
The Gorporation Of The C¡ty Of Quinte West
By-Law Number l6-031

Being A By-Law To Adopt the Quinte West Front Street Farmers' Market
Vendors' Handbook of Rules and Regulations.

Whereas it is deemed necessary and appropriate to adopt a Vendors' Handbook
of Rules and Regulations for the Quinte West Front Street Farmers' Market,

Now Therefore The Council Of The Gorporation Of The C¡ty Of Quinte West
Hereby Enacts As Follows:

That this By-law shall be entitled the "Front Street Farmers' Market
Vendors' Handbook of Rules and Regulations By-law".

2. That the Quinte West Front Street Farmers' Market Vendors' Handbook of
Rules and Regulations, as set out in Schedule 'A' attached hereto, is hereby
adopted.

3. This By-law shall take effect upon the final date of passing.

Read A First, Second And A Third Time And Finally Passed This 7th Day Of
March,2016.

A* &*;
lfánanisian, Mayor

à-&
Kóin Heath, City Clerk



QUINTE WEST

FRONT STREET FARMERS,' MARKET

Vl:nd*ri' l-'l¡rrrji:*ok of Rules and Regulations

This "Code of Ethics" represents guìdelines for being a good neighbour and o good

member of the Market. Please remember thot although we may have different

reosons for being at the Mørket, we øll hove on interest in its long-term success

and in the success of the other vendors at the Market.
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l. The purpose of this Vendors' Handbook is to describe the organization and

administration of the Quinte West Front Street Farmers' Market and to detail the rules

and regulations to be followed by the Quinte West Front Street Farmers' Market Clerk,

and the Vendors of the Market.

ORGANIZATION

2. Front Street Farmers' Market Terms of Reference:
. To establish ways of increasing vendor participation.
. To organize specific events to bring residents/visitors to the Market,
. To implement "Branding" tools to further promote the Market to the Quinte area.

3. Mission Statement:

. To maintain a Farmers' Market to market local farm and craft products

. To stimulate public interest in agriculture and crafts
¡ To increase the presence of local products to the consumer

4. Objectives:

¡ To protect and preserve our market, while supporting our vendors.
. To display and market high quality vegetables, fruits, meats, baked goods

and arts/crafts.
r To create a unique market opportunity.
¡ To build a community where knowledge and research may be shared.
o To work together in a co-operative spirit; with producers and customers

5. Contact:

City of Quinte West, CitY Hall.
7 Creswell Drive. P.O. Box 490
Trenton, Ontario K8V 5R6
Tel: 613-392-2841, Toll Free: 1-866-485-2841, TTY: 613-965-6849
Website: www. quintewest. ca

The City of Quinte West is responsible for the revitalization, day to day
operations of the Market, and the hiring of the Market Clerk(s).

Cig of Quinte West staff are responsible for issuing annual and daily vendor
licenses in accordance with the City's Fees and Charges By-law, as

amended from time to time.
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6. Market Administration:

A person or persons designated as the Market Clerk (s) shall be contracted by

the City to assign reserved spaces, to collect the daily market fees to pay the fees

over to the City Treasurer and to maintain order. Decisions rendered by the

Market Clerk or Assistant Market Clerk on Market Days shall be final. The City

Clerk, in collaboration with City of Quinte West staff, shall be the final arbitrator on

matters pertaining to the applicability and interpretation of the rules and

regulations described within.

MARKET LOCATIONS AND DATES

7. Location:

The Front Street Farmers' Market will be located at the Front Street, Trenton Ward,
public parking lot.

8. Dates and Hours:

Market days are Wednesdays and Saturdays of each week from the first Saturday

in May to ánd including the last Saturday in October. Market hours shall be from

8:00 ã.m. until 1:00 p.m. on each market day. Any person occupying a market

space after 2:00 p.m. on any market day shall be responsible for purchasing and

displaying proof of payment of parking fees required-

ORIENTATION

g. Every Front Street Farmers' Market vendor shall be required to attend and sign off

on a mandatory orientation session as provided by City staff'

MARKET FEES

10. No person shall be permitted to sell, or display for the purpose of sale, any permitted

item or items unless and until he/she has paid the prescribed fee as set out in the

Consolidated Fees and Charges By-law, as amended from time to time-

PRODUCTS

I l. Permitted Products:

Sales on the Front Street Farmers' Market shall be confined to a "MAKE lT, BAKE

lT, GROW lT" concept, including such sale items as home-baked goods, fish,

dressed poultry, butter, eggs, honey, maple syrup, apple cider, sweets, flowers,
plants, sñruOs, Christmastrees, handicrafts, artwork, firewood, pet animals, fruit,

vegetables, canned and pickled fruits and vegetables, marmalade, salads and all

other products produced from the farm garden or dairy'

12. Allwares or products offered for sale on the Front Street Farmers' Market should be

produced or grown by the seller on their lands'
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13.The dispensing and sales at the Market of cooked and/or processed and held food
products that Can be sold heated or reheated, if necessary, shall be permitted at the

Front Street Farmer's Market. The number of hand held food vendors will be based

on 2Oo/o of the total seasonal licenses issued in the previous year.

PROHIBITED PRODUCTS:

l4.The sale of meat, fish, citrus fruits, bananas and/or vegetables or fruits grown,

produced or processed outside of the Province of Ontario shall be prohibited at the

Front Street Farmers' Market.

lS.Produce vendors are very important to the Front Street Farmers' Market. The

Market actively seeks and encourages locally grown fresh produce at the market.

The vendor should be the only stop between the grower and the consumer. The
vendor should not be dealing with shippers, warehousers or jobbers.

PRODUCT QUALITY:

16.The City of Quinte West staff will make the finaljudgment on the suitability of any

specificvendor's operation for the Market. To encourage the local craftworkers, craft
goods must be hand and home crafted by local vendors. Any goods that are not of

õufficient quality may be removed from sale by the on-site Market Glerk.

lT.Ontario, perishable farm products and baked goods must be appropriately
packaged and handled, complying with any applicable regulations of the Hasting

and Prlnce Edward Counties Health Unit.

lS.Foods may not be purchased for re-sale or commercially pre-packaged. The Front

Street Farmers' Market is committed to bringing high quality products, produce, and

foodstuffs to the Community. Any goods that are not sufficient quality may be

removed from sale by the on-site Market Clerk.

lg.The Market Clerk has the authority to request the removal of any product that

he/she deems as being offensive- (i.e. hand printed t-shirts)

LIVE ANIMALS:

20.The sale of pet animals, such as dogs or cats, on the Quinte West Farmers' Market,

is permitted only if such animals are in a cage or container approved by the Market

clerk. All animals must be kept twenty feet from any food vendor.

2l.Vendors are not permitted to have personal pets at the Market.

PRICING OF PRODUCTS:

22.The Front Street Farmers' Market is a retail market. lt is the intent that prices

charged should be at fair market value.
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ASSIGNMENT OF MARKET SPACES:

23.There are no "reserved spaces" at the Front Street Farmers' Market. With the
exception of Stall#1 and Stall #2 which will be permanently assigned to the Market

Clerk(s) for the purpose of administration, promotion, and/or vending.

24.The assignment of Market stalls will be coordinated by the Market Clerk(s), and in
collaboration with City staff, in a fair and reasonable manner. Preference under the
shelter will be given to producers to ensure freshness and quality, but no one stall
assignment location will be guaranteed for the full length of the Market Season. The

Market Clerk(s) shall be responsible to organize a stallfootprint based on the vendors
confirming their participation 24 hours prior to each and every Market day.

25.¡t is the responsibility of the vendor to communicate to the Market Clerk regarding
their attendance at the Market each and every Market day. lf a vendor does not
communicate their attendance with the Market Clerk within 24 hours prior to
opening, or is not available within a reasonable time frame, 7:30 am, to set up in
their previously assigned stall the Market Clerk has the discretion to re-assign
hisiher stall.

