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Comrades, 
 
BC/Yukon Command has updated the Respectful Workplace and Bullying & Harassment 
resources available to branches. Developed with Lantern HR, these resources are intended to 
help branches understand their responsibilities under WorkSafeBC regulations and ensure the 
appropriate policies, procedures, and training are in place. 
 
Branches with paid employees must take steps to prevent and address workplace bullying and 
harassment. This includes: 
 

• Maintaining a written workplace policy and reviewing it annually. 
• Establishing clear procedures for reporting concerns and responding to complaints or 

incidents.  
• Providing annual training for workers and supervisors.  
• Keep records of training completion and signed acknowledgements.  

 
To help branches meet these requirements, the following resources are available in Branch 
Corner through the BC/Yukon Command website: 
 

• Respectful Workplace Policy: a customizable template for branches to adapt to their 
workplace and review annually. 

• Investigation Procedures Template: template on how to review, document, 
investigate, and respond to complaints and incidents. 

• Intro to Bullying and Harassment Presentation Slides and Video: presentation 
slides and a training video that participants can complete independently or as a group. 
Participants receive a certificate upon completion, which should be kept on file.  

 
Branches with paid staff must ensure workers and supervisors complete annual training. 
Executive members and volunteers are strongly encouraged to participate so everyone 
understands their role and responsibilities.  
 
If you have any questions or need assistance, please contact your Branch Operations Advisor.  
 
In comradeship, 
 
Michelle  
 
 

mailto:info@legionbcyukon.ca
http://www.legionbcyukon.ca/


BC/Yukon Legion Command
Respectful Workplace Training

Intro to Bullying and Harassment
Module 1



Training Objectives

1.Review the Respectful Workplace Policy

2.Discuss what IS and ISN’T Harassment 
including Bullying, Sexual Harassment 
and Discrimination

3.Employer, supervisor and  employee 
responsibilities

4.Reporting Procedures

5.Review Respectful Communication 
Foundations

Presenter Notes
Presentation Notes
Why are we hosting this session?
Refresh everyone on some important aspects for creating a respectful workplace - to provide you with information and tools to support you as an organization and a team to create a respectful workplace.

BC/Yukon Command of The Royal Canadian Legion has a policy in place to support respectful workplaces – Workplace Harassment and Violence Prevention. This includes discrimination. We will spend some time reviewing this policy and focusing on how this policy helps us maintain a workplace where we want to be.  



Respectful Workplace Policy Overview

Royal Canadian Legion is committed to maintaining a respectful,
inclusive, and safe environment for all employees, members,
volunteers, Executive Committee members, and guests. We have zero
tolerance for bullying, harassment, discrimination, violence, or
retaliation in any form. This policy applies within the Branch, at Legion-
related events, during volunteer activities, in electronic
communications, and in off-duty conduct that impacts the workplace.
Everyone is expected to treat others with dignity, fairness, and respect,
contribute to a positive and welcoming culture, and promptly report
concerns. All complaints will be handled confidentially, fairly, and in a
timely manner, with appropriate corrective action taken when
necessary.



WHAT COMES TO MIND WHEN YOU HEAR THE 
TERMS BULLYING & HARASSMENT?

Presenter Notes
Presentation Notes
What comes to mind when we think of the term “Bullying”?

The term may initially conjure up “schoolyard” images…– yelling insults, physical violence, pushing around, stealing lunch money…

But Bullying and harassment is often much more subtle, yet just as harmful.  It is important to recognize disrespectful behaviours. You are setting the tone for the Legion and the team.  Also, how you interact, engage and respond to incidences that are bullying or harassment suggests to others what is acceptable. What is OK. What is not OK.




What is workplace bullying and 
harassment?

Is conduct that is unwelcome and uninvited

Creates an intimidating, hostile or offensive work environment

Tends to have a negative impact on an individual’s work performance

May be verbal, non-verbal, or physical

May be based on the areas and grounds in Human Rights Acts

May be intentional or unintentional

Presenter Notes
Presentation Notes

Quite simply, it is behavior that intimidates or humiliates.  Additionally, just because someone does not intend to intimidate or humiliate doesn’t mean that they are “off the hook”.  Being unaware of how you communicate or how you interact with others is not an acceptable excuse – we all have an obligation to have self awareness when we communicate.  

