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Introduction 
 
When justice is reduced to nothing more than a matter of punishment, it becomes a simple game of vengeance where pain 
begets pain. If humanity is ever to achieve any peace, we must redefine justice as the process that allows us all to continue 
living together after one has caused harm to another in our midst. Justice, therefore, has to be measured by how peacefully 
and productively we coexist, not by how severely we punish those found responsible for a transgression.—Marc Forget, 
2001(Canadian Quaker Faith and Practice, 4.66) 
 
The following policy and program have been prepared to fulfill Canadian Yearly Meeting’s responsibilities as an employer 
based in the Province of Ontario (as per the Occupational Health and Safety Act). More than that, however, there is a spiritual 
and moral requirement for CYM to have policy and procedures in place to address serious forms of conflict – violence and 
harassment - that may arise in our community, despite our best intentions, and the healing that is needed following such 
incidents. As such, the following policy and programs addresses both incidents that involve employees and incidents which 
do not, so that there are measures in place to assist anyone affected by violence or harassment within the context of CYM 
workplaces and gatherings.   
 
Questions and concerns regarding the policy or programs may be referred to the Clerk of CYM Personnel Policy Committee.   
 
 
Policy on Harassment and Violence for CYM Workplaces and Gatherings 
 
Because of our deep conviction that there is that of God in every person, Friends affirm the basic dignity of all humankind. 
We seek to be a community of trust and mutual concern which challenges all forms of violence and oppression, a community 
in which faith and principles find appropriate expression in action. All forms of harassment and abuse profoundly violate 
both the individual and that community of love and trust for which we yearn. When such abuse has occurred, f/Friends are 
called to assist in support and healing. 
 
Introduction 
 

Canadian Yearly Meeting (CYM) (including Canadian Friends Service Committee [CFSC]) is committed to the 
prevention of harassment and violence and is ultimately responsible for the health and safety of its employees, 
volunteers and participants, while they are engaged in CYM’s programs and activities. We will take whatever 
steps are reasonable to create a safe workplace and environment to protect our employees, volunteers and 
participants from harassment and violence from all sources.  
 
The workplace includes: the CYM national office, the CFSC national office, Camp NeeKauNis, CYM’s annual 
sessions and gatherings and events sponsored by CYM standing committees. (This would include, but not be 
limited to: Representative Meeting, Education and Outreach Committee, Publications and Communications 
Committee, CYM Office Employing Committee, Canadian Friends Service Committee, Programme Committee, 
Camp NeeKauNis.) Half-Yearly Meetings and other gatherings within CYM are also expected to comply with 
these policies, even if no CYM employees are present.  These policies do not apply to Monthly Meetings, but 
Monthly Meetings may wish to use them as a model for their own policies. 
  
Everyone is expected to work together to prevent harassment and violence, and to uphold this policy as a part of 
our commitment to living in community. It is the responsibility of all to raise concerns about violence and 
harassment and to respond to specific incidents. Complaints of harassment or violence will be taken seriously, 
addressed expeditiously and dealt with in a spirit of compassion and justice. 
 
CYM delegates its employment responsibilities to CYM standing committees; CFSC is distinct, as it is a legally 
separate organization from CYM. Committees which have oversight of the health and safety of programs at 
events and gatherings will adhere to this policy and the implementation procedures. Groups other than CYM 
standing committees that organize events and gatherings are responsible for the oversight of health and safety at 
those events and gatherings. All of these bodies are responsible for ensuring that measures and procedures are 
followed by employees, volunteers, partners, and participants and that they have the information they need to 

http://www.ohrc.on.ca/en
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protect themselves.  
 
Employees who work from home offices are responsible for their own safety in their home and are required to 
undertake a work-related risk assessment of their workspace, sign and return it to CYM or CFSC, so that any risks 
can be identified and adequately addressed.   
 
Definitions  
 

Violence: 
Violence is defined broadly as: 

•  the exercise of physical force by a person against another person that causes, or could cause, injury; 
•  an attempt to exercise physical force by a person against another person that could cause physical injury; 
•  a statement or behaviour that is reasonable for a person to interpret as a threat to exercise physical force 
against him or her that could cause physical injury. 

 
Harassment:  
Harassment is defined as any physical, sexual, or verbal conduct that is known, or ought reasonably to be known, 
to be unwanted; it is a form of discrimination. Harassment may involve a wide range of behaviours, from verbal 
innuendo and subtle suggestions to overt demands and physical abuse. 
 
Harassment can involve unwelcome words or actions that are known or should be known to be offensive, 
embarrassing, humiliating or demeaning to an individual or group of individuals. It can also include behaviour 
that intimidates, isolates or even discriminates against the targeted individual(s). 
 
Harassment often involves repeated words or actions, or a pattern of behaviours, against an individual or group of 
individuals that are unwelcome. This may include: 

• making remarks, jokes or innuendos that demean, ridicule, intimidate, or offend; 
• displaying or circulating offensive pictures or materials in print or electronic form; 
• bullying; 
• repeated offensive or intimidating phone calls or e-mails; or 
• inappropriate sexual touching, advances, suggestions or requests. 