26.4t the discretion of the Market Clerk, any vendor leaving the Market prior to 1:00
p.m. may be allocated to the "overflow area" of the market'

27. Upon payment of the prescribed DAILY fee a market space shall be assigned io a
vendor on a "first come-first served" basis, by the Market Clerk(s).

28.The goal is to create a Maket layout that is complimentary to all vendors and to the

Market as a whole. ln order to complement the Market layout all vendor tents shall
not exceed 10 feet X 10 feet in size.

2g. Self-contained kitchens in motorized trailers and/or refreshment vehicles shall not be

permitted at the Front Street Farmers' Market in accordance with City By-law 12-96.

SPACE LIMITATIONS:

30. Each Market Space shall consist of a space measuring approximately ten (10)

feet in width as determined by the Market Clerk(s)

31. No more than two Market spaces shall be assigned to any one vendor. No Vendor
stalls shall be erected outside of the defined Market area.

STORAGE REGULATIONS:

32.The City is not responsible to provide vendors with storage space. The Market
Clerk will be given access to a storage room where the City of Quinte West will
provide promotional materials, signage, pylons and a table for use by the Market
Clerk.
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SPAGE FOR LOGAL NON-PROFIT ORGANIZATION:

33.Two Market spaces shall be made available on any Market day for use of City of

euinte West Non-Profit Organizations at no charge. One request per organization per

year for Quinte West Non-Profit Organization will be permitted. The space will be

âvailable for use on a "first come- first served" basis. Requests must be directed to

City staff at least one week in advance. All other provisions within shall apply to any

such user, including the completion of an application.

ENTERTAINMENT:

34.Ambient music is permitted at the Market either by local musicians, local radio

stations, or CD's organized through City staff in collaboration with the Market Clerk

VENDOR RESPONSIBI.LITI ES:

35.¡t is each vendor's responsibility to obtain and maintain any licences, permits, and

insurance necessary for their particular operation.

36. Prior to the City approving a vendor permit, all vendors must participate in a

mandatory Front Street Farmers' Market Orientation Session.

3T.Vendors must comply with all municipal regulations and licencing requirements,
including all parts of the Front Street Farmers' Market Vendors Handbook of Rules

and Regulations.

SS.Vendors are responsible for obtaining and displaying at the Market, all necessary

licences, permits, inspections, and certificates, for the sale of their product.

39. Upon the execution of the prescribed vendor agreement, the applicant person

shall be a vendor and shall be entitled to the space so allocated on Market days

from the first Saturday in May to the last Saturday in October. Application forms

may be obtained from the Market Clerk, the City of Quinte West website, or City
Hall.

4O.Allvendors must be forthcoming with respect to identify any and all items that
he/she are intending to sell at the Market. Should a product be added to the

vendor's inventory at a later date the vendor is responsible to contact the City and

have the application amended and approved.

41.41¡ vendors must follow sanitary procedures.

42.Any vendor found selling contaminated foodstuffs or produce shall be suspended
from selling at the Market until satisfactory clearance has been obtained from the

Hastings and Prince Edward Counties Health Unit and the City of Quinte West.
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BOOTH APPEARANFE:

43.Vendors shalt keep their Market Space in a clean and orderly state during
occupation of the space, and upon leaving, shall remove all refuse and litter. City
garbage containers shall not be used for disposal of any vegetables or fruit.

VENDOR BEHAVIOUR:

44.Vendors shall demonstrate professionalism both in behaviour and appearance"

45.All vendors must wear shoes and shirts at the Market.

46. No vendor shall operate his/her business in a noisy manner or interrupt
the general business of the Front Street Farmers' Market or obstruct the
Market or persons attending it,

PAYMENT OF FEES:

47. No person shall be permitted to sell, or display for the purpose of sale, any
permitted item or items unless and until he/she has paid the applicable fee

EAEKIÌj9:

4S.Vendors shall park their vehicles in the assigned 'vendor parking areas' as per the

direction and discretion of the Market Clerk(s). (Attached as Schedule A)

HEALTH AND FOOD SAFETY;

4g. Every person handling food products shall maintain a very high standard of
personal hygiene, cleanliness, and shall adhere to all Hastings and Prince

Edward counties Health unit Guidelines. (Attached as schedule B)

tNSURANCE:

5g.While the Front Street Farmers' Market does carry basic Commercial General
Liability and Damage lnsurance through Farmers' Markets Ontario, any

additional insurance coverage is the responsibili$ of the individual vendor.

51.The City bears no responsibility for any vendor property at the Market.

FARMERS' MARKET TASK GROUP:

52.The Farmers' Market Task Group is a committee that reports to the City of Quinte
West Economic Development and Tourism Advisory Gommittee, and subsequently to

City Council. Meetings of the Farmers' Market Task Group are held on a needs basis
only.
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W9RKPLACE HARASSMENT POLICY:

53.All vendors shall adhere to the City's Workplace Harassment Policy. (Attached as

Schedule C)

WORKPLAGE VTOLENCE POLICY:

54.All vendors shall adhere to the City's Workplace Violence Policy. (Attached as

Schedule D)

BULLYING IN THE WORKPLACE POLICY:

55. All vendors shall adhere to the City's Bullying in the Workplace Policy. (Attached as

Schedule E)

GRIEVANGES AND CONCERNS:

56.Should a vendor feel their rights as a member of the Front Street Farmers' Market
have been violated in some way, or feel that another vendor, of someone else has

acted outside of their authority with the Front Street Farmers' Market or in a way
that harms the Front Street Farmers' Market as a whole, the following steps should
be taken:

The concern should be put in writing and include a clear and specific description of
the problem and the name(s) of the person(s) involved, a description of the ways in

which the person has attempted to resolve the matter (if appropriate), and at least

two courses of action that would satisfy the writer (if appropriate). These should
include, but limited to:

. Mediation between involved parties

. Forming a committee to hear all sides of the issue and recommend action to

the fullcommittee.
¡ Determine that the issue does not warrant formal steps to resolve it and

should be handled through other channels.

Copies of this correspondence should be sent to the Gity staff and to all persons

lnvolved with the concern. This must be a signed correspondence.

The City of Quinte West has final authority in deciding the outcome(s) of all concerns.

PENALTIES:

57.Any person who contravenes any section of this document, or any policy within, shall,

in the first occurrence, be so advised by the Market Clerk. ln the event the
contravention is not remedied to the satisfaction of the City, the offending party shall
be summarily removed from the Market, together with their goods, provisions or other
activities.



58.Any person who contravenes the provisions of this document on a subsequent
occasion shall be deemed to be guilty of an offense, and on conviction, shall be

liable to a fine not exceeding $5,000, as provided for by the provisions of the

Provincial offenses Act (RSO 1990, Chapter P33, as amended)

INDEMNIFICATION:

5g.The Farmers' Market Vendor shall indemnify and save harmless the Ci$ of Quinte
West from and against any and all claims, demands, causes of action, loss, costs or
damages that the City of Quinte West may suffer, incur or be liable for, resulting from

the performance or non-performanee of the Vendor of his or her obligations under

the license whether with or without negligence on the part of the Vendor, the
Vendor's employees, directors, contractors and agents'

APPLTGATTON FOB LIGENCING:

60.Any person seeking to participate as a vendor in the Farmers' Market shall complete

and submit the Front Street Farmers' Market licensing application ( Attached as

Schedule F)

ATTAGHED IS:

a) Farmers' Market Stall/Parking Footprint. (Attached as Schedule A)

b) Hastings and Prince Edward Counties Health Unit Guidelines. (Attached as

Schedule B)

c) Ci$'s Workplace Harassment Policy. (Attached as Schedule C)

d) City's Workplace Violence Policy. (Attached as Schedule D)

e) city,s Bullying in the workplace Policy. (Attached as schedule E)

f) Front Street Farmers' Market Licensing Application ( Attached as Schedule F)
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Schedule B

Health Unit

Y Hur.ins, a
Pri nce Erlw.rrcl Cot¡nties

Special Events & Farmens' Markets
Requircments for Food Booths

Food handlers must have access to a handwashing basln (e.9. as a minimum, a
container with a valve that tums on and otr, filled with warm, potable nater hat drains
into a pail) convenienüy locabd with soap and towels in dispensers.