Bullying and harassment can take the form of: spreading rumors and gossip, making offensive jokes, using insults, blaming, criticizing, belittling, excluding or isolating, making inappropriate gestures, threats, physical violence.

It can be one serious incident, or a series of incidents (think microaggressions, gossip, etc.)

Some examples might include:

 Verbal aggression, insults, or calling someone derogatory names
 Vandalizing a worker’s personal belongings  
 Sabotaging another person’s work
 Spreading malicious rumours
 Carrying out harmful or offensive initiation practices or hazing
 Making personal attacks based on a worker’s private life or personal traits
 Making aggressive or threatening gestures

And this extends beyond the workplace as well.  Cyber-bullying is another form of bullying and harassment. It can include sending harassing emails or text messages, or posting humiliating or intimidating information on social media or websites.

Bullying can come from many sources including co-workers, supervisors and employers, or from external sources such as clients, customers, members of the public, or workers from other organizations.




Definition

A worker is bullied and harassed when someone takes 
an action that they knew or reasonably ought to have 
known would cause that worker to be humiliated or 
intimidated. 

BEHAVIOUR 
THAT 

INTIMIDATES 
OR 

HUMILIATES

Presenter Notes
Presentation Notes
Read def’n…



Finally, just because someone does not intend to intimidate or humiliate doesn’t mean that they are “off the hook”.  Being unaware of how you communicate or how you interact with others is not an acceptable excuse – we all have an obligation to have self awareness when we communicate.  






What are the 
protected 
characteristics in BC? 



What are the Protected 
Characteristics

Age Ancestry Colour Criminal 
Conviction

Family 
Status

Gender 
Expression

Gender 
Identity

Marital 
Status

Mental 
Disability

Physical 
Disability

Place of 
Origin

Political 
Belief

Race Religion Sex Sexual 
Orientation



Case 
Study

#1

Avery and Chris are working a busy evening shift at a 
bar. A regular customer, Dan, has had a few drinks and 
starts directing most of his attention toward Avery.

He makes comments like:
• “You’ve got the best smile in this place—bet you get 

better tips because of it.”
• “Come on, don’t leave yet, I was just getting to know 

you.”

When Avery steps away, Dan calls them back by name 
and lightly taps the bar to get their attention. As the 
night goes on, he stands a bit too close when ordering 
and jokes:
• “You’re stuck with me all night, right?”

Chris notices the interaction and later says quietly:
• “Yeah… Dan can be like that. He tips well though, so 

management usually just lets it go.”
Avery laughs it off in the moment but starts avoiding 
that section of the bar and feels uneasy going back to 
the table. The shift supervisor doesn’t step in, and the 
behaviour isn’t addressed.

Presenter Notes
Presentation Notes
Discussion prompts:
Which parts of Dan’s behaviour could be considered harassment, even if they seem “mild”? 
How does the power dynamic (customer vs. worker) influence this situation? 
What role does the coworker (Chris) play by normalizing the behaviour? 
At what point should a supervisor intervene? What options does Avery have—especially in a customer service environment?

✔ Is this bullying and harassment?
➡️ YES (customer-to-worker harassment)
Why:
Repeated, unwelcome comments and attention
Customer ignores boundaries (calling back, standing close)
Worker feels uncomfortable and avoids area
In BC, employers must protect workers from third-party harassment (customers) as well.
Key teaching point:
✅ Harassment from customers is still harassment—and must be addressed




What is Sexual Harassment?

Gender discrimination based on 
gender, gender identity and/or gender 
expression

Unwelcome sexual behavior that 
adversely affects, or threatens to affect 
terms and conditions of employment

It can be verbal, non-verbal or physical 
conduct of a sexual nature

May be one serious incident or a series 
of incidents

Presenter Notes
Presentation Notes
Some examples of sexual harassment are: 
Sharing sexually inappropriate images or videos
Sending suggestive letters, notes or emails
Displaying inappropriate sexual images or posters
Telling lewd jokes
Making inappropriate sexual gestures
Staring in a sexually suggestive or offensive manner, or whistling
Making sexual comments about appearance, clothing or body parts
Inappropriate touching, including pinching, patting, rubbing, or brushing up against another person
Asking sexual questions, such as asking about someone’s sexual orientation or history
Making comments about someone’s sexual orientation or gender
Asking for sexual favours

Who do you think is affected by sexual harassment?

