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Section 1 - Policy 
 
1.1 The Municipality is committed to prevention of workplace violence and is ultimately 

responsible for worker health and safety. The Municipality will take whatever steps are 
reasonable to protect workers of the Municipality from workplace violence.  
 

1.2 This policy applies to all activities that occur while on Municipal premises or while 
engaging in work-related activities or social events. Any act of violence committed by or 
against any member of the workplace or member of the public is unacceptable conduct 
that will not be tolerated. Everyone is expected to uphold this policy and to work together 
to prevent workplace violence.  

Section 2 - Procedure 
 
2.1 “Workplace violence” is defined as the exercise of physical force by a person against a 

worker, in a workplace, that causes or could cause physical injury to the worker. It also 
includes an:  

i. Attempt to exercise physical force against a worker in a workplace, that could cause 
injury to the worker; and  

ii. Statements or behaviour that a worker could reasonably interpret as a threat to 
Exercise physical force against the worker, in a workplace, that could cause physical 
injury to the worker.  

 
2.2 The following list of behaviours, while not exhaustive, provides examples of conduct that is 

prohibited:  
i. Threatening behaviour – shaking fists, destroying property, or throwing objects; 
ii. Property damage – theft, destroying property, vandalism, sabotage of equipment, or 

arson; 
iii. Verbal or written threats – any expression of intent to inflict harm; 
iv. Bullying and intimidation; 
v. Verbal abuse – swearing, insults or threatening language; 
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vi. Psychological trauma – includes stalking;  
vii. Physical attacks or assaults – hitting, shoving, pushing or kicking; 
viii. Murder; 
ix. Sexual Assault;  

 
2.3 Workplace violence can occur at off-site municipal business-related functions, at social 

events related to work, or away from work but resulting from work, e.g.: a threatening 
telephone call to an employee’s home from a member of the public.  
 

2.4 Any individual who assaults a staff member is liable to be charged under the Criminal 
Code of Canada and the staff who has been a victim of such violence has the right to 
bring charges against the aggressor. All staff is entitled to the support outlined in this 
policy whether or not charges are pursued.  

 
2.5 The workplace includes all locations where business or social activities of the Municipality 

are conducted. Violence in the workplace may also include incidents that happen away 
from work (e.g., unwelcome phone calls or visits to a person’s home) if it is connected to 
the victim’s employment with the Municipality.  

 
2.6 The term “domestic violence” refers to a broad range of behaviours that may be 

perpetrated by one person against his or her partner with the aim of securing and 
maintaining control, power, and/or domination over the partner. Such behaviours include, 
but are not limited to, coercive physical, psychological, sexual, economic and/or emotional 
abuse and threats.  

REPORTING VIOLENCE 
 
2.7 To ensure early identification and prevention of violence in the workplace, all staff are 

responsible for reporting to their immediate supervisor any incident committed by another 
staff member, volunteer, co-op placement, student, agents of the Municipality, 
consultants, and contractors, or a member of the public or Council, that constitutes a 
potential or actual threat of violence towards a staff member, especially if one or more of 
the following factors is known to be present or to have occurred (the list is not exhaustive):  

i. Threatening statements to do harm to self or others; 
ii. References to other incidents of violence; 
iii. Intimidating behaviour such as insubordination, open defiance, pestering or 

confrontational behaviour; 
iv. History of violent, reckless, or anti-social behaviour; 
v. Recent marked decline in performance; 
vi. Major change in personality, mood, behaviour, or standards of personal grooming 
vii. Obsessions with persons or things, particularly weapons; 
viii. Experiencing what appears to be serious stress in personal life; 
ix. Substance abuse  

 
2.8 Such reports may be made confidentially at the staff’s request, with the exception of steps 

taken to ensure the safety of others and the prevention of recurrence. For example, 
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confidentially may not be assured where it becomes necessary for the Municipality to file a 
police report.  

 
2.9 If you are the victim of, or are a witness to, a violent incident in the workplace, contact 

your immediate supervisor, or dial 911. 
 

2.10 The Municipality will ensure that this policy is implemented and maintained, and that all 
workers and supervisors have the appropriate information and instruction to protect them 
from violence in the workplace.  

 
2.11 Supervisors are responsible for ensuring that measures and procedures are followed by 

workers and that workers have the information that they need to protect themselves. 
 

2.12 All workers are encouraged to raise any concerns about workplace violence and to 
immediately report any violent incidents or threats to your supervisor or another member 
of management. There shall be no reprisal against an individual who, in good faith, reports 
an incident of violence or participates in an investigation. 

 
2.13 No employee or any other individual affiliated with the Municipality shall subject any other 

person to workplace violence or allow or create conditions that support workplace 
violence. An employee that subjects another employee, client, or other person to 
workplace violence may be subject to disciplinary action up to and including termination.  

 
2.14 Management pledges to investigate and deal with all incidents and complaints of 

workplace violence in a timely and fair manner, respecting the privacy of all concerned.  

REPORTING PROCESS 
 
2.15 Employees are to report a situation that he/she believes is workplace violence under this 

Program. A report may be made by the actual victim of alleged workplace violence; by a 
co-worker who witnessed the incident(s); or by a third party reporting on behalf of the 
victim(s). Employees who, with an honest and good faith belief, provide information about 
behaviour or actions which they perceive as threatening or potentially violent will not be 
subject to disciplinary or other form of reprisal if their perceptions are not substantiated.  
 