Hands are washed before commencing wofk, after, uslng he toilet, smokirq,
handling garbage or cash, and as ofren as necessary.

All water used br food preparation and processing, induding urater from p¡ivate
wells, MUST BE POTABLE.

Water supply lines must be of bod grade quali$ and are to be dislnfected before
use. Connectors must meetthe plumblng code.

¡ Allwastewater should draln int'o lealt-proof container$lanks and be disposed of in a
sanitary manner (e.9.- into a san¡tary sewer not a storm drain or onto the ground).

r Wherc food preparation is on.slte, the food shall be prepared withln a rooþd area
with adequate protec'tion against lhe entrance of insecß, rodenB, vermin, dusl wind,
rain and fumes. Raised flooring may be required if located m a site wiüt poor ground
condltions.

No un-inspected meat, un'pasleudzed milk or ungraded €ggs arê permitted

Raw and æady to eat fuods must be k€pt ôEparate to prevent cross-contamination.

Hazardous foods (1.c. foods that can suppo¡t the grcvvth of disease'causing
organlsms or the producüon of ùtdrtoxlns) are ûansported, sþred, and maintained
at saß tsmperatures. Gold food must be kept at 4"C (40"F) or belo¡v and hot bods
st 60"G (l40PF) or above. Fæezer units must þe maintained at -lEoC (0"F) or below.

Accu¡ate irdlcating lhermometers needed to monitor lood storage temperatures and
food probe thermornetere are needed to check lntamaltemperafures.

All fuod ls covered to proÞct ftom contamination. Avcid dilect hend contact by using
appropriate serving utenslls. Provide a suffrcient numberof dean, bad<-up uþnsile
(e.9. tongs & ladles).

A separate sewing utensil is required br each and every condiment or food item.

Counters and food contact surfaces are to be smooth, non-absorbent, clean and in
good conditlon.
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a All utensils for customer use are to be disposable, single use item.s..These utensils

should be stored anO OispããseO ¡n such a way asto pieve-nt.nq¡ible contarnination'

lUu¡t¡-uJeuþnsils can úGed if the food premise is supplied wilh.or have access to

;'ñ:";"tiãrtment sinl wim not ând cold'running water for uÞnsil washing within

the event grounds.

A sanitizing solution is required on site br cìeaning allfood contact surfaces and

eouioment. nccepta¡få såiitii"o 
"tu 

chlorine, quãtemary ammonìa and iodine' An

;;ióþIË conð"hr.t¡on of sanili¿er is 2mL of bleach to 1 L of water.

All food handlers are wearing clean ouler garments, headgear that confines the hair'

and not using tobacco vuhile working.

Leak-proof containers with tight-fitting or s€lf'closing licts sufficþntfor storlng all

garOa'ge.aø-waste-in-a-sanitãry manner are provided'

sites are to have an adequate number of garbage containerc present' containes arc

m ¡" ãrpùJJae otten as necessary, but not tess than once pø day.

Adequate washroom lacilities are to be provided within 500' from food vendors'

lÂlashrooms 
"re 

to o" piópã¡f àqu¡ppeá and maintained forpatron use' Hand wash

;äü'¡[ ür.t Ue proviãeO'ãt,iaihròðms. The recommended number of washrooms

is:
I tollet or udnalfor every 100 men
I wash þaein for everY 100 men
I toilet br everY 100 womên
1 wash basin fur every 100 worn€n

Mlnimum lnûemal Gooklng ¡nd Re'heatlng Temporaturea

a

I

Upût üJ¡næ10

Food Type
ìllnlmum Internal Gooklng and

Re.heatlng TemPeratutes

Whole poultry
82"C/180'F for a minimum of 15 seconds (cooking)

74"cr165'F for a minlmum of 15 seconds (reheating)

Poultry or products containing poulty
óttrer tran whole PoultrY

74oC tl65oF br a minimum of 15 eeconds

Pork and ground meat ottPr han
ground Poultry

71"C l160oF for a minimum of 15 seconds

Fþh 70oC / 1560F for a minimum of 15 seconds

t4



Schedule G

A N¿tural Attraction

The city of Quinle weet recognizes the right of all emptoyees end membere of
Council to wolk in an envlronment whlch ls free fiom discrimlnation ar¡d
harassment baeêd on eny of the prohlbited grounds in thc ontaria Human Rgtrús
ØdaThe Municipality values positþe and eupportive interaction among its
employees and ls committcd to crcating and maintaining an enabling
environment where dlgnlty and sclf.worth of all indlviduals b respec,ted.

All complalnte wlll be revlewed and addres¡ed followlry the proccss sot out in
tris pollcy. All lnddents of hangsment wlll bE regarded as eedous ofrenceE
which may result ln dlsciplinary ection up to and lncluding dismiesal, sirnilarly,
any threat or ac-t of mprisal agalnst an employee tvño haa made a complaint or
against a witne$ who participatcs in en investþatlon wlll bs subJcct to
approprl¡ate dlaciplinary adlon.

Dcllnltlon¡

Workolace Harasement

Workplacc harassment is a fo¡rn of dlecrlminetion that will not bc tolcnated or
condoncd. lt lnclude¡ hanssmcnt bascd on ürose prohlbited grounds as set out
in the Ontario Human Riglrûs Coda: tac€, êolar, ancestry, citizenshlp, ehntc
orlgln or place olorþln, weed, rclþion, age, sexual oriantation, famÍly, marltal or
s€ms-sex parhershlp sfatug dtsablltty or percelved dlsabtllty end a reærd of
offences forwhlch a pardon has been grented underthe Crlminal RcoordsAcl
and hae not bcen rcwked.

For purposee of thb policy, haragement ls cngnglng in a course of lmproper
comment or conduct that thc indlvidual knew or ought reasonably to have known,
would cäusc ofbngc orharm. Complalnts of harassmcnt bascd on Hum¡n

1VONKPLACEHARASSMENT trEALrH & SAFETY STANITARD: E{-{t

Dá,TE OF IÊSUE: Mry 2010 ßtrVIE1V/REVISE:
XevicilRcvbion ll¡te: Aoril 10n. 2014

AIPROVED BY; JlISOSefety Advlmty
Comn & Cou¡cll

IÍ)CATION: City Locrtlonr

ctrY oF Ql,lNfE WEST SBALTH & SAFBTY pOLtCy & pnocBrxJRE$ MANUAL H.S-{)



Rights grounds result in differential treatment because of membership in one of

tnè groups specified in the Human Rights Code-

Examples of allegations that could b€ pfocessed under this policy are:
. Complaintã about herassment or discrimination on grounds prohibited in

the Human Rights Code as defined above;
¡ Failure to reasbnably accommodate an employee with a disability as

defined in the Human Rights Gode;
. Systemic discrimination ón human rights grounds (e.9. rcquiring a specific

pñysical characteristic that is notJusliliable in a job);
. bexual harassment which is defined as unwelcome @mment or conduct

of a sexual nature that detrimentally affec{s the work environment or leads

to adverse job related consequences for the victim of harassment; and
. Sexual harássment may include behavior such as sexual remarks,

unwelcome touching, inappropriate jokes' sexr¡a! requests or suggestion-s,

staring or making cõmments about a person's appearançe or displays of
sexually suggestive pictures, drawing, notes or slogans.

