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Village Juicery is committed to providing a work environment in which all workers are treated with 
respect and dignity. Workplace harassment will not be tolerated from any person in the workplace 
(including customers, clients, other employers, supervisors, workers, and members of the public, as 
applicable). 

 The workplace harassment program applies to all workers including managers, supervisors, 
temporary employees, students and subcontractors.  

1. Workplace Harassment  

Workplace harassment means engaging in a course of vexatious comment or conduct against a 
worker in a workplace that is known or ought reasonably to be known to be unwelcome or workplace 
sexual harassment.  

Workplace sexual harassment means:  

a) engaging in a course of vexatious comment or conduct against a worker in a workplace 
because of sex, sexual orientation, gender identity or gender expression, where the course of 
comment or conduct is known or ought reasonably to be known to be unwelcome, or  

b) making a sexual solicitation or advance where the person making the solicitation or 
advance is in a position to confer, grant or deny a benefit or advancement to the worker and 
the person knows or ought reasonably to know that the solicitation or advance is unwelcome;  

Reasonable action taken by the employer or supervisor relating to the management and direction of 
workers or the workplace is not workplace harassment. 

Some Examples of what does not constitute harassment: 

● Normal exercise of management’s right to manage such as the day-to-day management of 
operations, performance at work or absenteeism, the assignment of tasks, reference checks, 
and the application of progressive discipline, up to and including termination, constitute the 
legitimate exercise of management’s authority. (Note. While exercising the normal managerial 
functions is not harassment, how such functions are exercised can risk giving rise to the 
potential for harassment or perceptions of harassment.) 

● Workplace conflict in itself, does not constitute harassment but could turn into harassment if 
no steps are taken to resolve the conflict. 

● Following up on work absence 
● Difficult conditions of employment, professional constraints, and organizational changes. 
● A single or isolated incident such as an inappropriate remark or having an abrupt manner. 
● A social relationship welcomed by both individuals. 
● Friendly gestures among co-workers such as a pat on the back. 
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2. Reporting Workplace Harassment  

a. How to Report Workplace Harassment 

Workers can report incidents or complaints of workplace harassment verbally or in writing. When 
submitting a written complaint, please use the workplace harassment complaint form (see Annexure 
A). When reporting verbally, the reporting contact, along with the worker complaining of harassment, 
will fill out the complaint form.  

The report of the incident should include the following information: 

i. Name(s) of the worker who has allegedly experienced workplace harassment and 
contact information  

ii. Name of the alleged harasser(s), position and contact information (if known) 

iii. Names of the witness(es) (if any) or other person(s) with relevant information to 
provide about the incident (if any) and contact information (if known)  

iv. Details of what happened including date(s), frequency and location(s) of the alleged 
incident(s)  

a) Any supporting documents the worker who complains of harassment may 
have in his/her possession that are relevant to the complaint.  

b) List any documents a witness, another person or the alleged harasser may 
have in their possession that are relevant to the complaint.  

b. Who to Report Workplace Harassment To 

An incident or a complaint of workplace harassment should be reported as soon as possible after 
experiencing or witnessing an incident. This allows the incident to be investigated in a timely manner. 

Report a workplace harassment incident or complaint to your Department Head or to Tanu Shree 
Kapoor, HR Manager via email at tanu@villagejuicery.com or by call on 905 803 9408. 

You can also contact the Owner of the Business, Tyler Colford at tyler@villagejuicery.com and Omar 
Shaheen at omar@villagejuicery.com .  

This notification of the workplace harassment incident or complaint will ensure that an appropriate 
investigation is conducted in the circumstances.  

If the incident or complaint involves the owners , an external person qualified to conduct a workplace 
harassment investigation who has knowledge of the relevant workplace harassment laws will be 
retained to conduct the investigation.  

All incidents or complaints of workplace harassment shall be kept confidential except to the extent 
necessary to protect workers, to investigate the complaint or incident, to take corrective action or 
otherwise as required by law. 

