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Definition of Bullying and Harassment: 

a. Bullying and harassment include inappropriate conduct or comments by a person 
towards a worker that the person knew or reasonably ought to have known would 
cause that worker to be humiliated or intimidated. 

b. It is not to be confused with exercising managerial authority.  Examples of reasonable 
management action include decisions relating to job duties, workloads, deadlines, 
transfers, reorganizations, work instructions or feedback, work evaluation, 
performance management, and/or disciplinary actions.  

c. Examples of conduct or comments that might constitute bullying and harassment 
include verbal aggression or insults, calling someone derogatory names, harmful 
hazing or initiation practices, vandalizing personal belongings, and spreading 
malicious rumours.   
 

Preamble: 
An employer has a duty to ensure the health and safety of its workers.  As a result, employers 
must take all reasonable steps to prevent workplace bullying and harassment where possible 
or otherwise minimize it.  Workplace bullying and harassment can lead to injury, illness or 
death. 

This Policy provides a consistent legal framework for the Employer and Employees.  This 
Policy identifies what WorkSafeBC considers reasonable steps for an employer to prevent, 
where possible, or minimize workplace bullying and harassment. 

Policy: 
Bullying and harassment is not acceptable or tolerated in workplaces.  All workers must be 
treated fairly and respectfully. 
Workers must:  

a. Not engage in the bullying and harassment of other workers. 
b. Report if bullying and harassment are observed or experienced using the reporting 

form included with this Policy (see Procedures for Reporting Incidents or Complaints 
below) 

c. Apply and comply with the Employer's policies and procedures on bullying and 
harassment. 
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The Employer must: 

a.  Inform, instruct, train and supervise workers to ensure their safety and that of other 
workers.  Training of supervisors and workers must focus on: 

i.  recognizing the potential for bullying and harassment, 
ii.  responding to bullying and harassment, 
iii.  procedures for reporting, and how the Employer will deal with incidents or 

complaints of bullying and harassment. 
Such instruction/training may be in person or online and will be conducted/required 
for all employees of the School. 

c.  Take all reasonable steps in the circumstances to ensure the health and safety of its 
workers. 

d.  Review this Policy annually to ensure that it meets the requirements of WorkSafeBC. 
 
Implementation: 
This policy statement applies to all workers, including permanent, temporary, casual, 
contract, and student workers.  It applies to interpersonal and electronic communications, 
such as email.  
 
This policy statement will be reviewed every year.  All workers will be provided with a copy.  
All workers will receive annual training on the School's harassment and bullying policy in 
the workplace.  
 
Procedures for Reporting Incidents or Complaints: 

1. How to report     
a. Workers at Maple Hill School can report incidents or complaints of workplace 

bullying and harassment in writing.  When submitting the written complaint, 
please use the Form for Investigating Incidents or Complaints form attached 
to this Policy. 

2. When to report   
a. Incidents or complaints should be reported as soon as possible after 

experiencing or witnessing an incident but no later than 7 days after the 
alleged incident(s).  This allows the incident to be investigated and addressed 
promptly. 

3. Reporting Contact   
a. Report any incidents or complaints to the Principal in person, through 

Microsoft Teams, by phone or email, including the completed Form for 
Investigating Incidents or Complaints. 

4. Alternating reporting contact   
a. If the Principal is the person engaging in bullying and harassing behaviour, 

contact the vice principal either in person, through Microsoft Teams, by phone 
or by email, including the completed Form for Investigating Incidents or 
Complaints. 
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5. What to include in a report   
a. Provide as much information as possible in the report, such as the names of 

people involved, witnesses, where the events occurred when they occurred, 
and what behaviour and/or words led to the complaint.  Attach any supporting 
documents, such as emails, handwritten notes, or photographs.  Physical 
evidence, such as vandalized personal belongings, can also be submitted. 

Procedures for conducting an investigation: 

1.  Who does the investigation? 
Typically, the school principal will investigate any harassment or bullying in the workplace.  
The Vice Principal will conduct the investigation if the Principal is the alleged perpetrator. 
 
2.  When is the investigation done? 
The investigation will begin within 7 days of receiving the complainant's Form for 
Investigating Incidents or Complaints.  The complainant and the accused will receive a copy 
of the investigator's report within 7 days of its completion. 
 
3.  What will the investigation process include? 
The investigator will give the accused a copy of the Form for Investigating Incidents or 
Complaints.  The investigator will meet with both the complainant and the accused to hear 
their sides of the incident(s).  Each will be asked to provide material evidence to support their 
perspective.  The investigator may also choose to interview witnesses or other persons the 
investigator deems relevant to the investigation.  Similarly, the investigator may decide to 
examine additional materials and/or evidence not supplied by either the complainant or the 
accused.  Having conducted interviews and reviewed the evidence that the investigator 
deemed relevant to the workplace harassment/bullying allegation, the investigator will decide 
whether the accused is innocent or guilty of workplace harassment as defined by 
WorkSafeBC. 
 
The investigator will document their findings in a report that will be given to both the 
complainant and the accused within 7 days of concluding the interviews and examination of 
the evidence.  A copy of the report will be placed in each employee's file in a sealed envelope 
labelled "Confidential".  The investigator will also give a copy of the report to the Board of 
Directors and, if necessary, WorkSafeBC. 
 
4.  What happens after the investigator's report is completed?   
The Board of Directors, as the Employer, will determine appropriate consequences based on 
the report of the investigator, such as taking steps to prevent, where possible, or otherwise 
minimize, workplace bullying and harassment, remedying any workplace conditions that are 
hazardous to the health or safety of the Employer's workers, or deciding that no further action 
is required.  If necessary, a follow-up report describing the corrective actions implemented 
will be written. 
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5.  Can the complainant appeal the investigator's report? 
Yes, the complainant can appeal the investigator's decision by writing a formal appeal to the 
Board of Directors as described in the Major Complaints Policy (Policy 306). 
 
This Policy (406) and the Major Complaints Policy (306) are included in the School’s Policy 
Manual that is available to all employees at the school’s reception desk. 
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Form for Investigating Incidents or Complaints 
 

Name and contact information of the complainant. 

  

  

Name of alleged bully or bullies. 

  

  

Personal statement 

Please describe in as much detail as possible the bullying and harassment incident(s), 
including: 

• the names of the parties involved 

• any witnesses to the incident(s) 

• the location, date, and time of the incident(s) 

• details about the incident(s) (behaviour and/or words used) 

• any additional details that would help with an investigation 

Attach any supporting documents, such as emails, handwritten notes, or photographs.  
Physical evidence, such as vandalized personal belongings, can also be submitted. 

 

Signature 

  

Date 

  

 

 














