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1. [bookmark: _heading=h.obyyzzowf9f8]Purpose of this policy
[Co-operative Name] is committed to human rights and the prevention of violence and harassment, including sexual harassment, or discrimination, and believes in the necessity of providing safeguards for its members against harassment and discrimination. In addition, the Co-operative has the duty to do so under Nova Scotia and Federal law. 
The objective of this policy is to 
· have a fair, prompt, and effective investigation and resolution of complaints;
· avoid unnecessary cost, inconvenience, or hardship on any party, and
· have due regard to the dignity and the rights of persons who may have a complaint or may be complained about. 
[bookmark: _heading=h.tyjcwt]This policy forms part of the Standard Form of Lease (Residential Tenancies Act R.S.N.S. 1989, c.401).
[bookmark: _heading=h.3dy6vkm][bookmark: _heading=h.4d34og8][bookmark: _heading=h.2s8eyo1]
2. Principles and Obligations
The Co-operative Community is made up of members, other residents (tenants) and staff.
Members (tenants) of the Co-operative Community must respect the human rights of other members (tenants) of the Co-operative community and of people who deal with or visit the Co-operative.
The Co-operative expects members (tenants) of the Co-operative Community to obey the Nova Scotia Human Rights Act and not to do anything that would discriminate against or harass others in a way that would breach the Nova Scotia Human Rights Act.
The Co-operative and members (tenants) of the Co-operative Community should strive for an environment at the Co-operative that is fair, inclusive and respectful of people’s dignity.
a. [bookmark: _heading=h.17dp8vu][bookmark: _heading=h.3rdcrjn]The rights in this policy are in addition to any other rights that anyone has. Nothing in this policy prevents anyone from exercising their legal rights in any way. The Co-operative encourages people to use the procedures in this policy to deal with human rights issues since this can help the Co-operative address any human rights problems at the Co-operative.
b. [bookmark: _heading=h.26in1rg]Any reprisal for making a good faith complaint under this policy is a breach of this policy. 
c. [bookmark: _heading=h.35nkun2]All members (tenants) of the Co-operative Community and staff (contract employees) will be given a copy of the Policy. The Policy will be formally reviewed by the Board and revised as necessary.
d. The Co-operative will put in place any reasonable measures identified to increase safety in the Co-operative and reduce the risk of harassment or discrimination.	
e. The Co-operative will investigate and promptly deal with all incidents and complaints of harassment or discrimination. 
f. The Co-operative will keep detailed records of any harassment or discrimination reports, investigations, or work refusals. 
g. Information shall only be disclosed as is reasonably necessary to protect the member from injury.
h. The Board may seek legal advice from the Co-operative’s lawyer before disclosing any information.
i. Information on these rights, principles, and obligations and on the Nova Scotia Human Rights Act is in Appendix C to this policy, including definitions.

