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Presenter
Presentation Notes
Description: Employers can use this presentation to train workers and supervisors on workplace bullying and harassment, as required under OHS Policy D3-115-2, sub-section f. Employers should insert workplace-specific information in all places indicated by bold writing. Employers can add to or change this presentation as appropriate, but must ensure they train supervisors and workers as required under OHS Policy D3-115-2. Employers can develop their own training tools and are not required to use this presentation.

Each slide in this presentation contains suggested speaking notes for the presenter in the “Notes” field.


Training overview

Workers Compensation Act

Recognizing workplace bullying and harassment
Employer obligations

Responding — worker and supervisor obligations
Reporting procedures

nvestigating incidents or complaints

What co-workers can do to stop bullying and
harassment

Talking to a bully
Additional information



Presenter
Presentation Notes
Suggested Script: Thanks for coming to our training session today on workplace bullying and harassment. Employers, workers, and supervisors all have legal duties regarding occupational health and safety, including workplace bullying and harassment. Today’s session meets part of our workplace obligation to train supervisors and workers about this issue. We’ll talk about:

 Our legal duties under the Workers Compensation Act
 Recognizing the potential for workplace bullying and harassment
 The legal duties of employers, workers, and supervisors for preventing and responding to workplace bullying and harassment
 Our workplace reporting procedures
 How our workplace will deal with incidents or complaints, including investigations
 What co-workers can do to stop bullying and harassment
 Tips for how to talk to a bully, if you’re a target or witness of bullying and harassment, and
 Additional information and resources about workplace bullying and harassment



Workers Compensation Act

e Duties of employers, workers and supervisors:

— Ensure or protect health and safety
— Includes workplace bullying and harassment

e Occupational Health and Safety (OHS) policies
on workplace bullying and harassment,
effective November 1, 2013


Presenter
Presentation Notes
Suggested Script: The Workers Compensation Act sets out the general duties of employers, workers, and supervisors to ensure or protect the health and safety of workplace parties. These duties include preventing and addressing workplace bullying and harassment. 

WorkSafeBC issued Occupational Health and Safety policies on workplace bullying and harassment, that came into effect on November 1, 2013. The policies describe the steps workplaces can take to prevent and address this issue. 

This presentation will explain the legal duties of employers, workers, and supervisors, as well as the policies and procedures we have in place here at [insert company name].


What is workplace bullying and
harassment?

e Behaviour that humiliates or intimidates

e Examples might include:
— Verbal aggression or name-calling
— Vandalizing personal belongings
— Sabotaging work
— Spreading malicious rumours
— Humiliating initiation practices / hazing
— Personal attacks
— Aggressive / threatening gestures
— Cyber-bullying
e Can come from co-workers, supervisors, employers,
external sources


Presenter
Presentation Notes
Suggested Script: So what is bullying and harassment? It includes any inappropriate conduct or comment towards a worker that the person knew, or should have known, would cause that worker to be humiliated or intimidated. 

Some examples might include:

 Verbal aggression, insults, or calling someone derogatory names
 Vandalizing a worker’s personal belongings  
 Sabotaging another person’s work
 Spreading malicious rumours
 Carrying out harmful or offensive initiation practices or hazing
 Making personal attacks based on a worker’s private life or personal traits
 Making aggressive or threatening gestures

Cyber-bullying is another form of bullying and harassment. It can include sending harassing emails or text messages, or posting humiliating or intimidating information on social media or websites.

Bullying can come from many sources including co-workers, supervisors and employers, or from external sources such as clients, customers, members of the public, or workers from other organizations.

Each situation has to be considered in context. For example, yelling to warn someone about a hazard might be appropriate given the situation, but calling someone demeaning names in front of clients or other workers is probably not.


What is not bullying and harassment?

Expressing differences of opinion
Offering constructive feedback

Making a legitimate complaint about another worker’s
conduct
Reasonable management action, including decisions about:
— Job duties and work to be performed
— Workloads and deadlines
— Layoffs, transfers, promotions, and reorganizations
— Work instruction, supervision, or feedback
— Work evaluation
— Performance management
— Discipline, suspensions, or terminations


Presenter
Presentation Notes
Suggested Script: Not every unpleasant interaction, instance of disrespectful behaviour, or workplace conflict is bullying and harassment. 

Expressing a difference of opinion, offering constructive feedback or advice about work-related behaviour or performance, and making a legitimate complaint through established procedures about a manager’s or another worker’s conduct are not bullying and harassment.

It’s also important to note that reasonable management action is not considered workplace bullying and harassment. Managers and supervisors have many responsibilities — including directing and supervising how work is performed, monitoring workflow, and providing feedback on performance. As long as those actions are taken in a respectful manner, they do not constitute bullying and harassment. 

