The Corporation Of The City Of Quinte West
By-Law Number 16-031

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 VVendors’ Handbook
of Rules and Regulations for the Quinte West Front Street Farmers’ Market,

Now Therefore The Council Of The Corporation Of The City Of Quinte West
Hereby Enacts As Follows:

1. 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.

Harrison, Mayor

Ke_.;vin‘Heath, City Clerk




QUINTE WEST
FRONT STREET FARMERS' MARKET
Vendors' Handbook of Rules and Regulations
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This "Code of Ethics" represents guidelines for being a good neighbour and a good
member of the Market. Please remember that although we may have different
reasons for being at the Market, we all have an interest in its long-term success
and in the success of the other vendors at the Market.



BURPQSE

1. 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:
e To establish ways of increasing vendor participation.
o To organize specific events to bring residents/visitors to the Market.
e To implement “Branding” tools to further promote the Market to the Quinte area.

3. Mission Statement:

e To maintain a Farmers' Market to market local farm and craft products
e To stimulate public interest in agriculture and crafts
» To increase the presence of local products to the consumer

4. Obijectives:

To protect and preserve our market, while supporting our vendors.

» To display and market high quality vegetables, fruits, meats, baked goods
and arts/crafts.

« To create a unique market opportunity.

o 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).

City 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.



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.
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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 and including the last Saturday in October. Market hours shall be from
8:00 a.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

9. Every Front Street Farmers’ Market vendor shall be required to attend and sign off
on a mandatory orientation session as provided by City staff.

M TFE

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
11.Permitted Products:

Sales on the Front Street Farmers’ Market shall be confined to a “MAKE IT, BAKE
IT, GROW IT” concept, including such sale items as home-baked goods, fish,
dressed poultry, butter, eggs, honey, maple syrup, apple cider, sweets, flowers,
plants, shrubs, Christmas trees, 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. All wares 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 20% of the total seasonal licenses issued in the previous year.

PROHIBITED DUCTS:

14. 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.

15. 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 final judgment on the suitability of any
specific vendor’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
sufficient quality may be removed from sale by the on-site Market Clerk.

17.Ontario, perishable farm products and baked goods must be appropriately
packaged and handled, complying with any applicable regulations of the Hasting
and Prince Edward Counties Health Unit.

18.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.

19.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.

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

ICl PR

22.The Front Street Farmers' Market is a retail market. It is the intent that prices
charged should be at fair market value.



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 stall footprint based on the vendors
confirming their participation 24 hours prior to each and every Market day.

25.1t is the responsibility of the vendor to communicate to the Market Clerk regarding
their attendance at the Market each and every Market day. If 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
his/her stall.

26.At 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 to a
vendor on a “first come-first served” basis, by the Market Clerk(s).

28.The goal is to create a Market layout that is complimentary to all vendors and to the
Market as a whole. In order to complement the Market layout all vendor tents shall
not exceed 10 feet X 10 feet in size.

29. Self-contained kitchens in motorized trailers and/or refreshment vehicles shail 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.

TOR EGUL

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.



SPACE FOR LOCA N-P AT

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

VEND ESPONSIBILITIES:

35.1t 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.

37.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.

38.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.

40.All vendors 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.All 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.



BOOTH APPEARANCE:

43.Vendors shall 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 BEHA -
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.

PAY F 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.

BARKING:

48.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)

TH AND D TY:
49.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)
INSURANCE:

50.While the Front Street Farmers’ Market does carry basic Commercial General
Liability and Damage Insurance through Farmers’ Markets Ontario, any
additional insurance coverage is the responsibility of the individual vendor.

51.The City bears no responsibility for any vendor property at the Market.
RS’ MAR OUP:
52.The Farmers' Market Task Group is a committee that reports to the City of Quinte
West Economic Development and Tourism Advisory Committee, and subsequently to

City Council. Meetings of the Farmers’ Market Task Group are held on a needs basis
only.



WORKPLACE HARASSME ICY:

53.All vendors shall adhere to the City’s Workplace Harassment Policy. (Attached as
Schedule C)

c ICY:

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

BULLYING IN THE K CE POLICY:

55. All vendors shall adhere to the City’s Bullying in the Workplace Policy. (Attached as
Schedule E)

GRIEVANCES 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

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

o 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 City staff and to all persons
Involved 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.

LTIES:

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. In 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:

59.The Farmers’ Market Vendor shall indemnify and save harmiess 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.

APPLICATION FOR LICENCING:

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)

ATTACHED 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) City'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)



Schedule A

-

f’?{r%’a Market Area
B2 Market Overflow Area
Vendor Parking

Produced by the Ciy of Quinte West

Geomatics Division, 2011 !
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Schedule B

Health Unit

L
Y Hastings &

Prince Edward Counties

Special Events & Farmers’ Markets
Requirements for Food Booths

Food handlers must have access to a handwashing basin (e.g. as a minimum, a
container with a valve that turns on and off, filled with warm, potable water that drains
into a pail) conveniently located with soap and towels in dispensers.

Hands are washed before commencing work, after, using the toilet, smoking,
handling garbage or cash, and as often as necessary.

All water used for food preparation and processing, including water from private
wells, MUST BE POTABLE.

Water supply lines must be of food grade quality and are to be disinfected before
use. Connectors must meet the plumbing code.

