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1.0 GENERAL 

 



1  http://www.ohrc.on.ca/en/policy-ableism-and-discrimination-based-disability/2-what-disability



neutral, but disadvantage certain groups of people. Types of discrimination include systemic 
discrimination and poisoned environment. 

 
Employee/Worker refers 



individuals that are involved with SGDSB. Other Users does not include Employees or Students of 
SGDSB. 

 
Poisoned Environment4 is a form of discrimination. It may be created when unwelcome conduct or 
comments are pervasive within the organization, which may result in a hostile or oppressive 
atmosphere for one or more people from a Code-protected group. This can happen when a person 
or group is exposed ongoing harassment. However, a poisoned environment is based on the nature 
of the comments or conduct and the impact of these on an individual rather than just on the number 
of times the behavior occurs. Sometimes a single remark or action can be so severe or substantial 
that it results in a poisoned environment. 

 
Record of Offences (Ontario Human Rights Code) means a conviction for: (a) an offence in respect 
of which a pardon has been granted under the Criminal Records Act (Canada) and has not been 
revoked; or (b) an offence in respect of any provincial enactment. 

 
Reprisal is any har95r1 Tf
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Workplace Sexual Harassment under OHSA 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. 

 
Examples of Sexual Harassment may include: 
• Unwanted remarks, jokes, innuendoes or taunting about a person’s gender, gender identity, 

gender expression, or sexual orientation; 
• Homophobic or transphobic comments; 
• Unwanted i 



Education. 
2. Incidents/complaints against the Director of Education or the Board Compliance Officer 

(as outlined in Policy 726 – Whistleblower) will be referred to the Chair of the Board. 
3. Incidents/complaints of harassment or behavior of a violent nature including physical 

assault and sexual assault must be formally reported according to SGDSB’s Workplace 
Violence Policy and its management guidelines. The individual(s) may refer the matter 
to the Police. SGDSB may refer the matter to the police. 

 
3.3 All human rights complaints must be filed within one year of the last alleged incident. In the 

event the complaint is being filed after one year, the complainant must identify in writing the 
reason(s) for the delay in filing the complaint, for consideration by SGDSB. 

 
It is within the discretion of SGDSB to determine whether a complaint can be filed beyond 
the one-year anniversary of the last alleged incident. Prompt reporting is encouraged as it 
allows for more thorough and accurate investigations. Investigations will be conducted within 
a reasonable timeframe, respecting both the need for a prompt resolution and the need for a 
thorough and complete investigation. 

 
3.4 SGDSB recognizes that grievances need to be filed to comply with timelines in the 



B: SGDSB may offer mediation or other forms of alternative dispute resolution to the 
complainant(s) and respondent(s) where it is appropriate and feasible to do so. 
Mediation is a voluntary process and involves a mediator who will work with the parties 
to attempt to resolve the complaint. 

 
C: SGDSB shall ensure that Principals, Vice Principals, Supervisors, and Managers 
make their staff aware of policy 717 – Workplace Harassment and Human Rights, and 
this option, which allows for the consideration of Indigenous practices as part of the 
informal complaint and resolution process. Indigenous practices can be requested by 
either party in the complaint process, and will be informed and/or facilitated by an 
informed practitioner. 

 
4.2 As part of Option Two: A. B or C, the Complainant will be informed of: 

• the Policy and these procedures; 
• limits to the confidentiality of the process (see 5.5.4); 
• the right to counselling provided by the Board; 
• the right to withdraw the complaint at any time; 
•  the right to representation by any person (such as a support individual, union 
representative, or other) of their choice at any time during the process and/or 
in accordance with collective agreement provisions; and 

• the right to initiate a formal written complaint. 
 
4.3 As part of Option Two and Option Three the respondent will be 
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can report it to their immediate supervisor 
 
5.3 Other Users 

Other user complainants should send a written copy of the complaint, describing the 
incident(s), witnesses and steps already taken to resolve the matter, to the immediate 
supervisor of the area/school/board office where the respondent is working. In cases, where 
the respondent is the supervisor, the complaint should be provided to the Superintendent and 
the Manager of Human Resources. 

