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Workplace Harassment Policy  
 
Peggy Baker Dance Projects is committed to providing a work environment in which all 
workers are treated with respect and dignity. Workplace harassment will not be tolerated 
from any person in the workplace, including employees, contractors, Board members, 
volunteers, participants, and audiences.  

Workplace harassment means engaging in a course of vexatious comment or conduct 
against a worker in a workplace that is known or ought reasonably to be known to be 
unwelcome or workplace sexual harassment.  

Workplace sexual harassment means:  

a) engaging in a course of vexatious comment or conduct against a worker in a workplace 
because of sex, sexual orientation, gender identity or gender expression, where the 
course of comment or conduct is known or ought reasonably to be known to be 
unwelcome, or  

b) making a sexual solicitation or advance where the person making the solicitation or 
advance is in a position to confer, grant or deny a benefit or advancement to the 
worker and the person knows or ought reasonably to know that the solicitation or 
advance is unwelcome;  

 
Reasonable action taken by the employer or supervisor relating to the management and 
direction of workers or the workplace is not workplace harassment.  

The definition of a workplace for Peggy Baker Dance Projects is any land, premises, location 
or thing at, upon, in or near which a worker works.  This could be an office, rehearsal hall, 
theatre venue, event space, and others. 

The definition of a worker for the purpose of this policy can include employees, independent 
contractors, interns, and volunteers.   

Workers are encouraged to report any incidents of workplace harassment to one of the 
Reporting Managers listed in the Workplace Violence and Harassment Prevention Program. 
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Management will investigate and deal with all complaints or incidents of workplace 
harassment in a fair, respectful and timely manner. Information provided about an incident 
or about a complaint will not be disclosed except as necessary to protect workers, to 
investigate the complaint or incident, to take corrective action or as otherwise required by 
law.  

Managers, supervisors and workers are expected to adhere to this policy, and will be held 
responsible by the employer for not following it. Workers are not to be penalized or 
disciplined for reporting an incident or for participating in an investigation involving 
workplace harassment. Workers may elect to have union/association representation during 
the course of any investigations into complaints. 

This Policy shall be reviewed prior to December 2020. 
   
Signed:  

 

Peggy Baker, Artistic Director 
 
Date:   October 23, 2018 
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PEGGY BAKER DANCE PROJECTS 

Workplace Harassment Program  
 

Peggy Baker Dance Projects is committed to providing a work environment in which all 
workers are treated with respect and dignity. Workplace harassment will not be tolerated 
from any person in the workplace –  including employees, contractors, Board members, 
volunteers, participants, and audiences. The workplace harassment program applies to all 
workers. 
 
1. Workplace Harassment  

Workplace harassment means engaging in a course of vexatious comment or conduct 
against a worker in a workplace that is known or ought reasonably to be known to be 
unwelcome or workplace sexual harassment.  

 
Workplace sexual harassment means:  

 
a) engaging in a course of vexatious comment or conduct against a worker in a 

workplace because of sex, sexual orientation, gender identity or gender 
expression, where the course of comment or conduct is known or ought reasonably 
to be known to be unwelcome, or  
 

b) making a sexual solicitation or advance where the person making the solicitation or 
advance is in a position to confer, grant or deny a benefit or advancement to the 
worker and the person knows or ought reasonably to know that the solicitation or 
advance is unwelcome;  

 
Reasonable action taken by the employer or supervisor relating to the management 
and direction of workers or the workplace is not workplace harassment. (e.g. 
scheduling, annual performance review)  

 
2.  Reporting Workplace Harassment  
 

How to Report Workplace Harassment  
Workers can report incidents or complaints of workplace harassment verbally or in 
writing. When submitting a written complaint, please use the workplace harassment 
complaint form (see attached). When reporting verbally, the reporting contact, along 
with the worker complaining of harassment, will fill out the complaint form.   
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The report of the incident should include the following information:  
i.  Name(s) of the worker who has allegedly experienced workplace harassment and 

contact information  
ii.  Name of the alleged harasser(s), position and contact information (if known)  
iii. Names of the witness(es) (if any) or other person(s) with relevant information to 

provide about the incident (if any) and contact information (if known)  
iv. Details of what happened including date(s), frequency and location(s) of the alleged 

incident(s):  
a.  Any supporting documents the worker who complains of harassment may 

have in their possession that is relevant to the complaint.  
b.  List any documents a witness, another person or the alleged harasser may 

have in their possession that is relevant to the complaint.  
 

Reporting on Workplace Harassment  
An incident or a complaint of workplace harassment should be reported as soon as 
possible after experiencing or witnessing an incident. This allows the incident to be 
investigated in a timely manner.  
 