Sorne examoles of workplace harassment include:-"r-ff*ttfirç*u"rul*".*lulïil"$î"UîJHaiåLi;x';?l'#*iln¡'

. Spreading malicious rumours about a co-wofter;

. Tàmpering with a co-workefs desk, workplace, equipment or belongings;

' Excluding or ignoring a co'worke[
. Telling jokes that are racist, sexual, sexist or otheruise in bad taste;

' R¡us¡nö co-workers with yourwords by yelling at them, making threats

and name calling; and
. PhyEically abusing co-workerc by pushing, hitting, spitting, fondling,

groping, órabbing, finger pointing or eggressively invading a co-worker's

space.
litre tast two bulleb can or wlll be reüerenced to workplace vlolence)

a) SexualHarassment' 
Serual haraesment includes conduct or comments of a sexual nature that

the recipient does not welcorne or that offend hirn or her. lt also includes

negativè or inappropdate conduct or comments that are not neoessarily

seiual in naturài Urit wfr¡cn are directed at an individual because of his or

her gender,

Both men and women can be ViCtims of harassment and someone of the

same or opposite sex cen harass gomeone else.

Some examples of sexual harassment are:

and Exam of Heraesment
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. Sexual advances or demands that the recipient does not welcome
or wanl;

. Threats, punishment or denial of a benefit for refusing a sexual
advance;

. Offering a benefit in exchange for a sexualfavour;

. Leering;. Displaying sexually offensive materialsuch as posters, pictures,
calendars, cartoons, screen savers, pornographic or erotic web
sites or other electronic material;

. Distributing sexually explicit email messages or attachments such
as pictures or video files;

. Sexually suggestive or obscene cornments or gestures;

. Unwelcome remarks, jokes, innuendoes, propositions or taunting
about a person's body, clothing or sex;

. Persistent, unwanted attention afrer a consensual relationship
ends;. Physical contact of a sexual nature, such as touching or caressing;
and

. Sexualassault.

b) Racialor Ethnic Harassment
The term race ¡ncludes all race related grounds: race, ancesty, place of
origin, colour, ethnic origin, citizenship and creed, Examples include:

. Unwelcome remarks, jokes innuendoes ortaunting about a
person's racialor ethnic background, colour, place of birth,
citizenship or ancestry;

. Racists, ethnic or religious graffiti or a display of racist matedal;

. Practicaljokes based on racial, ethnic or religious grounds that
cause embarrassment or awkwardness;

. RefuEal to work or converse with an employee because of his or
her racial or ethnic background; and

. Use of racially derogatory nicknames.

c) Poisoned-Work Eqrvironment
Comments or conduct that violates the prohibited grounds ol lhe Human
Rlgfrfs Code but are not directed at any specific individual, can cæate a
degrading, offensive or "poisoned" work environment and may therefore
be considEred harassment. Examples include:

. Display of matedal which degrades or denigrates a person or group

on the grounds of gender, race, etlnic origin, disability or sexual
orientat'ron; and

. Patronizing behaviour, language or terminology which reinforces
stereotypes and undermines otherworkers'self respect or
adversely affects wo rk performance or worki ng conditions.
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Whet Harassment Does [g! lnclude

The word harassment is often used inconectly' lt does nol include:
. Appropriate direction, evaluation or discipline by a Manager/ Supervisor/

Lead hand;
. Stressfulevents associated with the perfurmance of legitimatejob duties;

' Good natured jesting and bantering which is mutually acceptable; and
. Friendly or romantic behaviourwhich is welcome and mutual.

Def,nlflon of

Harassment can occur in any Municipal location, notiust in the ofüce. lt can

occur in meeting roorns, washrooms, lunch rooms or any other place wl¡ere
Municipal businèss is conducted. Harassment as defined in this policy which
occurs outside the workplace (e.9. during business travel or at a work-related
social function) and which negatively affects wofting relationships may also be

subject to investigation.

Harassment P¡ocedurso

An employee who expeilences harassment as defined in this policy has a
number of options available to deal with the situation. (Please refer to the
Workplace úarassment Flow Chart H'S'40'2)

1- lnformal Comolaints

you may ask that the matter be dealt with informally with the assistance of
your Manager/supervisor/Lead hand, Manager of Human Resources or
ÓAO. Harassment may be the result of a cornmunication problem, and

once addressed'ts resolved fairly easily. Therefore, whenever possible

informal resolution is encouraged. (cAo may appoint a designate to

asslst with an investigation on his/her behalf)

a) Deal With the Inclclent Yourcell
Oñen the most effectway to end harassment is to deal promptly and
direcüy with the person involved. lt is possible that the person does
not know that you find the behaviour offensive and it is unlikely to stop
until he/she is aware that the actions are distasteful. Tell the person

clearly and firmly that the behaviour is against corporate policy.

Politely explain that you feel offended, uncomfortable or intimidated by

the behaviour and you would like it to stop. lt may be helptulto have a

witness present or meke note of your conversation after wards' lf you
prefer to eddress your concerns ln writing, you mey send a letter to he
person outl¡ning your concerns however, be sure to keep a copy of
your letter and proof that it was received (e.9. registered mail receipt).
it is important that you keep a written record of the incident(s) including
dates, times the nature of the behaviour and any witnesses as this
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documentation could be helpful, to validate your complaint in the
future.

b) SeeHngÁsslslance
lf you feel uncomfortable dealing with the incident yourself, or if you
have tried to dealwith the situation and the harassment has continued,
you may choose to seek assistance from your
Manager/Superviso r/Leadhand, Ma nager of Hu man Resources or
cAo.

Any complaint of harassment will be treated very seriously and will be fully
investigated. lt is the responslbility of all employees to coopenate fully with
the investigation. Whenever a member of management becomes awere
of a harassment complaint, he or she must act irnmediately to resolve the
issue.

2. Formal Complalnls

a) A formal complaint may be filed within a reasonable time of the
harassrnent. However, the soonerthe complaint is filed, the easier it
will be to investigate and'resolve the situation' satisfaclorily. Every
effort will be made to maintain confidentiality of the parties involved
however absolute confidentiality cannot be guaranteed. A formal
complaint may be filed with your Manager/Supervisor/Lead hand,
Manager of Human Resources or CAO.

b) Formalcomplaints must be written and signed and include a
description of the incident, or incidents, names of witnesses, if any,
and any steps already taken to resolve the matter using Workplace
Harassment Repollng Form H.S-{0.1. To ensure consistency of the
process, the member of management receiving a formal complaint
must, within five (5) days of receiving the complaint, contactthe CAO,
Manager of Human Resources and Soliciùcr who will assign an
investigation leam.

c) The Manager of Human Resources and CAO will províde a written
acknowledgement of the complaint within five (5) working days of the
receipt of the complaínl The respondentwill also receive written
notification that a formal complaint has been made. A prdected date
for the completion of the investigation and preparatjon of a written
report should also be conveyed and shoulcl be no more than thirly (30)
working days ftom receipt of the complaint,

d) lf the complaint takes the form of a grievance, any contract provisions
governing response times willsupersede these time frames.

e) The investþation team willgatherthe pertinent information; interview
the complainant, the alleged harasser and any witnesses. The
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investigating team will prepare a written report with recommendations
br action. This report will be submitted to the CAO, Manager of Human
Resources and Solicitor for action.

fl lnvesügatlon Flles
A confidentialfile will be opened on all formal harassment complaints
and will be kept separate from personnel files for a period of not less
than five (5) years,

3. fUlalicious Complalnts

Any complaint made with malicious intent or in bad faith will be treated
very seriously and will result in disciplinary action,

4. Comnlaint¡ from Msmberc of $a Publlc

Members of the public and those in receipt of services from the
Municipality are also guaranteed equal treatment with respect to services,
goorls and facilities wlthout discrimination under the Human Rights Code.

lf a complaint of harassment b received from a member of the public, the
Director willthoroughly investigate the matter and recommend appropriate
action to rectify the sih¡ation. Such action may include tralning, reprimand
or other discipline, up to and including termination,

5- Comolalnt¡ lnvolvlnq e Depa¡tment Head or lllomber of Councll

ln the event of a complaint involving a Department Head, member of
Council, or the CAO, the Manager of Human Resourcas and Solicitor shall
be contacted and a qualified external consultant will conduct the
investigation.

