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1. Health and Safety Policy (All Regions except Canada)

Purpose

It is the purpose of this document to set out the Health and Safety Policy of the Company

applicable across all our regions of operation except Canada (where a separate policy 

applies).

General Policy

It is the policy of Tony Gee and Partners LLP:

· To safeguard the health, safety and welfare of all its employees while at work, and to 

provide so far as is reasonably practicable a working environment in the office, on site 

and on operational railways, which is safe and without risk to health.

· To commit to continual improvement in management of health, safety and welfare and 

health and safety performance, with a defined and published programme of 

measurable health and safety objectives, consistent with the workplace objectives 

operating in an efficient and predictable manner.

· To recognise its obligations to meet all relevant legislative requirements pertaining to 

health and safety in all regions of operation, 

o In the UK, including the Health and Safety at Work etc Act 1974 and the 

Construction (Design & Management) Regulations 2015. 

o For all other regions, the relevant statutes and regulations applicable in other 

legal jurisdictions which apply to any of the Company’s undertakings. 

· To eliminate hazards and reduce occupational health and safety risks.

· To consult with workers and, where they exist, workers’ representatives and encourage 

participation of workers in the management system.

· To organise and arrange its affairs to ensure compliance with the policy.

· To ensure that competent persons are appointed to advise on health, safety and 

welfare matters.

· To control, monitor and review the policy and effectiveness of objectives at the 

Management Review at intervals not exceeding 12 months and to revise as necessary in 

intervening periods to comply with current legislation.

· To ensure that safety training and instruction is provided for all staff, both permanent 

and temporary, appropriate to their task and exposure to hazards, methods and 

equipment. 

· To ensure that all new employees receive induction training together with an 

assessment of training needs within three weeks of appointment.

· To commit to safe behaviours and re-educating un-safe behaviours

The LLP Members and Management are committed and held accountable to the 

implementation of all the contents of this policy and will ensure that adequate funds and 

resources so to do are made available.  
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It is every employee and sub-contractor’s responsibility to co-operate fully in the 

implementation of this policy and to consider it their duty to the Company, to other 

employees and to the general public so to comply.

Neglect by any employee or sub-contractor regarding the Company’s Health & Safety Policy 

will be viewed as a serious breach of its stated aims and may result in disciplinary action 

being taken against such an employee or termination of the sub-contractor’s contract.

The allocation of duties for Health & Safety matters and the particular arrangements that the 

Company will make to implement its Policy are set out within the operational procedures 

contained within the Quality Management System, which is certified to ISO 9001:2015 and 

ISO 45001:2018.

The responsibilities of appropriate personnel in maintaining a healthy and safe work place 

are defined in procedure PR-HS-001 Operational Framework for Management of Health and 

Safety.
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2. Drugs and Alcohol Policy (All Regions except Canada)

General Policy 

The purpose of this policy is to reduce the potential risk to the workforce and members of 

the public resulting from staff working under the influence of drugs or alcohol.

The company upholds a blanket ban on the use of illegal drugs, and any use of illegal drugs 

leads to investigation and potentially dismissal. 

The company upholds a blanket ban on the consumption of alcohol or any recreational drugs 

during working hours.

No employee shall work in a state of impairment from consumption of any recreational drug 

or alcohol and shall inform their line manager in the event that they may be impaired due to 

consumption of any legal drug taken due to medical need.

These policy requirements make no distinction between the different types of work that 

employees may be undertaking. Nearly all work carried out within the design office is critical 

to the safety of those associated with the structures being designed and nearly all staff have 

the potential to be within a safety critical environment with little notice and therefore are 

required to be free from the influence of non-medicinal drugs and alcohol at all times. 

The enforcement of the Drugs and Alcohol policy is the responsibility of all staff. Particular 

responsibility for actions as a result of an incident either partly or completely apportioned in 

blame to the consumption of drugs or alcohol by an employee will be: 

• Health & Safety Director

• Head of Rail

Tony Gee undertake a policy of unannounced drugs and alcohol testing for relevant staff. 

Any employee who tests positive for illegal drugs or alcohol levels above the specified limits 

will be investigated by the Health and Safety Director and Health Safety and Welfare Lead 

from the respective Leadership Team and will be subject to appropriate disciplinary action 

(including potentially dismissal) and/or rehabilitation. 