All wastewater should drain into leak-proof containers/tanks and be disposed of in a
sanitary manner (e.g.- into a sanitary sewer not a storm drain or onto the ground).

Where food preparation is on-site, the food shall be prepared within a roofed area
with adequate protection against the entrance of insects, rodents, vermin, dust, wind,
rain and fumes. Raised flooring may be required if located on a site with poor ground
conditions.

No un-inspected meat, un-pasteurized milk or un-graded eggs are permitted.

Raw and ready to eat foods must be kept separate to prevent cross-contamination.
Hazardous foods (i.s. foods that can support the growth of disease-causing
organisms or the production of their toxins) are transported, stored, and maintained
at safe temperatures. Cold food must be kept at 4°C (40°F) or below and hot foods
at 60°C (140°F) or above. Freezer units must be maintained at -18°C (0°F) or below.

Accurate indicating thermometers needed to monitor food storage temperatures and
food probe thermometers are needed to check internal temperatures.

All food is covered to protect from contamination. Avoid direct hand contact by using
appropriate serving utensils. Provide a sufficient number of clean, back-up utensils
(e.g. tongs & ladles).

A separate serving utensil is required for each and every condiment or food item.

Counters and food contact surfaces are to be smooth, non-absorbent, clean and in
good condition.
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« All utensils for customer use are to be disposable, single use ftems. These utensils
should be stored and dispensed in such a way as to prevent possible contamination.
Multi-use utensils can be used if the food premise is supplied with or have access to
a two-compartment sink with hot and cold running water for utensil washing within
the event grounds.

s A sanitizing solution is required on site for cleaning all food contact surfaces and
equipment. Acceptable sanitizers are chlorine, quaternary ammonia and iodine. An

acceptable concentration of sanitizer is 2mL of bleach to 1 L of water.

o All food handlers are wearing clean outer garments, headgear that confines the hair,
and not using tobacco while working.

« Leak-proof containers with tight-fitting or self-closing lids sufficient for storing all
.garbage and waste_in_a sanitary manner are provided.

« Sites are to have an adequate number of garbage containers present. Containers are
to be emptied as often as necessary, but not less than once per day.

o Adequate washroom facilities are to be provided within 500" from food vendors.
Washrooms are to be properly equipped and maintained for patron use. Hand wash
stations must be provided at washrooms. The recommended number of washrooms
IS

1 tollet or urinal for every 100 men
1 wash basin for every 100 men

1 toilet for avery 100 women

1 wash basin for every 100 women

Minimum Internal Cooking and Re-heating Temperatures

Minimum Internal Cooking and

Food Type Re-heating Temperatures

§2°C/180°F for a minimum of 15 seconds (cooking)

Whole poultry 74°C/165°F for a minimum of 15 seconds (reheating)

Poultry or products containing poultry 74°C / 165°F for a minimum of 15 seconds

other than whole poultry
Pork and ground meat other than N N -
ground poultry 71°C / 160°F for a minimum of 15 seconds
Fish 70°C / 158°F for a minimum of 15 seconds

Updetad: Jan 2010
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Schedule C

A Natural Attraction

WORKPLACE HARASSMENT HEALTH & SAFETY STANDARD: H-8-40
DATE OF ISSUE: May 2010 REVIEW/REVISE:
Review/Revision Date: April 10™, 2014
APPROVED BY: JHSC/Safety Advisory LOCATION: City Locations
Comm. & Council
| Policy

The City of Quinte West recognizes the right of all employees and members of
Council to work in an environment which is free from discrimination and
harassment based on any of the prohibited grounds in the Ontario Human Rights
Code. The Municipality values positive and supportive interaction among its
employees and is committed to creating and maintaining an enabling
environment where dignity and self-worth of all individuals is respected.

All complaints will be reviewed and addressed foliowing the process set out in
this policy. All incidents of harassment will be regarded as serious offences
which may result in disciplinary action up to and including dismissal. Similarly,
any threat or act of reprisal against an employee who has made a complaint or
against a witness who participates in an investigation will be subject to
appropriate disciplinary action.

| Definitions

Workplace Harassment

Workplace harassment is a for of discrimination that will not be tolerated or
condoned. It includes harassment based on those prohibited grounds as set out
in the Ontario Human Rights Code: race, color, ancestry, citizenship, ethnic
origin or place of origin, creed, religion, age, sexual orientation, family, marital or
same-sex partnership status, disability or perceived disability and a record of
offences for which a pardon has been granted under the Criminal Records Act
and has not been revoked.

For purposes of this policy, harassment is engaging in a course of improper

comment or conduct that the individual knew or ought reasonably to have known,
wouid cause offense or harm. Complaints of harassment based on Human
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Rights grounds result in differential treatment because of membership in one of
the groups specified in the Human Rights Code.

Examples of allegations that could be processed under this policy are:
= Complaints about harassment or discrimination on grounds prohibited in
the Human Rights Code as defined above;
Failure to reasonably accommodate an employee with a disability as
defined in the Human Rights Code;
= Systemic discrimination on human rights grounds (e.g. requiring a specific
physical characteristic that is not justifiable in a job);
Sexual harassment which is defined as unwelcome comment or conduct
of a sexual nature that detrimentally affects the work environment or leads
to adverse job related consequences for the victim of harassment; and
» Sexual harassment may include behavior such as sexual remarks,
unwelcome touching, inappropriate jokes, sexual requests or suggestions,
staring or making comments about a person’s appearance or displays of
sexually suggestive pictures, drawing, notes or slogans.