 
This definition of harassment is broad enough to include harassment prohibited under Ontario’s Human Rights 
Code, as well as what is often called “psychological harassment” or “personal harassment.” For the list of 
prohibited grounds of harassment under the Human Rights Code, visit: http://www.ohrc.on.ca/en/ontario-human-
rights-code	   
 
Sexual Harassment: 
Sexual harassment, both overt and subtle, is a form of misconduct that is demeaning to another person and 
undermines trust and respect. Sexual harassment usually falls into one of three categories, but is not limited to:  
 

• Verbal: sexual innuendo, suggestive comments, threats, insults, jokes about gender-specific traits, sexual 
propositions.  

• Nonverbal: making suggestive or insulting noises, obscene gestures, whistling, leering.  
• Physical: touching, brushing body, pinching, attempted or actual sexual intercourse, assault.  

 
Often there are differences in power or influence between parties. There may also be explicit or implied threats or 
promises of favour toward a person who is subjected to sexual harassment. Persons who depend on an employed 
position for their means of livelihood are particularly vulnerable to differences in power.  
 
Certain behaviour that is not directed at a particular person may nevertheless contribute to a “hostile environment” 
and constitute sexual harassment. Examples include the posting of pornographic or suggestive art in offices or 
public areas, or sexually explicit discussions which may be acceptable to the participants but not to others within 
hearing.   

http://www.ohrc.on.ca/en/ontario-human-rights-code
http://www.ohrc.on.ca/en/ontario-human-rights-code
http://www.ohrc.on.ca/en/ontario-human-rights-code
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Incidents of sexual or other unlawful harassment include (among others) the experience of being sexually 
harassed, an unjust accusation of sexual harassment, the observation of acts of sexual harassment or the presence 
of a hostile work environment. In unclear or borderline cases, those who are made uncomfortable by any 
behaviour may make their views known to the appropriate person and the matter will be investigated fairly and 
without punitive intent so that the legitimate concerns of all parties may be respected.  
 
What is not workplace harassment?: 
This policy is not intended to limit or constrain the reasonable exercise of management functions for employees. 
Reasonable action or conduct by an employer, manager or supervisor that is part of his or her normal work 
function is not normally considered workplace harassment. This is the case even if there are sometimes unpleasant 
consequences for an employee. Examples could include changes in work assignments, scheduling, job assessment 
and evaluation, workplace inspections, implementation of codes of conduct and disciplinary action. 
 
Differences of opinion or minor disagreements between co-workers would also not generally be considered 
workplace harassment. 
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Prevention and Response to Harassment and Violence at CYM Workplaces and Gatherings 
 
Canadian Yearly Meeting (including Canadian Friends Service Committee) pledges to investigate and deal with 
incidents and complaints of violence and harassment in a fair and timely manner, respecting the privacy of all 
concerned as much as possible, and in a manner consistent with the philosophy of the “Justice is Possible” minute 
of Canadian Yearly Meeting (minute 2010-79). 
 
Justice is possible when those harmed become the centre of restorative and transformative approaches that foster, 
with Divine assistance, transformed relationships that are safe and healthy for all involved. These approaches 
must be guided by a concern for safety for all, while promoting honesty, compassion, and emotional and material 
support for all who are touched by crime… ~ From the “Justice is Possible” minute (CYM minute 2010-79) 
 
Anyone found to be engaging in violent or harassing behaviour will be subject to disciplinary action, up to and 
including termination of employment, termination of committee appointment, or exclusion from a gathering, 
project or office premises.  
 
A man, woman or child (under 18 years of age) may be harmed by violence or harassment; and a woman, man or 
child may cause harm. If any incident of harassment or violence involves a child, the document Safe Nurture of 
Children in our Care should be consulted. 
 
Incidents that must be reported to the police  
 

Reporting requirements may vary from province to province, but generally include: 
• when an act of violence has occurred in the workplace or when someone in the workplace is threatened with 

violence  
• when an act of violence results in an injury  
• when a child has been abused (see Safe Nurture of Children in our Care)  

Depending on the situation, the person who has experienced harassment may wish to report incidents to the police.  

Non-compliance with the policy  
 

If standing committees, employing committees, employees, volunteers, partners, and participants do not adhere to 
the policy and/or do not undertake the measures and procedures outlined in the harassment and violence policy 
and/or programs, the CYM Clerks or the Clerk of Personnel Policy Committee (if employees are involved) will 
inform the CYM Trustees who will be responsible for determining further action.  
 