In the UK, particular attention is paid to the work the company undertakes on railway 

infrastructure. The policy is aligned with Network Rail Company Standard NR/L2/OHS/00120 

to ensure compliance with the Transport and Works Act 1992 and Railway Industry Standard 

RIS-8070-TOM.  A minimum of 20% of total Sentinel sponsored staff will be tested on a no-

notice basis per annum.

Monitoring of the safety practices of the company is the responsibility of the Health Safety 

and Welfare Forum. The Forum acts with authority delegated from the Executive Board and 

Group Board. The Forum meets every two months to review safety issues including drugs 

and alcohol and reports to the Group Board. 

At the commencement of employment each new employee attends an Induction meeting at 

which the Drugs and Alcohol Policy is explained as part of the Quality Management System.

The allocation of duties and the particular arrangements that the company will make to 

implement this policy are set out within the Drugs and Alcohol Procedure PR-HS-013.  



Health, Safety and 

Wellbeing Policies

Document No: POL-AD-004 Date: 17 April 2026

Rev: 02 Page 5

3. Driving for Work Policy (All Regions)

Purpose

The purpose of this document is to set out the Health and Safety Policy of the Company in 

respect of Driving for Work as required in the UK by Section 2 (3) of the Health and Safety at 

Work etc Act 1974.  This policy shall also apply in all other regions of operations. 

Tony Gee recognise that this is one of the most hazardous of its employees’ work 

requirements and the importance having effective management systems to control the risk 

of death or injury whilst driving.

General Policy 

It is the policy of the Company: 

To safeguard the health and safety of all employees who are required to drive motor 

vehicles. 

To reduce the risk to health and safety by:  

· Eliminating the need to travel as far as is practicable or taking steps to reduce the need.

· Encouraging the use of alternative means of transport where there is a viable and 

practicable alternative to company or private vehicle use. 

· Ensuring that all employees who drive for work are competent and appropriately 

experienced. 

· Allowing ample time in work schedules for travelling so that no unnecessary pressure is 

applied on employees to drive too fast for road conditions or to exceed speed limits. 

· Providing safe means of transport by way of company vehicles, where practicable,

which are properly specified, inspected and maintained. 

· To ensure, as far as is practicable, that privately owned vehicles are also properly 

maintained  

Employees shall ensure they are not impaired to operate a motor vehicle in accordance with 

local legislation, and whilst travelling for work purposes comply with all other company 

policies.

The Directors are committed to the implementation of all the contents of this policy and will 

ensure that adequate resources are made available.  It is the responsibility of every 

employee who drives for work purposes to cooperate fully in the implementation of this 

policy. 

Neglect of this Driving for Work Policy by any employee will be viewed as a serious breach of 

its stated aims and may result in disciplinary action being taken against such an employee. 

The allocation of duties and the particular arrangements that the Company will make to 

implement this policy are set out within the Company’s Driving for Work Procedure PR-HS-

011.  
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4. Fatigue Management Policy (All Regions except Canada)

Tony Gee and Partners LLP recognise the importance of managing fatigue by providing a safe 

system of work and managing the hours that an individual is required to work.

All members of staff share in the responsibility to minimise and manage the adverse effects 

of work-related fatigue. 

The objective of the policy is to;

· Ensure a safe and healthy working environment free from work related injury or illness,

· Minimise the risks of persons presenting to work while impaired,

· Establish appropriate steps to manage persons who may be affected by fatigue,

· Encourage persons affected by fatigue to seek assistance from their Supervising 

Engineer or Project Director.

The Policy and supporting procedures apply to everyone working at or attending a Tony Gee 

office or site. All persons shall comply with this Policy and supporting procedures to ensure 

they maintain their capacity to work safely.
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Region Specific Policies

5. Occupational Health and Safety Policy (Canada)

Purpose

The purpose of this policy is to set out the Occupational Health and Safety Policy of the 

Company applicable to operations for Tony Gee Canada Limited. Tony Gee Canada Limited is 

a subsidiary of Tony Gee and Partners LLP and operates under the same global policies, with 

the following region-specific requirements.

General Policy

The senior management of Tony Gee Canada Limited (the “Company”), as the employers, are 

vitally interested in the health and safety of the Company’s workers. Protection of workers 

from injury or occupational disease is a major continuing objective. 