6. WhEt to do lf vou ¡re accused of Haras¡ment

lf you are approached informally and advised that your comments or
actions are unacceptable, examine your behaviour carefully. lf you are
guilty of the acq.¡sations thal have been made against you, cease the
offensive behaviour imrnediately and apologlze for your actions. lf you do
not, and the claims are wellfounded, you may be vulnerable to a formal
cornpla int investigation and d iscipl ina ry aciion.

lf you believe you are innocent of the charges or that they have been
made in bad faith, advise your Manager/Supervisor/Lead hand. lf the
complaint is not resolved at these levels, you may contact the Manager of
Human Resources and/or CAO,
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lf a formal complaint has been filed against you, you will be contacted
during the course of the investigation to give your version of the events.
You may bdng a union representatíve to these meetings if you so desire.
You will be advised of the outcome of he investigation and any ac'tion to
resolve the cornplaint.

Anyone accused of harassment is encouraged to keep documentation
including dates, times, places and wihesses.

7. Manaqemenlr$upervisorvlLeadhandRespon$!þilitv

The Human Rights Code provides that a person who has the authoti$ to
prevent or discourage harassment may be held responsible for failing to
do so. All Managers/Supervisors/Lead hands therefore, have a particular
duty to dealwith such incidents as soon as they are made aware of them.
Action should be taken even if a formal complaint has not been made.
The Manager/SupeMsor/Lead hand should advise tlre Director of the
nature of the ofrence and the actions taken to address the ploblem.

ln the event that a complaint of harassment filed with the Human Rights
Commission is upheld, the onus is on the Employer to show that efiorts
have been made, in good faith, to prevent harassment, to stop it if it has
occurred and to correct the damage that has resulted. lf the Employer
cannot demonstrate that such actions have been taken, Senior
Management and the organization may be held liable and be subject to
fines, sanctions or other remedies as determined by a Human Rights
Tribunal.

L Confidentlallhr

All parties involved in an incident of harassment are to maintain
confidentiali$ throughout the investigation and to protect, as much as
possible, the privacy and reputation of all parties concerned. However, it
must be recognized that should the complainant choose to initiate
proceeding or make contments outeide the formal complain process,
confidentiality cannot be guaranteed and should not be promised. Also,
information collec'ted and retained may be subject to the requirements of
the Municipal Freedom of lnformation and Protection of Privacy Act, the
Human Rights Code and the rules goveming court proceedings.
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9_ RemedlalAcüon

lf an investigation confirms that harassment has taken place and remedial
action is warranted, itwill be inltiated as soon as possible. This may
include counsellíng, education and training, a review of policies and
practices or otl'¡er disciplinary action up to and including dismissal. ln no
circumstances sâa/l the remedial action penallze the complainant, unless
deemed a malicious complaint.

10. Reorl¡el¡

All employees involved in cases of harassment are protecled from reprisal
or threat of reprisal under this policy. Reprisal may include a denial or
threat of denial of any employment, related opportunity (e.9. a promotion),
discipline or thæat of disciplinary action, including dismissal, ostracism of
the complainant by otheremployees, or otherforms of intimidation. 7äese
or any other kind of rcprisal will be subiect to diæiplinary action.

REFERENGES:
FORl,lS: Workplace llamssnent Inc¡dent Report Form H-S-4O-1

Workplace Harassrnent Flow Chart H-S-4O-2
Bullying ln the Workplace tl-S-4O-3

Date: April loth, 2014

Charlle Murphy
Gharlle llurphy
Chlef Admlnlstratlve Oflicer
Glty of QulnteWest

Rêvtslon Dates: Se¡. ttb, 2012, Aprt tü,zol+
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Schsdule D

A NaturalAttracdon

Purposç

The City of Quinte West ls commltted to provldlng a healthy, safe, vlolence-free work
envlronment. The Clty recognlzes that workplace vlolence ls a health, safety and
human resources lssue. By recognlzlng thãt preventlon of worþlace vlolence ls a
strateglc focus, the City will provlde employees and members of Councll wlth
education and trainlng opportun¡tles for approprlate approaches to managlng vlolent
and abuslve behavlor.

It shall ISHALL means that vou are reouired to do somethlnq (thG d¡ruútbn li
llandatory- lt ls not optlonal), be the pollcy of the Clty of Qulnte West to take
lmmediate adion in the ev€nt of an act of vlolence occurrlng agelnst munlclpal
employees, contractors of the Clty, volunteers, studenþ vlsltors or any peßon
engaged in buslness wlth the Gty whlle the carrylng out hls/her dutles on behalf of
the organlzation.

Vlolence ln the workplace ls not acceptable under any drcumstances and lylll not be
tolerated, The Clty of Qulnte West wlll take all reasonable and practlcal measures to
prevent vlolence and protect employees from acts of vlolence. Any vlolatlon of thls
policy by any member of staff wlll result ln disciplinary acüon, up to and lncludlng
termination of employment.

Incidents of workplace vlolence ôgalnst an employee or member of Coundl may be
reported to the pollce for lnvestigaHon and legal actlon lf wananted.

An employee who is a victlm of workplace vlolence wlll be treåted wlth rcspect,
confldentlallty and conslderation. The Clty wlll support the employee's rlght by
provlding imrnedlate medical and emotlonal assistance as requlred.

Any rct of vlolancc mu¡t bc rcpoÉed to manag€rnent lmmcdlatcly,

rnd al

This pollcy applles to all Municlpal employees regardless of posltlon, classlflcatlon or
unlon rnembership. This pollcy also applles to all persons who attend a Munlclpal
workplace lncluding, but not limited to, all vlsitors, contractors, vendors and dellvery
persons,

IVORXPIACE VIOLDNCT HDALTII & SAIßTY StrAIttDARD: H-S41
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A Natural Atraction

For the purposes of thls pollcy, a Munldpal workplace lncludes all places where
Munlclpal buslness occltrs and lndudes all:

. Munlclpal bulldlngs ( whether owned or leased ) and surrcundlng perlmeter
lncludlng parkln$ lots, sldewalks, and driveways ( Munldpal Grounds );

Company vehlcles;

Off slte locatlons where Munlclpal business occurs;

Munlclpal-sponsored functlons and rec'¡eaüonal or sodal events whether
taklng place on Munlclpal Grounds or elsewhere; and

Travel for Munlclpal buslness.

For the purposs of thls pollcy, Workplace Violence const¡tutes any action, conduct,
threat or gesture towards an emplayee in tlrelr work plaæ that can reasonably be
expected to cause harm, lnJury or ltlness to that employee, Thls could lnclude
psychologlcal lllness or stress-related illness. Vlolence ln the workplace falls
generally lnto ttrree categorles;

. Vetôal abuse or aggression, sudl as threats, very offenslve language,
bullylng, teas¡ng, rldlcule or an attempt to exerclse physlcal force agalnst a
worker, ln a worþlace, that could cause Physlcal lnJury to a worker'

. Damage to propertyr such as vandallsm or throwing objects; and

. Physlcal assault inciudes but is not llmited to hltting, shovlng, pushlng,
klcklng, sexual assault, murder and sulcide in the wo¡kplace,

Workplace vlolence can occur at off-slte munlcipal business-related functlons, at
soclal events related to work, ln client's homes, or away frcm work resulüng from
work (e.g. a threatenlng call to an employee's home t?om a member of the publlc)'
Workplace v¡olence may be ln the form of employee to employee or public to
employee (employee to Publlc).

a

a

a

a
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a) When Workolace Viqlence Has 9ccurred

1. The employee, or lf necessary, a co-worker ls to lnform the
Manager/SupeMsor/Lead hand, Manager of Human Resources or the
CAO at the earllest opportunlty. lllhere the Manager/Supervlsor/Lead
hand has been contacted, he/she shall lnform the Manager of Human
Resources and the CAO that Workplace Vlolence or assault has taken
place. (please use the Workplace Violence Flow Chart H-S-41-4 for
reference)

2, In the case of an actual assault, the employee shall reoelve lmmedlate
medlcal attentlon wherc warranted and medlcal verlflcatlon of the
assault shall be obtalned.

