicted of a criminal or summary conviction offense that is unrelated to employment. It can also include any inappropriate and unprofessional behaviour that demonstrates a lack of respect for colleagues in the workplace.

Inappropriate behavior, generally, may be one incident or a series of incidents, of any direct or indirect conduct, comment, suggestion, gesture or communication, which:

· is likely to cause offense, humiliation or intimidation to any employees;

· is unwanted or unwelcome, whether intentional or unknowing;

· need not be based upon a subordinate/power relationship if it can be found to be upon physical, ethnic, cultural or race diversity etc;

· might, on reasonable grounds be perceived, explicitly or impliedly, as placing a term or condition on employment, training or promotional opportunities;

· interferes with an individual's job performance;

· has the effect of creating a poisoned or hostile working environment.

Included grounds for harassment/discrimination are:

Unwelcome remarks, jokes, innuendoes, e-mails, phone calls, propositions or taunting, the displaying of sexual, racist or ethnic pictures or material, unwelcome physical contact. 


This list is not exhaustive.

Harassment/ discrimination by an employee is a serious offense, and is subject to disciplinary action, which may lead to termination of employment.
Employees' Responsibilities: 
All employees have the responsibility to treat each other with respect, and to speak up if they or someone else is being harassed. All employees have a responsibility to report harassment to the appropriate person. All employees are responsible for respecting the confidentiality of anyone involved in a harassment complaint. 

Managers’ Responsibilities: 
Each manager and supervisor is responsible for fostering a safe, respectful working environment, free of harassment. Managers must set an example for appropriate workplace behaviour, and must deal with situations of harassment immediately on becoming aware of them, whether or not there has been a complaint. 

What to Do in Case of Harassment:  
Employees who believe they are either personally subject to, or believe another employee is the subject of, discrimination or harassment are encouraged to take the following steps:

1. Immediately make your disapproval and/or unease known to the person(s) directly engaged in or responsible for the discriminating or harassing behaviour.

2. If more than one incident occurs, keep a written record of dates, times and the nature of the behaviours and circumstances involved.

3. If the behaviour continues the employee is encouraged to speak to their supervisor, and ensure that the person(s) involved knows that management staff is being informed.

4. All complaints will be treated with serious consideration and responded to within a reasonable time period.  

While steps will be taken to preserve the confidentiality of the complaint to the maximum degree possible, the complainant should understand that the alleged harasser(s) will be made fully aware of the details of the complaints and will be given an opportunity to respond. In addition, the investigator will likely interview any other person who may have pertinent information and/or who may have witnessed the incident(s).
5. The complainant will be apprised of the outcome of the investigation. 
Where the allegations of harassment are found to be valid, management will determine what action should be taken against the harasser and what remedial step(s), if any, should be implemented. 
6. Disciplinary action against the harasser(s) may range from a warning to termination.
7. Documentation on harassment will not be placed in the complainant's file. 
General: 
Intentionally accusing someone of harassment, known to be false, is a serious matter and is also subject to disciplinary action. 

Rights of the accused person must also be protected. An individual accused of harassment will be provided with the opportunity to provide their explanation of events and to have those explanations fully considered by the investigator.  

Nothing in the policy is intended to preclude an individual's right to file a complaint with the Human Rights Commission. 

RESPECTFUL WORKPLACE POLICY - STAFF AGREEMENT

I, __________________________________ acknowledge that I have read and understand ABC Funeral Home’s Respectful Workplace Policy.  
I am committed to contributing to a respectful workplace and understand that harassing/discriminatory behaviour may be cause for disciplinary action up to and including dismissal.

	
	
	

	Signature
	
	Date
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Refer to FSABC HR Toolkit for additional information and resources
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