The Company will make every effort to provide a safe and healthy work environment. All 

employers, supervisors and workers must be dedicated to the continuing objective of 

reducing risk of injury. 

It is in the best interest of all workplace parties to consider health and safety in every 

activity. Commitment to health and safety must form an integral part of this organization.

The Company’s management are committed to and held accountable for the implementation 

of all the contents of this policy and will ensure that adequate funds and resources so to do 

are made available.  

The allocation of duties for Health & Safety matters and the particular arrangements that the 

Company will make to implement this Policy are set out within the operational procedures

contained within the Quality Management System, which is certified to ISO 9001:2015 and 

ISO 45001:2018. This policy shall be of equal importance to the organization's other policy 

objectives.

The responsibilities of appropriate personnel in maintaining a health and safe workplace are 

defined in procedure PR-HS-001 Operational Framework for Management of Health and 

Safety.

The Company shall meet all relevant legislative requirements pertaining to health and safety 

including the Canada Occupational Health and Safety Regulations (SOR/86-304) and Canada 

Labour Code. 

The company shall, control, monitor and review the policy and effectiveness of objectives as 

appropriate, but not exceeding 12 month intervals. The Policy to be recommunicated to all 

relevant parties on every revision. 

Tony Gee Canada, Ontario, commits:

· To safeguard the health, safety and welfare of all its employees while at work, and to 

provide so far as is reasonably practicable a working environment in the office and on 

site which is safe and without risk to health.

· That the Company, as employer, is ultimately responsible for worker health and safety. 

The Company is committed to complying with its duties under the Ontario Occupational 
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Health and Safety Act R.S.O 1990, c O.1, such as taking every precaution reasonable in 

the circumstances for the protection of workers in the workplace. 

· To eliminate hazards and reduce occupational health and safety risks as much as 

possible.

· To ensure that competent persons are appointed to advise on occupational health, 

safety and welfare matters.

· To commit to continual improvement in management of occupational health, safety and 

welfare and resulting performance, with a defined and published programme of 

measurable objectives.

· To organise and arrange its affairs to ensure compliance with this policy, operating in an 

efficient and predictable manner.

· To consult with workers and workers’ representatives to encourage participation of 

workers in development and implementation of the management system.

· That supervisors will be held accountable for the health and safety of workers under 

their supervision. Supervisors are subject to various duties in the workplace, including 

the duty to ensure that any machinery and equipment are safe and that workers work 

in compliance with established safe work practices and procedures. 

· To inform and engage with our staff for continual learning and improvement.

· To ensure that safety training and instruction is provided for all staff, both permanent 

and temporary, in a timely manner, appropriate to their task and exposure to hazards, 

methods and equipment. Including continual re-evaluation and re-educating staff on 

un-safe behaviours.

Every worker at Tony Gee Canada (employee or sub-contractor), are expected to:

· Protect their own health and safety by working in compliance with the law and with 

safe work practices and procedures established by the Company. Workers will receive 

information, training, and competent supervision in their specific work tasks to protect 

their health and safety. 

· co-operate fully in the implementation of this policy and to consider it their duty to the 

Company, to other employees and to the general public to comply.

Neglect by any employee or sub-contractor regarding the Company’s Health & Safety Policy 

will be viewed as a serious breach of its stated aims and may result in disciplinary action 

being taken against such an employee or termination of the sub-contractor’s contract.
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6. Impairment Policy (Canada)

Purpose

Tony Gee Canada Limited (the “Company”) is committed to maintaining a safe, healthy and 

productive workplace. The purpose of this policy is to prevent and manage impairment 

related risks, ensure employees are fit for duty, protect employee privacy, and meet our 

obligations under the Occupational Health and Safety Act (OHSA) and the Ontario Human 

Rights Code.

Definition of Impairment

For the purposes of this policy, impairment refers to any condition— temporary or ongoing—

that reduces an employee’s ability to perform their work safely or effectively, and 

distractions which prevent them from focusing on their tasks. Impairment may result from, 

but is not limited to:

· alcohol

· recreational or medical cannabis

· prescription or non-prescription medication

· illegal substances

· fatigue

· stress or mental health conditions

· medical conditions or treatments

· personal / family crisis 

· environmental – extreme heat or cold

· addictions (habitual and substance)

· any other factor that may affect alertness, judgment, coordination, behaviour, or 

overall fitness for duty.

