RA11.1
Appendix A

CREATET()

APPENDIX A: CREATETO HR POLICIES

(Reviewed by internal legal counsel and staff at Strategic and Corporate Policy, City Manager’s office.
In virtually all cases, fully aligned with the City)

POLICY CATEGORY POLICIES

Accessibility, Code of Conduct, Disclosure of Wrongdoing and Reprisal
Protection; Domestic Violence Policy and Program, Employment Equity,
Health and Safety, Privacy, Harassment and Discrimination, Personal
Emergency Leave, Privacy, Use of Resources During an Election Period
(Prepared per compliance requirements)

LEGISLATIVE / CITY
COMPLIANCE

PREGNANCY / PARENTAL

- . o . .
LEAVE Top Up. Maintain current practice of 75% top up (inclusive of El)

Vacation. Grandfather existing plan (3 weeks up to 5 years, 4 up to 10, 5
up to 20, 6 after 20

2 Personal Days

LEAVES / TIME OFF
4 Bereavement Days

Paid Jury Duty/Witness Service

TRAVEL (will be included in
CreateTO expenditure

policy)

Business Travel. Mileage $ .54/km up to 5,000 km annually, $ .48
thereafter. Air: coach/economy class
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ACCESSIBILITY

CreateTO is committed to meeting its current and ongoing obligations under the Ontario Human Rights Code
respecting non-discrimination.
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1. COMMITMENT TO SERVICE FOR INDIVIDUALS WITH DISABILITIES

CreateTO understands that obligations under the Accessibility for Ontarians with Disabilities Act, 2005 (AODA)
and its accessibility standards do not substitute or limit its obligations under the Ontario Human Rights Code or
obligations to people with disabilities under any other law.

CreateTO is committed to complying with both the Ontario Human Rights Code and AODA.

CreateTO is committed to excellence in serving all customers including people with disabilities.

Our accessible customer service policies are consistent with the principles of independence, dignity, integration
and equality of opportunity for people with disabilities.

2. AsSISTIVE DEVICES

People with disabilities may use their personal assistive devices when accessing our goods, services or facilities.
In cases where the assistive device presents a significant and unavoidable health or safety concern or may not be
permitted for other reasons, other measures will be used to ensure the person with a disability can access our

goods, services or facilities.

We will ensure that our staff are trained and familiar with various assistive devices we have on site or that we
provide that may be used by customers with disabilities while accessing our goods, services or facilities.

3. COMMUNICATION

CreateTO will communicate with the general public and invited guests of our office with disabilities in ways that
take into account their disability and allow them to communicate effectively for the purpose of receiving and
requesting CreateTQ’s services.
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Employees who provide frontline services to the general public and invited guests of our offices must be
responsive to individuals’ needs on a case-by-case basis. For example, CreateTO employees will, on request,
communicate with individuals via teletypewriter (TTY), e-mail, or large-font communication. We will work with
the person with a disability to determine what method of communication works for them.

4. SERVICE ANIMALS

We welcome people with disabilities and their service animals. Service animals are allowed on the parts of our
premises that are open to the public.

When we cannot easily identify that an animal is a service animal, our staff may ask a person to provide
documentation (template, letter or form) from a regulated health professional that confirms the person needs
the service animal for reasons relating to their disability.

A service animal can be easily identified through visual indicators, such as when it wears a harness or a vest, or
when it helps the person perform certain tasks.

A regulated health professional is defined as a member of one of the following colleges:

College of Audiologists and Speech-Language Pathologists of Ontario

College of Chiropractors of Ontario

College of Nurses of Ontario

College of Occupational Therapists of Ontario

College of Optometrists of Ontario

College of Physicians and Surgeons of Ontario

College of Physiotherapists of Ontario

College of Psychologists of Ontario

College of Registered Psychotherapists and Registered Mental Health Therapists of Ontario

S A R R R

If service animals are prohibited by another law, we will do the following to ensure people with disabilities can
access our goods, services or facilities:

= explain why the animal is excluded

= discuss with the customer another way of providing goods, services or facilities

5. SUPPORT PERSONS

In general, all individuals are welcome to bring a friend or a family member with them when attending meetings
or information sessions at or with CreateTO. Similarly, individuals are welcome to bring their support persons
(i.e., persons specifically assisting individuals in respect of a disability) with them when meeting with CreateTO
employees, attending public meetings, or when visiting areas of CreateTO that are open to the public.