Some examples of workplace harassment include:
= Picking on, bullying (see Bullying in the Workplace H-S-40-3), mocking,
imitating or teasing a co-worker?bu!lymg is the most common form of
harassment)

Spreading malicious rumours about a co-worker;

Tampering with a co-worker's desk, workplace, equipment or belongings;
Excluding or ignoring a co-worker,

Telling jokes that are racist, sexual, sexist or otherwise in bad taste,
Abusing co-workers with your words by yelling at them, making threats
and name calling; and

Physically abusing co-workers by pushing, hitting, spitting, fondling,
groping, grabbing, finger pointing or aggressively invading a co-worker's
space.

(The last two bullets can or will be referenced to workplace violence)

[ Types and Examples of Harassment ]

a) Sexual Harassment
Sexual harassment includes conduct or comments of a sexual nature that
the recipient does not welcome or that offend him or her. It also includes
negative or inappropriate conduct or comments that are not necessarily
sexual in nature, but which 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 can harass someone else.

Some examples of sexual harassment are:
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Sexual advances or demands that the recipient does not welcome
or want;

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

Offering a benefit in exchange for a sexual favour,

Leering;

Displaying sexually offensive material such 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 comments or gestures;
Unwelcome remarks, jokes, innuendoes, propositions or taunting
about a person’s body, clothing or sex;

Persistent, unwanted attention after a consensual relationship
ends;

Physical contact of a sexual nature, such as touching or caressing;
and

Sexual assault.

b) Racial or Ethnic Harassment

The term race includes all race related grounds: race, ancestry, place of
origin, colour, ethnic origin, citizenship and creed. Examples include:

Unwelcome remarks, jokes innuendoes or taunting about a
person’s racial or ethnic background, colour, place of birth,
citizenship or ancestry;

Racists, ethnic or religious graffiti or a display of racist material;
Practical jokes based on racial, ethnic or religious grounds that
cause embarrassment or awkwardness;

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

Use of racially derogatory nicknames.

¢) Poisoned Work Environment

Comments or conduct that violates the prahibited grounds of the Human
Rights Code but are not directed at any specific individual, can create a

degrading, offensive or “poisoned” work environment and may therefore
be considered harassment. Examples include:

Display of material which degrades or denigrates a person or group
on the grounds of gender, race, ethnic origin, disability or sexual
orientation; and

Patronizing behaviour, language or terminology which reinforces
stereotypes and undermines other workers' self respect or
adversely affects work performance or working conditions.
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What Harassment Doas Not Include

The word harassment is often used incorrectly. It does not include:
= Appropriate direction, evaluation or discipline by a Manager/ Supervisor/
Lead hand;
« Stressful events associated with the performance of /egitimate job duties;
= Good natured jesting and bantering which is mutually acceptable; and
= Friendly or romantic behaviour which is welcome and mutual.

| Definition of Workplace

Harassment can occur in any Municipal location, not just in the office. It can
occur in meeting rooms, washrooms, lunch rooms or any other place where
Municipal business is conducted. Harassment as defined in this policy which
occurs outside the workplace (e.g. during business travel or at a work-related

social function) and which negatively affects working relationships may also be
subjact to investigation.

[ Harassment Complaint Procedures

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

1. Informal Complaints

You may ask that the matter be dealit with informally with the assistance of
your Manager/Supervisor/Lead hand, Manager of Human Resources or
CAO. Harassment may be the result of a communication problem, and
once addressed is resolved fairly easily. Therefore, whenever possible
informal resolution is encouraged. (CAO may appoint a designate to
assist with an investigation on his/her behalf)

a) Deal With the Incident Yourself
Often the most effect way to end harassment is to deal promptly and
directly with the person involved. It 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. It may be helpful to have a
witness present or make note of your conversation after wards. If you
prefer to address your concerns In writing, you may send a letter to the
person outlining your concerns however, be sure to keep a copy of
your letter and proof that it was received (e.g. 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) Seeking Assistance
If you feel uncomfortable dealing with the incident yourseilf, or if you
have tried to deal with the situation and the harassment has continued,
you may choose to seek assistance from your
Manager/Supervisor/Leadhand, Manager of Human Resources or
CAO.

Any complaint of harassment will be treated very seriously and will be fully
investigated. It is the responsibility of all employees to cooperate fully with
the investigation. Whenever a member of management becomes aware
of a harassment complaint, he or she must act inmediately to resolve the
issue.

2. Formal Complaints

a) A formal complaint may be filed within a reasonable time of the
harassment. However, the sooner the complaint is filed, the easier it
will be to investigate and “resolve the situation” satisfactorily. 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) Formal complaints 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 Reporting Form H-8-40-1. To ensure consistency of the
process, the member of management receiving a formal complaint
must, within five (5) days of receiving the complaint, contact the CAO,
Manager of Human Resources and Solicitor who will assign an
investigation team.