Scope

This policy applies to all employees, contractors, temporary staff, students, visitors, and any 

individuals performing work on behalf of the Company while on company premises, at client 

sites, or engaged in work-related activities elsewhere.

Confidentiality and Privacy

All information relating to impairment concerns, disclosures, assessments, medical 

information, and accommodation requests will be handled confidentially and in accordance 

with applicable privacy laws. Information will only be shared on a strict need-to-know basis.

Expectations and Fitness for Duty

All employees must remain fit to perform their duties safely and effectively when reporting 

to work. If an employee believes they may be impaired for any reason, they must inform 

their line manager or a designated contact before beginning work or as soon as the concern 

arises.
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Reporting

Any employee who observes behaviour suggesting a colleague may be impaired must report 

the concern to a line manager immediately. When impairment is suspected, the Company

will take prompt action to assess risk, ensure safety, and determine appropriate next steps, 

which may include temporary removal from duty. The supervisor is responsible for 

documenting any incidence of suspected impairment and if necessary, transportation is to be 

arranged to ensure impaired person safely reaches home.

Investigation 

The company will respond to all impairment concerns promptly and respectfully, balancing 

safety requirements with privacy and accommodation obligations under the Ontario Human 

Rights Code and the Occupational Health and Safety Act. The Company will use “fit to work” 

procedures, and provide accommodations (where appropriate).

Early reporting and intervention are the most effective means of resolving actual or 

perceived incidents. All reported incidents will be investigated. 

The complainant will be consulted as appropriate during the investigation and will be advised 

of the results of the investigation and the resolution, if any. Reports or incidents that should 

be kept confidential will be handled appropriately. Information will be disclosed to others 

only on a need-to know basis. 

Within 10 days of the investigation being completed, the impaired worker will be informed in 

writing of the results of the investigation and any corrective action taken or that will be 

taken by the Company.

The Health, Safety and Welfare Lead will ensure adherence to reporting requirements with 

the appropriate licensing bodies, supported by employees and regional leadership team.

Confidential Disclosure of Medical Conditions

Employees who require the use of medications or who have a medical condition that could 

cause impairment are expected to disclose any safety-related restrictions to the appropriate 

line manager or HR of any safety critical restrictions. The company will consider reasonable 

adjustments to the point of undue hardship. Employees are not required to disclose their 

diagnosis – only safety related functional limitations. 

Substances on Premises

The use, possession, or distribution of alcohol, recreational cannabis, or other impairing 

substances in the workplace, in company vehicles or during work hours is prohibited, except 

where expressly authorized and disclosed for approved medical or ceremonial purposes.

Employees who drive for work or perform safety-critical tasks must be fit to do so. It is an 

offence to drive while over the prescribed limits for alcohol or specific drugs. 

The Company reserves the right to assess fitness for duty where impairment is suspected, 

and to take appropriate steps to protect workplace safety, which may include removing an 

employee from duty.
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Commitment to Support

We encourage employees to seek assistance for substance-related or personal issues that 

may affect their ability to work safely. Self-disclosure made at the earliest opportunity will be 

treated sensitively. 

The Company will provide:

· employee awareness materials on impairment, safe reporting, and fitness-for-duty 

expectations

· supervisor training on recognizing signs of impairment and responding appropriately

· periodic refreshers as part of broader health and safety programming.

Employees experiencing substance dependence or substance-use disability will be treated 

with respect and provided access to support, including referrals, EAP resources, or 

accommodation as required by the Human Rights Code. The organization is committed to 

assisting employees in seeking help at the earliest opportunity.

Monitoring and Testing

Where justified by safety or job requirements the Company may implement proportionate 

testing (e.g., post-incident, for cause, pre-placement, or random in defined roles) in 

accordance with local legislation, data protection requirements, and internal procedures.

Neglect by any employee or sub-contractor regarding this Impairment Policy will be viewed 

as a serious breach of its stated aims and may result in disciplinary action being taken against 

such an employee or termination of the sub-contractor’s contract.
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7. Workplace Violence Policy (Canada)

The management of Tony Gee Canada Limited (the “Company”) is committed to the 

prevention of workplace violence and is ultimately responsible for worker health and safety. 

We will take whatever steps are reasonable to protect our workers from workplace violence 

from all sources.

