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Records 
All records of reports and investigations of workplace violence and harassment are kept 
for five years. All notes and / or documents related to a review, whether informal or 
formal will be placed in the appropriate personnel files.  

Support for Employees Affected by Workplace Violence 
Department Heads (Librarian/CEO or Director of Technical Services) will respond 
promptly, assess the situation and ensure that these interventions are followed: 

• facilitation of medical attention; 
• debriefing (by skilled professional if required)  
• completion of incident reports, WSIB (Worker’s Safety Insurance Board) 

reports, reports to MOL (Ministry of Labour), (for critical injury or fatality); 
• reporting to police (as required); and  
• team debriefing (as required). 

 
Protection from Reprisal 
 
The NKPL will not tolerate retaliations, taunts or threats against anyone who complains 
about harassment or violence or takes part in an investigation.  Any person who taunts, 
retaliates against or threatens anyone in relation to a harassment or violence complaint 
may be disciplined up to and including dismissal from employment.  
 
Reprisal includes: 
 
 Any act of retaliation, including threats of retaliation,  that occurs because a 

person has complained of or provided information about an incident of workplace 
violence or harassment; 

 Intentionally pressuring a person to ignore or not report an incident of workplace 
violence or harassment; 

 Intentionally pressuring a person to lie or provide less than full cooperation with 
an investigation of a complaint or incident of workplace violence or harassment. 
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An employee who makes a false complaint or otherwise abuses this policy may be 
disciplined up to and including dismissal from employment. Such discipline is not a 
reprisal or breach of this policy. 

Complaint Resolution Procedure 
 
There are many different scenarios which may involve different staff levels within or 
across departments, including Library Board members that could be involved in 
incidents. In some cases, a complainant may wish to pursue an informal process either 
to attempt to resolve the issue prior to escalation or to discuss whether or not the 
incident is considered harassment or violence under the Occupational Health and 
Safety Act.  
 
Employees need to be made aware of the difference between discipline and 
harassment and should have an opportunity to inquire with the Advisor/Mediator prior to 
making a formal complaint. These can be sensitive issues in a workplace and 
professionalism and impartiality are key. 
 
Prior to accessing the Complaint Resolution Procedure an employee who feels that 
he/she is experiencing unwelcome and unwanted behaviour which falls within the 
definition of harassment or violence should attempt to address the issue directly with the 
individual involved by politely advising the individual that his/her conduct is unwelcome 
and unwanted. Written notes should be kept by all parties.  
 
In the event that advising the individual that his/her conduct is unwelcome does not 
work, or if the circumstances are such that the employee feels unable to address the 
issue directly with the individual, then the employee may proceed directly to the 
Complaint Resolution Procedure.  
 
Every attempt should be made to eliminate conflict at the earliest sign of discord. These 
situations must be addressed in order to prevent escalation with more serious results 
and to prevent a poisoned work environment. The goal is to resolve smaller incidents 
before serious situations arise in order to protect the physical and mental health and the 
safety of our workers.  
 
Informal Procedure 
 
If you believe that you are being discriminated against or harassed, the first thing to do 
is to tell the person to stop. Do so as soon as you receive any unwelcome comments or 
conduct. Although this may be difficult to do, telling the person you don’t like their 
actions is often enough to stop the behaviour. 
 
Some of the things you can say that might stop the behaviour include: 
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 don’t want you to do that 
 please stop doing or saying… 
 it makes me uncomfortable when you… 
 don’t find it funny when you… 

 
If the behaviour continues after you have confronted the individual, you may want to 
provide him or her with a written statement of the situation. Include specific details of the 
behaviour you consider to be harassing, your request to the harasser to stop and your 
expectations that he or she will stop. Provide details of the next steps you plan to take if 
the harassment does not stop e.g., filing a formal complaint. Make sure you keep a copy 
of this statement for yourself. 
 
It helps to keep a record of any incident(s) that you experience. This includes when the 
harassment started, what happened, whether there were any witnesses and what was 
your response.  
 
If you believe that someone who is not a member of the organization, e.g., a customer, 
supplier, etc., has harassed or discriminated against you, please report the incident to 
your supervisor or the Board Chair.  Although the NKPL has limited control over third 
parties, we will do our best to address the issue and prevent further problems from 
occurring.  
 
Any employee is able to escalate their complaint to another level (employee – 
Department Head – Library Board) or to choose an outside mediator qualified and 
trained in harassment and violence incidents. 
 