Reasonable management action might include decisions relating to:

 Job duties and/or work to be performed
 Workloads and deadlines
 Layoffs, transfers, promotions, and reorganizations
 Work instruction, supervision, or feedback
 Work evaluation
 Performance management, or
 Discipline, suspensions, or terminations


Effects and potential indicators

 Workplace bullying and harassment might result
In:
— Health and safety issues

— Distracting someone who is performing dangerous
tasks

— Physical and/or psychological injury
— Lower productivity

— Lower morale

— Higher absenteeism

— Staff turnover — targets of bullying and harassment
and their co-workers


Presenter
Presentation Notes
Suggested Script: Bullying and harassment is a health and safety issue and has many effects. It can distract someone while they’re performing tasks that require concentration, which can lead to physical injury. And it can also lead to physical illness and psychological injuries, such as anxiety, depression or thoughts of suicide. 

In the workplace, you might notice lower productivity, lower employee morale, higher rates of unexpected absenteeism, and staff turnover. Studies show that bullying affects co-workers as well as the target, and that co-workers are as likely or even more likely than the target to leave their jobs if they work in a bullying environment. (Reference: Houshmand et al., 2012)


Employer obligations

e Draft a workplace policy statement
 Prevent or minimize bullying and harassment

e Develop reporting procedures

e Develop procedures for dealing with /
investigating incidents or complaints

* Train workers and supervisors


Presenter
Presentation Notes
Suggested Script: Everyone in the workplace has a role to play when it comes to preventing and addressing bullying and harassment. Employers, workers, and supervisors have a number legal duties. 

We’ll go through each of these employer duties in more detail on the following slides, but as an overview, employers must:�
 Have a policy statement that workplace bullying is unacceptable and not tolerated
 Take steps to prevent or minimize workplace bullying and harassment
 Have procedures for workers to report if they feel bullied and harassed, including how to report if the employer or supervisor is the alleged bully
 Have procedures that explain how our organization deals with bullying and harassment incidents or complaints, and 
 Provide training about bullying and harassment to workers and supervisors, which is why we’re here today 


Policy statement

 Workplace bullying and harassment is
unacceptable and not tolerated

— [Let’s all take a look now at HepCBC’s new policy
in the handout we’ve provided]


Presenter
Presentation Notes
Suggested script: As a workplace, we have a policy statement that workplace bullying is unacceptable and not tolerated. 

The policy statement will be reviewed each year, and all our workers will be made aware of it. 

[Employers might choose to insert a slide with their workplace policy statement, or distribute a copy of it to workers and supervisors at this point in the presentation.]


Prevent or minimize

e |f aware of risks, take steps to prevent or
minimize bullying and harassment

— Include new sections on Bullying and Harassment
in HepCBC’s “Policy Manual”

— Initiate what will be regular annual training of
our Board, staff, and volunteers about this issue

— Post information about bullying and harassment
prevention, and ways to report it

— Initiate “Zero Tolerance of Bullying” policy at
HepCBC

— Develop confidential reporting and investigation
procedures and form.


Presenter
Presentation Notes
Suggested script: If we are aware of circumstances that present a risk of bullying and harassment, our workplace must take steps to prevent or minimize the risk. We might provide direction to affected workers, or make other arrangements. 
In our workplace and out in the community, we at HepCBC we often deal with clients, volunteers, and staff with lived experience of marginalization, mental disease, addiction, or trauma, who are vulnerable to further victimization by bullying, and who are also more likely to engage in bullying behavior themselves. We must do all we can to avoid any behavior that could either further victimize such people, or result in triggering them to engage in bullying themselves. Let’s all start “No Tolerance of Bullying” in our own lives as well as in the workplace.


Reporting procedures

e Victim(s) or witness(es) must report bullying
or harassment in writing, and as soon as
possible, to Operations Manager

e |f the Operations Manager is the alleged bully,
then report to President or Vice President of
Board of Directors

* Include bully’s and any witness’s names; date,
time, and place of incident; what was said or
done to victim, and how it impacted victim


Presenter
Presentation Notes
Suggested script: If you witness or experience bullying and harassment in the workplace, you must report it.

In our workplace, you should report to [insert name or position]. 

If your supervisor is the alleged bully, or if we as employers are, report it to [insert name or position].

Note: The employer should fill in this slide with the details of their workplace reporting procedures. Reporting procedures must include what to do if the employer or supervisor is the alleged bully.

For example, reporting procedures might include:
 Reporting any bullying and harassment to your direct supervisor
 If the employer or supervisor is the alleged bully, reporting the incident to Human Resources personnel or another manager, a union representative, or another person in the organization

Include information about who workers can go to for help, and what help will be provided.


Dealing with incidents or complaints

All reports of bullying will be quickly and
confidentially investigated by the Operations
Manager or someone appointed by the Board.

Victims, witnhesses, and alleged bully will all be
interviewed confidentially by this person.

Board will recommend how to follow up with all
parties, to mitigate the adverse consequences,
and to assure that bullying situation has stopped.

All attempts will be made to follow restorative
justice model, but in some cases more severe
consequences such as reporting to legal
authorities or firing must be applied to prevent
recurrence or escalation of problem.