3. Responsibilities of Board of Directors 
a. In addition to their responsibilities as members, the Board of Directors is responsible for reviewing complaints, enforcing policy, implementing process, and possibly attending hearings/ proceedings.
b. The Board will:
i. immediately acknowledge the allegation, thank the claimant or person advising the organization about the issue for coming forward, and advise them that the Board will promptly address the claim or issue raised; 
ii. decide the scope of investigation relative to the allegations; 
iii. ensure the investigation is conducted expeditiously, but thoroughly; 
iv. keep an open mind and ensure that all relevant evidence is considered before a decision is made;
v. take appropriate remedial action (prompt and proportionate) based on findings and not tolerate a culture of improper conduct regardless of whom the harasser may be, and
vi. advise the parties of findings and the claimant of remedial action taken, if applicable (degree of specificity will depend on facts and circumstances).
[bookmark: _heading=h.ostnewwsmr2t]
4. Responsibilities of members and other residents (tenants) and staff (contract employees)
a. To report any incidents of discrimination, violence, or harassment.
b. After reporting an incident or filing a complaint, to co-operate with the people who are looking into the incident or complaint. 
[bookmark: _heading=h.44sinio][bookmark: _heading=h.3q6xpmk5c8y2]
5. Reporting 
a. Members, residents (tenants), staff (contract employees) of the Co-operative, applicants for membership, and persons who visit the Co-operative property can make a complaint about a violation of the Harassment and Discrimination Policy. A complaint can be about something that happened to the complainant or another person or that calls the Co-operative’s attention to a situation or problem.
b. A complaint must be in writing and signed by the person filing the report or making the complaint unless this is unreasonable. The report or complaint should be given to the management company. If the report or complaint is about the management company, it can be given to the Co-operative President. If the report or complaint is about both the management company and the President, it can be given to any Co-operative Director. 
c. If someone has difficulty putting their complaint in writing, the person who receives the complaint should help them to do this. In doing so, they should make sure to write out the person’s complaint and not to change the complaint or put words in the person’s mouth.
d. Time Limit: Unless there are special circumstances, a complaint should be filed within three months from the time when the violation took place, or if it took place over a period of time, three months from the last incident. 
e. The Co-operative will keep detailed records of any harassment or discrimination reports, investigations, or work refusals.
f. See Appendix B - Harassment and Discrimination Complaint Form
[bookmark: _heading=h.4i7ojhp][bookmark: _heading=h.4i4th7s10cj]
6. Investigating incidents and complaints 
a. The Board of Directors will deal with situations in which it becomes aware, whether or not there is a specific complaint, but where there are reasonable grounds to believe a breach of this policy has occurred. When the Board receives a complaint, the Board will decide what steps to take. 
b. [bookmark: _heading=h.1ci93xb]Depending on the nature of the complaint, the management company, with input from the Board, may try to resolve the situation informally, such as by consulting with the parties involved and assisting them to come to an agreement on the issue. 
c. Whoever receives a complaint will report the complaint to the Board. In sensitive situations, the initial report to the Board may leave out the names and identifying features of one or more of the parties involved unless the Board decides that it needs to know that information. If the complaint is about a Director, the Director will be told only that there has been a complaint and told not to be present at the Board meeting when it is discussed. This rule will not apply if it prevents the Board from having a quorum. The Director will be given more information about the complaint later, as part of the investigation process.
d. The Board will evaluate the complaint and any report(s). If the Board determines that the complaint has merit, the Board can take action as it considers appropriate, including but not limited to: 
i. consulting the Co-operative lawyer or having the lawyer act as an outside investigator or be present at interviews conducted. Where there is a possible legal liability on the part of the Co-operative, the Co-operative lawyer will be consulted before proceeding further;
ii. refer any complaint to the Co-operative’s insurance company before or at the same time as the investigation of the complaint;
iii. seek advice from the Nova Scotia Human Rights Commission;
iv. if the parties to the complaint are prepared to mediate their differences, the Co-operative will arrange for mediation. This can happen at any time during the investigation process and the process will be suspended until the mediation is complete. The Co-operative can suggest mediation to the parties and the cost of the mediator will be paid by the Co-operative;
v. advise complainant to initiate a formal complaint to the Nova Scotia Human Rights Commission;
vi. take emergency steps to protect members (tenants), residents, or staff (contract employees), and
vii. take action under an employment or other contract if appropriate.
e. The Co-operative lawyer and the insurance company will be consulted in advance in cases where an admission of liability by the Co-operative may result from the investigation. 
f. Where reprisals are an issue, the Board may decide to withhold the name or identifying details of the person who complained. The other party may only be provided with a summary of the complaint in order to prevent identification. This should only be done in the most extreme circumstances.
g. The party who complained and the party complained about can have a lawyer or other representative present at any interview or to represent that party generally. 
h. The party complained about may refuse to cooperate with the investigation and may refuse to answer questions, whether oral or in writing. Failure to co-operate or answer questions may result in an adverse conclusion.
i. The party complained about will have the right to respond to any complaint in writing and to have the written response form part of the report to the Board.
j. The investigation will be completed as quickly as possible. It should not normally take more than 31 days and sometimes less. The delivery of the report should be timed in relation to a Board meeting so that the Board can take action as soon as possible.
[bookmark: _heading=h.c9abipfx6nrw][bookmark: _heading=h.3whwml4][bookmark: _heading=h.oe2npta6cnl1]
7. Complaints about the Co-operative
a. If a complaint is made about the conduct of the Co-operative itself, or Directors, Officers, Committees, or others acting on behalf of the Co-operative, the Board will take appropriate action to correct the situation and avoid any repetition.
b. The action could include such things as one or more of:
i. a letter of apology
ii. mediation or conflict resolution between the parties
iii. a warning or reprimand
iv. removal from a committee
v. proceedings to remove someone from the Board as stated in the Co-operative Act
vi. educational initiatives to avoid anything similar in the future
vii. other actions referred to in this policy.
c. If the individual involved is a staff or contract employee, the Board will consider requirements under any employment contract. This could affect the method of investigation and the action taken. The Board will obtain legal advice in all appropriate circumstances. The action taken could include such things as one or more of the items stated in the previous section and/or:
i. oral reprimand
ii. written complaint
iii. termination of contract
[bookmark: _heading=h.2bn6wsx]
8. Complaints about members and other residents (tenants)
a. If a complaint is received concerning the conduct of a member or other resident (tenants) of the Co-operative Community, the Board will decide what action to take. The Board’s basic intent will be to resolve the situation amicably if possible. 