Everyone! Just like bullying and harassment people of all genders can experience sexual harassment.  





Is Gossip Bullying & 
Harassment?
What is it?

- Talking about another person in a way that 
you wouldn’t talk about them if they were 
present

- Saying something about another person you 
haven’t said directly to them

- Talking about another person in a way that 
makes you right and better than them

So – Is it bullying or harassment?

• Not necessarily, however, at the very least, it 
is negative, counter-productive, and 
destructive to teams and workplaces.

• Gossip becomes B&H when it is persistent, 
harmful, and affects someone’s dignity or 
work environment.

Presenter Notes
Presentation Notes
What is it?
Talking about another person in a way that you wouldn’t talk about them if they were present
Saying something about another person you haven’t said directly to them
Talking about another person in a way that makes you right and better than them
Universally seen as a negative because it can lead to rumours and cause interpersonal conflict
 
The problem with gossip is that it can seem harmless – just a little chat over Zoom, the water cooler or photocopier. And humans are social by nature and social interactions can easily turn into gossip.

Why do we do it?
it’s fun and entertaining; It builds alliances/builds connections; It can make you feel good in the moment; You get to be right /gives you something to talk about; Some leaders think that gossip is a way to find out what people in their org are thinking





Gossip is ground zero 
for bullying and 
harassment
In the US, what percentage of social 
interaction between employees is 
considered to be gossip?

• 66%

• 76%

• 86%

66%

Presenter Notes
Presentation Notes
Raise your hand if you’ve never gossiped about anybody in your life. Thank you for not lying! You gossip; I gossip; we all gossip. It’s a human thing. However, it’s not okay. 

What do you think of when you hear the word gossip? Shout it out


Gossip in your workplace is a virus that infects and destroys everything, especially a healthy workforce is a form of attack, of hurting someone’s character or personal attributes.  It can increase conflict and decrease morale


Gossip betrays trust, confidence, and tears down relationships. Gossip can be considered a covert form of bullying, IF there is a target, the behavior is harmful, and is repeated over time.

Other ways gossip shows up:
Spreading rumors
Hurtful judgments
Sharing confidential information
Tattletailing


The key with gossip is that the comments are hurtful in some way to the person. And typically, whoever is gossiping would never say those comments directly TO the person. Gossip is a common passive-aggressive way of communicating. It can be hard to regulate like other work processes because it is less transparent, and mostly a hidden behaviour.


Gossip is the death of teamwork, gossip breaks down the trust level within the group, and creates rifts in the group, leading to cliques, and employees refusing to work with certain people – this really can be the birth of harassment 


Perhaps this discussion of workplace gossip has you thinking of all the times you have inadvertently contributed to the gossip by just being a casual bystander or not stopping it in its tracks.

The more you listen, the more you encourage it.
If you don’t listen, the gossip has nowhere to go.

So what are some tools we can use to stop it?







What is it?
Gossip is talking about another person in a way that you wouldn’t talk about them if they were present
Gossip is saying something about another person you haven’t said directly to them
Gossip is talking about another person in a way that makes you right and better than them
Its really seen universally as a negative process because it can lead to rumours and cause interpersonal conflict
 

Why do we do it?
it’s fun and entertaining
It builds alliances/builds connections
It can make you feel good in the moment 
You get to be right /gives you something to talk about
Some leaders think that gossip is a way to find out what people in their org are thinking

How should we respond to it?
Are you coming to me to vent or are you coming to me as your manager?
Take the third party out of the conversation and focus on how the person you’re talking to experienced the situation. It’s fair game to talk about their reaction, but not to make assumptions about anyone who isn’t present. “How did you feel when Sam said the plan would never work?”





