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SECURE Energy Services 
Human Resources Policy 

 
INTRODUCTION 

This Policy Handbook is in place to familiarize all employees with SECURE’s policies related to 
employment. The Executive reserves the right to alter, amend or make final judgements of the 
interpretation of the contents of this handbook.  
The use of such pronouns as "we" or "our" will be taken to mean or refer to SECURE.  
 
If you have any questions, contact a member of Human Resources team. 
 
 

POLICY: WORKPLACE NON-DISCRIMINATION, VIOLENCE, HARASSMENT AND 

BULLYING  

 
SECURE is committed to providing a healthy, harassment-free work environment for all employees where 
diversity is embraced, differences are appreciated, and everyone can expect to be treated with dignity 
and respect. All employees have the right to work in an atmosphere free of discrimination, violence, 
harassment and bullying. All employees that are affected by an incident of discrimination, violence, 
harassment and/or bullying are encouraged to consult a health professional and/or utilize SECURE’s 
Employee & Family Assistance Program (EAP). The EAP is a confidential, short term service that is 
accessible 24/7 at no cost to the employee or their dependents. To access this program, contact: 
 

Canada USA 

Ceridian LifeWorks ComPsych Guidance Resources 

1-877-207-8833   1-877-595-5284 

www.lifeworks.com  ID: ses  Password: wellness Guidanceresources.com  ID: EAPComplete 

 
SECURE will not condone or tolerate any form of discrimination, violence, harassment, or bullying by 
anyone associated with the organization. It is the responsibility of all staff to promote a respectful 
workplace.  All SECURE employees are required to complete Code of Business Conduct training via the 
online portal within the first three months of employment. Upon completion of the training, by agreeing 
to the terms and conditions of the policy, employees are acknowledging to have read and understood 
SECURE Energy’s Code of Business Conduct. Subsequently, every three years all SECURE employees are 
required to re-complete Code of Business Conduct training via the on-line portal. Any employee who 
violates this policy will be subject to disciplinary action up to and including termination of employment.  
 
SECURE will investigate reported incidents of workplace discrimination, violence, harassment, or bullying 
in a prompt, objective and sensitive manner taking necessary corrective action and providing appropriate 
support for the individuals involved.   
 

http://www.lifeworks.com/
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SECURE will make all efforts to protect the confidentiality of the employee lodging the complaint.  
However, it may be necessary to reveal the identity of the complainant for the purpose of investigating 
the complaint or taking related disciplinary measures. 
 
Retaliation or reprisals are prohibited against any employee who has filed a complaint or has provided 
information regarding a complaint. Any retaliation or reprisals are subject to immediate corrective action, 
up to and including termination. Alleged retaliation or reprisals are subject to the same complaint 
procedures and penalties as complaints of discrimination, violence, harassment, or bullying. 
 
The legitimate and proper exercise of SECURE’s right to supervise and manage, for example; performance 
reviews, work evaluations and disciplinary measures taken for any valid reason, does not constitute 
harassment under this policy.  
 
In accordance with SECURE’s Code of Business Conduct refresh (revisited every three years), this policy 
will be reviewed and updated if deemed necessary to ensure compliance with applicable legislation and 
ensuring that any deficiencies or gaps are addressed.  
 

DEFINITIONS 
 
“Workplace” means any place where business or work-related activities are conducted. It includes, but is 
not limited to, the physical work premises, work-related social functions (parties, golf games, etc.), work 
assignments outside SECURE’s offices, work-related travel, and work-related seminar, conferences or 
training sessions. 
 
“Discrimination” - In all matters related to the supervision and development of employees, including 
hiring, supervision, compensation, promotion and termination, no employee will be discriminated against 
for the reasons relating to the protected groups of the Canadian Human Rights Act. This includes race, 
colour, national or ethical origin, religion, age, sex, sexual orientation, gender identity or expression, 
marital status, family status, genetic characteristics, disability or a conviction from which a pardon has 
been granted or a record suspended. It may be directed at specific individuals or groups. 
 
“Violence” whether at a work site or work related, means the threatened, attempted or actual conduct of 
a person that causes or is likely to cause physical or psychological injury or harm. 
 
“Harassment” means engaging in a course of inappropriate conduct that is known, or ought reasonably to 
be known, to be unwelcome. It may include unwelcome, unwanted, offensive, or objectionable conduct 
that may have the effect of creating an intimidating, hostile or offensive work environment; interfering 
with an individual's work performance; adversely affecting an individual's employment relationship; 
and/or denying an individual dignity and respect. Harassment may result from one incident or a series of 
incidents. It comprises objectionable conduct, comment, gesture, contact, intimidating and offensive 
behaviour or display made on either a one-time or continuous basis that is likely to demean, belittle, or 
cause personal humiliation or embarrassment to an employee. Harassment may include verbal or physical 
conduct that ridicules or shows hostility or aversion to an individual for reasons relating to the protected 
groups of the Canadian Human Rights Act. This includes race, colour, national or ethical origin, religion, 
age, sex, sexual orientation, gender identity or expression, marital status, family status, genetic 
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characteristics, disability or a conviction from which a pardon has been granted or a record suspended. It 
may be directed at specific individuals or groups. 
 
Harassment in the workplace includes personal harassment, abuse of authority, sexual harassment and 
bullying. 
 