Workplace Violence 

“Workplace violence” means, 

a. the exercise of physical force by a person against a worker, in a workplace, that 

causes or could cause physical injury to the worker, 

b. an attempt to exercise physical force against a worker, in a workplace, that could 

cause physical injury to the worker, 

c. a statement or behaviour that it 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 to the worker. 

Some examples include: 

· verbally threatening to attack a worker; 

· leaving threatening notes at or sending threatening e-mails to a workplace; 

· shaking a fist in a worker’s face; 

· wielding a weapon at work; 

· hitting or trying to hit a worker; 

· throwing an object at a worker; 

· sexual violence against a worker;

· kicking an object the worker is standing on such as a ladder; 

· trying to run down a worker using a vehicle or equipment; 

· domestic violence that impacts the workplace; or 

· acts that would constitute offences under the Canada Criminal Code. 

Policy on Workplace Violence 

Violent behaviour in the workplace is unacceptable from anyone. This policy and program 

applies to all workers, supervisors, and managers of, all contractors and consultants to, and 

all customers of and suppliers to, the Company. Everyone is expected to uphold this policy 

and to work together to prevent workplace violence. 

The Company’s workplace violence program includes measures and procedures to protect 

workers from workplace violence, a means of summoning immediate assistance, and a 

process for workers to report incidents or raise concerns

The Company, as employer, will ensure this policy and program are implemented and 

maintained. All workers and supervisors will receive appropriate information and instruction 

on the contents of the policy and program. 

Supervisors will adhere to this policy and program. Supervisors are responsible for ensuring 

that measures and procedures are followed by workers and that workers have the 

information they need to protect themselves. 
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Reporting Workplace Violence 

Every worker must work in compliance with this policy and program. All workers are 

encouraged to raise any concerns about workplace violence and to report any violent 

incidents or threats. Reports of workplace violence will be promptly investigated and 

documented. 

In the event of an emergency, building security and/or the police (dial 911) should be 

contacted immediately. 

The Company will actively intervene at any indication of a possibly hostile or violent 

situation. Such intervention may include calling building security (if applicable) and/or the 

police. 

Otherwise, if you are a victim of, or witness to, violence in the Company’s workplace, please 

inform the Company’s Managing Director immediately. If you believe that the Company’s 

Managing Director is involved, please instead inform any trusted supervisor or manager. 

There will be no negative consequences for reports that are made in good faith. 

Investigation 

The Company’s management pledges to investigate and deal with all incidents and 

complaints of workplace violence in a fair and timely manner, respecting the privacy of all 

concerned as much as possible. 

Early reporting and intervention are the most effective means of resolving actual or 

perceived incidents. All reported incidents will be investigated. 

The complainant will be consulted as appropriate during the investigation and will be advised 

of the results of the investigation and the resolution, if any. Reports or incidents that should 

be kept confidential will be handled appropriately. Information will be disclosed to others 

only on a need-to know basis. 

Investigations will usually involve speaking privately and individually with the following 

people: 

· anyone who is alleged to have committed an inappropriate act; 

· anyone who was targeted or harmed by an inappropriate act; and 

· anyone who witnessed an inappropriate act. 

Investigations may also include reviewing Company records (including emails and internet 

traffic logs) and speaking to health care professionals (with the patient’s consent).

Within 10 days of the investigation being completed, the worker who experienced the 

workplace violence and the alleged offender, if he or she is a worker of the employer, will be 

informed in writing of the results of the investigation and any corrective action taken or that 

will be taken by the Company to address workplace violence.
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8. Workplace Harassment Policy (Canada)

Tony Gee Canada Limited (the “Company”) 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. This policy and program therefore applies to all 

workers, supervisors, and managers of, as well as all contractors and consultants to, along 

with all customers of and suppliers to, the Company. Everyone is expected to uphold this 

policy and program and to work together to prevent workplace harassment.

Workplace Harassment and Workplace Sexual 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 actions taken by the Company, including its managers and supervisors, relating 

to the management and direction of workers or the workplace is not workplace harassment. 

Policy on Workplace Harassment and Workplace Sexual Harassment 

Workers are encouraged to report any incidents of workplace harassment immediately, in 

accordance with this policy and program. 

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 Company for not following it. Workers are not to be penalized or 

disciplined for reporting an incident in good faith or for participating in an investigation 

involving workplace harassment.

Reporting Workplace Harassment

A. How to report workplace harassment 

Workers can report incidents or complaints of workplace harassment verbally or in writing. 