Scripting Techniques for dealing with 
Gossip

“I’m uncomfortable hearing 
you badmouth her when she 
isn’t even in the room.”

“Wow. You seem really 
upset. Have you had a 
conversation with him about 
this?”

“I’ve noticed that you talk 
about Susan a lot in a 
negative way. Is there a 
reason for this?”

“I’m more interested in what 
you’re up to than talking 
about Roger.”

“Let’s talk about something 
more positive.”

“I share your concerns about 
____ but telling me isn’t 
going to make it better.  I 
think you need to tell ____.”

Presenter Notes
Presentation Notes
Gossip plays an important role in casual discussion, and the workplace is not immune to this phenomenon.

gossip serves as an informal communication and information sharing medium, and these are some tips how to deal and/or stop with gossiping behaviours



WHY CAN 
BULLYING & 
HARASSMENT 
BE HARD TO 
RECOGNIZE?

Presenter Notes
Presentation Notes

Almost all (93%) of what we communicate is dependent on TONE and BODY LANGUAGE– this is why bullying and harassment is often subtle, and can be hard for people to report, even if they “know” it is happening. 

Only a mere 7% of what we communicate is through the actual words.  

The other 93% is Tone (38%) and Body Language (55%).
 What is body language:  the gestures, movements, and mannerisms by which a person or animal communicates with others – with their face or their body

While these factors do the overwhelming majority of the communicating, they are harder to “quantify” in an objective way.  The majority of Bullying & Harassment is subtle through tone and body language.




 



Off Duty Conduct
Even when Legion members are off the 
clock, like sitting down for a drink after 
a shift or volunteering at the bar, the 
bullying and harassment policy still 

applies.

Why?

WorkSafeBC says that if the behavior 
affects the workplace or working 

relationships, it can still be considered 
workplace harassment.

Presenter Notes
Presentation Notes
Off-Duty Conduct Still Counts
Bullying and harassment is not limited to conduct that occurs during scheduled working hours or within the physical workplace. In accordance with WorkSafeBC expectations, this policy applies to off-duty conduct where such behaviour has a negative impact on the workplace or working relationships.
 
In a Legion Branch environment, this includes time spent at the Branch outside of working hours, after shifts, during socializing, at events, or while volunteering. Conduct that occurs in these settings may be considered bullying and harassment if it creates an intimidating, humiliating, hostile, or uncomfortable environment for any staff member, volunteer, member, or guest, or if it affects a person’s ability to feel safe and respected in the workplace.
 
 
Where off-duty conduct affects the work environment or a person’s ability to perform their role, it may result in a complaint under this policy and will be addressed in accordance with the Branch’s reporting and investigation procedures



Insulting, demeaning, or 
aggressive comments made while 
socializing at the Branch

Repeated unwanted interactions, 
comments, or attention during 
social time

Behaviour that escalates during or 
after alcohol consumption

Conduct that undermines a 
person’s dignity or psychological 
well-being

Presenter Notes
Presentation Notes
Examples of inappropriate off-duty conduct may include, but are not limited to:
 
Insulting, demeaning, or aggressive comments made while socializing at the Branch
Repeated unwanted interactions, comments, or attention during social time
Behaviour that escalates during or after alcohol consumption
Conduct that undermines a person’s dignity or psychological well-being




Case 
Study

#2

Amanda is a bartender and has worked with the Branch for three 
years and is well-liked by staff and members.
After finishing her shift on a Saturday evening, Amanda stays at 
the Branch as a patron with several members and coworkers. 
During the evening, another employee, Steve, who is off duty and 
socializing with members, begins making sarcastic comments 
about Amanda's work performance in front of others.
Steve says things such as:
“Maybe if Amanda spent less time chatting and more time 
working, we'd actually get service around here."
"Don't expect much from her tonight—she's only good for the easy 
shifts."
"Everyone knows who really carries this place."
Several members laugh. Amanda appears uncomfortable and tries 
to ignore the comments.
Later in the evening, Steve continues discussing Amanda with 
members at another table, claiming she is lazy, unreliable, and 
receives special treatment from management. Two coworkers hear 
the comments and later tell Amanda about them.
Over the next several weeks, Steve continues making similar 
remarks while off duty at the Branch. Some members begin 
repeating the comments to Amanda during her shifts. Amanda 
feels embarrassed and anxious about coming to work and avoids 
being in the lounge when Steve is present.
Amanda reports the situation to the Branch President.