6. NoTICE OF TEMPORARY DISRUPTION

Notice will be provided for all planned and unplanned disruptions CreateTO’s offices and services at
www.createto.ca, and such disruptions will be scheduled so as to minimize any inconvenience to individuals.
Notice of a planned disruption of telephone lines will be placed on CreateTO’s outgoing main switchboard
message. Notice of any unexpected disruption in these services will be similarly provided as noted above, to the
extent possible.

In the event of a disruption affecting the accessibility of public information sessions held at off-site locations,
notice will be provided to attendees and CreateTO will find reasonable alternatives for affected individuals as
needed on a case-by-case basis.



Page 3 of 3
ACCESSIBILITY

7. TRAINING

CreateTO will provide accessibility training to all employees who deal with individuals or other third parties on its
behalf. The type of training given will be targeted to the nature of the employee’s interaction with third parties,
for example, employees providing frontline services and those who participate in developing service policies,
practices and procedures will receive more extensive training than other areas.

Training will include the following topics:

= The purposes of the Accessibility for Ontarians with Disabilities Act, 2005 and the requirements of

the individual service standard;

How to interact and communicate with individuals with various types of disabilities;

How to interact with individuals with disabilities who use an assistive device or require the

assistance of a service animal or a support person;

= What to do if an individual with a disability is having difficulty in accessing CreateTO’s premises or
services;

= CreateTO policies, practices and procedures relating to the individual service standard.

=
=

Training will be provided to new employees upon hire. Training will also be provided periodically in connection
with changes to this policy, and its related practices and procedures.

8. FEEDBACK

Feedback on this policy and on CreateTQ’s provision of services to individuals with disabilities may be provided in
writing, by telephone, or by electronic communication directed to the Director, Human Resources.

Feedback will be reviewed and any complaints will be addressed as soon as is practical. An acknowledgment of
feedback will be issued within seven business days. The acknowledgment will indicate how and when the matter
will be addressed. CreateTO will follow up with any required action within the timeframe noted in the
acknowledgement.

Effective Date: January 2018
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CoDE OF CONDUCT

CreateTO is committed to ensuring we consistently maintain the highest standards of ethical behavior and advance the
public service as a professional body that is objective, impartial and ethical, with consistent public service
requirements. We are committed to conducting the business of the organizations fairly, honestly, efficiently and in
compliance with all corporate and legal requirements.
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1. INTRODUCTION

The Code of Conduct (the “Code”) sets out the expected standards of behaviour for the conduct of CreateTO
representatives in the conduct of business. It applies to all of the following (“Individuals”):

e Permanent, contract, and part-time employees and volunteers of CreateTO, including any employees
seconded to CreateTO from the City or any of its agencies, boards or corporations (“Employees”); and
e Any consultant or advisor who works on CreateTO’s premises for more than four weeks.

Where specific provisions of the Code apply to only a group, but not all, Individuals, that will be identified within
the specific provisions.

The Head of CreateTO is responsible to (i) promote ethical conduct and decision-making; (ii) ensure Individuals
are familiar with the ethical rules in the Toronto Municipal Code, Chapter 192 and provide guidance on their
application, and (iii) provide advice and guidance to staff on situations involving conflict of interest, political
activity and other ethical matters. This Code serves these purposes. The Code cannot directly address every
situation in which Individuals may find themselves. It does not preclude the use of common sense and good
judgment. Rather, it provides a set of rules and ethical standards to be used as a guide for the day-to-day conduct
of business. Compliance with the Code is mandatory. Any breach of the Code may result in disciplinary action, up
to and including dismissal for just cause.

This Code operates along with and as a supplement to the existing statutes governing the conduct of CreateTO

representatives. The following provincial and federal legislation governs the conduct of CreateTO representatives:
e the City of Toronto Act, 2006;

the Municipal Conflict of Interest Act;

the Municipal Freedom of Information and Protection of Privacy Act;

the Ontario Human Rights Code;

the Securities Act; and

the Criminal Code of Canada.

In addition to this Code, Individuals must comply with the standards of conduct of any professional organization
to which they belong (e.g., CMA Society, Law Society, etc.). Where these standards differ from the Code,
Individuals must always comply with the higher standard.