3. Investigation  

mailto:tanu@villagejuicery.com
mailto:tyler@villagejuicery.com
mailto:omar@villagejuicery.com
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a. Commitment to Investigate 

Village Juicery will ensure that an investigation appropriate in the circumstances is conducted when 
the employer, human resources, a manager or supervisor becomes aware of an incident of workplace 
harassment or receives a complaint of workplace harassment. Such incident should be formally 
reported within 2 days of receiving information/formal/ complaint to the Department Head/Human 
Resources/Owners of the Business 

b. Who Will Investigate 

The Human Resources Manager shall appoint an investigator within ten days of receiving a formal 
request along with the Form (Annexure A) for a Workplace Violence investigation and the 
investigation shall proceed expeditiously and on a confidential basis.  

One of two types of investigators may be appointed:  

o internal investigator (i.e. senior management or trained investigator)  

o third-party investigator  

If the allegations of workplace harassment involve the Owners , the employer will refer the 
investigation to an external investigator to conduct an impartial investigation.  

c. Timing of the Investigation  

The investigator will prepare and submit a report summarizing the facts and findings within 30 days of 
initiating the investigation and conclude whether there is: 

o sufficient evidence to substantiate a finding of violation of the policy/program  

o insufficient or lack of credible evidence to substantiate a finding of violation of 
the policy, or  

o no credible evidence to substantiate a violation of the policy.  
The investigation can extend to 90 days if there are extenuating circumstances (i.e. illness, complex 
investigation) warranting a longer investigation.  

d. Investigation Process  

The person conducting the investigation whether internal or external to the workplace will, at 
minimum, complete the following:  

i. The investigator must ensure the investigation is kept confidential and identifying 
information is not disclosed unless necessary to conduct the investigation. The 
investigator should remind the parties of this confidentiality obligation at the 
beginning of the investigation.  

ii. The investigator must thoroughly interview the worker who allegedly experienced the 
workplace harassment and the alleged harasser(s), if the alleged harasser is a worker 
of the employer. If the alleged harasser is not a worker, the investigator should make 
reasonable efforts to interview the alleged harasser.  

iii. The alleged harasser(s) must be given the opportunity to respond to the specific 
allegations raised by the worker. In some circumstances, the worker who allegedly 
experienced the workplace harassment should be given a reasonable opportunity to 
reply.  
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iv. The investigator must interview any relevant witnesses employed by the employer 
who may be identified by either the worker who allegedly experienced the workplace 
harassment, the alleged harasser(s) or as necessary to conduct a thorough 
investigation. The investigator must make reasonable efforts to interview any relevant 
witnesses who are not employed by the employer if there are any identified.  

v. The investigator must collect and review any relevant documents.  

vi. The investigator must take appropriate notes and statements during interviews with 
the worker who allegedly experienced workplace harassment, the alleged harasser 
and any witnesses. 

The investigator must prepare a written report summarizing the steps taken during the investigation, 
the complaint, the allegations of the worker who allegedly experienced the workplace harassment, 
the response from the alleged harasser, the evidence of any witnesses, and the evidence gathered. 
The report must set out findings of fact and come to a conclusion about whether workplace 
harassment was found or not.  

e. Results of the Investigation  

Within 10 days of the investigation being completed, the worker who allegedly experienced the 
workplace harassment and the alleged harasser, if he or she is a worker of the employer, will be 
informed in writing of the results of the investigation and any corrective action taken or that will be 
taken by the employer to address workplace harassment. 

 Any of the parties may request a formal review of the decision of the investigator by submitting 
additional evidence in writing to the Human Resources Department within 30 days of receiving the 
findings of the investigator.  
 

f. Confidentiality 

Information about complaints and incidents shall be kept confidential to the extent possible. 
Information obtained about an incident or complaint of workplace harassment, including identifying 
information about any individuals involved, will not be disclosed unless disclosure is necessary to 
protect workers, to investigate the complaint or incident, to take corrective action or otherwise as 
required by law.  