Confidentiality  
 

We seek to protect each person. We ask persons who are not directly involved in an investigation to understand 
the importance of confidentiality and not to circulate rumours or seek to gain information to which they are not 
entitled. Those directly involved in the investigation of an incident are also expected to keep confidential the 
information that is gained through their work, except as may be necessary to fulfill their investigative mandate, to 
maintain safety, or to implement the terms of any agreed upon actions following the investigation. Inappropriate 
sharing of information may endanger the integrity of the investigation and may subject those involved to possible 
lawsuits for defamation of character. 
 
The programs to implement these policies differ slightly depending on whether or not the incident involves 
violence or harassment, and whether or not an employee is involved. 
 
1.Violence 
 
By law, a workplace violence program must include: 

a) measures and procedures to control the risks identified in the assessment required under the 
Occupational Health and Safety Act, Ontario subsection 32.0.3(1) as likely to expose a worker to physical 
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injury; 
b) measures and procedures for summoning immediate assistance when workplace violence occurs or is 
likely to occur; 
c) measures and procedures for workers to report incidents of workplace violence to the employer or 
supervisor; 
d) how the employer will investigate and deal with incidents or complaints of workplace violence; and 
e) any other elements prescribed in regulation. 
 

The program that implements this policy for non-employees also includes measures and procedures:  
• to control assessed risks for those to whom the policy applies,  
• to define a means of summoning immediate assistance; 
• to define a process for individuals to report incidents and to raise concerns; 
• to define how incidents or complaints will be investigated and addressed.   

 
Responsibilities for implementation 
 

a) Measures and procedures to control the risks, and  
b) Measures and procedures for summoning immediate assistance 
Given that there are multiple workplaces and locations for gatherings, with site specific needs, the task of 
assessing risks and putting in place measures and procedures to control the risks, and the task of developing 
measures and procedures for summoning immediate assistance rests with relevant bodies within Yearly Meeting, 
in consultation with their employees. They are: 
 

• CYM national office – CYM office employing committee  
• CFSC national office – CFSC employing committee  
• Camp NeeKauNis – Camp NeeKauNis committee  
• Site for Yearly Meeting’s annual sessions – CYM Programme Committee  
• Other employing committees, e.g., Education and Outreach Committee, Publications and 

Communications Committee and committees hosting events will need to develop measures and 
procedures to fulfill a) and b) 

 
As well, groups within CYM other than standing committees that host events need to develop measures and 
procedures to fulfill a) and b). 
 
If committees or other groups require assistance in fulfilling these responsibilities, they may consult with the 
Clerk of Personnel Policy Committee (also see Appendix for examples of measures and procedures). If needed, 
professional assistance should be sought. In regard to employees, a copy of the risk assessment, and the measures 
and procedures to control the risks, and the measures and procedures for summoning immediate assistance are to 
be publicly posted on site at each workplace and shared with employees. Copies will be sent to the CYM office 
and to the Clerk of CYM Personnel Policy Committee for ongoing access. This policy and the procedures for 
implementation are to be posted and accessible on www.quaker.ca. 
 
In regard to non-employees, a brief policy statement and information on whom to contact for assistance is to be 
widely available for each setting. 
 
c) Measures and procedures for workers to report incidents, and 
d) How the employer will investigate and deal with incidents or complaints  
Concerns about workplace violence generally, or prevention, will be raised with the Clerk of the relevant body 
responsible for the workplace in question, or with the Clerk of CYM Personnel Policy Committee.  
 
Incidents of violence will be taken seriously, addressed expeditiously, and dealt with in a spirit of compassion and 
justice. Canada’s Criminal Code deals with matters such as violent acts, threats and behaviours such as stalking. 
The police should be contacted immediately when an act of violence has occurred in the workplace or when 
someone in the workplace is threatened with violence. It is the decision of the person allegedly harmed as to 
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whether or not they wish to pursue charges.  In addition, incidents of violence need to be reported internally and 
CYM procedures implemented. 
 
Procedures for reporting and addressing incidents of violence and incidents of harassment are the same, and are 
described in detail below. 
 
Incident reporting forms are available for downloading from www.quaker.ca should the need arise. 

 
e) any other elements prescribed in regulation. 
It is the responsibility of CYM Personnel Policy Committee to monitor changes in regulation and to regularly 
review policy. When other issues prescribed in government regulation arise, this Committee will develop policy 
and procedures to address them.   

 
2. Harassment  
 
In compliance with the Occupational Health and Safety Act (Ontario) the program for employees must include: 

(a) measures and procedures for employees to report incidents of workplace harassment to the employer 
or supervisor [Section 32.0.6(2)(a)]; 
(b) how the employer will investigate and deal with incidents and complaints of workplace harassment 
[Section 32.0.6(2)(b)]; and 
(c) any prescribed elements that may be included in regulations made under the act [Section 
32.0.6.(2)(c)]. 
 

The program that implements this policy for non-employees also includes measures and procedures:  
• to define a process for individuals to report incidents and to raise concerns; 
• to define how incidents or complaints will be investigated and addressed.   

 
Procedures for reporting and addressing incidents of violence and incidents of harassment are the same, and are 
described in detail below. 
 