3. The Manager of Human Resources and CÀO wlll ænduct an lmmediat€
lnvestlgôtlon lnto any vlol€nce uslng the Worlçhc¡ Ubl¡ne
lncldent R:portlng Form l{-5-{1-lr establishlng facts and
questlonlng witnesses. Wor*plecc Vlolsnce InvcrtlSatlon I
Anrþrlr Forn H-S-41-5 is to be used as a guldellne at a mlnimum.

4. Important: the CAO may at any tlme appolnt a designate to
lnvestigate an inddent of workplace violence on his/her behalf.

b) Resoondlng tg Assaults or Incldents of workolac€ v¡ol€nce

1. Where the assallant ls an employee of the Munlclpality, the
Manager/Supedsor/Lead hand, Manager of Human Resources or CAO
shall lmmedlately reassign the employee out of the presence of the
assaulted employee or ÍGmo'yG th¡m fiorn th¡ workpbc¡. If the
alleg ed a ssalf ant ls uncontrollable, the Manager/Supervlsor/Lead hand,
Manager of Human Resources or CAO shall call the police
imm¡dietcly, for asslstance.

2. Where the alleged assallant ls not an employee of the City, the
Manager/Supervlsor/Leadhand, Manager of Human Resources or CAO
shall telephone the police and request that an investigatlon be made,

Proc¡dur¡ - -I
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ln addltlon to the lnvestlgatlon made by the Manager of Human
Resources and CAO,

3, the Manager of Human Resources and C.AO shall make a wrltten report
of the events, tlmes and wltnesses. A copy of thls report shall be
made avallable to the employee.

4. Where the lnvestlgatlon establlshes that an assault has taken place
and that the assallant ls an employee, the employee shall be
dlsclpllned ln a manner that ls conslstent wlth the Clty,s Code of
Dlsclpllne.

5. Where the lnvestlEatlon of a flßt offence dabllshes that an assault
has taken place and that a pattern of vlolence had been establlshed
prlor to the first assault, the CAO may recommend to Councll that the
employcc be lmmediately dlscharged.

to

Workplace vlolence and thls pollcy are serious matters. Thls pollcy prohlbits reprlsals
aga¡nst cmployees who have made good falth complalnts or prov¡ded lnformatlon
regarding a complalnt or lncldent of wøkplace vlolence. Employees who engage ln
reprlsals or threats of reprlsals may be dlsclpllned up to and lndudlng teÌmlnâtlon.

Reprlsal lncludes:

r Any act of retallatlon that occurt because a penson has complalned of or
provlded lnformatlon about an lnddent of worlçlace vlolence

r Intentlonally pressurlng a person to lgnore or not report an lncldent of
workplace vlolence; and ' 

'
r Intentionally pressurlng a person to lle or provlde less than full cooperatlon

wlth an investlgation of a complalnt or lncldent of worþlace vlolence,
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lmployø

1. The Employer shall take reasonable pre\rentatlve meâsures to protect
employees and others ln Munlclpal Workplaces trom Workplace
Vlolence,
r The employer shall conduct the OIISCO Rlsk Ass€ssments

2. To ensure that a workplace vlolenEe assessment ¡s conducted uslng
the Workplacr Vlolrnc¡ l{azard A¡¡gt¡rnrnt Form H-S-a1-2.

3. To develop procedures to address the workplace vlolence rlsks
ldentlfled ln the workplact assessments.

4. ConEult wlth the JHSC, Human Resourres and appropr¡ate Securlty to
assess the rlsk asssssments and develop practlcal steps to ellmlnate or
mlnlmlze ldentlfled rlsk.

5. To ensure that employees are tralned ln thls pollcy.

6. To post the Emergenry Numbers (Form H-S-t l-2), and Glty Hrll
lmcrgcncy S¡fdy lloor Plan¡ (14r1¡r2A,2l)

7. To ensure that thls pollcy ls communlcated to contractors and other
persons who attend Compäny Workplaces.

8. To establlsh a process for reportlng and respondlng to lncldents of
workplaæ vlolence.

9, To cnsure that the pollcy ls posted and revlewed at least annually.

llan¡gc r/3uFr wl¡or/ Lcadh¡nd

1. Ensure that all ernployees conform to and respect the Workplace
Vlolence Poflcy.

2, Perform and record annual tralnlng of employees,

3. Revlew procedurc wlth all employees durlng orlentatlon trâlnlng.
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4. Annually revlew Vlolence in the Workplace Pollcy wlth thelr
depåËmsnt and conduct an annual survey wlth employees for any
new hazards that could enhance the chance of worþlace vlolence.
The Supervlsor ls to use the Suprrvbor Workplacr Vlol¡nc¡
Surv.y Form ll-9-11-3.

5. Verlfy that äll contractors and others who attend Munlc¡pal Wortplaces
åru aware of thls pollcy.

6, To encourage employees to report complalnts or incldents of
worþlace vlolence.

7. To respond to all complalnts or lncldents of workplaæ vlolence ln a
prcfesslonal manner approprlate for the clrcumstances of the
complalnt or lncldent and to promptly report all complaints or
lncldents they recelve.

Employ¡r
1. All employees wlll comply with thls pollcy at all tlmes to protect

themselves and others ln thc workplace from workplace violence.

2. All employees wlll complete a Workplecr Vlol¡nsc l{azard
l¡¡rrrmcnt lonn l{-S-41-2,

3. All employees wlll lmmedlately notlfy thelr superuisor or other
deslgnated person of any lncldent of workplace vlolcnce whether the
notlfylng worker l: the vlctlm or not. In the case of an extreme or
lmmlnent tñreat of physlcal harm to themselves or any person from
worþlace vlolence, the worker should contact the pollce.

4. All employees shall partldpate ln tralnlng rcgardlng thls pollcy and
procedures dl¡€cted at workplace violence risks ln the workplace'

5. All employees wlllfully cooperate ln any lnvestlgatlon of complalnts or
lnddents of workplace vlolence or breaches of this pollcy'

lolnt Hmltf rnd SrfctY Commltt¡r
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¡ Rsview the Workplace Vlolence Hazad Assessments results and provlde
recommendatlons to management to reduce or ellmlnate the rlsk of
vlolence. They must also revlew the Supcrvbor Worþlacc Vloþnce
Survry Formr l{-S.41-1.

. Revlew all reports forwarded to the JI{SC rcAardlng workplaæ vlolence
and other lncldent rêports as approprlate pertalnlng to lncldents of
workplacc vlolence that result ln personal inJury or threat of personal
lnJury, property damage, or police lnvolvement

r Partlclpatc ln the lnvestlgatlon of crltlcal lnJurles ( ex. Incldents that place
llfe ln Jeopardy, result ln substantlal b¡ood loss, fracturc of leg or arm, etc)

o Recommend corectlve measures for the lmprcvement of the health and
safety of workerc

. Respond to employee conc€rns related to workplaæ vlolence and
communlcate these to management

r Partldpate ln the revlew of the pollcy and guldellnes for continuous
lmprovement

In addltlon, Jl'lSC's may partlclpate ln the lnvestlgatlon of repoÉed
lnddents that result ln personal lnJury or have the potentlal to result ln
inJury.

Vlolrncc

Any employee expcrlenclng vlolence outslde of the workplace (1,e. domestlc vlolence)
that may create a rlsk of danger to themselves or others ln the worþlace ls

"enæu¡tør,dü to repoÊ such vlolence so that the Munlclpallty can take reasonable
preventable steps.