Presenter Notes
Presentation Notes
Does this situation fall within the scope of the Respectful Workplace Policy even though Steve was off duty?
What specific behaviours in this scenario could be considered bullying or harassment?
Does it matter whether Steve claims he was "just joking"?
How might Steve's behaviour affect:
Amanda?
Other employees?
Members and guests?
The overall workplace culture?
Could Steve's comments contribute to a poisoned environment?
What responsibilities do coworkers who witness this behaviour have under the policy?
What steps should management take once the complaint is received?
What types of evidence might be helpful during an investigation?
�
Facilitator Notes
Participants should recognize that:
✅ The behaviour occurred at the Legion Branch.
✅ The conduct happened while Steve was off duty, but still in a setting covered by the policy.
✅ The policy specifically states that it applies to conduct occurring at the Branch outside working hours, while socializing, attending events, or volunteering. [✅ The behaviour affected Amanda's workplace experience and her ability to feel safe, respected, and comfortable at work. �
Would This Meet the Definition of Bullying and Harassment?
Likely Yes.
Reasons include:
Repeated insulting and demeaning comments.
Public humiliation in front of members and coworkers.
Spreading negative rumours about a coworker.
Conduct that a reasonable person would know could be humiliating or intimidating.
Ongoing behaviour rather than a one-time disagreement.
Negative impact on Amanda's psychological well-being and workplace experience




What is NOT 
Bullying & 

Harassment?

Expressing differences of opinion

Offering constructive feedback

Making a legitimate complaint 
about another employee’s conduct

Reasonable management action

Presenter Notes
Presentation Notes
Bullying and harassment can be difficult to recognize, because not every unpleasant interaction at the workplace is bullying and harassment.  

Here are some examples of what is not bullying and harassment.  

REASONABLE MANAGEMENT ACTION could include:
enforcing workplaces policies/procedures
evaluating and measuring performance
providing constructive feedback, discussing disciplinary action in private
dismissing, suspending, demoting with just cause.

Other scenarios which, although not good, in and of themselves, are not bullying or harassment
Workplace conflict or unpleasant interactions
Poor workplace communication
General grumpiness
Interrupting (non-targeted)

Decision making in the following areas is considered reasonable Managerial Action:
-   	Decision making related to job duties or work being performed
-   	Decisions on workloads deadlines, layoffs, transfers, promotions, reorgs
-   	Any action that you take related to how work is conducted, your supervision, feedback
-   	Performance Evaluations and management,
-   	Discipline, suspensions, terminations








What are the Employer’s 
Obligations?

Maintain a safe, healthy 
workplace, free of 

harassment

Legally responsible for 
ensuring harassment 
doesn’t occur in the 

course of employment

Responsible for 
ensuring employees 

are not bullied by 
supervisors, co-

workers, and others

Develop and 
implement an effective 
respectful workplace 
policy and provide 

training on it

Ensure all employees 
have access to the 

policy

Make sure all 
employees understand 
the policy and how to 

make a complaint 
under the policy

Presenter Notes
Presentation Notes
Now that we know what Bullying & Harassment is… we can talk about our obligations & responsibilities



What are the Employee’s 
Responsibilities?

Treat co-workers, including 
management and staff 

employees, customers, and 
guests with respect.

Report incidents of observed 
and/or experienced 
harassment and/or 
discrimination to 

management, and/or the 
appropriate party as per the 

reporting procedure.

Take necessary steps to 
cease incidents of 
harassment and/or 

discrimination of other co-
workers.

Co-operate with an 
investigation of a harassment 

and/or discrimination 
complaint.

Comply with this policy, 
procedures, and legislated 

responsibilities.