Incident reporting forms are available for download from www.quaker.ca should the need arise. 
 
 
3. Procedures for Reporting and Addressing Incidents of Harassment or Violence 
 
There are two sets of procedures for reporting incidents. The first is used if an employee is involved. The second 
is used when only non-employees are involved. 

 
Reporting and addressing incidents involving employees of CYM  
 

1. Any incident of violence or harassment involving an employee will be reported immediately to the 
relevant Clerk for the location wherein the incident occurred as the Clerk is responsible for 
initiating the process. Clerks are encouraged to name another Friend to act with them on 
responding to an incident: 
 

a. Camp NeeKauNis – Clerk of Camp NeeKauNis ; (neekaunis-clerk@quaker.ca) 
b. CYM office – Clerk of CYM; (cym-clerk@quaker.ca) 
c. CFSC office – Clerk of CFSC;  (clerk@quakerservice.ca) 
d. Site of CYM annual sessions – Clerk of Programme Committee. (program-

clerk@quaker.ca) 
e. Other events and gatherings – Clerk of the hosting committee or designated member of 

the organizing group. 
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f. The relevant Clerk will report the incident within 24 hours to a member of the 
employee’s employing committee, who will then inform the rest of the employing 
committee and the Clerk of Personnel Policy Committee (PPC), (personnel-
clerk@quaker.ca) who will then inform the Clerk(s) of CYM, (cym-clerk@quaker.ca) 
and the Clerk of Trustees. (trustees-clerk@quaker.ca) If the employing committee is 
unable to fulfill these steps, the Clerk of PPC will consult with the Clerk(s) of CYM to 
determine a way forward. If an incident occurs at a home office or at any other work 
location that is not under the care of CYM or CFSC, (clerk@quakerservice.ca) 

   it will be reported as soon as possible to the employee's employing committee.  
  That clerk will initiate the next steps.   
 
When the seriousness of the incident warrants it, the Clerk of CYM (or CFSC) will contact the 
insurance provider. 

  
2. The relevant Clerk will be responsible for filling out Section A of the CYM Incident Reporting 

Form. He or she will ensure that the person(s) allegedly harmed, person(s) allegedly causing harm, 
and any witnesses will be provided with and asked to complete the Incident Account Form. The 
relevant clerk will then collect and send the completed forms as soon as possible to the Clerk of 
PPC, who will send them to the employing committee. The Incident Reporting Form and Incident 
Account Form are in the Appendix and available to download from www.quaker.ca . Once filled 
out, these forms are seen only by the Clerk of PPC and the employing committee, unless they are 
needed by police or insurance. With the transfer of the Account Form and the Reporting Form to 
the Clerk of PPC, the responsibilities of the relevant Clerk related to this matter are completed. 
 

3. The employing committee will convene immediately to investigate the situation and determine 
next steps, including ensuring support for the employee (i.e. contacting their Committee of Care) 
and, as necessary, establishing appropriate consequences or boundaries to protect the employee (if 
s/he is the person allegedly harmed, or witness) or others (if s/he is the person allegedly causing 
harm). An employee who has perpetrated violence or harassment may be terminated, or may have 
to complete a program of action (with goals) to ensure his/her compliance with workplace safety.  

 
4. The employing committee will inform all persons involved in the incident of actions taken, while 

taking care to respect confidentiality. Employees who have experienced violence or harassment 
will be offered professional counseling or other necessary services, which will be paid for through 
the health benefits plan or by the employing committee.  

 
5. The Clerk of PPC will offer Committees of Care to the person allegedly harmed, person who 

allegedly caused harm, and any witnesses and will then contact the Clerks of relevant Monthly 
Meetings to request the arrangement of such committees. CYM is not responsible for providing 
Committees of Care to those who are not members or attenders within Canadian Yearly Meeting. 
In such cases, the Clerk of PPC in consultation with the Clerk of the employing committee will 
recommend that such individuals seek appropriate support, as necessary. If the person harmed is 
not an attender or member, special consideration will be given to provide support by the Clerk of 
PPC as soon as possible.   

 
6. Within 72 hours, the Clerk of PPC will complete Section B of the Incident Reporting Form, noting 

the steps taken as follow-up and inform the Clerk of CYM and the Clerk of Trustees of these 
actions. 

 
7. Copies of the completed forms and record of any steps taken by the employing committee will be 

kept in the employee’s confidential personnel file.  
 

8. The Clerk of PPC in consultation with the Clerk of the employing committee will, if appropriate, 
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offer the person(s) harmed and the person(s) who caused harm the opportunity to engage 
meaningfully in a restorative justice process with an independent, trained facilitator. Both parties 
must be willing to meaningfully engage in such a process. They should recognize that a successful 
restorative justice process requires the person who caused harm to take responsibility for his/her 
actions. The process results in a mutually agreed upon plan of action to make amends for the 
offence and to prevent future such incidents, rather than resulting in punitive measures. A safe, 
comfortable environment for such dialogue is essential. The person harmed and the person who 
caused harm can invite a representative from their Committees of Care to accompany them 
through this process. The resulting agreement will be monitored by two Friends, one from each of 
the Committees of Care, agreed upon by both the person harmed and the person who caused harm. 
Violations of the agreement will be brought to the attention of the Clerk of PPC who will discuss 
and determine next steps with the Clerk of CYM, the relevant employing committee Clerk, and 
Clerk of Trustees.  