However, if it is learned that an employee intentionally made a false report or provided 
false information regarding the report, disciplinary action up to and including termination 
may be taken against that employee.  

 
2.16 A report should normally be made as soon as possible after the relevant action or 

behaviour occurred. Promptness in reporting protects the safety of all employees, as well 
as the rights of both the person making the report and who is the subject of a report.  
 

2.17 Although an employee may choose to make a verbal report, it is in the best interest of all 
concerned to provide a written report, which should contain a brief account of the incident, 
when it occurred, the person(s) involved and the names of witnesses, if any.  The report 
should be signed and dated.  An employee making a verbal report may be required to 
provide their report in writing. 
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2.18 A report under this Program may be submitted to the supervisor, manager, department 
head of either the employee who made, or is the subject of, a report, or CAO. If the report 
is submitted to the supervisor or manager, it shall be referred directly to the department 
head and CAO within two (2) working days of receipt.  CAO will investigate, or assign 
another senior manager trained in workplace violence investigations to investigate the 
situation and to report back with recommendations, or retain an external investigator. 

 
2.19 To the extent possible, the investigator shall ensure that the incident is investigated 

promptly and fairly, in a discreet and confidential manner so as to minimize 
embarrassment to all parties.  The identity of the complainant will be kept confidential to 
the extent possible during the investigation process 

 
2.20 As soon as is reasonably practicable, the person assigned shall initiate the investigation 

by meeting with the individual who made the report.  The individual may be accompanied 
by another employee of his/her choice in any meeting with the investigator.  The 
investigator shall confirm receipt of the report, clarify details, and apprise the individual of 
the steps that will be taken.  The Investigator will also make all appropriate inquiries of the 
alleged victim and/or any witnesses to determine the nature and severity of the incidents 
alleged. 

 
2.21 After speaking with the applicable department head or designate, the investigator has the 

authority, subject to applicable laws, to talk with anyone, examine any documents, and 
enter any work locations that are relevant to the reported incident.  

 
2.22 If Police Services request that the Municipality delay its investigation pending the 

completion of a police investigation, the investigator will cease his or her investigation until 
CAO approves of its continuation.  

 
2.23 An employee who is the subject of a report and who refuses to discuss potentially violent 

behaviour or cooperate in attempts to assess or defuse the risk of workplace violence 
may, if information is uncovered through fact-finding to establish a reasonable possibility 
of risk, be suspended without pay and benefits until he/she agrees to cooperate and 
provides proof of cooperation.  Refusal to co-operate may result in dismissal if the 
employee has received written notice to that effect and has been given a reasonable 
opportunity to cooperate.  

 
2.24 Interventions that may form part of a risk assessment or plan of action for an employee 

who is the subject of a report or investigation may include referral to the employee’s 
physician, use of short-term disability plan or temporary leave of absence, referral to 
counseling and other services, fitness-for-duty evaluation and other appropriate 
interventions. More serious situations may warrant suspension, obtaining appropriate 
court orders, and/or police involvement.  

 
2.25 Depending upon the circumstances, the department head or CAO may determine that it is 

appropriate to physically and/or operationally separate the employee who made, and the 
employee who is the subject of the report, until the investigation has been completed. In 
more serious situations, the Municipality may suspend the employee who is the subject of 
the report pending the investigation.  
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2.26 Once the investigation is complete, the investigator will submit a confidential written 
document to CAO. The document will summarize the investigator’s findings and 
conclusions and will recommend corrective action if appropriate.  

 
2.27 A conclusion about whether a specific incident of workplace violence did or did not occur 

should be based upon the balance of probabilities. If the findings do not support the initial 
report, the investigator will recommend that no further action is necessary and that the 
matter be closed. However, if the findings do support the initial report, the investigator will 
recommend measures to correct the situation.  

 
2.28 The CAO will review the investigator’s findings, conclusions, and recommendations, as 

well as any comments received in relation to it before making a final decision. In cases 
likely to result in suspension or termination from employment and/or where the respondent 
has been the subject of several reports, the CAO may approve, change or reject any of 
the investigator’s recommendations. 

 
2.29 In responding to the threat or incident of violence, actions that warrant consideration may 

include changes to the physical work space, changes to work schedules and/or patterns, 
changes to procedures to offer better support and protection, withdrawal of services, 
police intervention and the use of appropriate court orders.  

 
2.30 Employees who are found to be at risk of engaging in violent conduct or who have 

engaged in violent conduct may be subject to discipline up to and including suspension 
and/or dismissal if warranted.  Employees who engage in repeat violent behaviour after a 
first incident is reported may be subject to immediate dismissal or suspension pending the 
development of an appropriate plan of action.  Employees who engage in serious violent 
behaviour may be subject to immediate dismissal for a first incident.  

 
2.31 The appropriate disciplinary action imposed, if any, shall be determined by mutual 

agreement of CAO and the affected department head(s), based on the particular 
circumstances of the case.  In accordance with the Municipality’s disciplinary procedures, 
no employee shall be suspended without authorization of the applicable department head 
and no employee shall be discharged without authorization by the CAO.  

 
2.32 Employees who have witnessed or experienced a traumatic event may need special 

support. Their special needs will be acknowledged and accommodated. The CAO or 
designate, will coordinate any special assistance that may be required. 

 
2.33 If the employee, who is the victim of the violent activity, does not wish to pursue the 

matter, then the wishes of the employee are respected, provided that doing so does not 
compromise the safety of other employees, or the client or premises of the Municipality. 
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