 
5.4 To conduct an investigation most appropriate under the Policy, SGDSB supervisory 

staff/investigator(s) will act in accordance these procedures. SGDSB may assign an external 
investigator(s) where necessary for various reasons such as complexity or limited resources. 

 
 
5.5 Investigation Process 

 
5.5.1 The investigation of any allegation of Harassment/Discrimination or Workplace 

Harassment must be consistent with current collective agreements and the doctrine 
of "procedural fairness". 

 
5.5.2 Generally, SGDSB will aim to complete an investigation within 90 days of the 

complaint being assigned for investigation, depending on factors such as number of 
parties, the availability of parties to the complaint, the time of the year the complaint 
is received (e.g., during summer school-based Employees may not be available), the 
complexity of the matter. 

 
5.5.3 Any person reporting an incident or complaint of Harassment/Discrimination or 

Workplace Harassment or participating in a process to resolve the matter, are 
required to keep the complaint related information confidential. 

 
5.5.4 SGDSB holds the files and maintains confidentiality, and will share information to the 

extent necessary to protect Employees (e.g. safety plan or separation of parties) for 
actions such as investigation, follow-up, corrective action or as otherwise required by 
law. SGDSB may be legally required to provide information to an outside authority. 
As well, SGDSB may be legally required to speak to the respondent regarding the 
Harassment/Discrimination or Workplace Harassment and, where appropriate, take 
further action. It is because of these facts that absolute confidentiality cannot be 
guaranteed. SGDSB cannot be held responsible for the actions of the 
Complainant(s), Respondent(s) or others involved and in relation to any outside 
agency. 

 
5.5.5 Investigators will explore with parties any concerns of physical safety and will make 

them known to the appropriate Superintendent. In some circumstances, an interim 
separation of parties pending final disposition of the complaint may be needed. An 
interim separation pursuant to these procedures does not constitute “discipline” or a 
“transfer”. 

 
5.5.6 Regardless of the outcome of the complaint, no action will be taken against a 

complainant unless it can be shown that the complaint was made maliciously or in 
bad faith. 

 
5.5.7 All parties (complainants, respondents and witnesses) shall be provided copies of the 

Policy, these procedures and will also be advised about maintaining confidentiality 
and not engaging in reprisal/threats of reprisal. 

 
5.5.8 Where a report is filed by an Employee in good faith, the Employee who filed the 

report shall not be subject to any reprisals by anyone in the employ of the SGDSB or 
not in the employ of the SGDSB if said individual is a student, parent, guardian, 





meeting(s). The final summary is provided to the complainant, respondent and the 
appropriate Superintendent. This summary will respect confidentiality to every extent 
possible. 

 

5.6.9 In cases where there is a finding that a breach of the Workplace Harassment or 
Human Rights Policy has occurred, appropriate disciplinary/remedial sanctions are 
implemented. A record of the disciplinary actions will be placed in the Employee’s 
personnel file. It should be noted that the complainant will not be informed of the 
exact disciplinary sanctions imposed on the respondent, however, should note if 
corrective action has been or will be taken, as well as measures put in place to 
prevent the matter from taking place again. 

 
5.6.10 Where a resolution cannot be reached, or if the complainant is not satisfied with the 

solution, an outside agency may become involved. The Board will cooperate as 
required with any external proceedings (i.e. Police, Ontario 



 
5.7.7 Once the Principal/Vice Principal has conducted adequate research, a summary of 

the findings will be prepared and provided to the complainant and respondent. This 
summary will respect confidentiality to every extent possible. 

 
5.7.8 In cases where there is a finding that a breach of the Workplace Harassment or 

Human Rights Policy has occurred, appropriate disciplinary/remedial sanctions are 
implemented. It should be noted that the complainant should not be informed of the 
exact disciplinary sanctions imposed on the respondent, however, should note if 
corrective action has been or will be taken, as well as measures put in place to 
prevent the matter from taking place again. 