¢) The Manager of Human Resources and CAO will provide a written
acknowledgement of the complaint within five (5) working days of the
receipt of the complaint. The respondent will also receive written
notification that a formal complaint has been made. A projected date
for the completion of the investigation and preparation of a written
report should also be conveyed and should be no more than thirty (30)
working days from receipt of the complaint.

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

e) The investigation team will gather the 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
for action. This report will be submitted to the CAO, Manager of Human
Resources and Solicitor for action.

f) Investigation Flles
A confidential file 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. Malicious Complaints

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

4, Complaints from Members of the Public

Members of the public and those in receipt of services from the
Municipality are also guaranteed equal treatment with respect to services,
goods and facilities without discrimination under the Human Rights Code.

If a complaint of harassment is received from a member of the public, the
Director will thoroughly investigate the matter and recommend appropriate
action to rectify the situation. Such action may include training, reprimand
or other discipline, up to and including termination.

5. Complaints Involving a Department Head or Member of Councll

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

6. What to do If you are accused of Harassment

If you are approached informally and advised that your comments or
actions are unacceptable, examine your behaviour carefully. If you are
guilty of the accusations that have been made against you, cease the
offensive behaviour immediately and apologize for your actions. If you do
not, and the claims are well founded, you may be vulnerable to a formal
complaint investigation and disciplinary action.

If you believe you are innocent of the charges or that they have been
made in bad faith, advise your Manager/Supervisor/Lead hand. If the
complaint is not resolved at these levels, you may contact the Manager of
Human Resources and/or CAQ.
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If 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 bring a union representative to these meetings if you so desire.
You will be advised of the outcome of the investigation and any action to
resolve the complaint.

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

7. Management/Supervisory/Lead hand Responsibility

The Human Rights Code provides that a person who has the authority 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 deal with 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/Supervisor/Lead hand should advise the Director of the
nature of the offence and the actions taken to address the problem.

In the event that a complaint of harassment filed with the Human Rights
Commission is upheld, the onus is on the Employer to show that efforts
have been made, in good faith, to prevent harassment, to stop it if it has
occurred and to correct the damage that has resulted. If 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.

8. Confidentiality

All parties involved in an incident of harassment are to maintain
confidentiality 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 comments outside the formal complain process,
confidentiality cannot be guaranteed and should not be promised. Also,
information collected and retained may be subject to the requirements of
the Municipal Freedom of Information and Protection of Privacy Act, the
Human Rights Code and the rules governing court proceedings.
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10.

Remedial Action

If an investigation confirms that harassment has taken place and remedial
action is warranted, it will be initiated as soon as possible. This may
include counselling, education and training, a review of policies and
practices or other disciplinary action up to and including dismissal. /n no
circumstances shall the remedial action penalize the compiainant, unless
deemed a malicious complaint.

Reprisals

All employees involved in cases of harassment are protected from reprisal
or threat of reprisal under this policy. Reprisal may include a denial or
threat of denial of any employment, related opportunity (e.g. a promotion),
discipline or threat of disciplinary action, including dismissal, ostracism of
the complainant by other employees, or other forms of intimidation. These
or any other kind of reprisal will be subject to disciplinary action.

REFERENCES:
FORMS: Workplace Harassment Incident Report Form H-5-40-1

Workplace Harassment Flow Chart H-5-40-2
Bullying in the Workplace H-S-40-3

Date: April 10", 2014

Charlie Murphy

Charlie Murphy
Chief Administrative Officer
City of Quinte West

Revision Dates: Sept. 11*, 2012, Aprit 10", 2014
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Schedule D

A Natural Attraction

WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April 12%,2010 REVIEW/REVISE:
Review/Revision Date: April 10*, 2014
APPROVED BY: JHSC, Conncil, & LOCATION: All City Locations & Facllities
Safety Advisory Committee
| Purpose |

The City of Quinte West Is committed to providing a healthy, safe, violence-free work
environment. The Clty recognizes that workplace violence is a health, safety and
human resources Issue. By recognizing that prevention of workplace violence is a
strategic focus, the City will provide employees and members of Councll with
education and training opportunities for appropriate approaches to managing violent
and abusive behavior.

[ Policy J

It shall (SHALL means that you are reguired to do something (the direction Is
Mandatory- It Is nat optlonal), be the policy of the City of Quinte West to take
Immediate action in the event of an act of violence occurring against municipal
employees, contractors of the City, volunteers, students, visitors or any person
engaged in business with the City while the carrying out his/her duties on behalf of
the organlzation.

Violence in the workplace Is not acceptable under any circumstances and will not be
tolerated. The City of Quinte West will take all reasonable and practical measures to
prevent violence and protect employees from acts of violence. Any violation of this
policy by any member of staff will result in disciplinary acton, up to and Including
termination of employment.

Incidents of workplace violence agalnst an employee or member of Councll may be
reported to the police for investigation and legal actlon If warranted.

An employee who is a victim of workplace violence wili be treated with respect,
confldentiality and consideration. The City will support the employee’s right by
providing immedI|ate medical and emotional assistance as required.