While the investigation is on-going, the worker who has allegedly experienced harassment, the 
alleged harasser(s) and any witnesses should not to discuss the incident or complaint or the 
investigation with each other or other workers or witnesses unless necessary to obtain advice about 
their rights. The investigator may discuss the investigation and disclose the incident or 
complaint-related information only as necessary to conduct the investigation. All records of the 
investigation will be kept confidential.  

g. Handling Complaints 

The complaint needs to be taken very seriously and a careful strategy that is supported by the 
Program needs to be followed. Some aspects to be considered are: 

● Keep an open Mind 



March 2020 Village Juicery Workplace Harassment Prevention Program 

● Treat the Complainant with respect and compassion 

● Do not retaliate on any comments  

● Follow the established procedure/program guidelines 

● Be in touch with the Complainant and ensure that investigation is being done/will be 
done 

Once the complaint is received, depending on the situation and the gravity of the events, the 
complainant will be given options to ensure the comfort to work in/from outside the organisation till in 
investigation is going on. This might involve exploring options like moving either party to another shift, 
work from home, temporary change in team, paid time off etc.  

If the investigation validated the claims by the complainant, suitable disciplinary action will be taken 
which can also account for termination of services from Village Juicery. 

 

4. Record Keeping  

The Human Resources department will keep records of the investigation including:  

a) a copy of the complaint or details about the incident; 

b) a record of the investigation including notes;  

c) a copy of the investigation report (if any);  

d) a summary of the results of the investigation that was provided to the worker who allegedly 
experienced the workplace harassment and the alleged harasser, if a worker of the employer;  

e) a copy of any corrective action taken to address the complaint or incident of workplace 
harassment.  

All records of the investigation will be kept confidential. The investigation documents, including this 
report should not be disclosed unless necessary to investigate an incident or complaint of workplace 
harassment, take corrective action or otherwise as required by law.  

Records will be kept for a year from findings of the results of the investigation. 

 

5. Special Measures in case of Complaint 

At the time of the incident or during investigation or after investigation, the following special measures 
can be taken to support the employee/complainant: 

● The employees have a right to “Refuse to Serve” post giving 3 warnings (the no. of warnings 
may change depending on the situation). We respect our employee’s decision and hope that 
they will take a conscious judgement while using their right. The employee must report such 
incident immediately to the reporting manager so that it can be recorded immediately. 
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● A buddy/team member can be summoned post giving 3 warnings to the member of public. 
The employees are expected to give calm warnings before involving the buddy. A third-party 
intervention is proven to manage the situation better in such cases. 

● At locations where the employee does not have a team member/ buddy available or where 
situation is not manageable, the employee can immediately ask for help on “Violence and 
Harassment” Group on Slack maintained by the HOD. This group comprising of HOD and 
Managers will ensure that help is provided by the nearest location on an urgent basis. 

● In case of extreme circumstances (to be determined by the investigators), a special notice will 
be issued to the member of public, banning/stopping the alleged person/party from entering 
the store/s. The notice will have the investigation details and a clear explanation on why the 
necessary steps are being taken. This notice will be initiated by the head of department with 
the help of owners of business and legal consultants. 

● The Harassed/Violated employee can file a human rights complaint at any point of time. The 
ongoing investigation does not stop the employee from approaching a court or tribunal. 

● In some cases where the employee is harassed/violated by member of public or employee of 
the company, re-assigning the employee to another store location or job area might be 
considered. 