Employees or Department Heads (Supervisors) may contact their direct Department 
Head or Board Chair, the department Health and Safety Representative or the Certified 
Employee or Certified Management Health and Safety Representatives for clarification 
of this policy. 
 
1. The complainant shall bring his/her concern immediately to the attention of his/her 
immediate Department Head (supervisor) in an attempt to resolve the complaint without 
the necessity for a written complaint.  
 
Formal Procedure 
 
2. It the situation persists, or if the complainant feels unable to approach his/her 
immediate Department Head (supervisor) or the complainant may bring his/her concern 
immediately to the attention of the Board Chair who shall act as the Advisor / Mediator 
or any complainant  (employee) is able to escalate their complaint to another level 
(employee – Department Head–Library Board). 
 
To maintain impartiality, a complainant or respondent may choose an internal or 
outside mediator qualified and trained in harassment and violence incidents.  
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In doing so, the complainant will be required to set down in writing, the nature of the 
harassment / violence and the details including, where possible, places, dates and 
times. The complainant may be asked for the identities of any witnesses. See the 
Complaint Resolution Form.  
 
3. Those involved in the Complaint Resolution Procedure shall be given the opportunity 
to exercise their right for representation. Representation may include a colleague. 
 
4. The Advisor/Mediator will meet with the person who is alleged to have been the 
source of the harassment (the respondent) at the earliest opportunity following receipt 
of the complaint and will advise the Board Chair as appropriate. Immediate action may 
resolve larger issues / poisoned environment. This should be done prior to interviewing 
witnesses. 
  
5. The respondent shall be advised of the nature of the complaint and shall be given an 
opportunity to provide his/her details of the alleged complaint. This process may involve 
one or more meetings in order to allow the respondent a fair opportunity to reply to the 
complainants’ allegations. The respondent may be requested to put his/her response in 
writing and may be asked for the identities of any witnesses.  
 
6. Following the initial meeting with the respondent, the Advisor/Mediator will determine 
whether an informal resolution of the complaint is possible, such as a meeting with the 
complainant and respondent, an apology or some other informal resolution.  
 
7. If the complaint is resolved informally, the Advisor/Mediator will retain a copy of the 
written complaint, together with a memo outlining the manner in which the complaint 
was resolved in the personnel file of both the complainant and the respondent.  
 
8. If an informal resolution is not possible, the Advisor/Mediator will investigate the 
complaint. Both the complainant and respondent will be counselled on the internal 
processes of the Complaint Resolution Procedure, and will be requested to provide the 
names of witnesses who may assist in the investigation. The Advisor/Mediator may 
interview these witnesses and may interview any other individual who may have 
information that might assist with the investigation.  
 
9. The investigation will be completed as soon as possible but no longer than ninety 
days from the date it begins to avoid an acrimonious workplace.  
 
10. Upon conclusion of the investigation, the Advisor/Mediator will meet individually with 
both the complainant and the respondent to share the results of the investigation and to 
provide each of them with a further opportunity for input before a final decision is 
reached.  
 
11. If the Advisor/Mediator determines that harassment has occurred he/she will decide 
what action is appropriate in the circumstances and will document their 



North Kawartha Public Library - Policies and Procedures Manual 
 

 
 

recommendations.   Recommendations will be presented to the Library Board as 
deemed appropriate, for further action. This action may include education, training and / 
or discipline, up to and including dismissal. The Complainant will be kept informed as to 
the outcome of the resolution, however specific details of any such discipline may not 
be disclosed for reasons of confidentiality of personal information.  
 
12. If the Advisor/Mediator determines that no harassment has occurred, he/she will 
advise the complainant and the respondent. A record of the complaint and the results of 
the resolution will be retained in the personnel file of both the complainant and the 
respondent. 
 
13. If the Advisor/Mediator determines that the complaint has been made frivolously, 
vexatiously and/or in bad faith, disciplinary action may be taken against the 
complainant.  
 
Confidentiality will be maintained as much as possible throughout the Complaint 
Resolution Procedure. In the event that legal proceedings arise, as a result of the 
application of this policy, disclosure will be made as required by law. 
 

Reprisals / Retaliation 
No report of workplace violence, domestic violence, harassment or discrimination can 
be the basis of reprisal against the reporting complainant. Any failure to respect this 
prohibition against retaliation will be taken seriously and could include dismissal. This is 
inclusive of malicious reporting. Malicious reporting is extremely serious and will not be 
tolerated and is a serious offence. 
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