Appendix D

ADMINISTRATIVE PROCEDURE
F-13 2011

RESPECTFUL WORKPLACE

The Resort Munloipailty of Whistler ("RMOW") is committed to cresting and sustaining a vib
safe and caring work environment. To do so, all psopie (see Scope) are to be treatedgwrm ;meahtmm
and dignity. Behaviour and/or situations that run oontrary to such treatment will not be tolerated,

The RMOW recognizes that confilcts, disagreements or Inappropriate behaviours will ooour.
be resolved in 8 manner that contributes to a healthy and productive workplace, 0oour. These lssues wil

The RMOW promises to réspond quickly to complaints about inappropriate bshaviour in the workplace, and
to resolve Issues promptly, openly, honestly and with eppropriate consideration for privacy and rkpl '

confidentiality.
PURPOSE
The RMOW Is committed to working In collaboration with its employess to create a respectful workplace by:

8) Promoting and malntaining a comman understanding of the expectations and behaviours considered
appropriate and Inappropriats In Municipal workplaces and In the delivery of or access to Municipal

services, and;
b) Takirig action to prevent and/or deal with inappropriate behaviour wherever Munlolpei business Is
being conducted.

SCOPE/EXCEPTIONS
This Procedure applies to the following people and places:

People:
1. RMOW employees (including Job applicants)
2. Contractors providing service for or to the RMOW
3. Suppliers delivering material to the RMOW

4. Volunteers
5. Members of Munlcipal Council
6. .Members of the public who are acoessing Municlpal services or Municipal opsreted facliities

Places:
1. Municipal bulldings, facillties, sites, offices or work environment

2. Locations visited by employees while traveling on Municipal related business Including conferences,
meetings, vendor/supplier or customer sites

3. Locations of work-based socisl gatherings
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CONSEQUENCES OF NON-COMPLIANCE
Any'emplnyea. who Violates this procedure, will be subject to appropriate disciplinary action up to and
including dismissal.

Membere of the publio, visitors to Municipal facillties or Individuals conduoting busineas with the RMOW, are
d o adhefe to this procedure. This Includes refraining from inappropriete behaviour towards -
employees, elected officials, and persons acting on behalf of the RMOW. If Inappropriate behaviour oceurs,
the RMOW will take appropriate action to ensure a respectful workpiacs. This could Include barring the
pereon from facilities or discontinulng business with contractorsorsuppllers, -~ _~ - - :

Criminal Offences ,
Where behaviour may constitute a criminal affanog, the RMOW will refer these matters to the RCMP for

further Investigation.

False or Frivolous Complaints :
Complaints that are found to be false, frivolous or made in bad falth will not be tolarated and will be subject

to appropriate disciplinary action or denlal of service.

Retaflation i
Everyons has the right to report, In good falth, Incidents of discrimination, harassment or inappropriate

behavlour withoutt fear of retaliation. - °

Retallation by any person agalnst anyone involved in Informal or internal or external formal complaint
processes will not be tolerated and will be subject to discipline, up to and Inciuding dismissal pr denial of

Muynicipal services.
I APPROPRIATE WORKPLACE BEHAVIOURS -

it is not possible to temlze every instance of épproprlate or inappropriste behaviour, In general terms, the
kinds of behaviours that are to be encouraged are those which support and creats a respectful workplace

and fts related business objectives.
Examples Include:

e Being polite, courteous and respectful of others,

« Using common greetings, farewells or brief enquiries aboht others' well-belng which are seen as an
acknowiedgement of others s unique Indlviduals,

¢ When reviewing others' ideas, suggestions or work, Identffying what Is positive or good about the
proposai as well as where It can be improved,

o Treating others equitably and fairly,
o Llstening to what others have to say,
+ Belng open-minded to others’ Ideas, comments and suggestions,

¢ Seaking input and the active involvement of a ppropriate people In planning, declsion-making and
implementing Inltiatives,

» Ensuring that decision-making takes Into account relevant factors, |s falr and s seen to be fair,
+ Recognizing and valuing the diversity amang workgroup members, customers and citizens, and

¢ Wilingly and sincerely apologizing to people when something you sald or did may have offended
them.
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2. INAPPROPRIATE WORKPLACE BEHAVIOUR

Inappropriate behaviour Is that which Is objectionable and/or unwelcome to an indlvidual, Such behaviour
serves no valid work related purpose and can create a polsoned work environment. There are three -
categories of Inappropriate behaviour addressed in the procedurs. They are;

¢ Disrespectful Behaviour

o Disorimination/Harassment

s Damage to Peopie or Property
2.1  Disrespectful Bahaviour

Disrespectful Behavlour Is;

. :J/e:;:;;cus: conduct, comments, actions or gestures which are humillating, offensive, hurtful or
elittling, ‘

* Repeated: conduct, comments, actions, or gestures when taken In Isolation seemn m
repeated can lead to a conclusion of harassment, or minor but when

e Asingle Incident of sufficient seriousnaess to have a significant impact on the recipient or the work
environment,

o Hostlle or unwanted,
» Affecting the employee’s dignity, well being, or physical integrity,

e Resulting in a harmful or poisoned. work eﬁvl.ronmsnt. :

Examples of disrespectful behaviour include, but are not limited to;

. rlf;ietl:‘:rl‘ vg:' ;:m'l g:?:t:tlnlt:é, actions, gestures or other behaviours-or ‘jokes’ which ars humliating,
. Bullying or intimidation,

e Abusing authority,

» Yelling or shouting (except where Intended to alert another to danger),

¢ Dellberately excluding an employee from relevant work actlvities or declsion making,
* Decision making which Is Influenced by factors which have no work related purpose,
» Attempting to discredit an employee by spreading false Information about him/her.