In addition to this Code of Conduct Policy, CreateTO has policies to deal with Conflict of Interest for Directors and
Officers, and a Wrongdoing and Reprisal Protection Policy to deal with the reporting, investigation and resolution
of concerns.

2. WHERE TO GO FOR HELP

CreateTO encourages Individuals to consult with their managers as necessary to clarify policies, including the
Code, or to raise concerns. An Individuals’ manager, director, SVP or the Director, Human Resources can advise on
any uncertain situations. The Director, Human Resources is the designated executive with responsibility for
ensuring compliance with the Code of Conduct and for coordinating the Wrongdoing and Reprisal Protection
Policy associated with this policy, except where otherwise noted. Compliance with this code is required and any
breach of this policy can result in disciplinary action up to and including dismissal. Individuals are expected to
apply the Code in day-to-day responsibilities and decision-making activities while employed at CreateTO.
Confidentiality obligations outlined in the Code continue after you leave CreateTO. If in doubt, it is better to ask
and be certain than to assume an activity is acceptable and later discover it is not.
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3. CORE VALUES

Each Individual’s fundamental obligation is to understand and comply with applicable law and CreateTQ’s policies
and procedures, to conduct themselves with personal integrity, ethics, honesty and diligence, to maintain political
neutrality and to perform his/her duties in a manner that reflects our core values:

Fairness Being consistent, equitable and balanced

Integrity Conducting business honestly and ethically

Respect Treating each other with dignity and trust

Service Exceeding expectations to all internal and external contacts
Teamwork Working together to achieve results

A number of the provisions of this Code incorporate policies and procedures adopted by Toronto City Council.
Individuals are required to observe the terms of all policies and procedures established by CreateTO and any
Council policies and procedures that apply to CreateTO or its Employees.

Individuals with management or oversight responsibilities have a further obligation to exercise reasonable
supervision over Individuals reporting to them to ensure that the Individuals are conducting themselves in
accordance with their obligations.

4. WORKPLACE CONDUCT

Individuals must act courteously, professionally and ethically when dealing within and outside the organization.
Individuals must work to maintain a culture of cooperation, respect and trust, and fulfill their responsibilities with
integrity and diligence.

4.1 Accurate Records

CreateTQ’s records must contain a clear representation of all of the true facts of the components of every
business action. Individuals have a duty to prepare and maintain accurate and complete business records. Never
participate in the creation of a false or misleading record, or the destruction of records, except in accordance with
documented Records Retention and Disposal practices.

4.2 Harassment and Discrimination

CreateTO complies with all applicable legislation, including the Ontario Human Rights Code and the Occupational
Health and Safety Act, and strives to provide a work environment that supports diversity, where all Individuals
and job applicants have an equal opportunity to reach their potential, free from all forms of violence and
discrimination, including sexual and other forms of harassment. Harassing conduct, including any behaviour that a
reasonable person would conclude contributes to an intimidating or offensive environment, will not be tolerated
from Individuals or from outside parties with whom we deal (please see the Harassment & Discrimination Policy).

5. CONFLICTS OF INTEREST

Individuals must abide by the Conflict of Interest provisions in Toronto Public Service By-Law, Chapter 192, Public
Service, Toronto Municipal Code, which can be accessed at https://www.toronto.ca/wp-
content/uploads/2017/11/9208-Chapter 192 Toronto Municipal Code Article IV Conflict of Interest.pdf.

Individuals must avoid situations where their personal interests conflict with their duty to CreateTO. A conflict of
interest occurs when: (i) an Individual’s personal interest or obligation could compete or be perceived to compete
with their duties or responsibilities to CreateTO; (ii) an Individual can use their position for private gain or
expectation of private gain; or (iii) in the case of (i) or (ii), the personal interest benefits an Individual’s family,


https://www.toronto.ca/wp-content/uploads/2017/11/9208-Chapter_192_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
https://www.toronto.ca/wp-content/uploads/2017/11/9208-Chapter_192_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
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friends or organizations in which the Individual or his or her family or friends have a financial interest. A personal
interest may create:

e an actual conflict, (for example - an Individual owns property or a business interest that is directly related
to property CreateTO is proposing to sell, and the Individual is involved in or able to influence CreateTO’s
decision or negotiations regarding the sale);

e apotential conflict, (for example - an Individual responsible for selling one of CreateTO’s assets is also
responsible for selling on behalf of others, and may at some point be placed in a conflict situation); or

e a perceived conflict, (for example - an Individual who is involved in choosing suppliers, purchasers or
consultants for CreateTO is a close friend of an employee of a particular supplier, purchaser or consultant
and often attends personal and family events in their presence).