Any act of violence must be reported to management immediately.

| Scope and Application of Policy |

This policy applies to all Municipal employees regardiess of position, classification or
unlon membership. This policy also applies to all persons who attend a Municlpal
workplace including, but not limited to, all visitors, contractors, vendors and delivery
persons.
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A Natural Attraction

WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April 12,2010 REVIEW/REVISE:

Review/Revision Date: April 10%, 2014
APPROVED BY: JHSC, Council, & LOCATION: All City Locations & Facilities
Safety Advisory Committee

For the purposes of this policy, a Munidpal workplace Includes all places where
Municipal business occurs and includes all:
s Municlpal bulldings ( whether cwned or leased ) and surrounding perimeter
Including parking lots, sidewalks, and driveways ( Municipal Grounds );
« Company vehicles;
¢ Off site locatlons where Municipal business occurs;

« Municipal-sponsored functions and recreational or soclal events whether
taking place on Municlpal Grounds or elsewhere; and

e Travel for Municipal business.

[ Definitions

For the purposes of this policy, Workplace Violence constitutes any action, conduct,
threat or gesture towards an employee in thelr work place that can reasonably be
expected to cause harm, Injury or lllness to that employee. This could include
psychological lliness or stress-related illness. Violence In the workplace falls
generally into three categories:

« Verbal abuse or aggression, such as threats, very offensive fanguage,
bullying, teasing, ridicule or an attempt to exercise physical force against a
worker, in a workplace, that could cause physical injury to a worker.

= Damage to property, such as vandalism or throwing objects; and

= Physlcal assault incdludes but is not limited to hltting, shoving, pushing,
kicking, sexual assault, murder and suicide in the workplace.

Workplace violence can occur at off-site municipal business-related functions, at
soclal events related to work, in client’s homes, or away from work resulting from
work (e.g. a threatening call to an employee’s home from a member of the public).
Workplace violence may be in the form of employee to employee or public to
employee (employee to public).
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WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April ﬁ-"'-, 2010 REVIEW/REVISE:

Review/Revision Date: April 10%, 2014
APPROVED BY: JHSC, Couneil, & LOCATION: All City Locatlons & Facilities
Safety Advisory Committee

]

| Procedure - Raporting - Investigation
a)  When Workplace Violence Has Occurred

1. The employee, or if necessary, a co-worker Is to inform the
Manager/Supervisor/Lead hand, Manager of Human Resources or the
CAO at the earllest opportunity. Where the Manager/Supervisor/Lead
hand has been contacted, he/she shail inform the Manager of Human
Resources and the CAO that Workplace Violence 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 recelve iImmediate
medical attentlon where warranted and medical verification of the
assault shall be obtalned.

3. The Manager of Human Resources and CAO will conduct an Immediate
Investigation Into any violence using the Workplace Violence
Incldent Reporting Form H-S-41-1, establishing facts and
questioning witnesses. Workplace Violence Investigation &
Analysis Form H-S-41-5 is to be used as a guideline at 2 minimum.

4, Important: the CAO may at any time appoint a designate to
investigate an incident of workplace violence on his/her behalf,

b) r Inciden rkpl iol

1. Where the assallant Is an employee of the Munlicipality, the
Manager/Supervisor/Lead hand, Manager of Human Resaurces ar CAO
shall Immediately reassign the employee out of the presence of the
assaulted employee or remove them from the workplace. If the
alleged assallant Is uncontroliable, the Manager/Supervisor/Lead hand,
Manager of Human Resources or CAO shall call the police
immediately, for assistance.

2. Where the alleged assallant Is not an emplayee of the City, the
Manager/Supervisor/Leadhand, Manager of Human Resources or CAO
shall telephone the police and request that an investigation be made,

b City of Quinle Wesl Heallh and Salely Policy and Procadure Manm] 3
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WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April 12,2010 REVIEW/REVISE:

Review/Revision Date: April 10*, 2014
APPROVED BY: JHSC, Council, & LOCATION: All City Locations & Facilitles
Safety Advisory Committee

in addition to the Investigation made by the Manager of Human
Resources and CAO.

3. The Manager of Human Resources and CAO shall make a written report
of the events, times and witnhesses. A copy of this report shall be
made available to the employee.

4, Where the Investigation establishes that an assault has taken place
and that the assallant Is an employee, the employee shall be
disciplined In a manner that Is consistent with the City’s Code of
Discipline.

5. Where the investigation of a first offence establishes that an assault
has taken place and that a pattern of violence had been established
prior to the first assault, the CAO may recommend to Councll that the
employee be Immediately discharged.

[_No Reprisal

Workplace violence and this policy are serious matters. This policy prohibits reprisals
against employees who have made good falth complaints or provided Information
regarding a complaint or incident of workplace violence. Employees who engage In
reprisals or threats of reprisals may be disclplined up to and Including termination.

Reprisal Includes:

s Any act of retallation that occurs because a person has complained of or
provided information about an Incident of workplace violence

e Intentlonally pressuring a person to Ignore or not report an Incident of
workplace violence; and !

« Intentionally pressuring a person to lie or provide less than full cooperation
with an investigation of a complaint or incildent of workplace violence.

[ Responsibility
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WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April 12°,2010 REVIEW/REVISE:
Review/Revision Date: April 10%, 2014
APPROVED BY: JHSC, Council, & LOCATION: All City Locations & Facllities
Safety Advisory Committee
Employer
1. The Employer shall take reasonable preventative measures to protect

employees and others in Municlpal Workplaces from Workplace
Violence,

* The employer shall conduct the OHSCO Risk Assessments

To ensure that a workplace violence assessment Is conducted using
the Workplace Violance Hazard Assessment Form H-S-41-2,

To develop procedures to address the workplace viclence risks
Identified in the workplace assessments.