 
9. If a restorative justice process is not desired, the person (s) harmed can pursue resolution through 

the court or explore other options with their Committee of Care and/or the Clerk of PPC.  
 

10. The Clerk of PPC, having completed Section C of the Incident Reporting Form, with information 
from the employing committee, will inform the Clerk(s) of CYM and the Clerk of Trustees of the 
final outcome of the above processes.  

 
11. The employing committee will be asked by the Clerk of PPC to engage in an evaluation process 

and determine what steps to take to prevent a recurrence. This report, and information on follow-
up action, will be shared with the Clerks of CYM, Trustees and PPC. This report will also be filed 
in the employee’s personnel file. 

 
12. If the Clerk of PPC is unable to fulfill the roles prescribed, the Clerk(s) of CYM will act in his/her 

place. 	  
 

Nothing in this policy prevents or discourages an employee from filing an application, within one year of the last 
alleged incident, with the Human Rights Tribunal of Ontario on a matter related to Ontario’s Human Rights Code. 
An employee also retains the right to exercise any other legal avenues that may be available. 
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II.  Reporting and addressing incidents involving non-employees (volunteers, visitors, partners, participants)  

 
1.  Any incident of violence or harassment involving volunteers, visitors, partners, or participants will be 
reported immediately to the relevant Clerk for the location wherein the incident occurred as the Clerk is 
responsible for initiating the process. Clerks are encouraged to name another Friend to act with them on 
responding to an incident: 

a. Camp NeeKauNis – Clerk of Camp NeeKauNis Committee; (neekaunis-clerk@quaker.ca) 
b. CYM office – Clerk of CYM; (cym-clerk@quaker.ca) 
c. CFSC office – Clerk of CFSC; (clerk@quakerservice.ca)  
d. Site of CYM annual sessions – Clerk of Programme Committee. (program-clerk@quaker.ca) 
e. Other events and gatherings – Clerk of the hosting committee or designated member of the 

organizing group. 
 

The relevant Clerk will then inform the Continuing Meeting of Ministry and Counsel (CMMC) 
Investigating Committee, (cmmc-inv@quaker.ca) the Clerks of CYM and the Clerk of Trustees. 
(trustees-clerk@quaker.ca)  If the incident is CFSC-related (i.e., CFSC volunteers, partners, etc.) the 
Clerk of CFSC will be informed and a designated CFSC representative included in the Investigating 
Committee. Should the incident involve an employee, the procedures that are outlined in the previous 
section involving employees will apply. When the seriousness of the incident warrants it, the Clerk of 
CYM, or CFSC, will contact the insurance provider. 
 

2. The relevant Clerk will be responsible for filling out Section A of the CYM Incident Reporting Form. He 
or she will ensure that the person(s) allegedly harmed, person(s) who allegedly caused harm, and any 
witnesses are provided with and asked to complete the CYM Incident Account Form (These forms are in 
the Appendix and available to download from www.quaker.ca). The relevant clerk will collect the 
completed forms as soon as possible and forward them to the CMMC Investigating Committee. Once 
filled out, these forms are seen only by the CMMC investigating committee, unless they are needed by 
police or insurance. With the transfer of the Account Form and the Reporting Form to the CMMC 
Investigating Committee, the responsibilities of the relevant Clerk related to this matter are completed. 

 
3. The CMMC Investigating Committee will convene immediately to investigate the situation and determine 

next steps, including ensuring support for those involved and, as necessary, establishing appropriate 
consequences or boundaries to protect the alleged person(s) harmed, or witnesses or others.  

 
4. The CMMC Investigating Committee will inform all persons involved in the incident of actions taken, 

while taking care to respect confidentiality.  
 

5. The CMMC Investigating Committee will offer Committees of Care to the person(s) allegedly harmed, 
person(s) who allegedly caused harm, and any witnesses, and will then contact the Clerks of relevant 
Monthly Meetings to request the arrangement of such committees. CYM is not responsible for providing 
Committees of Care to those who are not members or attenders within Canadian Yearly Meeting. In such 
cases, the Investigating Committee will recommend that such individuals seek appropriate support, as 
necessary. 
 

6. Within 72 hours, the CMMC Investigating Committee will complete Section B of the Incident Reporting 
Form, noting the steps taken as follow-up and inform the Clerk of CYM and the Clerk of Trustees of 
these actions. 

 
7. Copies of the forms and record of any steps taken by the CMMC Investigating Committee will be kept in 

a confidential file at the CYM office.  
 