These examples are intended to illustrate the types of conflicts that should be avoided and should not be
considered an exhaustive list.

Individuals must not use their positions to give anyone preferential treatment that would advance the Individual’s
own personal interest or that of any other party where such advance is contrary to the interests of CreateTO.

While conflicts must be avoided wherever possible, some conflicts can be appropriately managed or cured
through full disclosure and separation of duties. In general:

e you must disclose in writing to the Head, Legal & Corporate Secretary all situations where there is a
conflict of interest, including a potential or perceived conflict of interest;

e you must take all reasonable measures to avoid situations in which you, or your spouse, children or other
relatives or associates, could directly or indirectly benefit personally from a transaction or contract with
CreateTO or from your knowledge of or ability to influence decisions for CreateTO;

e where an actual, potential or perceived conflict of interest may exist:

0 CreateTO’s interests must always be considered paramount,

0 You are required to immediately disclose your interest to the Head, Legal & Corporate Secretary
who will determine how to deal with the conflict in accordance with this policy. Officers must
declare their interests to the CreateTO Board or to the Build Toronto or TPLC Board and to the Head,
Legal & Corporate Secretary at the earliest opportunity in accordance with the approved Conflict of
Interest Policy;

0 Where the Head, Legal & Corporate Secretary determines that there is a conflict, the Head, Legal &
Corporate Secretary should exclude the conflicted Individual from any involvement in negotiations,
discussions or decision-making by CreateTO from which the conflict arises, unless the conflict is
determined to be immaterial.

5.1 Outside Activities and Directorships

Employees are entitled to choose how they spend their non-working hours; however, they must not engage in
any outside activity, including acting as a director, which could interfere with the proper discharge of their duties
to CreateTO. Unless authorized by the Director, Human Resources, outside activities should not be carried on
during working hours or using CreateTO’s facilities or resources and must not imply CreateTO’s sponsorship or
support for the outside organization or its initiatives. Authorization to use CreateTO’s facilities for or spend
working hours on an outside activity will generally be given for activities such as participation in professional
organizations or courses related to business functions.
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Employees may not:

e knowingly be employed by, have a financial interest in, or borrow from (except on widely offered
customary terms), a supplier or service provider of CreateTO;

e purchase or own residential or commercial units within CreateTO projects, properties or joint ventures
without the express written approval of the CreateTO Board of Directors. This applies to Employees’
spouses and immediate family members as well;

e receive fees or benefits for referring CreateTO or CreateTO staff members to an outside business or
referring an outside business to CreateTO staff members;

e engage in any other external employment or business activity unless:

0 the activity is legal and does not compete with or conflict with CreateTO’s interests or adversely
affect the reputation of CreateTO,

0 the activity does not benefit from confidential information obtained by the Employee during the
course of their employment with CreateTO.

If an Employee is a director of a corporation at the request of CreateTO or in the capacity as a CreateTO Employee
or Officer, the primary responsibility is to protect CreateTO. Any securities or fees awarded to you as a director
must not be collected by the Employee, but given to CreateTO.

For directorships other than those held at the request of CreateTO, all Employees must disclose any board or
similar positions they hold (see Form One attached) on an annual basis. In addition, before accepting a board
appointment for a public or private business entity, or nonprofit or charitable directorships with fiduciary
responsibility, Employees must seek approval from the Director, Human Resources to assess whether there is a
potential conflict.

5.2 Appearing Before City or Agency Committees

An Individual may not appear before a City or CreateTO committee on behalf of a private citizen or third party
other than for themselves or for a family member. Individuals must identify themselves as employees of CreateTO
if they are making a deputation to a City or CreateTO committee, unless they appear as a private citizen on
matters that do not relate to their employment with or service to CreateTO.

5.3 Lobbyists

Individuals must be familiar with the requirements and expectation for dealing with lobbyists as outlined in
Toronto Municipal Code Chapter 140, Lobbying. Individuals should not engage knowingly in communications in
respect of the list of subject matters contained in the definition of “Lobby” as set out in Municipal Code Chapter
140 with a person who is not registered as required by Chapter 140. Individuals should also not knowingly
communicate with a registered lobbyist who is acting in violation of Chapter 140.