Consult with the JHSC, Human Resources and appropriate Security to
assess the risk assessments and develop practical steps to eliminate or
minimize identifled risks.

To ensure that employees are trained In this policy.

To post the Emergency Numbers (Form H-S-11-2), and City Hall
Emergency Safsty Ploor Plans (1A,1B,2A,2B)

To ensure that this policy is communicated to contractors and other
persons who attend Company Workplaces.
To establish a process for reporting and responding to Incldents of

workplace violence.

To ensure that the policy is posted and reviewed at least annually.

Manager/Supervisor/Leadhand

1. Ensure that all employees conform to and respect the Workplace

Violence Policy.

2. Perform and record annual training of employees.

3. Review procedure with all employees during orientation training.
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[WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-8-41
DATE OF ISSUE: April 12", 2010 REVIEW/REVISE:
Review/Revisioa Date: April 10*, 2014
APPROVED BY: JHSC, Council, & LOCATION: All City Locations & Facilities
Safety Advisory Committee

4. Annually review Violence in the Workplace Policy with their
department and conduct an annual survey with employees for any
new hazards that could enhance the chance of workplace violence.
The Supervisor is to use the Supervisor Workplace Violence
Survey Form H-S-41-3.

5. Verify that all contractors and others who attend Municipal Workplaces
are aware of this policy.

6. To encourage employees to report complaints or incldents of
workplace violence.

7. To respond to all complalnts or incidents of workplace violence in a
professional manner approprlate for the clrcumstances of the
complaint or incident and to promptly report all complaints or
Incldents they recelve.

Employea
1. All employees will comply with this policy at all times to protect
themselves and others in the workplace from workplace violence.

2. All employees will complete a Workplace Violence Hazard
Assessment Form H-$-41-2,

3. All employees will Immediately notify thelr supervisor or other
designated person of any incident of workplace violence whether the
notifying worker Is the victim or not. In the case of an extreme or
imminent threat of physical harm to themselves or any person from
workplace violence, the worker should contact the police.

4, All employees shall participate In tralning regarding this paolicy and
procedures directed at workplace violence risks in the workplace.

5. All employees will fully cooperate In any investigation of complaints or
Incidents of workplace violence or breaches of this policy.

Joint Health and Safety Committee

L CiyvoflQunleWes! Heallh and Salely Policy and Procedure Manual &
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WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-8-41
DATE OF ISSUE: April 12", 2010 REVIEW/REVISE:

Review/Revision Date: April 10", 2014
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¢ Review the Workplace Violence Hazard Assessments results and provide
recommendations to management to reduce or eliminate the risk of
violence. They must also review the Supervisor Workplace Vielence
Survey Forms H-S-41-3.

+ Review all reports forwarded to the JHSC regarding workplace violence
and other Incldent reports as appropriate pertaining to incldents of
workplace violence that result In personal injury or threat of personal
injury, property damage, or police involvement

» Participate in the Investigation of critical Injuries ( ex. Incldents that place
{Ife In jeopardy, resuit In substantial blood loss, fracture of leg or arm, etc)

« Recommend corrective measures for the improvement of the health and
safety of workers

s Respond to employee concerns related to workplace violence and
communicate these to management

¢ Participate in the review of the pollcy and guidelines for continuous
improvement

In addition, JHSC’s may particlpate in the investigation of reported
incidents that result in personal Injury or have the potential to result in

injury.

| pomestic Violance |

Any employee experiencing violence outside of the workplace (I.e. domestic violence)
that may create a risk of danger to themselves or others In the workplace is
“encouraged” to report such violence so that the Municipallty can take reasonable
preventable steps.

| Confidentiality |

In our dally work we are In the unique and responsible position of having access to
and belng aware of an array of highly sensitive personal, medical and workplace
information. This information comes to us directly from Individuals or third parties
assoclated with them and thelr work. Information we have received of a personal
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to-know basls.

WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-8-41
DATE OF ISSUE: April 12*, 2010 REVIEW/REVISE:

Review/Revision Date: April 10", 2014
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nature will be disclosed to other partles or colleagues “gnly” when it is legally

required or essentlal to the operation of the Munidpality, and then on a strict need-

| Training

All employees will receive Violence Management training.
The training session must be evaluated and recorded.
Annual training sessions will be conducted by each

manager/supervisor/leadhand responslble for that location to ensure
employees understand the Workplace Violence Policy.

| Communication

following methods:

Pay Inserts

Orlentation
Inspections

Posters

This Program will be communicated to all employees through one of the

+ City of Quinte West Policy and Procedures Manual
Health & Safety Boards

Tralning Sessions

Department Meetings
Tallgate Meetings

Performance Appralsals
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WORKPLACE VIOLENCE HEALTH & SAFETY STANDARD: H-S-41
DATE OF ISSUE: April 12*, 2010 REVIEW/REVISE:

Review/Revision Date: April 10", 2014
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EVALUATION

Employees are encouraged to provide feedback on an ongoing basis to
assist with Improvements to this Workplace Violence Program,

A review of the Program will take place on an as required basis to
determine Its effectiveness. The review wlll be completed by Senlor

Management & the Joint Health and Safety Committee(s) and wiil include
feedback from all employees.