5.7.9 Where a resolution cannot be reached, or if the complainant, and or their 
parents/guardians are not satisfied with the solution, an outside agency may become 
involved. The Board will cooperate as required with any external proceedings (i.e. 
Police, Ontario Human Rights Tribunal). 

 
5.7.10 Should the complaint be determined to be malicious or in bad faith (unjustified), the 

complainant will be subject to the disciplinary actions as described in this procedure. 
 
5.8 Formal Other User Complaints 

 
5.8.1 Participants involved in the formal investigation procedure will include the 

complainant, the respondent, witnesses (if any), their representatives, and an 
investigator/investigation team. 

 
5.8.2 Once a written complaint is received, the appropriate Superintendent will appoint an 

investigator/investigation team. The investigator or members of the investigation 
team should not be directly involved with the complainant or respondent (i.e. in a 
direct report relationship). All efforts will be made to ensure the investigator(s) are an 
impartial third party. 

 
5.8.3 The investigator(s) will meet with the Supervisor/Manager to discuss the issue. All 

those involved will keep detailed notes pertinent to the investigation as outlined in 
“records of investigation” (5.5.5). 

 
5.8.4 The investigator/investigation team may choose to meet with the complainant to get 

clarification on issues that may be unclear. 
 

5.8.5 The investigator/investigation team will meet with the respondent in the absence of 
the complainant. A copy of the formal signed complaint will be submitted to the 
respondent, indicating the name of the complainant and respondent, the places, 
times, dates and nature of the alleged incidents being investigated. The respondent 
may (at any stage of the investigation) respond to the allegations. 

 
5.8.6 If necessary, the investigator/investigation team conducts further fact-finding 

meeting(s) to ascertain the severity of the situation, interview potential witnesses, etc. 
 

5.8.7 Once the investigator/investigation team has conducted adequate research, a 
summary will be completed, and provided to the complainant and the respondent. 
This summary will respect confidentiality to every extent possible. 

 
5.8.8 



solution, an outside agency may become involved. The Board will cooperate as 
required with any external proceedings (i.e. Police, Ontario Human Rights Tribunal). 

 
5.8.10 Should the complaint be determined to be malicious or in bad faith (unjustified), the 

complainant will be subject to the disciplinary actions as described in this procedure. 
 
6.0 Possible Remedial/Disciplinary Actions 

 
The following lists are non-exhaustive.  

 
6.1 For Employee respondents: 

• an oral or written reprimand and/or a letter in file;  



• the names of complainant(s) and respondent(s); 
• the nature of the alleged harassment; 
• a record of 



 
 
 
 

APPENDIX A 
 

717 – Workplace Harassment – Management Guidelines 
 
 

Reporting Harassment/Discrimination, Workplace Harassment and  
Violent Incidents Via the eBase Platform 

 
For Access from non-Board computers 

 
Step 1: Visit http://www.sgdsb.on.ca/ Look for a Staff menu with a green 
background and click the 'Resources' link. 

 
Step 2: There are a number of options arranged in a 7x3 grid. Scroll all the way 
down to the bottom and click the option in the lower left hand corner entitled: 
eBase Login 

 
Step 3: A new window will open with a login screen to access the eBase 
platform. In the spaces provided, enter your Board username and password 
(same as Board email). 

 
For Access from Board computers – click on the eBase icon 

EBase.url 

 
Step 4: In the eBase platform, in the upper left hand corner are small icons: a 
house, and one that looks like a couple of computer windows, one in front of the 
other (they are grey and blue). Hover over the computer window icon. A menu 
will appear with 'Form Logic'. Click on the words 'Form Logic' 

 
Step 5: In the top right hand corner of the new page is a grey button with a green 
plus sign on it that says: 'Add New Form'. Click on it. 

 
Step 6: Two drop down menus will appear. From the 'Workflow' menu select 
'Harassment/Discrimination, Workplace Harassment and/or Violence'. From the 
'Facility' menu select the work site. 

 
Step 7: Fill out the form recording the details of the situation in the online form, 
using the check boxes. Check as many as apply. 

 
Step 8: Keep a copy of the information provided, and document the events of 
the situation, and the date and time of the report. 
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