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The Corporation of the Town of LaSalle 
 
Harassment & Discrimination Program 
 
Scope 
 
This policy applies to all employees and all individuals who conduct business with the Town.   
 
This policy also applies to any location where Town of LaSalle employees are engaged in 
business activities in the performance of their jobs, including, but not limited to: 
 

• Town of LaSalle owned or leased facilities and/or vehicles; 
• Clients’ or vendor’s facilities where Town of LaSalle employees are present in the course 

of performing their duties; and 
• Restaurants, lodging or meeting facilities when used by Town of LaSalle employees 

engaged in business activities. 
 
Purpose 
 
Workplace harassment occurs when an employee engages in any demeaning or offensive 
behaviour, verbal or non-verbal, which causes the work environment to be stressful, degrading 
or discriminatory for any of its employees. 
 
The Corporation is committed to providing employees with a work environment free from 
unlawful discrimination or harassment, and promotes an atmosphere that respects the dignity, 
self-worth and human rights of every individual.  No form of harassment will be tolerated, 
whether it involves employees or members of the public.  It is also a violation of the Town of 
LaSalle’s Policy for anyone to knowingly make a false complaint of harassment or to provide 
false information about a complaint. Individuals who violate this Policy are subject to disciplinary 
and/or corrective action, up to and including termination of employment. 
 
Each complaint of harassment will be treated as a serious matter.  It is the responsibility of all 
employees to create and maintain a workplace free from harassment.  An employee confronted 
with or aware of harassment of any nature is encouraged to contact his/her immediate 
Supervisor, his/her Department Head, Human Resources Officer or the Chief Administrative 
Officer. 
 
Definitions 
 
The protected grounds under the Code refer to those personal attributes that are recognized as 
the most common targets of discriminatory or harassing actions.  For offensive behaviour to be 
considered discrimination or harassment, the focus of the comment or conduct must be directed 
toward one, but not limited to any one or combination of, these aspects of the complainant’s 
background: 
 

• Age 
• Ancestry 
• Ethnic or national origin 
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• Place of origin 
• Citizenship 
• Colour 
• Creed or religion 
• Record of offenses (pardoned Federal or Provincial) 
• Marital and family status 
• Race 
• Sex 
• Sexual orientation 
• Physical or mental disability 

 
Discrimination is any action or inaction that differentiates between people, imposes a 
disadvantage or withholds an advantage on the basis of any of the protected grounds under the 
Code. Deliberately excluding a person from participating in an initiative is a form of 
discrimination if the exclusion is based on one of the prohibited grounds.  Discrimination also 
includes the failure to provide appropriate accommodation short of undue hardship in 
accordance with the Code.  
 
Harassment is defined as a course of vexatious comments or conduct directed toward an 
individual or group of individuals that is known or ought to be known to be unwelcome or 
unwanted.  The test of whether harassment has taken place is whether the person knew or 
ought to have known that the comments or conduct was not welcome. 
 
Where the harassment consists of comments or conduct linked to one of the protected grounds 
that are insulting, intimidating, humiliating, malicious, degrading or offensive or affects the 
Corporation’s atmosphere, it is also a form of discrimination under the Code.   
 
Examples of harassment include, but are not limited to, the following: 
 

• Spreading malicious rumours, gossip or innuendo that is not true, 
• Centering out an employee in front of his/her colleagues, 
• Unwelcome remarks or jokes about subjects like race, religion, disability or age,  
• Distributing by mail, fax or electronic means materials that could be considered 

offensive, disrespectful or unwelcome, 
• Undermining or deliberately impeding an employee’s work, 
• Establishing impossible deadlines that will set up the employee to fail, 
• Constantly criticizing or belittling a person. 

 
Sexual Harassment is a form of discrimination.  It includes comments or conduct that are not 
welcome or that are offensive because of gender.  The test of whether harassment has taken 
place is whether the person or ought to have known that the comments or conduct was not 
welcome.   
 
Sexual harassment includes a sexual solicitation or advance made by someone who is in a 
position of authority or power, a person who has authority or power to deny or threaten to deny 
a benefit or career advancement for refusing a sexual request, and incidents in which 
employees are subject to sexual remarks, behaviour or surroundings that create an intimidating, 
hostile, poisoned or offensive work environment regardless of whether the person is in a 
position of authority. 
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Examples include, but are not limited to, the following: 
 

• Leering (suggestive, persistent staring) or inappropriate gestures, 
• Displaying sexually offensive material, 
• Sexually suggestive or obscene comments or gestures, 
• Requests for sexual favours, 
• Unwelcome remarks, jokes, innuendoes, propositions or taunting about your body, attire, 

sex or sexual orientation, 
• Physical contact, such as touching, patting or pinching, with an underlying sexual 

connotation, 
• Sexual assault. 

 
Managing and/or coaching that includes counselling, performance appraisal, work 
assignment, and the implementation of disciplinary actions, is not a form of personal 
harassment, and the policy does not restrict a manager/supervisor’s responsibilities in these 
areas. 
 
Complaint Procedure 
 
Informal Procedure 
 
If an employee believes that they are being discriminated against or harassed, the employee is 
encouraged to tell the person committing the harassment to stop, if possible.  Some of the 
things an employee could say that might stop the behaviour include: 
 

• “I don’t want you to do that.” 
• “Please stop” 
• “It makes me uncomfortable when you…” 
• “I don’t find it funny when you...” 