In our dally work we are ln the un¡que and responslble posltlon of havlng access to
and belng aware of an aray of hlghly senslt¡ve personal, medlcal and workplace
lnformatlon. Thls lnformatlon comes to us dlrectly from lndlvlduals or thlrd partles
assoclated wlth them and thelr work. Informatlon we have rcceived of a personal
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naturu wlll b€ dlsclosed to other partles or olleagues "onlYz when lt ls legally
requlrcd or essentlal to the operaüon of the Munldpallty, and then on a strlct need-
to-know basls.

All employees wlll recelve Vlolenca I'lanagement tralnlng.

The tralnlng sesslon must be evaluated and ¡ecorded.

Annu¡l tralnlng sesslons wlll be ænducted by eadt
manager/su pervisor/leadha nd responsl ble for that locatlo n to ensu re
employees unders'tand the Workplacc Vlolence Pollry.

Thls Program wlll be communlcated to all employees through one of the
followlng methodsl

. Clty of Qulnte West Pollcy and Prccedures Manual
¡ Health & SafeW Boards
r Pay Inserb
, Tralnlng Sesslons
r Department Meetinge
r lallgate Meetings
¡ Orlentatlon
r Inspectlons
r PerformanceAppralsals
¡ Posters
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EI'ALUAIIOil

Employees are encouraged to provlde fecdback on an ongolng basls to
asslst wlth lmprovements to thls Workplace Vlolence Program.

A revlew of the Program wlll take place on an as requlred basls to
determlne lts effectlveness. The ævlew wlll be completed by Senlor
Management & the Jolnt Health and Safety Commlttee(s) and wlll lndude
Teedback from all employecs.

An anslysls of any cases of Vìlorkplace Vlolence wlll be conducted on an
as-rcquired basls and kept ln strlct confldentlallty as regulred.

Acknowlcdgemcnt/ Im prþu.m.nt

Flndlngs from the evaluatlon process wlll deterrnlne lf the Worþlace
Vlolence Program requlres modification. Any changes made to the
program wlll be revlewed with ¡ll employees at steff meetlngs.

The Clty of Qulnte West recognlzes that this Workplace Vlolence program ls
successfnl due to th€ partlcipatlon of all employees carrylng out thelr roles
ln the conduct of the program and provldlng feedback on how thls
program can be lmproved.

RGIIRENCES¡ OHIS Act æGt. 32,0.1 - r2.O.7

Form¡¡
Workpl*¡ Vlol¡nca Incldcnt Rrport H-5.a1-f
Workplacr Vlol¡ncr l{ez¡¡d A¡rarrrnont Form l{-S-41-2
9upwlror lVorkplace Vlohnco Survry Form H-S-{1-3
Workplao Vlolcnce Flow GhaÉ H-*at-4¡
Workplaæ VlolGnce lnvGttlgttlon I Analy¡lr Form H-S-41-5
lmc¡gsncT llr¡m bcrr l{-S-1 1-z
Glty H¡ll Emer¡¡ncy Srfrûy Floor Plcnr (t^rt3.r2l'2¿,



A NaturelAttractlon

DJ.¡t &tilJ*tJQll

CharlÍa ì,lurohv
Ch¡rll¡ Iu:phy
Chlrt Admlnlttrltlv. Olllc¡r
Gltt of Qulntc Wcrt

Ra,tdü úhÉ: D€G. rS0, ¡Olt,lfl fû, ¡Ofl

IYORKPL/\CE VIOI.E¡ÍCE HEALIH & SAFETY StrA¡ÍDARID: II-9¡ll

DATÛ OB lgilfE: Aprll lzÞ, 2010 RIVIEïY/RDIITOD¡
Rn'ts,rü/Rsvblo¡ Drf¡: AD?[ l0t. l0l4

APFROV$) EY: JIISC' Courclf &
Srloty Advbory Commltl,:c

II)CATTON¡ All Clty Loc¡tbnr & F¡clllde¡



Schcdulr E

A Naturd Anracrlon

Bullying in the "Workplace"

What ic workplace bullylng?

Buflylng is usually seen âs acts or verbal comments that could 'mentally' hurt or lsolate a pen¡on
ln the workplace, Sometlmes, bullylng can lnvolve negatlve physlcal contåct as well. Bullylng
uzuElly lnvolves repeated lncldents or ð pattern of behavlor that ls lntended to lntlmldate, offend,
degrade or humillate a partlculer penson or grþup of people. tt hos also been descrlbed as the
assertlon of power through aggresslon.

Is bullying a workplacc l¡ruc?
Cunenüy there ls llttle ocotpatlonal health and safety leglslatlon ln Canada that speclfically deals
with bullylng ln the workplace. Quebcc leglslatlon lncludes 'psycfrologlcal harassment' ln the 'Act
Respecting Labour Standardsn. Some jurlsdlctlons have leglslatlon on workplace vlolence ln
whlch bullylng ls lncluded. In addltlon, employcrs have a generalduty to protcct employees from
rþks at woñ<. This duty csn mean both physlcal harm and mental health. Many employers
choose to address the lssue of bullylng as both physlcal and mental harm can *cost'an
organlzatlon.

In general, the¡e wlll be dllTerences ln oplnlon ånd sometlmes confllcts at wo¡k. However,
bEhavlor that ls unreasonable and dcnds or harms any penson should not be tolerated.

Whet are examplGc of bullylng?

While bullying ls E form of aggresslon, the actlons can be both obvlous and subtle. tt ls lmportant
to note that the lollowlng is not a checkllst, nor docs lt mentlon all forms of bullylng. Thls llet ls
lncluded as a way of showlng some of the ways bullylng may happen ln a workplace. Also
rcmember thðt bullylng ls usually considered to be a pattern of behavlor where one or more
lncidents wlll help 3how that bullying ls taklng place.

Exarnples lnclude:

spreadlng mallcious rumours, gosslp, or lnnuendo that ls not true
excludlng or lsolatlng gomeone soclally
¡ntlm¡dating a person
undermining or dellberately impedlng a person's work

a

t
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physlcålly abuslng or threatenlng abuse
removlng ôreas of responslbllltles wlthout cause
constandy changlng work guidelines
establlshlng lmposslble deadllnes that will set up the indlvldual to fall
wlthholdlng necessâry lnforrnatlon or purposefully glvlng the wrong
lnformation
maklng Jokes that are 'obviously offenslve' by spoken word or e-mail
lntrudlng on a percon's prlvacy by pesterlng, spylng or stalking
asslgnlng unreasonable dutles or workload which are unfavorable to
one person (ln a way that creates unnecessary pressure)
urulerwork - creatlng a feellng of uselessness
yelllng or using profanity
crltlclzlng a person persistently or constantly
bellttllng a personrs opinlons
unwarranted (or undeserved) punlshment
blocklng appllcatlons for tralnlng, leave or promotion
tamperlng wlth a person's personal belonglngs or work equipment,

It ls sometlmes hard to know lf bullying ls happenlng at the workplace. Many studies
acknowledge that there ls a "flne llne" between strong management and bullying. Comments
that are objective and are lntended to provlde constructive feedback are not usually consldered
bullylng, but rather are lntended to asslst the employee with their work.

If you are not surr an actlon or statement could be consldered bullylng, you can use the
rreasonable person' test. Would most people conslder the actlon unacceptaÞle?

How can bullying affect an indivldual?

People who are the tergets of bullylng may experience a range of effects. These reactions
lnclude:

r shock
| ânger
. feellngs of frustratlon and/or helplessness
. increased sense of vulnerablllty
r loss of confidence
r physlcal symptoms such as

o lnablllty to sleep
o loss of appetlte

r psychosomatic symptoms such as
o stomach palns
o headaches

r panlc or anxlety, especially about going to work
r family tens¡on and stress
r lnabllity to concentrate, and
r low morale and productlvlty,

a

a
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How can bullylng affect the workplace?