Presenter
Presentation Notes
Note: The employer should fill in this slide with details of their workplace investigation procedures. For example, procedures must include information about:
 How and when investigations will be conducted
 What investigations will include
 The roles and responsibilities of employers, workers, supervisors, and others
 Follow-up to the investigation (corrective actions, timeframe, dealing with adverse symptoms, etc.)
 Record-keeping requirements

Tell workers who is responsible for following up on complaints and incidents. 



Restorative Justice Model

e A system of justice that focuses on the rehabilitation
of offenders through reconciliation with victims and
the community at large. (Google Dictionary)

 An approach to justice that personalizes the crime
by having the victims and the offenders mediate a
restitution agreement to the satisfaction of each, as
well as involving the community. This contrasts to
other approaches such as retribution,
deterence, rehabilitation, or incapacitation.
(Wikipedia)

e Victims take an active role in the process.

Meanwhile, offenders take meaningful responsibility
for their actions. (Wikipedia)



Training supervisors and workers

e HepCBC will provide training such as this to
all Board, staff, and volunteers on an annual

basis.

 All new Board, staff, and volunteers will be
notified of our Zero Tolerance for Bullying
policy, and how to respond to bullying.

* Posters will be posted to help remind us all of
this important new policy.


Presenter
Presentation Notes
Suggested script: Employers must also provide training about bullying and harassment to workers and supervisors, which is why we’re here today. [If the employer is providing additional training, list it here.]



What must staff and volunteers do?

e Report if they observe or experience bullying
and harassment

 Not engage in workplace bullying and
harassment

* Apply and comply with workplace
policies and procedures on bullying
and harassment


Presenter
Presentation Notes
Suggested script: Workers have a duty to report bullying and harassment that is observed or experienced in the workplace, and not to engage in bullying and harassment. You must also comply with our workplace policies and procedures.


What must supervisors do?

 Not engage in bullying and harassment

* Apply and comply with workplace policies
and procedures on bullying and harassment


Presenter
Presentation Notes
Suggested script: Supervisors have similar duties: they must follow workplace policies and procedures, and not engage in bullying and harassment in the workplace.


B
What can co-workers and volunteers

do to stop workplace bullying and
harassment?

e Listen to the target
 Don’t gossip (in person, by phone, or by email!)
o Offer support (e.g., employee assistance program,
counsellor)
e Document details of what you see to share in an
Investigation
— Dates
— Details
— Witnesses

e Tell the bully to stop


Presenter
Presentation Notes
Suggested script: That brings an end to the legal duties of employers, workers, and supervisors. Now we’ll move on to talk about some extra things you can do for someone who is being bullied, if you want to provide support. 

It can help your co-worker if you listen to them with empathy, and don’t gossip about what they tell you. You can also offer support by providing information about counsellors or other resources you may know about. [If your workplace has an employee assistance program, you could talk about it here.]

You can also document what you see, so you can share it during an investigation. Include details such as dates, what happened, and who else might have witnessed it. These details can be extremely helpful in an investigation.

If you witness bullying and harassment, tell the bully to stop. Sometimes confronting an alleged bully can cause their behaviour towards the target to get worse, but other times it makes that person aware that his or her actions will not be tolerated, which results in a change in behaviour. 


Talking to an alleged bully

e |f you are the target of, or witness to, bullying
and harassment:
— Tell the bully what behaviour was inappropriate

— Make it clear the behaviour is unwanted and
unacceptable

— Stay calm
— Don’t retaliate
— Report it


Presenter
Presentation Notes
Suggested script: So how do you talk to someone who is bullying and harassing you or others? It’s possible that the person engaging in the bad behaviour was unaware of its effect, and the situation might get better after you talk to them. If you feel it’s safe talking to the alleged bully, be specific about what behaviour was inappropriate. You could even show the person a copy of the workplace bullying and harassment policy and explain why you think the behaviour was inappropriate. Be clear that the behaviour is unwanted and unacceptable. Stay calm and don’t retaliate. You are also required to report any bullying and harassment you witness or experience. 

Our workplace takes bullying and harassment seriously and we will follow our procedures for dealing with incidents and complaints.


For more information

* HepCBC’s new “Bullying and Harassment
Policy” may be found in the current “HepCBC
Policy Manual” posted on our website,
www.hepcbc.ca .

 For more information, contact HepCBC's
Operations Manager at 604-259-0500 or
inquire through info@hepcbc.ca .

 For more tips, resources and information, visit
www.WorkSafeBC.com/bullying .



Presenter
Presentation Notes
Suggested script: That wraps up our presentation for today. You can find our workplace policies and procedures at [insert information, e.g., insert intranet site or location where policies and procedures are posted].

[Provide any extra information, such as a contact person for workplace bullying and harassment.]

WorkSafeBC also has a website with tips and information about workplace bullying and harassment, available at WorkSafeBC.com/bullying.

Thanks for your attention today. If you have any questions at all, please contact [insert name].

http://www.hepcbc.ca/
mailto:info@hepcbc.ca
http://www.worksafebc.com/bullying
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