Lobbying of public office holders is a permissible but regulated activity in the City of Toronto. Lobbying is defined
and regulated by Municipal Code Chapter 140, Lobbying (the City’s lobbying by-law inclusive of the Lobbyist Code
of Conduct). If an Individual is or at any time becomes aware that a person is in violation of Chapter 140, the
Individual should either refuse to deal with the lobbyist or, where appropriate, either terminate the
communication with the lobbyist at once or, if in the Individual’s judgment it is appropriate to continue the
communication, at the end of the communication, draw that person’s attention to the obligations imposed by
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Chapter 140. Individuals should report any such violation or attempted violation of Chapter 140 to the Lobbyist
Registrar unless the Individual believes in good faith that the violation in communicating or attempting to
communicate with the Individual was inadvertent or 8 insignificant.

6. GIFTS AND BENEFITS

Individuals will not accept, arrange to accept, give or request to be given a reward, gift, advantage or benefit of
any kind from any person or entity that influences or could be perceived to influence the performance of the
Individual’s duties.

An Individual who receives a gift in the performance of their duties, will immediately notify their
manager/supervisor or the Director, Human Resources.

An Individual may accept a gift of nominal value given as an expression of courtesy or hospitality if doing so does
not influence, or would not be perceived to influence, the performance of the Individual’s duties. The head of
CreateTO may pre-determine that no gift may be accepted under any circumstance.

7. CHARITABLE AND POLITICAL DONATIONS

CreateTO must ensure that any expenditure made contributes to our business interests. CreateTO is prohibited
from making political donations (candidate or political party donations), charitable, community, educational,
cultural or religious donations® except:

e participation in or sponsorship of registered charitable events, but only if they:

promote CreateTO’s commercial interests,

provide CreateTO appropriate recognition or reciprocal benefit,
have the prior written approval of CreateTO’s CEO, and

are within a total annual dollar limit for charitable events.

O O OO

e support (i.e., office space, supplies, Individual work time or obsolete equipment) for Individual fund-
raising efforts for broad-based charities, such as the United Way, that are approved by the CEQ;

e attendance and purchase of individual tickets to a charitable event to support the personal volunteer
efforts of a CreateTO Individual where they are a member of the Board or a Committee affiliated with a

Charitable Organization may be approved in accordance with the Business Expense Policy.

CreateTO encourages the valuable contribution that is made by Individuals personally participating in charitable,
community, and similar organizations.

e You may support causes of your choice, but you must ensure that your contribution is not associated, or
perceived to be associated, with CreateTO.

e You may not solicit donations from other Individuals or from CreateTQ’s suppliers or service providers
except in support of CEO-approved charitable initiatives, or with the written approval of your manager.

e You must comply with the requirements of Section 9, Political Activity, of this Code.

L For clarification, the following would not be considered donations by CreateTO:
. Charitable donations made under CreateTO which are financed solely by Individual contributions, to recognize significant life events of
Individuals, i.e. a new baby or, a wedding;
. Membership or event fees paid to professional/industry associations relevant to CreateTO’s business mandate.
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8. POLITICAL ACTIVITY
8.1 General Principles
Individuals must abide by the Political Activity provisions in Toronto Public Service By-Law, Chapter 192, Public

Service, Toronto Municipal Code, which can be accessed at https://www.toronto.ca/wp-
content/uploads/2017/11/8a34-Chapter 192 23 Toronto Municipal Code Article IV Conflict of Interest.pdf.

Individuals have the right to participate in political activity which is balanced against the City’s legitimate interest
in having a public service that both is and appears to be politically impartial.

All Individuals have the fundamental right to vote and attend all-candidate meetings.

All Individuals are entitled to engage in other political activity, subject to the rules in this Code.
8.2 Prohibited Political Activity

Individuals shall not:

1. Use City or CreateTO resources, including facilities, equipment or supplies while engaging in political
activity;

2. Engage in political activity during working hours;

3. Wear clothing or buttons that advertise any candidate, political party or referendum issue while at work;
or

4. Use his or her title or position with CreateTO in a way that would lead a member of the public to infer
that the City or CreateTO is endorsing a candidate, political party or a particular response to a
referendum question.