 “Abuse of Authority” means an individual’s improper use of power and authority inherent to the position 
held, that endangers an employee’s job, undermines the performance of that job, threatens the 
economic livelihood of the employee, or in any way interferes with or influences the career of such an 
employee.  It includes such acts or misuse of power as intimidation, threats, blackmail or coercion. 
 
“Sexual harassment” is any unsolicited conduct, comment, or physical contact of a sexual nature that is 
unwelcome by the recipient. It includes, but is not limited to, any unwelcome sexual advances (oral, 
written or physical), requests for sexual favours, sexual and sexist jokes, racial, homophobic, sexist or 
ethnic slurs; written or verbal abuse or threats; unwelcome remarks, jokes, taunts, or suggestions about a 
person's body, a person’s physical or mental disabilities, attire, or on other prohibited grounds of 
discrimination; unnecessary physical contact such as patting, touching, pinching, hitting or leering; 
patronizing or condescending behaviour; displays of degrading, offensive or derogatory material such as 
graffiti or pictures; physical or sexual assault. 
 
“Bullying” is a form of unacceptable, unprofessional and inappropriate behaviour directed towards one or 
more individuals with the intent of making him or her the subject of public humiliation and/or 
unwarranted disrespectful attention.  The objective of the bully (i.e. the perpetrator) is to increase the 
discomfort of the other individual in an attempt to ostracize that individual or force him or her to seek 
out alternate employment. 
 

PROCEDURES 
 

All complaints under this policy, both formal and informal should be made to any Manager or to Human 
Resources.  SECURE recognizes that individuals may find it difficult to come forward with a complaint 
because of concerns of confidentiality. SECURE’s obligation to investigate the alleged complaint may 
require limited disclosure. No record of the complaint will be maintained on the personnel file of the 
complainant. If there is a finding of improper conduct that results in disciplinary action, it will be reflected 
only on the file of the person who engaged in such conduct, in the same way as any other disciplinary 
action. 
 
All employees are responsible for ensuring discrimination, violence, harassment, and bullying are not 
tolerated and, where possible, are remedied. Employees are requested to report promptly when they 
become aware of, or hear of, alleged actions or complaints that may indicate a violation of this policy. 
 
Managers are responsible for providing a work environment that is free from discrimination, violence, 
harassment, and bullying. This responsibility includes actively promoting a positive, harassment-free work 
environment and intervening when problems occur. Additionally, Managers are responsible for dealing 
with inappropriate actions of others that come to their attention. 
 



 
 
 

UPDATED: September 2018                 Page: 4 of 5 
 

In effort to mitigate discrimination, violence, harassment, or bullying in the workplace, SECURE has taken 
the following measures to either eliminate or reduce the potential hazard to employees by: 

• All new employees are required to complete Code of Business Conduct training within the first 
three months of employment; 

• All employees are required to re-complete Code of Business Conduct training every three years; 

• Employees working alone have received training on work-alone procedures and accompanying 
standard operating procedures are in place;  

• Alarms, locked doors and building pass-cards to access corporate and field-based offices 

• All visitors are required to sign-in and sign-out at reception/front desk and carry a visitor pass 
 
Employees are encouraged to attempt to resolve their concerns by direct communication with the 
person(s) engaging in the unwelcome conduct. Where employees feel confident or comfortable in doing 
so, immediately communicate disapproval in clear terms to the person(s) whose conduct or comments 
are offensive and ask them to stop. Keep a written record of the incidents in question, which may include: 

• Name(s) of the individual(s) in question 

• The date, place, and time the incident(s) occurred 

• Name(s) of any witnesses 

• The event(s) that led up to the incident(s) in question 

• Any particular reason why the event(s) occurred 

• The actual incident that led to a complaint. 
 

Employees who are not confident or comfortable with communicating directly and who believe they are 
victims of discrimination, violence, harassment, or bullying, or become aware of situations where such 
conduct may be occurring, are encouraged to report these matters in a formal complaint as follows:   

1) Provide a letter of complaint that contains a brief account of the offensive incident (i.e., when it occurred, 
the persons involved, and names of witnesses, if any). The letter should be signed and dated by the 
person filing a complaint; 

2) File the complaint with your Manager, a Human Resource Representative, or the divisional EVP; 

3) Cooperate with those responsible for investigating the complaint. 

Formal complaints shall be investigated. The investigation process shall involve interviews with the 
complainant, the alleged respondent and any witnesses deemed appropriate.  
 
All complaints shall be handled in a limited disclosure manner including information concerning a 
complaint, or action taken resulting from the investigation.  
 
Deliberate false accusations will result in disciplinary action up to and including termination of 
employment. Note, however, that an unproven allegation does not mean that discrimination, violence, 
harassment, or bullying did not occur or that there was a deliberate false allegation. It simply means that 
there is insufficient evidentiary basis to proceed or that while the complainant may have genuinely had 
reason to believe that there was discrimination, violence, harassment, or bullying, investigation has not 
borne out the complaint. 
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Both parties will be advised of the findings of the investigation. All relevant information will be retained in 
a confidential file held by the Human Resources Representative handling the investigation. 
 
Where SECURE has reason to believe that the conduct constitutes a criminal offence or human rights 
violation, SECURE shall take the necessary, prudent steps to address such conduct and shall report the 
conduct to a higher authority where it is either appropriate or ethical to do so in the circumstances or 
required by law. 
 
 
 