 

Date Created: March 3, 2020 

Annual Review Date: March 4, 2021 

 

Authorised By: 

Tyler Colford 
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ANNEXURE-A 

Workplace Harassment Complaint Form 

 

Name and contact information of worker who has allegedly experienced workplace 
harassment (your name): 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

 

Name of alleged harasser(s) and contact information, if available: 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

 

Details of the Complaint of Workplace Harassment 

Please describe in as much detail as possible the bullying and harassment incident(s), including: 
(a) the names of the parties involved; (b) any witnesses to the incident(s); (c) the location, date and 
time of the incident(s); (d) details about the incident(s) (behaviour and/or words used); (e) any 
additional details. (Attach additional pages if required) 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

___________________________________________________________________________

___________________________________________________________________________
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___________________________________________________________________________

___________________________________________________________________________  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

___________________________________________________________________________ 

 

Relevant Documents/Evidence 

Attach any supporting documents, such as emails, handwritten notes, or photographs. Physical 
evidence, such as vandalized personal belongings, can also be submitted. If you are not able to 
attach documents and they are relevant to your complaint, please list the documents below. If 
someone else has relevant documents, please note that below 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________  

 

Signature:                                                  Date: 
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ANNEXURE-B 

Investigation Template 

This template may be used for guidance in investigating workplace harassment incidents or 
complaints. For a more complex investigation, the Template can be changed by the Human 
Resources Department to meet the requirement. The person conducting the investigation must 
not have been involved in the incident or complaint of workplace harassment and must not be 
under the direct control of the alleged harasser. 

 

Name of investigator:  

Date of investigation: 

 

A. Background Information: Who are the people involved? Are they workers as defined by 
OHSA? Who reported and when? 

1. Name of person who reported workplace harassment:  

 

2. If not the same person as above, name of person who allegedly experienced workplace 
harassment:  

 

3. Date complaint/concern raised and how:  

 

4. Name of worker(s) (complaining or possibly exposed to workplace harassment): 
Position/Department: 

 

5. Name of respondent(s) (alleged harasser); Position/ Department: If not a worker – provide 
details:  

 

B. Investigation Plan: Plan and conduct the investigation (Attach more pages if necessary):  

1.Obtain the worker(s) concerns of harassment in writing, if possible. Assistance should be 
provided in completing the form (Annexure A) where necessary.  

2. An investigator needs to interview the worker who allegedly experienced workplace 
harassment and the alleged harasser (if a worker of the employer). If the alleged harasser is not a 
worker of the employer, the investigator should make reasonable efforts interview him or her.  
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3. Make a list of possible relevant witnesses. The worker who allegedly experienced workplace 
harassment and the alleged harasser should be asked for names of any relevant witnesses.  

4. Interview relevant witnesses. Ask specific questions about what they have observed, are aware 
of or have personally experienced. If the witnesses are not workers of the employer, the 
investigator should make reasonable efforts to interview those witnesses.  

5. Collect and review relevant documents from the worker, alleged harasser, witnesses and the 
employer. 

6. Take detailed notes.  

7. Keep the investigation confidential. Instruct the worker who allegedly experienced workplace 
harassment, the alleged harasser and witnesses not to talk to others about the investigation 
unless it is necessary, for instance, to obtain advice or counselling.  

 

C. Worker (s) Concerns/Workplace Harassment Allegations : When did the incident(s) occur? 
Confirm date of first incident and any subsequent behaviours or conduct. Note that recalling 
events of harassment can be stressful for the complainant.  

Where did the Incident Occur: 

Date of first incident:  

Date of last incident:  

Date of other incident(s):  

 

D. Alleged Harasser(s) Response: (The alleged harasser(s) will likely need details of the 
allegation of harassment to be able to respond. Attach more pages if necessary) 

 

 

 

 

 

E. Interview Relevant Witnesses (Attach more pages if necessary): List witnesses. Interview 
relevant witnesses and make notes.  
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F. Collected documentation (Attach more pages if necessary): List the documents collected for 
the investigation and how or from whom they were obtained. 

 

 

 

G. Investigation Result(s) (Attach more pages if necessary): The investigator’s summary report 
should set out who was interviewed, what evidence was obtained and an analysis of the 
evidence to determine whether workplace harassment occurred.  

 

 

 

 

 

Summary of key evidence: 

 

 

 

 

Recommended Next Steps: 

 

 

 

 

 

Report provided to: 