8. The CMMC Investigating Committee will, if appropriate, offer the person(s) harmed and the person(s) 
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causing harm the opportunity to engage in a restorative justice process with an independent, trained 
facilitator. Both parties must be willing to engage meaningfully in such a process. They should recognize 
that a successful restorative justice process requires the person who caused harm to take responsibility for 
his or her actions. The process results in a mutually agreed upon plan of action to make amends for the 
offence and to prevent future such incidents, rather than resulting in punitive measures. A safe, 
comfortable environment for such dialogue is essential. The person harmed and the person who caused 
harm can invite a representative from their Committees of Care to accompany them through this process. 
Any resulting agreement will be monitored by two Friends, one from each of the Committees of Care, 
agreed upon by both the person harmed and the person who caused harm. Violations of the agreement 
will be brought to the attention of the CMMC Investigating Committee who will discuss and determine 
next steps with the Clerk of CYM and Clerk of Trustees.  

 
9. If a restorative justice process is not desired, person(s) harmed can pursue resolution through the court or 

explore other options with his or her Committee of Care and/or the CMMC Investigating Committee.  
 

10. The CMMC Investigating Committee, having completed Section C of the Incident Reporting Form, will 
inform the Clerk(s) of CYM, the Clerk of CMMC and the Clerk of Trustees of the final outcome of the 
above processes.  

 
11. The CMMC Investigating Committee will engage in an evaluation process and determine what steps to 

take to prevent a recurrence. This report, and information on follow-up action, will be shared with the 
Clerks of CYM, Trustees and CMMC. This report will also be filed in the confidential file at the CYM 
office. 
 

12. If the CMMC Investigating Committee is unable to fulfill the role prescribed, the Clerk(s) of CYM will 
consult with the Clerk of Trustees to name an ad hoc investigating committee. 
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Appendix 1:  

 
CYM Incident Reporting Form  

 
First steps following an incident: 
 

• Ensure everyone is safe (if possible).  
• If anyone requires medical attention, call for help (911).   
• Provide support to all  
• Provide Incident Account Forms to the person allegedly harmed, the person who allegedly 

caused harm, and witnesses to the incident. Ask them to return completed forms to you.  
• Contact the CMMC Investigating Committee or the Clerk of CYM Personnel Policy Committee (if 

employees are involved) to initiate the follow-up.  
 
 
Incidents that must be reported to the police: Reporting requirements may vary from 
province to province, but generally include:  
• when an act of violence has occurred in the workplace or when someone in the workplace is 

threatened with violence  
• when an act of violence results in an injury 
• when a child (under 18 years of age) has been abused (see Safe Nurture of Children in our 

Care)  

 
Reporting requirements: 
 

Section A of this form (“Incident Reporting Form”) is to be completed by the relevant clerk for the 
location where the incident occurred. 
Section B and C are to be completed by the CMMC Investigating Committee or Clerk of CYM 
Personnel Policy Committee (PPC) (if employees are involved).  
This Incident Report Form and the Incident Account Forms will be used by the CMMC Investigating 
Committee and/or PPC, to determine next steps and implementation of the CYM Violence and 
Harassment Program. As necessary, this information may be shared with police, insurance, or 
other bodies. 
 
Confidentiality:  
 

We seek to protect each person.  
 
Those directly involved in the investigation of the incident are expected to keep confidential the 
information that is gained through their work, except as may be necessary to fulfill their 
investigative mandate, to maintain safety, or to implement the terms of any agreed upon actions 
following investigation. Inappropriate sharing of information may endanger the integrity of the 
investigation and may subject those involved to possible lawsuits for defamation of character. 
 
We ask persons who are involved in the incident to understand the importance of confidentiality 
and not to circulate rumours or seek to gain information to which they are not entitled. 
Inappropriate sharing of information may endanger the integrity of the investigation and may 
subject those involved to possible lawsuits for defamation of character. 
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Incident Reporting Form 
Section A: Incident-specific information  
 
Information on person completing Section A 
 

Name:  

Committee/position:  

Phone: Email:   

Date and time of completion of this report:  

 

Note:  Please provide the person allegedly harmed, the person who allegedly caused harm (one 
who allegedly committed violence or harassment), and all witnesses with the Incident Account 
Form promptly following the incident. Collect completed forms and send a.s.a.p. to the CMMC 
Investigating Committee (cmmc-inv@quaker.ca) or, if employees are involved, to the Clerk of 
Personnel Policy Committee (personnel-clerk@quaker.ca).  
 