Presenter Notes
Presentation Notes
Now that we know what Bullying & Harassment is… we can talk about our obligations & responsibilities



Speak Up - 
Don’t Stay 

Silent

• One of the most powerful way to stop bullying and 
harassment is to be an active by-stander.  

• This means stand up, speak out, and support those in need. 
• Your actions can make a difference. 
• Together, we create a safer and more respectful community. 
• Remember, staying silent can allow harmful behaviors to 

continue. 
• Don't just be a bystander—be the change.



Retaliation
• Everyone has the right to report in good faith incidents of 

discrimination, harassment, bullying and inappropriate 
behaviour without fear of retaliation. 

Presenter Notes
Presentation Notes
Examples of retaliation



Case 
Study

#3

Jordan notices that since raising a concern 
about workload distribution, their manager, 
Priya, no longer invites them to informal team 
check-ins or after-work discussions where 
decisions are often shaped.

When Jordan asks for updates, Priya 
responds:

“Oh, we didn’t think you’d be interested.”

“We’re trying to keep things more 
streamlined.”

Jordan still receives assigned tasks but feels 
increasingly out of the loop and unsure about 
expectations. Other team members don’t 
seem to notice anything unusual, and Priya 
remains polite in all direct interactions.

Presenter Notes
Presentation Notes
Discussion prompts:
Can exclusion or subtle changes in communication count as bullying or harassment?
How might this impact Jordan’s ability to do their job?
What should a manager consider after an employee raises a concern?
How could this situation be addressed early before it escalates?

✔ Is this bullying and harassment?
➡️ POSSIBLY (situational, but concerning)
Why:
Subtle exclusion after raising a concern
Potential retaliation or unfair treatment
Impacts Jordan’s ability to do their job
It may not be obvious harassment on its own, but patterns of exclusion + impact on work can qualify.
Key teaching point:
✅ Bullying isn’t always obvious—it can be quiet and indirect




Why do we Care so much Bullying at Work?

47% of women and 31% of 
men in Canada report 
experience some form of 
workplace harassment or 
sexual assault during their 
working lives

Presenter Notes
Presentation Notes
Read stats:

Proportion of employees who reported ever experiencing workplace harassment or sexual assault in the workplace, by gender and age group, Canada

It’s not an insignificant number of people and because bullying at work still happens.  BC has had policy around the reduction of B&H in the workplace since November of 2013 and it has been a compensable injury since 1996 – bullying is still alive in workplaces and it’s not just a new age belief– let’s make it sure it doesn’t happen here.  

Tell story of how older generations may think it’s silly (my dad for example) who never really understood the impact until his child (me) was “iced out” at work for three months.  (KFC and no one spoke a word to me for my three months there in 2006).  Once he saw how this impacted me and how it changed how I acted at home and how I thought of myself did he understand how important it was.  



Reporting Procedures
Step 1:
If they feel comfortable doing so, the victim or observer 
of Bullying and Harassment or Discrimination may contact 
the alleged bully/harasser to discuss that the behavior is 
contrary to the Respectful Workplace Policy. Ask the 
person to meet with you in a comfortable setting and 
explain your position. Request that they stop the 
behavior that violates this policy, While this is  often the 
simplest and most effective way to end the harassment, a 
victim or observer of harassment is not obligated to 
confront the alleged harasser.

Presenter Notes
Presentation Notes
Who knows the steps? Anyone want to guess?



Reporting Procedures
Step 2:
If the Bullying and Harassment or Discrimination does not stop, the victim or observer 
may file a complaint or report the concern to the Manager or Branch Administrator. If 
the incident is involving the Manager or Branch Administrator, you may report it to the 
President of the Executive Committee.
Unless exceptional circumstances exist, a complaint or report must be made within 6 
months of the alleged incident(s), but employees are encouraged to report within 24 
hours. All complaints will be taken seriously and will be dealt with fairly and promptly.
A complaint or report should include any relevant documents (emails, photographs, 
physical evidence, etc.) to support any allegations and should reference the following 
information:
 The names of the parties involved
 Any witness(es) to the incident
 The location, date, and time of the incident(s)
 Details about the incident (behaviour and/or words used)
 Any additional details that would help with an investigation

Presenter Notes
Presentation Notes
Who knows the steps? Anyone want to guess?