9. Eviction 
a. Breach of this policy can be grounds for removal of membership under the Co-operative Act and/or eviction under the Residential Tenancy Act. In determining whether to consider membership removal or eviction, the Board will consider such things as:
i. the evidence available as to what happened;
ii. the appropriateness of membership removal and/or eviction as a response, considering the seriousness of the breach and other possible solutions to the underlying situation;
iii. the appropriateness of a performance agreement or other alternative to address the situation;
iv. the likely success or failure of legal action to evict, and
v. the costs involved in evicting someone.
[bookmark: _heading=h.1pxezwc]
10. Privacy & Confidentiality
a. As far as possible, the Co-operative will keep all information relating to an incident or complaint confidential. However, in order to investigate an incident or complaint, the person conducting the investigation may have to interview people to get at the facts. As far as possible in doing these interviews, that person will try to protect the identity of those involved, but this will not always be possible. 
b. All persons involved should:
i. at all times be conscious of the sensitivity of complaints and their subject matter;
ii. only collect information that is relevant to the complaint;
iii. maintain strict confidentiality about that information, and
iv. avoid disclosure except to persons who have a need to know. This includes information about the fact that there was a complaint and about the investigation.
c. The party who filed the complaint and the party complained about are NOT authorized to provide their lawyer (or anyone else) with confidential or personal information about the Co-operative or any employee, member (tenant), or occupant. The Co-operative will provide the lawyer or other representative with all necessary information, but only if there are adequate safeguards in place. These safeguards could include such things as deleting the names of person(s), deleting irrelevant information, and obtaining a confidentiality agreement from the lawyer or other representative. The confidentiality agreement could include such things as keeping the information confidential, limiting copying of the information, and returning the information when the matter is completed.
d. Any report(s) should not reveal more than is necessary to report on the investigation and only include a record of relevant information. 
e. Unless the Board decides something else, all other information gathered in connection with an investigation that is not in the report should be retained in a confidential location for thirty months after the Board has received the report and then destroyed.
f. Confidentiality of records of complaints: 
i. The materials placed in a member’s or employee’s file will be in a confidential part of the file and will not be available to the member or employee unless the Board decides something else. The separate file dealing with complaints will be confidential and will not be available except to employees and Directors with a need to know.
ii. If the Board determines that a complaint against a member has merit, the complaint, any report, and a record of the Board’s decision on it, and the supporting papers, will be placed in the member’s file.
iii. If the Board determines that a complaint against staff has merit, the complaint, any report, and a record of the Board’s decision on it, and the supporting papers will be placed in the individual staff member’s file. 
g. [bookmark: _heading=h.49x2ik5]If the Board refuses to consider a complaint or determines that a complaint does not have merit or decides not to act on a complaint, the complaint, any report, and other papers relating to it will not be placed in the employee’s or member’s file unless the Board decides to place them in the file. They will be retained in a separate file dealing with complaints and will not be used for ordinary matters, such as letters of reference. 
[bookmark: _heading=h.1115q1vts7f8]

[bookmark: _heading=h.4kyck7htbc0z][bookmark: _heading=h.t2m79dwgutgn][bookmark: _heading=h.feumwkod4715][bookmark: _heading=h.dysktwpsk50][bookmark: _heading=h.jb67kx9hkulm][bookmark: _heading=h.vt4r6nsdy5uh][bookmark: _heading=h.50buy62an464][bookmark: _heading=h.h6t4plezt39n][bookmark: _heading=h.rhuhzle855m7][bookmark: _heading=h.86t0l0luuz7u][bookmark: _heading=h.vnpu1t7r4jrj][bookmark: _heading=h.hhphk9ljpx7h][bookmark: _heading=h.fxizmivvpyqt][bookmark: _heading=h.w5mfq71jwn5o][bookmark: _heading=h.q28vbacuj2wg][bookmark: _heading=h.4p4uit338lko][bookmark: _heading=h.43vp9t4xjg8g][bookmark: _heading=h.o3jirvc0nmnr][bookmark: _heading=h.v4yh8zgr82wv]APPENDIX B

 [NAME OF CO-OPERATIVE] Harassment and Discrimination Complaint Form

Please print or type. Add additional pages if needed. 
The following Nova Scotia Human Rights Commission resources may be useful as guides to assess whether there is a valid complaint per the Act:
· Nova Scotia Human Rights Act
· Complaint Self-Assessment | Nova Scotia Human Rights Commission
· Online Inquiry Guide
· Inquiry Form 

The undersigned is making a complaint to the Co-operative about a violation of the Co-operative’s Harassment and Discrimination Policy. 

Name of member or person making complaint: __________________________________________

Address:	________________________________________________________________________

Person or persons complained about (if applicable) ______________________________________

Date or approximate date of incidents __________________________________________________

What violated the Harassment and Discrimination Policy?