Individuals directly involved in incident (use additional sheet[s] as necessary)  
  

Person allegedly harmed: Person allegedly causing harm:  

Employee, volunteer?: Employee, volunteer?:  

Phone:  Phone: 

E-mail:  E-mail:  

Relationship to person who allegedly 
caused harm:  

Relationship to person allegedly harmed: 

 
Witnesses to the incident (use additional sheet[s] as necessary) 
 

Witness #1: Phone or email:  

Relationship to person who allegedly 
caused harm:  

Relationship to person allegedly harmed: 

Witness #2: Phone or email:  

Relationship to person who allegedly 
caused harm:  

Relationship to person allegedly harmed: 

Witness #3: Phone or email:  

Relationship to person who allegedly 
caused harm:  

Relationship to person allegedly harmed: 

Witness #4: Phone or email:  

Relationship to person who allegedly 
caused harm:  

Relationship to person allegedly harmed: 
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Information on the incident (use additional sheet[s] as necessary) 
 

Time and Date of incident: 

Location of incident:  

What happened immediately prior to the incident? 

 

 

Briefly describe the incident/situation (if a witness, also complete Incident Account Form):  

 

 

 

Action taken following incident:  

Contacted police? Name of officer:  

Contact information:  

Contacted EMS?  Name of EMT:  

 

 
 
 
_________________________________________________________________ 
Signature of person who completed Section A   Date 
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Incident Reporting Form 
Section B:  Incident-specific information  
 
This section is to be completed by the CMMC Investigating Committee (cmmc-inv@quaker.ca) 
or, if applicable, the Clerk of CYM Personnel Policy Committee (PPC).(personnel-clerk@quaker.ca)  
 
Information on person completing Section B 
 

Name:  

Position:  

Phone: Email:   

Date and time of receipt of Section A of Incident Reporting Form:  

 
 
Support services  
 

Person allegedly harmed  
 

Committee of Care (C of C) notified, or in place?   

Members of C of C:  

Contact number/email of clerk of C of C: 

Was the individual referred to counseling? If accepted, provide details on how costs are 
being addressed. 

 

 

  

 
Person who allegedly caused harm  
 

 Committee of Care (C of C) notified, or in place?   

Members of C of C:  

Contact number/email of clerk of C of C: 

Was the individual referred to counseling? If accepted, provide details on how costs are 
being addressed. 
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Has the individual been involved in previous incidents of violence or harassment? If so, 
provide brief summary.  

 

  

Has the individual engaged in a Restorative Justice Process?  Comments:  

What consequences or boundaries have been put in place? 

 
Incident Reporting Form 
Section C: Checklist (completed by Investigating Committee)  
 
Action item  Yes (date) No 

Received Section A of Incident Reporting Form (within 24 hours)?   

Received Incident Account Forms (within 24 hours)? (appended)   

- person allegedly harmed?   

- person who allegedly caused harm?    

- witnesses?    

Notified Clerks of CYM, Clerk of Trustees? (within 48 hours)   

Convened investigating committee? (w/i 48 hours)   

Initiated Committees of Care?   

Updated Clerks of CYM & Trustees on actions by investigating committee?   

Determined boundaries or consequences for person who caused harm?   

Restorative Justice offered(by CMMC or PPC clerk) to person harmed and 
person who caused harm ? 

  

- If accepted, provide name and contact information of facilitator, date 
of meeting(s). (Final agreement between parties to be appended): 

 

 

  

Conduct  evaluation process**?    

Forward evaluation report to CYM Clerks, Clerk of Trustees (to be 
appended to completed Incident Reporting Form) 
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Issues to be addressed by the investigating committee: 

• support for those involved addressed (including contacting Committee of Care)  
• determine boundaries or consequences (incl. suspension, leave, counseling, program of 

action to comply with workplace safety, termination)  
• next steps with victim and witnesses identified (including Committees of Care, counseling, 

update on actions taken, offer opportunity of restorative justice process)  
 
Investigating committees must update the Clerk of CYM, the Clerk of Trustees on the following: 

• Person who allegedly caused harm:  
  Committee of Care?  
  Counseling needed?  
  Boundaries and consequences communicated in writing. 
• Person allegedly harmed:  

 Committee of Care?  
 Counseling needed?  
 Update on actions. 

• Witnesses:  
 Committee of Care or other support?  
 Counseling required?  
 Update on actions.  

 
** Information for evaluation process by investigating committee 
To be completed if possible within three months:  

• What worked, needs improvement or changing? 
• Sense of satisfaction by those affected?  
• Steps taken to prevent recurrence? 
• Other recommendations?  
• Evaluation Report to be sent to Clerk of CYM, Clerk of Trustees 

 
Filing of information: 
 

This form and supporting documents are to be filed in the employee’s personnel file, if relevant, or 
in the CYM national office.   
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Appendix 2 
CYM Incident Account Form 
 
 
Reporting requirements: 
 

Separate copies of this form are to be completed by the person allegedly harmed, the person who 
allegedly caused harm, and all witnesses to the incident.  
 