Report a workplace harassment incident or complaint to one of the following 
individuals, called Reporting Managers for the remainder of this document:  

Peggy Baker, Artistic Director 
Meredith Potter, Manager & Senior Producer 
Marlene Stirrett-Matson, Producer 
Jacqueline Mackey, Board Chair 

 
If one of the Reporting Managers is the person engaging in the workplace harassment, 
contact an alternate Reporting Manager. (Note: The person designated as the 
reporting contact should not be under the direct control of the alleged harasser.)  

 
All incidents or complaints of workplace harassment shall be kept confidential except 
to the extent necessary to protect workers, to investigate the complaint or incident, to 
take corrective action or otherwise as required by law.  

 
3. Investigation  

Commitment to Investigate  
Management will ensure that an investigation appropriate in the circumstances is 
conducted when the employer, a manager or supervisor becomes aware of an incident 
of workplace harassment or receives a complaint of workplace harassment. 
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Who Will Investigate?  
Management will determine whether an internal or external investigator will conduct 
the investigation into the incident or complaint of workplace harassment. 

 
Timing of the Investigation  
The investigation must be completed in a timely manner and generally within 90 days 
or less unless there are extenuating circumstances warranting a longer investigation 
(i.e. illness, complex investigation).  

 
Investigation Process  
The person conducting the investigation, whether internal or external to the workplace 
will, at minimum, complete the following:  
i. The investigator must ensure the investigation is kept confidential and identifying 

information is not disclosed unless necessary to conduct the investigation. The 
investigator should remind the parties of this confidentiality obligation at the 
beginning of the investigation.  

ii. The investigator must thoroughly interview the worker who allegedly experienced 
the workplace harassment and the alleged harasser(s), if the alleged harasser is a 
worker of the employer. If the alleged harasser is not a worker, the investigator 
should make reasonable efforts to interview the alleged harasser.  

iii. The investigator will communicate to workers that they may choose to have 
union/association representation present during interviews. 

iv. The alleged harasser(s) must be given the opportunity to respond to the specific 
allegations raised by the worker. In some circumstances, the worker who allegedly 
experienced the workplace harassment should be given a reasonable opportunity 
to reply.  

v. The investigator must interview any relevant witnesses employed by the employer 
who may be identified by either the worker who allegedly experienced the 
workplace harassment, the alleged harasser(s) or as necessary to conduct a 
thorough investigation. The investigator must make reasonable efforts to interview 
any relevant witnesses who are not employed by the employer if there are any 
identified.  

vi. The investigator must collect and review any relevant documents.  
vii. The investigator must take appropriate notes and statements during interviews with 

the worker who allegedly experienced workplace harassment, the alleged harasser 
and any witnesses.  

viii. The investigator must prepare a written report summarizing the steps taken during 
the investigation, the complaint, the allegations of the worker who allegedly 
experienced the workplace harassment, the response from the alleged harasser, 
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the evidence of any witnesses, and the evidence gathered. The report must set out 
findings of fact and come to a conclusion about whether workplace harassment was 
found or not.  

 
Results of the Investigation  
i. Upon completion of the investigation, the appropriate persons (complainant and 

respondent/alleged harasser) will be advised, in writing, of the conclusions reached 
and whether any corrective action has been taken or will be taken as a result of the 
investigation.  

ii. Should the investigation not substantiate the complaint, then the Management will 
advise both the complainant and the respondent.  

iii. Should the investigation substantiate the complaint, appropriate corrective action 
will be taken. Appropriate corrective action may include (but not be limited to): a 
demand for a formal apology, a recommendation for  counselling for those 
involved, a mediation meeting with both parties, discussion with the respondent 
regarding expected and appropriate workplace behaviour and responsibilities, 
and/or disciplinary action, up to and including termination. The determination of an  
adequate resolution will be at the sole discretion of Management.  

iv. Complaints that are found to be trivial, frivolous, vexatious or made in bad faith 
may result in disciplinary action against the complainant. The severity of the action 
will depend on the seriousness and impact of the complaint.  

v. A copy of the complaint, and formal responses, witness statement(s), investigator’s 
notes, and the final report (including the conclusion) shall be kept in a secure file, 
for a minimum of one (1) year.  

 
Confidentiality  
Information about complaints and incidents shall be kept confidential to the extent 
possible. Information obtained about an incident or complaint of workplace 
harassment, including identifying information about any individuals involved, will not 
be disclosed unless disclosure is necessary to protect workers, to investigate the 
complaint or incident, to take corrective action or otherwise as required by law.  

 
While the investigation is on-going, the worker who has allegedly experienced 
harassment, the alleged harasser(s) and any witnesses should not discuss the incident 
or complaint or the investigation with each other or other workers or witnesses unless 
necessary to obtain advice about their rights. The investigator may discuss the 
investigation and disclose the incident or complaint-related information only as 
necessary to conduct the investigation.  
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All records of the investigation will be kept confidential.  

 
4. Record-Keeping  

The employer (human resources or designated person) will keep records of the 
investigation, both electronic and hard copies, including:  
a) a copy of the complaint or details about the incident;  
b) a record of the investigation including notes. 

 
 

 