Witness(es) if applicable _______________________________________________________________




· I understand that this complaint may be shown to the person complained about and that person may be given a copy.
· I understand that the Co-operative may wish to contact witnesses to the event.
· I understand that where reprisals are an issue, the Board of Directors may decide to withhold my name or identifying details and only give the other party a summary of the complaint in order to prevent identification. 
· I request the Board to withhold my name or identifying details and only give the person complained about a summary of the complaint as stated above. Note: Complainant must initial here if making this request: Initials ________
· The reasons for this request are:


· The Board will only consider a request if the complainant’s initials are above. The Board may decide not to agree to the request.
· I understand that the Harassment and Discrimination Policy contains other rules about the confidentiality of information, including: 
· My file may be reviewed as part of the investigation.
· The report of the investigation will be confidential, and the Board may decide that it will not be shown to me.
· The action taken by the Board may be confidential and I may be given only limited information about it.
· I acknowledge that I have received a copy of the Harassment and Discrimination Policy and I have had an opportunity to read it before signing this complaint. 
· I consent to the confidentiality and other rules in the Harassment and Discrimination Policy.

The information in this complaint is accurate and complete to the best of my knowledge.

Date: _____________________	
[bookmark: _heading=h.ihv636][bookmark: _heading=h.tsq1hh3nx3oz][bookmark: _heading=h.75g59na0zcu]Print Name: _________________________		Signature: ___________________________

[bookmark: _heading=h.v5e2zfdoibqg]APPENDIX C - Background and Definitions

What is the Nova Scotia Human Rights Act?
“The Nova Scotia Human Rights Act prohibits actions that discriminate against people based on a protected characteristic in combination with a prohibited area.” 
Protected Characteristics
· Age
· Race
· Colour
· Religion
· Creed
· Ethnic, national, or aboriginal origin
· Sex (including pregnancy and pay equity)
· Sexual orientation
· Physical disability
· Mental disability
· Family status
· Marital status
· Source of income
· Harassment (and sexual harassment)
· Irrational fear of contracting an illness or disease
· Association with protected groups or individuals
· Political belief, affiliation, or activity
· Gender Identity
· Gender Expression
· Retaliation

In addition to protection from discrimination, the Act also prohibits harassment based on any of these characteristics and prohibits sexual harassment in all areas of public life.
Prohibited Areas
· Employment
· Housing or accommodation
· Services and facilities (such as stores, restaurants, or provincially funded programs)
· Purchase or sale of property
· Volunteer public service
· Publication, broadcasting, or advertisement
· Membership in a professional, business or trade association, or employers' or employees' organization”
For more information see: https://humanrights.novascotia.ca/ 

What is discrimination?
Discrimination is an action or a decision that treats a person or a group badly for reasons such as their race, age, or disability. These reasons, also called grounds, are protected under the Canadian Human Rights Act. 

What is harassment?
Harassment is inappropriate comments or conduct that is known or should be known to be unwelcome. It is illegal if it is on a ground stated in the Nova Scotia Human Rights Act. The prohibited grounds of harassment are substantially similar to the prohibited grounds of discrimination.
· Some examples of harassment when based on a prohibited ground are:
· epithets, slurs, or jokes;
· name calling or nicknames;
· jokes, cartoons, or graffiti;
· verbal abuse;
· displaying offensive or derogatory images;
· practical jokes causing awkwardness or embarrassment;
· condescending or patronizing behaviour undermines a person’s self-respect.

What is sexual harassment?
Sexual harassment is harassment because of sex, sexual orientation, gender identity or gender expression. Some examples are:
· gender-related comments about an individual's physical characteristics or mannerisms; 
· unwelcome physical contact, patting or pinching; 
· suggestive or offensive remarks or innuendoes about members of a specific gender; 
· propositions of physical intimacy; 
· gender-related verbal abuse, threats, or taunting; 
· leering or inappropriate staring; 
· bragging about sexual prowess; 
· demands for dates or sexual favours; 
· offensive jokes or comments of a sexual nature about a person; 
· display of sexually offensive pictures, graffiti, or other materials; 
· questions or discussions about sexual activities; 
· paternalism based on gender which a person feels undermines his or her self-respect or position of responsibility, and 
· rough and vulgar humour or language related to gender.

Are there other kinds of sexual harassment?
Yes. In addition, sexual harassment is any kind of sexual advance made by someone who is able to grant or deny a benefit or advancement such as someone’s employer or superior. It is also any reprisal by such a person for rejection of a sexual advance.

Does the victim have to object for it to be sexual harassment?
No. It is not necessary for someone to object to behaviour for it to be contrary to the Nova Scotia Human Rights Act. 
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