 
Formal Procedure 
 
If an employee’s believes that he/she has been personally harassed, he/she may make a 
written complaint (see attached form).  The written complaint must be delivered to the 
employee’s Department Head, Human Resources Officer, and CAO and Union Representative 
(if applicable). The complaint should include: 
 

• the approximate date and time of each incident 
• the name of the person or persons involved in each incident 
• the name of any person or persons who witnessed each incident 
• a full description of what occurred in each incident 

 
In the event an employee is alleging harassment against his/her Department Head, the 
complaint may be filed directly with the Human Resources Officer, CAO, and union 
representative. 
 
Once a written complaint has been received, the Town of LaSalle will complete a thorough 
investigation.  The investigation will include: 
 

• informing the harasser(s) of the complaint 
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• interviewing the complainant, any person involved in the incident and any identified 
witnesses 

• interviewing any other person who may have knowledge of the incidents related to the 
complaint or any other similar incidents 

 
If the complainant decides not to lay a formal complaint, Senior Management may decide that a 
formal complaint is required (based on the investigation of the incident) and will file such 
document(s) with the person(s) against whom the complaint is laid (the respondent(s). 
 
Corrective Action 
 

• If the Town finds that an employee has engaged in discriminatory behaviour or sexual or 
other forms of harassment, the employee will be subject to disciplinary action, up to and 
including discharge for cause. 

• If an employee retaliates or threatens to retaliate against someone for exercising their 
rights under this policy, the employee will be disciplined or dismissed. 

• The appropriate corrective action will be determined by the Department Head and CAO. 
• If an employee makes an informal complaint in good faith and without malice, regardless 

of the outcome of the investigation, the employee will not be subject to any form of 
reprisal as a consequence of having made the complaint. 

• The Town will take appropriate measures against an employee who makes false 
accusations of discrimination or harassment maliciously or in bad faith. 

 
Special Circumstances  
 
Should an employee have a legal court order (e.g. restraining order, or “no-contact” order) 
against another individual, the employee is encouraged to notify his or her supervisor, and to 
supply a copy of that order to the Human Resources Department. This will likely be required in 
instances where the employee strongly feels that the aggressor may attempt to contact that 
employee at the Town of LaSalle, in direct violation of the court order. Such information shall be 
kept confidential. 
 
If any visitor to the Town of LaSalle workplace is seen with a weapon (or is known to possess 
one), makes a verbal threat or assault against an employee or another individual, employee 
witnesses are required to immediately contact the police, emergency response services, their 
immediate Supervisor, Manager or Department Head.  
 
In cases where criminal proceedings are forthcoming, the Town of LaSalle will assist police 
agencies, attorneys, insurance companies, and courts to the fullest extent. 
 
Confidentiality 
 
The Town of LaSalle treats all information received as confidential information and investigation 
results will not be disclosed or discussed with anyone other than those who have a legitimate 
right to know.  All employees submitting information have the right to have their privacy and 
confidentiality protected by the Corporation in accordance with the Municipal Freedom of 
Information Act. 
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Employee/Management Roles in Maintaining a Positive Work Environment 
 
As an employee of the Town of LaSalle, you have the following responsibilities to our 
workplace. We trust that all of our employees will help us eliminate harassment from our 
workplace. 
 
Employee’s Role 
 
All employees are expected to: 
 

• Set a good example; 
• Refrain from comments and/or behaviour that may be considered discriminatory and/or 

harassing/ 
• Express their disapproval if they encounter discriminating and/or harassing behaviours 

on Corporation premises. 
• Report evidence of discrimination and/or harassment to their supervisor, department 

head, Human Resource Officer or CAO. 
 
Manager/Department Head’s Role 
 

• Legally, management is responsible for creating and maintaining a harassment-free 
workplace. 

• Managers must be sensitive to the climate in the workplace and address potential 
problems before those problems become serious. 

• If a manager becomes aware of harassment in the workplace and chooses to ignore it, 
that Manager and the Corporation may risk being named co-respondent(s) in a 
complaint and may be found liable in legal proceedings brought about by the 
complainant and/or human rights' authorities. 

• Management is expected to understand, enforce and communicate this policy to all 
employees. 
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Harassment Complaint Form 
 
1. Name of complainant:             
 
2. Address:               
 
3. Department:              
 
4. Person(s) suspected of harassment (respondent):  Was the informal process used first? 
             
              
 
5. Nature of allegations: 
             
             
             
              
 
6. Date(s), time(s) and place(s) where the incident(s) took place: 
             
              
 
7. Did anyone witness the incident?  Yes  No 
 

If yes: 
 

a) Name(s) of witness(es): 
            
             

 
b) Description of their respective role in the incident. 

            
            
             

 
8. How did you react to the harassment? 
             
              
              
 
9. If applicable, describe any incident that took place previously. 
             
              
              
 
I am filing this complaint because I honestly believe that        
has been harassing me. 
 
I hereby certify that to the best of my knowledge the above-mentioned information is true, 
accurate and complete.  Making false or frivolous allegations is in violation of this policy and 
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subject to disciplinary sanctions.  Furthermore, I realize that an inquiry will be initiated once this 
complaint has been filed. 
 
 
              
Signature of complainant       Date 