Reporting Procedures
Step 3:
The Manager or Branch Administrator, or their designate, will initiate an investigation 
into the complaint or report promptly.

The Respondent is entitled to a fair hearing. The complainant, the respondent and any 
witnesses will cooperate when interviewed. The Respondent will be given details of 
the complaint and will be provided reasonable opportunity to respond.

All investigation proceedings will be documented, and upon completion of the 
investigation the assigned investigator, including cases where external parties are 
hired, will file a report of findings with recommendations.

If an employee's complaint or report of Bullying and Harassment is found to have 
merit, then appropriate remedial or disciplinary action will be taken. This action may 
include education and training, modification of policies and procedures, or formal 
disciplinary action up to and including dismissal of the offending person(s).

Presenter Notes
Presentation Notes
Who knows the steps? Anyone want to guess?



Respectful 
Communication

Communication is constantly changing– how do 
you and your colleagues communicate?

Presenter Notes
Presentation Notes
How do most of you communicate with each other?



Respectful 
Communication - In 

Person

• Active Listening: Pay attention, show 
interest, and avoid interrupting.

• Body Language: Maintain eye contact, use 
open gestures, and avoid crossing arms 
and rolling eyes.

• Tone of Voice: Use a calm and friendly 
tone, avoid shouting or sarcasm.

• Respect Boundaries: Give personal space 
and avoid invading others' comfort zones.

• Constructive Feedback: Offer feedback in 
a positive and supportive manner.

Presenter Notes
Presentation Notes
Also be aware of how you like to be communicated with – and also be aware of what may trigger you.  

Example: Some individuals are extremely forthright and ask instead of tell – for some receiving this type of communication it may not phase them at all and they will do what is told without issue…. While others (like my husband) will immediately become defensive (sullen even) and will either not do it, do it poorly and/or build resentment.  This will could fester to a point where two individuals become unable to function.  

How is this avoided? – obviously we all like please’s and thank you’s but sometimes it’s not possible or just not something someone is aware they come off as rude and/or demanding.  Finding a good time and place – maybe asking the person to sit down and share a coffee to discuss things that may “set” them off could help rebuild and repair a working relationship.  



Respectful 
Communication - 

Texting

• Clarity: Be clear and concise, avoid 
ambiguous messages.

• Tone: Use polite language, avoid using all 
caps (which can be seen as shouting).

• Timing: Respect others' time, avoid texting 
late at night or during busy hours.

• Emojis: Use emojis to convey tone but 
don't overuse them.

• Response Time: Respond promptly but 
don't expect immediate replies.



Respectful 
Communication 

- Email

• Subject Line: Use clear and relevant 
subject lines.

• Greeting: Start with a polite greeting 
(e.g., "Dear [Name]," or "Hello [Name],").

• Body: Be concise, use paragraphs for 
readability, and stay on topic.

• Tone: Maintain a professional and 
courteous tone.

• Closing: End with a polite closing (e.g., 
"Best regards," or "Sincerely,").

• CC’s or BCC’s: Do not CC or BCC 
unneeded individuals.  If you are going 
back and forth with someone remove 
the CC & BCC and once a consensus is 
reached summarize the issue and send it 
if needed.



Respectful 
Communication - 

Social Media
• Professionalism: Maintain a professional 

tone, even on personal accounts.

• Privacy: Respect others' privacy, avoid 
sharing personal information without 
consent.

• Positive Engagement: Engage positively, 
avoid negative or inflammatory comments.

• Credibility: Share accurate information and 
avoid spreading rumors.

• Responsiveness: Respond to comments 
and messages politely and promptly.



Respectful Communication Tips

UNCONSCIOUS BIAS

ACTIVELY LISTEN

THINK ABOUT HOW 
YOU PRESENT 
YOURSELF TO OTHERS

SPEAK TRUTH AND 
AVOID HEARSAY

VALUE DIFFERENT 
OPINIONS

Respectful Communication Tips

Presenter Notes
Presentation Notes

Respectful communication in the workplace is the backbone of an inclusive, motivated, and productive workforce. But everyone must play their part because it only takes one disrespectful communicator to spread negative energy. 
Demonstrating respectful communication by following a few best practice guidelines could be an easy and effective way to make a big difference in your team.