The report of the incident should include the following information: 

· name(s) of the worker who has allegedly experienced workplace harassment and 

contact information;
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· name of the alleged harasser(s), position and contact information (if known); 

· name(s) of the witness(es) (if any) or other person(s) with relevant information to 

provide about the incident and contact information (if known);

· details of what happened including date(s), frequency, and location(s) of the alleged 

incident(s); and any supporting documents the worker who complains of harassment 

may have in his/her possession that are relevant to the complaint.

· List any documents a witness, another person, or the alleged harasser may have in 

their possession that are relevant to the complaint.

B. To whom to report workplace harassment 

The availability of the Company’s reporting and investigation process should not prevent 

workers who believe they are being subjected to workplace harassment or workplace sexual 

harassment from promptly advising the offender that such behaviour is unwelcome and 

asking that it be discontinued. 

Otherwise, 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 the Company’s Managing Director. 

If that person is the one allegedly engaging in the workplace harassment, please instead 

inform any trusted supervisor or manager. 

The Company will ensure that an investigation is conducted that is appropriate in the 

circumstances. If the incident or complaint involves the employer (e.g., owner, senior 

executive, director), an external person qualified to conduct a workplace harassment 

investigation who has knowledge of the relevant workplace harassment laws may be 

retained to conduct the investigation. 

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. 

Investigation

A. Commitment to investigate 

The Company will ensure that an investigation appropriate in the circumstances is conducted 

when the Company becomes aware of an incident of workplace harassment or receives a 

complaint of workplace harassment. 

B. Who will investigate 

The Company will determine who will conduct the investigation into the incident or 

complaint of workplace harassment. If the allegations of workplace harassment involve the 

employer (e.g., owner, senior executive, director), the investigation may be referred to an 

external investigator to conduct an impartial investigation. 
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C. Timing of the investigation 

The investigation will be completed in a timely manner and generally within 90 days or less, 

unless there are extenuating circumstances (e.g., illness, complex investigation) warranting a 

longer investigation. 

D. Investigation process 

The person conducting the investigation, whether internal or external to the workplace, will 

at minimum complete the following: 

· 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. 

· 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. 

· 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. 

· The investigator must interview any relevant witnesses employed by the Company 

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. ������ The 

investigator must collect and review any relevant documents.

· The investigator must take appropriate notes and statements during interviews with 

the worker who allegedly experienced workplace harassment, the alleged harasser, 

and any witnesses. 

· 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, 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. 

E. Results of the investigation 

Within 10 days of the investigation being completed, the worker who allegedly experienced 

the workplace harassment or workplace sexual harassment and the alleged harasser, if he or 

she is a worker of the Company, will be informed in writing of the results of the investigation 

and any corrective action taken or that will be taken by the Company to address workplace 

harassment or workplace sexual harassment. 
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F. 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 ongoing, the worker who has allegedly experienced harassment, 

the alleged harasser(s), and any witnesses should not to 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, 

including notifying the Executive Board member responsible for representing Canada. 

All records of the investigation will be kept confidential. 

G. Handling complaints 

The Company may determine and take appropriate interim measures (e.g., temporarily 

reassigning one or more workers, including the complainant and/or the alleged harasser, if a 

worker of the Company) after a complaint of workplace harassment or workplace sexual 

harassment is received and during the investigation. 

Depending on the outcome of the investigation, the Company will take appropriate remedial 

actions, which may include discipline up to and including termination of employment for just 

cause. 

Record keeping 

The Company will keep records of the investigation including: 

· a copy of the complaint or details about the incident; 

· a record of the investigation including notes; 

· a copy of the investigation report (if any); 

· a summary of the results of the investigation that was provided to the worker who 

allegedly 

· experienced the workplace harassment and the alleged harasser, if a worker of the 

employer;

· a copy of any corrective action taken to address the complaint or incident of 

workplace harassment. 

All records of the investigation will be kept confidential. The investigation documents, 

including the report of harassment, should not be disclosed unless necessary to investigate 

an incident or complaint of workplace harassment, take corrective action, or otherwise as 

required by law. 

Records will be kept for a period of one year after the investigation was completed.
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Signed: 

Alasdair Fowler

Chief Executive Officer 

Signed: 

Jon Powell

Managing Director (Canada) 
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