An analysis of any cases of Workplace Violence will be conducted on an
as-required basis and kept in strict confidentiality as required.

Acknowledgement/Improvemant

Findings from the evaluation process will determine If the Workplace
Violence Program requires modification. Any changes made to the
program will be reviewed with all employees at staff meetings.

The City of Quinte West recognizes that this Workplace Violence program is
successful due to the participation of all employees carrying out thelr roles

in the conduct of the program and providing feedback on how this
program can be Improved.

REFERENCES: OH&S Act sect. 32.0.1 — 32.0.7

Forms:

Workplace Violence Incident Report H-S-41-1

Workplace Violence Hazard Assessment Form H-S-41-2
Supervisor Workplace Violence Survey Form H-S-41-3
Workplace Violence Flow Chart H-S-41-4

Workplace Violence Investigation & Analysis Form H-S-41-5
Emergency Numbers H-S-11-2

City Hall Emergeancy Safety Floor Plans (1A,18,2A,2B)
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Date: April 10%, 2014

Charlie Murphy
Charile Murphy

Chief Administrative Officar
City of Quinte West

Revision dates: Dec. 13%, 2013, April 10", 2014
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Bullying in the “Workplace”

What is workplace bullylng?

Bullying is usually seen as acts or verbal comments that could 'mentaily' hurt or Isolate a person
in the workplace, Sometimes, bullylng can involve negative physical contact as well. Bullying
usually involves repeated incidents or a pattern of behavior that Is (ntended to Intimidate, offend,
degrade or humiliate a particular person or group of people. It has also been described as the
assertion of power through aggression.

Is bullying a workplace issue?

Currently there Is little occupational heaith and safety legislation In Canada that specifically deals
with bullying in the workplace. Quebec legisiation Includes "psychological harassment” In the “Act
Respecting Labour Standards". Some jurisdictions have legislation on workplace violence In
which bullying is Included. In addition, employers have a general duty to protect employees from
risks at work. This duty can mean both physical harm and mental health. Many employers
choose to address the Issue of bullying as both physical and mental harm can “cost® an
organlzation.

In general, there will be differences in opinion and sometimes conflicts at work. However,
behavlor that Is unreasonable and offends or harms any person should not be tolerated.

What are examples of bullying?

While bullying Is a form of aggression, the actions can be both obvious and subtle. It Is Important
to note that the following is not a checklist, nor does It mention all forms of bullying. This list Is
included as a way of showing some of the ways bullying may happen in a workplace. Also
remember that bullying is usually considered to be a pattern of behavior where one or more
Incidents will help show that bullying Is taking place.

Examples include:

spreading malicious rumours, gossip, or Innuendo that Is not true
excluding or isolating someone sacially

intimidating a person

undermining or deliberately impeding a person's work

City of Quinte West Health & Safety H-5-40-3



physically abusing or threatening abuse

removing areas of responsibilities without cause

constantly changing work guidelines

establishing Impossible deadlines that will set up the individual to fail
withholding necessary informatlon or purposefully glving the wrong
Information

making jokes that are 'obviously offensive' by spoken word or e-mail
« intruding on a person's privacy by pestering, spying or stalking
assligning unreasonable duties or workload which are unfavorable to
one person (in a way that creates unnecessary pressure)

underwork - creating a feeling of uselessness

yelling or using profanity

criticizing a person persistently or constantly

belittling a person's opinions

unwarranted (or undeserved) punishment

blocking applications for tralning, leave or promotion

tampering with a person's persanal belongings or work equipment.

e & o & =
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1t Is sometimes hard to know If bullying is happening at the workplace. Many studies
acknowledge that there Is a "fine line" between strong management and bullying. Comments
that are objective and are Intended to provide constructive feedback are not usually consldered
bullying, but rather are Intended to assist the employee with their work.

If you are not sure an actlon or statement could be consldered bullying, you can use the
"reasonable person® test. Would most people consider the actlon unacceptable?

How can bullying affect an individual?

People who are the targets of bullylng may experience a range of effects. These reactions
Include:

shack
anger
feelings of frustration and/or helplessness
increased sense of vulnerability
loss of confidence
physlcal symptoms such as
o Inabllity to sleep
o loss of appetite
e psychosomatic symptoms such as
o stomach pains
o headaches
panic or anxlety, especially about going to work
family tension and stress
inability to concentrate, and
low morale and productivity,

e 9 ®© &6 & o
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How can bullying affect the workplace?

Bullylng affects the overall "health” of an organization. An "unhealthy" workplace can have many
effects. In general these Include:

increased absenteeism

increased turnover

increased stress

increased costs for employee assistance programs (EAPs), recruitment,
etc,

increased risk for accidents / Incidents

decreased productivity and motivation

decreased morale

reduced corporate image and customer confidence, and

poorer customer service.

What can you do if you think you are being bullied?

If you feel that you are being bullied, discriminated against, victimized or subjected to any form
of harassment:

Do

« FIRMLY tell the person that his or her behavior is not acceptable and
ask them to stop. You can ask a supervisor or unlon member to be with
you when you approach the person.

o KEEP a factual journal or dlary of dally events. Record:

o The date, time and what happened in as much detall as possible
o The names of witnesses.
o The outcome of the event.