Unconscious bias
One of the biggest obstacles to maintaining respectful communication in the workplace is unconscious bias. Essentially, unconscious biases are the social stereotypes some people hold about certain groups of individuals which cause them to treat members of those groups differently without even knowing.

Showing a lack of interest in the ideas of younger colleagues because of their age or giving preference to colleagues with similar cultural backgrounds to your own are some of the many examples of how unconscious bias can affect our communication with others.

Allowing unconscious bias to influence how we communicate with others can have a negative impact on employee morale, our ability to collaborate effectively in teams and job satisfaction – of others and yourself. Once you are aware of your own biases, it becomes easier to mitigate against them, leading to equal and respectful treatment for everyone and helping to build a more diverse workforce, which of course benefits both the employer and the employees.  

Actively listen

When someone is talking to you, do you listen? You’ll probably say, “of course!” But are you really hearing them? It seems that with so many distractions in our lives today and in the office that active listening is slowly slipping into extinction.  Too often, we are so absorbed with ourselves and thinking about when we need to pick up the kids, what we are having for dinner, etc that we don’t actively listen when someone is talking. We’ve all done it, so you are not alone!

Two-way communication is a way of showing that you value others’ perspectives. Not being prepared to hear the opinions of others makes people feel undervalued and affects their morale, especially if this behaviour is repeated. There’s also plenty to gain from listening to the other side. Hearing what someone else has to say in response to your communication will often open your mind to alternative ways of thinking or even new ideas for doing something better.

Think about how you present yourself to others

Everyone responds differently to alternative communication styles, so be mindful of how you come across to individuals. Some people might appreciate self-confidence, energy, or ability to make light of tricky situations, while others might find this intimidating or even offensive in certain situations. Similarly, a lack of passion or non-emotive communication style during challenging times could come across as insensitive or careless to some, while others might interpret this as calming and value your laidback vibe.

When dealing with people in the workplace through the ups and downs and everything in between, it’s crucial to consider your audience and how you want them to think, feel and act as a result of your conversation. Be prepared to read visual cues to ensure that you are communicating in a way that is helpful, and that will get the best out of people, whatever the circumstances.

Speak truth and avoid hearsay
Communicating on matters – whether verbally or via email – when you’re not sure of the facts can cause unnecessary worry, offence, or harm to others. Before communicating, always spend time fact checking what you’re about to say, gain the relevant permission and avoid any temptation to embellish the truth or spread gossip. 

Value different opinions

Teams solve problems more quickly and are more productive when they are enriched with a variety of skills and perspectives, which are usually influenced by the differences in people’s background and experiences. To get the most from a diverse team, it’s important that every person’s view is heard and considered, even if it’s different to your own.
When communicating with someone who has a different opinion, make sure you acknowledge that their opinion matters and that you’re willing to consider their view. As you are part of a team working towards common goals and objectives, any difference in opinions will stem from a place of positivity – even it it’s ‘agreeing to disagree’.







Common Pitfalls to Avoid

Being vague or unclear

Using written 
communication when in it 

should have been in 
person 

(or vise versa)

Tone and sarcasm

Not adapting to your 
audience Being defensive or hostile

Forgetting that everything 
written down is written 
down and saved for all 

eternity



In SUMMARY…

• Bullying, Harassment and 
discrimination are serious 
matters, and must be 
addressed and reported as 
soon as it is observed or 
experienced.

• We takes respectful workplace 
seriously and has protocols 
and policies in place.

• If you are a bystander, SPEAK 
UP! Otherwise, you are 
condoning the behaviour.

• Not every unpleasant experience 
in the workplace is bullying or 
harassment.

• Bullying & Harassment are 
serious words and should not be 
used lightly.

• Take a stand, by avoiding 
participating in behaviours that 
foster a culture where bullying 
and harassment can grow, such 
as gossip, apathy, or indifference.

• BE the worker you want to have 
in the workplace…
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