Bullylng affects the overall uhealth' of an organlzatlon. An nunhealthyn workplace can have many
effects. In general tlpse lnclude:

. increased ebsenteeism
¡ lncreased turnoyer
o increased stress
. increased costs for employee asslstance progËms (EAPs), rëcrultment,

etc,
. lncreased risk for accldents / lncldents
. decreased productivlty and motlvatlon
r decreased morale
r reduced corporate image and customer confidence, andr pooîêr customer service.

What can you do lf you think you are being bullied?
If you feel that you are belng bullled, discrimlnated against, victimlzed or subjected to any form
of harassment:

DO

FIRMLY tell the person that his or her behav¡or ls not acceptable and
ask them to stop. You can ask a supervlsor or unlon member to be with
you when you approach the person.
KEEP a factual Journal or dlary of dally events. Record:

o The date, tlme and what happened in as much detal! as posslble
o The names of wltnesses.
o The outcome of the event.

Remember, lt ls not Just the character of the incidents, but the number, frequency, and
especially the pattern that can reveal the bullylng or harassment.

KEEP copies of any letters, memos, e-malls, faxes, etc., recelved from
the person.
RËPORT the harassment to the person ldentifled in your workplace
pollcy. your supervisor, or a delegated manager. If your concems are
minimized, proceed to the next level of management.

DO NOT

DO NOT RETALIATE. You may end up looking like the perpetrator and
will most certainly cause confusion for those responslble for evaluaUng
and respondlng to the sltuation.

a

,

a

a

a
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UVhat can an cmployer do?

The most lmportant component of any workplace prevention program ls management
commltment. Management commltment ls best communicated ln a wrltten pollcy. Since bullying
ls a form of violence in the workplace, employers may wlsh to wrlte a comprehenslve policy that
covers a range of lncldents (from bullying and harassment to physlcal vlolence).

A workplace vlolence preventlon prograrn must:

r be developed by menagement and employee representatlves.
. apply to management, employee's, cllents, lndependent contractors

and anyone who has a relatlonshlp wlth your company,
. deflne what you mean by workplace bullying (or harassment or

vlolence) in precise, concrete language.
¡ provlde clear examples of unacceptable behavior and worklng

conditlons.
¡ state ln clear terms your organlzatlon's vlew toward workplace bullying

and ¡ts commitment to the preventlon of workplace bullylng,
r precisely stãte the consequences ol'maklng threats or commlttlng acts,
r outllne the process by whlch prevent¡ve measures wlll be developed.
. encourage reportlng of all lncldents of bullylng or other forms of

workplace violence.
. outllne the confidential process by which employees can report

lncldents and to whom.
. assurre no reprlsals will be made aga¡nst reporting employees,
r outline the procedures for investlgatlng and resolving complalnB.
r descrlbe how information about potentlal rlsks of bullying/violence will

be communlcated to employees.
r make a commitment to provide support servlces to victims.
r offer a confidential Employee Assistance Program (EAP) to allow

employees wlth personal problerns to seek help.
, make a commltment to fulflll the preventlon tralnlng needs of dlfferent

levels of peæonnel withln the organ¡zation.
r mðke a commltment to monltor and regularly review the pollcy,
¡ state appllcable regulatory regulrcments, where posslble.

Clty of Qulnte West Heahh & Safety H-940-3



What are some general tip¡ for the workplace?

DO

¡ ENCOURAGE everyone at the workplace to act towards othcrs ln a
respectful and professlonal manner.

o HAVE a workplace pollcy ln place that lncludes a reporüng system.

' EDUCATE everyone that bullylng ls a serlous metter,
¡ TRY fO WORK OUT solutlons before the sltuatlon gets serious or "out

of control",
r EDUCATE everyone about what ls considered bullylng, and whom they

can go to br help,
r TREAT all complaints sefously, and deal wlth complalnts promptly and

confldentlally,
¡ TRAIN supervlsors and managers in how to deal wlth complalnts and

potent¡ðl situat¡ons. Encourage them to address sltuatlons promptly
whether or not a formal complalnt has been filed.r HAVE an lmpartial thlrd paÊy help wlth the resolutlon, lf necessary.

r DO NOT IGNORE any potent¡al problems.
¡ DO NOT DELAY resolutlon. Act ðs soon as posslble.

DO NOT
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Schedule F

FRONT STREET FARMERS' MARKET
SEASONAL/DAILY SPACE

Ward I Trenton

A ùhu¡rrl Aaredo¡¡

CHECK ONE: NEW APPLICATION RENEWAL

NAME:
(Please print)

MAILING ADDRESS
POSTAL CODE

TELEPHONE:(Home Business

EMAIL:

2016 Annual Fee $160.00
(hst included paid at City Hall)

DailyVendor Fee $16.00
(lnitial fee paid at City Hall all
subsequent payments made to the
Market Glerk on site) (hst included)

1 The following is a description of the items or produce which I intend to sell at The Front
Street Farmers' Market. Any amendments to items or produce must be brought to the
attention of the City of Quinte West and reflected on the application.

I hereby confirm that approximately _Vo of the abovedescribed items have been
produced by me or grown on my lands.

2.



3.

4.

5.

6.

I intend to actively sell merchandise at The Front Street Farmers' Market during the
following months: on Wednesdays & Saturdays or Wednesday or Saturday (circle one)

May _June July Aug Sept _ Oct _
Having paid the appropriate fees, and having understood the Farmers' Market Rules and
Regulations, I hereby agree to comply fully with these and all other Federal, Provincial
and Municipal regulations that apply. I understand that I may forfeit my right to sell at
The Front Street Farmers' Market if I am found to be in non-compliance with said rules
and regulations. Further, I understand that the acceptance of the appropriate fee does
not constitute execution of this application. Upon review for compliance a Licence/Permit
will be mailed to the Vendor.

I hereby agree to indemnify and save harmless to the City of Quinte West from and
against any and all claims, demands, causes of action, loss, costs or damages that the
City of Quinte West may suffer, incur or be liable for, resulting from the performance or
non-performance of the Vendor of his or her obligations under the license whether with or
without negligence on the part of the Vendor, the Vendor's employees, directors,
contractors and agents.

I acknowledge that I have received and agree to abide with the following documents:
By-law; Quinte West Front Street Farmers' Market Vendors' Handbook of Rules and
Regulations; Hastings and Prince Edward Counties Health Unit Guidelines; City's
Workplace Harassment Policy; City's Workplace Violence Policy; City's Bullying in the
Workplace Policy.

Signature of Vendor Date

**************************************************************************

Office Use Only:

Reviewed by Date

Accepted( ) Denied( )

LegalAuthority
Uses:
Contact:

Municipal Act, R.S.O. 1990, c.M45, 5.210 (72)
To process Market Applications
Quinte West Deputy City Clerk (613) 392-2841 Ex¡.4422



FOOD VENDOR NOTIFICATION FORM

auf'¡Ts wq$T FARrr{EiYs MARKET
(to bE completod and forwalded to Health Unlt before commenclng food servlce)

HASTIHGS PRINCC EDWARO

Public Health

lf you have any questlons, please call Environmental Health at (613) 966-5500 Ext 677

This form can be sent by fax fo (613) 968-1461, Scan and Emailto erlVi¡ghe*lth@,þqeph.ca
Regular mail or drop off at Hastings Prince Edward Public Health, Envircnmental Health,

179 Notth Park Street, Belleville, ON KBP 4P1 or 499 Dundas Sfreef West, Trenton, ON KBV 6C4

w
Location: Year:

FOOD VENDOR INFORMAT¡ON

Name:

Business Name

Address:

Phone Number Best time to contact

Food Preparation

Foods to be Served

Food Prepared On Site: Yes fl No fl
lf !9, where is food prepared:

Will any of the foods being served be donated or prepared by someone else: Yes f]

On site at Farmer's Market lrei
Hand Washing Facilities (soap, papertovræls and clean running water) Yes n No E

Noü

Waste Water Disposal: Yes n No fl
Refrigeration and hot holding equipment to be used:

Vendor's Signature: Date

Date Received; Updated: Aprll 28, 2015


