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1. Purpose

In accordance with section 60 of the Private Career Colleges Operational Regulations - Nova Scotia 2016,
Willis College is committed to encouraging and maintaining a working environment that fosters
teamwork and encourages employees and students to give their best. Everyone has a responsibility to
maintain good working relationships and not use words or deeds that may harm the well-being of
others. This policy ensures everyone is treated with consideration, fairness, dignity, and respect,
creating an environment in which individuals feel safe and can work effectively, competently, and
confidently.

2. Scope

Applies to: Individuals working within the organization, individuals working off the premises,
and all individuals attending programs at the College, including non-permanent workers such as
contractors, agencies, temporary staff, and consultants.

Applies in: All locations, extending to the duration of study including practicum.

Includes: Behavior outside of working hours which may impact work or working relationships,
and digital conduct such as cyberbullying.

Excludes: Managing and coaching activities such as counseling, performance appraisals,
educational assignments, and the implementation of disciplinary actions.

3. Definitions

Harassment: Any conduct that is unwanted by the recipient and considered objectionable,
ranging from physical contact and verbal remarks to non-verbal exclusion or offensive imagery.

Discrimination: The unjust or prejudicial treatment of different categories of people, especially
on the grounds of race, age, religion, or gender orientation.

Bullying: Repeated and intentional behavior—offensive, abusive, intimidating, or insulting—that
causes hurt or harm to an individual or group.

Hostile Work or Learning Environment: An environment on campus that, through harassing
conduct based on protected status, becomes sufficiently severe or persistent to interfere with
an individual’s ability to participate in College activities.



Personal and Sexual Harassment: Any unsolicited, unwelcome, or offensive behavior with
sexual, bigoted, or racial connotations, including sexual solicitation by a person in a position of
power.

Sexual Assault: Actions that create a hostile environment through physical, verbal, or electronic
means that threaten or cause violence endangering students or staff.

Racial/Ethnic Harassment: Conduct or comments—such as unwelcome jokes, derogatory
pictures, or insulting gestures—that cause humiliation due to racial or ethnic background, color,
or ancestry.

Domestic Violence: Situations where a person in a personal relationship with a student
physically harms or threatens to harm the student at the institution.

Complainant: A person, group, or company that makes a complaint.

4. Policy Statement

Willis College maintains a "zero tolerance" policy and will vigorously investigate any allegations of
bullying or harassment, whether raised formally or informally.

Key Principles: The College will provide a safe environment free from intimidation or
victimization based on gender, race, color, sexual orientation, marital status, religion, age,
disability, or any other personal characteristic.

Rights and Responsibilities: Everyone carries a personal responsibility for their own behavior.
All individuals have a responsibility to report any instance of bullying or harassment they
witness.

Confidentiality: All matters relating to investigations will be treated in strict confidence.
However, at the College's discretion, an alleged perpetrator may be made aware of the
allegations and the names of those making them.

Non-Retaliation: No individual should be victimized or suffer detriment for making a complaint
of harassment or bullying.

5. Procedures

Related procedure document(s): N/A
High-level steps:
1. Reporting: Individuals witness to or experiencing harassment must report the activity.

2. Investigation: The College will investigate allegations regardless of their formal or
informal status.

3. Role Modeling: Employees and students are expected to act as role models, proactively
addressing instances of bullying.

6. Compliance and Enforcement



Upon thorough investigation, if a complaint is deemed valid, the subject may face the following
consequences:

e Verbal warning from the Campus Director.

e Warning letter permanently placed in the student’s or employee’s file.

e Dismissal from the program or employment.

e Permanent expulsion from the College.
7. Training and Awareness

e Required training: Policy reviewed during orientation.

e Target audience: Students and Employees.

e Documentation: Outlined in the Willis College Student Handbook provided during enrollment.
8. Related Documents

e Policies: Student Handbook - Professional Behaviour, Respect for Others, Personal Integrity;
Social Media Policy.

e Procedures/standards: N/A.

¢ Forms/templates: Enrollment Contract.