Remember, it is not just the character of the incidents, but the number, frequency, and
especially the pattern that can reveal the bullying or harassment.

o KEEP copies of any letters, memos, e-mails, faxes, etc., recelved from
the person.

s REPORT the harassment to the person identified in your workplace
policy, your supervisor, or a delegated manager. If your concerns 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 responsible for evaluating
and responding to the situation.
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What can an employer do?

The most important component of any workplace prevention program Is management
commitment. Management commitment Is best communicated in a written policy. Since bullying
Is a form of violence in the workplace, employers may wish to write a comprehensive policy that
covers a range of incidents (from bullying and harassment to physical violence).

A workplace violence prevention program must:

be developed by management and employee representatives.

apply to management, employee's, clients, Independent contractors
and anyone who has a relationshlp with your company.

define what you mean by workplace bullying (or harassment or
violence) In precise, concrete language.

provide clear examples of unacceptable behavior and working
conditions.

state in clear terms your organization's view toward workplace bullying
and its commitment to the prevention of workplace bullying.

precisely state the consequences of making threats or committing acts.
outline the process by which preventive measures wlll be developed.
encourage reporting of all incidents of bullying or other forms of
workplace violence.

outline the confidential process by which employees can report
Incidents and to whom.

assure no reprisals will be made against reporting employees.

autline the procedures for investigating and resolving complaints.
describe how information about potential risks of bullying/violence will
be communicated to employees.

make a commitment to provide support services to victims.

offer a confidential Employee Assistance Program (EAP) to allow
employees with personal problems to seek help.

make a commitment to fulfili the prevention training needs of different
levels of personnel within the organization.

make a commitment to monttor and regularly review the policy.

state applicable regulatory requirements, where possible,
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What are some general tips for the workplace?
DO

¢ ENCOURAGE everyone at the workplace to act towards others In a
respectful and professional manner.

HAVE a warkplace policy In place that includes a reporting system.
EDUCATE everyone that bullying Is a serious matter.

TRY TO WORK OUT solutions before the situation gets serious or "out
of control".

¢ EDUCATE everyone about what is considered bullying, and whom they
can go to for help.

e TREAT all complaints seriously, and deal with complaints promptly and
confidentlally.

« TRAIN supervisors and managers in how to deal with complalnts and
potential situations. Encourage them to address situations promptly
whether or not a formal complaint has been filed.

» HAVE an Impartial third party help with the resolution, if necessary.

DO NOT

DO NOT IGNORE any potential problems.
DO NOT DELAY resolution. Act as soon as possible,
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A Nagural A FRONT STREET FARMERS’ MARKET

SEASONAL/DAILY SPACE
Ward 1 Trenton
CHECK ONE: NEW APPLICATION___ RENEWAL
NAME.:
(Please print)
MAILING ADDRESS:
POSTAL CODE
TELEPHONE:(Home) (Business)
EMAIL:
2016 Annual Fee $160.00 Daily Vendor Fee $16.00
(hst included paid at City Hall) (Initial fee paid at City Hall all
subsequent payments made to the
Market Clerk on site) (hst included)
1. The following is a description of the items or produce which | 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.

2. | hereby confirm that approximately % of the above-described items have been
produced by me or grown on my lands.




3. 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

4. Having paid the appropriate fees, and having understood the Farmers’ Market Rules and
Regulations, | hereby agree to comply fully with these and all other Federal, Provincial
and Municipal regulations that apply. | understand that | may forfeit my right to sell at
The Front Street Farmers’ Market if | am found to be in non-compliance with said rules
and regulations. Further, | 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.

5. | 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.

6. | acknowledge that | 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
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Office Use Only:

Reviewed by Date

Accepted ( ) Denied ( )

Legal Authority: Municipal Act, R.S.0. 1990, c.M45, S. 210 (72)
Uses: To process Market Applications
Contact: Quinte West Deputy City Clerk (613) 392-2841 Ext 4422



FOOD VENDOR NOTIFICATION FORM

@ .
( j QUINTE WEST FARMER'S MARKET '
‘ ’ (to be completed and forwarded to Health Unit hefore commencing food service)
HASTINGS PRINCE EDWARD

Public Health

Location: Year:

FOOD VENDOR INFORMATION

Name:

Business Name:

Address:

Phone Number Best time to contact you:

Food Preparation

Foods to be Served:

Food Prepared On Site: Yes [} No [

If No, where is food prepared:

Will any of the foods being served be donated or prepared by someone else: Yes [] No []

-~

On site at Farmer's Market Area
Hand Washing Facilities (soap, paper towels and clean running water) Yes [] No [
Waste Water Disposal: Yes [] No (]

Refrigeration and hot holding equipment to be used:

Vendor's Signature: Date:

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

This form can be sent by fax to (613) 968-1461, Scan and Email to gnvirohealth@hpeph.ca
Regular mail or drop off at Hastings Prince Edward Public Health, Environmental Health,
179 North Park Street, Belleville, ON K8P 4P1 or 499 Dundas Street West, Trenton, ON K8V 6C4

Date Received: Updated: April 28, 2015