This form is to be completed as soon as possible following the incident, and then given to 
the person with oversight of the situation, or directly submitted to the CMMC 
Investigating Committee (cmmc-inv@quaker.ca)	  or, if employees are involved, to the 
Clerk of CYM Personnel Policy Committee (PPC) (personnel-clerk@quaker.ca)  
 
These Incident Account Forms and the Incident Report Form will be used by the CMMC 
Investigating Committee or employing committee, to determine next steps and implementation of 
the CYM Violence and Harassment Program. As necessary, this information may be shared with 
police, insurance, or other bodies. 
 
 
Confidentiality:  
 

We seek to protect each person. We ask persons who are involved in the incident to understand the 
importance of confidentiality and not to circulate rumours or seek to gain information to which they 
are not entitled. Inappropriate sharing of information may endanger the integrity of the 
investigation and may subject those involved to possible lawsuits for defamation of character.  
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Incident Account Form 
 
Personal information 
 

Name:  

 

Position (if any):  

Phone: 

 

Email:   

Date and time of completing this form:  

 

 
Information on the incident (use additional sheet[s] as necessary) 
 

Time and Date of incident: 

 

Location of incident:  

 

My experience was as a:  

☐  Person allegedly harmed 

☐ A person who allegedly caused harm   

☐  Witness 

 

  Relationship (if any) to:  

- Person allegedly harmed_________________ 

 

- Person who allegedly caused harm 
_______________________ 

What happened immediately prior to the incident that precipitated this report? 

 

 

 

 

Who visually witnessed the incident(s)? 
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Describe the incident/situation in detail (note type of incident – ex. push, shove, 
threat, comment, etc.; describe incident in detail including what happened, who was 
involved, what you heard, saw, etc.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
_________________________________________________________________________ 
Signature of person who completed form    Date 
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Appendix 3 
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Appendix 4. 

 
Definitions of Workplace Violence and of Harassment 

 

(1) Workplace violence is defined broadly as: 
•  the exercise of physical force by a person against a worker in a workplace that causes, or 

could cause, injury; 
•  an attempt to exercise physical force by a person against a worker in a workplace that could 

cause physical injury; 
•  a statement or behaviour that is reasonable for a worker to interpret as a threat to exercise 

physical force against the worker, in a workplace, that could cause physical injury. 
 
The workplace includes the CYM national office, the CFSC national office, Camp NeeKauNis, and 
CYM’s annual sessions. For further details, please see the CYM Workplace Violence Policy.   
 
(2) Harassment cannot be defined concisely. Please see the CYM Harassment Policy for definitions 
of harassment, sexual harassment and what is not workplace harassment.  
 
Incidents of violence and harassment will be taken seriously, addressed expeditiously, and dealt 
with in a spirit of compassion and justice. Canada’s Criminal Code deals with matters such as 
violent acts, threats and behaviours such as stalking. The police should be contacted immediately 
when an act of violence has occurred or when someone in the workplace is threatened. Depending 
on the situation, Friends may wish to report incidents of harassment to the police. It is the decision 
of the alleged victim as to whether or not they wish to pursue charges. In addition, incidents of 
violence and harassment need to be reported internally and CYM procedures implemented. 
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Appendix 5 
 

Examples of Measures and Procedures for Workplace Violence Program 
(source: http://www.labour.gov.on.ca/english/hs/pubs/wpvh/appendix_b.php) 

 
The following are some examples of measures and procedures employers may wish to 
consider when developing a workplace violence program:  
 
Measures and procedures to control the risks of workplace violence identified in the risks 
assessment may include: 

♦ safe work procedures; 
♦ personal protective equipment; 
♦ design or physical layout of the workplace such as doors with clear windows, adequate 
lighting, location and structure of counters, barriers, etc.; 
♦ designated safe locations for emergency situations; 
♦ procedures for informing or advising workers of potentially violent situations or people; 
♦ worker training on the workplace violence policy and program and dealing with aggressive 
or violent clients. 

 
Measures and procedures for summoning immediate assistance may include: 

♦ equipment to summon assistance such as fixed or personal alarms, locator or tracking 
systems, phones, cell phones, etc.; 
♦ emergency telephone numbers and/or e-mail addresses; 
♦ emergency procedures. 

 
Measures and procedures for workers to report incidents of workplace violence to the 
employer or supervisor may include information about: 

♦ how, when and to whom a worker should report incidents or threats; 
♦ forms or other reporting mechanisms; 
♦ roles and responsibilities of employers, supervisors, workers, Joint Health and 
Safety Committees, health and safety representatives and others in the incident 
reporting process; 
♦ when the incident requires external reporting (i.e. to the police, Workplace Safety 
Insurance Board, Ministry of Labour, etc.). 
 

Measures and procedures for how the employer will investigate and deal with incidents or 
complaints of workplace violence may include information about: 

♦ how and when investigations will be conducted; 
♦ what will be included in the investigation; 
♦ roles and responsibilities of employers, supervisors, workers, Joint Health and 
Safety Committees, health and safety representatives and others; 
♦ follow-up to the investigation (description of actions and timeframe); 
♦ recordkeeping requirements. 

 
 

 