2.2 Discrimination/Harassment

Behaviours, practices, pollcles or systems which have a direct or adverse Impact based on: iags, anoestry,
colour, famlly status, marital status, mental or physical disabiilty, place of origin, race, religlous bellefs,
sexual orlentation, lawful source of Income, sex (Including pregnancy, breastfeeding and saxual
harassment), political bellef, crimina! conviction or any other ground covered by British Columbia’s Human
Rights Code.

Diseriminatory or harassing behaviours include comments or actions which are unwelcome, that are based
on a prohibited ground of discrimination and result In a negative or polsoned work environment. (See
“Prevention of Work Place Harassment Procedure F-5").



Examples Include:
o Any previously described inappropriate behaviour that Is based on a prohibited ground,

» Sexual harassment includes comments or conduct such as: unwelcome advances, requests,
comments, physical contact (unhscessary touching, pinching or jostiing) or gestures (suggestive or
persistent staring) that are of a sexual nature. Implied or expreased threats of reprisal for refusal to
comply with & request of a sexual nature or implied or expressed promigses of reward for agreeing to
comply with a request of a sexual nature, ‘

« Unwelcome remarks, Jokes, taunts, suggestions orspeéulatlons gbout a person's body, attire, sex
life, eto., '

« Displays of pomographic or other sexual materlals in the form of pletures, electronic mall, graffit,
cartoons or sayings. _

Discriminatory practices, polivies, or systems include:
¢ Denlal of equitable treatment In hiring or In the terms, conditions, o benefits of employment,
s Access 1o or the processes by which people use Municipa! related services, programs and/or

faclltties, and/or

¢ Falling to accommaodate an individual(s) protected under British Columbia’s Human Rights
{egislation.

2.3  Damage to People or Property

Examples include:
s Vandalism or delibarate destruction of Municipal property,

» Threats - any act, gesture or statement that glves an employse reasonable cause to believe that
there is risk of injury to themselves, another person or Municipal property. Any statemant, efther
verbal or written, that is reasonably interpreted by a person to be menacing or taunting in nature.
This could Include, but not limited to, such things as coerclon, intimidation, persecution, humilliation,

bullying, ridiculing or belittiing, and

e Violent Acts - violent acts are defined as any act that causes, or may causs, physical harm or
significant emotionel distress to a Municipal employee or a member of the public. Behaviours that
are threatening to persorial safety or are violent requive Inmediate action to prevent escalation and
to ansure the gafety of others. Incidents of threats or violence should be reported Immediately to an
employee's supervisor, the Director of Human Resources and the RCMP (911). {See “Violence in the

Workplace Administrative Procedure and Guidelines F-11").

3. EMPLOYEE RESPONSIBILITIES

Every employee has the right to be treated In & falr, reasonable and respectful manner. Forthis tobe a
normal part of our environment, we must find strategles which prevent our differences from escalating and

resolve them gulckly when they do occur.

As an employee of the RM OW, you are responsible for creating a respectful workplace environment by:
+ Ensuring your behaviour s respectful and appropriate at all times,
«  Accepting responsibliity for your own actions, reactions, and behaviours and your Impact on others,
» Making your concerns known promptly if soi-nething is troubling you,
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Being a part of the solution, and

Immediately infarming your suparvisor, Director of Human Resources and the RCMP (911) if there is
an Imminent threat or risk of violence that could vompromise an individual's safety.

MANAGERS AND SUPERVISORS HESPONSIBILITIES ~ -

As a leader at the RMOW you have additional responsibilities to croate and sustain a respectful workplace
environment. They inciude: '

Belng a role model for behaviour standards such as the RMOW Leadership Competencies,
Leadership Behaviours & Attributes, Prevertion of Work Place Harassment Procedure and the

Respectful Workplace Procedure,

Ensuring awareness of and compllance with the Respeoctful Workplace Procedure in your ares of
responsibliity, '

Taking appropriate action in a prompt, Impartial and confidential manner when Respectfu}
Workplace Procedure Issues come to your attention,

Supporting all parties Involved In resolving issues under the Respectful Workplace Procedure, and
Making sure no person suffers reprisal as a result of making a complaint, or for providing

information.
Dated this 22 day of July, 2011,
Denlse Wood “Bob MacPherson

Director, Human Resources {nterim Chief Administrative Offlcer