8.3 Individuals in Designated Positions

The Head or CEO of CreateTO or other Individuals designated by the City Manager or the Head of CreateTO are
“Designated Employees” and the following describes limitations on the political activity in which they may
engage:

1. The Head or CEO of CreateTO may run for elected office, seek appointment to a municipal council or
school board, be a member of a political party, and financially contribute to a candidate’s campaign
(except in a Toronto municipal election) but may not campaign or canvass for a political party or
candidate before or during municipal, provincial and federal elections or in any way related to a Toronto
referendum question.

2. Designated Employees and any Individuals who routinely provide governance and procedural advice
directly to City Council or to the CreateTO board of directors and/or its committees (such as the Head,
Legal & Corporate Secretary and any other legal counsel) are restricted from campaigning or canvassing
to support or oppose a candidate before or during a Toronto municipal election or campaigning or
canvassing on a Toronto referendum question.

3. Individuals who are not Designated Employees and who are uncertain whether intended political activity
may impair or be perceived to impair the Individual’s ability to perform their duties in a politically
impartial manner are required to disclose such political activity and seek guidance from the Head, Legal &
Corporate Secretary.


https://www.toronto.ca/wp-content/uploads/2017/11/8a34-Chapter_192_23_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
https://www.toronto.ca/wp-content/uploads/2017/11/8a34-Chapter_192_23_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
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If you are unsure whether you are a Designated Employee, you can speak with the Director, Human Resources for
clarification.

8.4 Seeking Election or Appointment to Political Office

8.4.1 Candidacy for Toronto Municipal Election

A CreateTO Employee is eligible to be a candidate for and to be elected as a member of Toronto City Council,
subject to the following rules:

1. Asrequired by the Municipal Elections Act, 1996, the Employee must take an unpaid leave of absence to
become a candidate for Toronto City Council.

2. The leave will begin on the day the Employee files his or her nomination papers and will end on voting
day.

3. The Employee must provide written notice, in advance, of his or her intentions to take unpaid leave
pursuant to CreateTO procedures.

4. The Employee is entitled to be paid out any vacation pay or overtime pay owing during the period of the
unpaid leave of absence.

5. Ifthe Employee who takes a leave of absence is not elected, the leave will not be counted in determining
the length of his or her service for any purpose and the service before and after the leave shall be
deemed to be continuous for all purposes.

6. If the CreateTO Employee is elected to Toronto City Council, he or she will be deemed to have resigned
from employment with CreateTO immediately before making the declaration of office referred to in
section 186 of the City of Toronto Act, 2006.

8.4.2 Appointment to Toronto City Council

A CreateTO Employee is eligible to seek appointment to and be appointed as a member of Toronto City Council
subject to the following rules:

1. The Employee must take an unpaid leave of absence.

2. The leave will begin on the day the Employee files his or her declaration of qualification and consent
papers with the City Clerk and will end when City Council determines who will be appointed.

3. The Employee must provide written notice, as soon as reasonably possible, of his or her intentions to
take unpaid leave to seek appointment pursuant to CreateTO procedures.

4. If the CreateTO Employee is appointed to Toronto City Council, he or she will be deemed to have resigned
from employment with CreateTO immediately before making the declaration of office referred to in
section 186 of the City of Toronto Act, 2006.

8.4.3 Candidacy or Appointment to Any Other Municipal Council or School Board

A CreateTO Employee is eligible to be a candidate for and to be elected as a member of any municipal council or
school board or seek appointment to and to be appointed as a member of any municipal council or school board
subject to the following rules:

1. To become a candidate or seek appointment, a CreateTO Employee may take an unpaid leave of absence.

2. If the Employee intends to take unpaid leave, he or she must provide written notice to request an unpaid
leave pursuant to CreateTO procedures.

3. If a CreateTO Employee is elected or appointed to another municipal council or school board, the
Employee is not required to resign, but is subject to the Conflict of Interest policy, other applicable
employment policies and performance expectations.



Page 9 of 15
CobpEe oF ConDucCT

8.4.4 Candidacy for Provincial Legislature of Federal Parliament

A CreateTO Employee is eligible to be a candidate for and to be elected as a member of Provincial legislature or
Federal parliament subject to the following rules:

1. To become a candidate, a CreateTO Employee must take an unpaid leave of absence and provide written
notice to request an unpaid leave pursuant to CreateTO procedures.

2. If a CreateTO Employee is elected to provincial or federal office, they shall be deemed to have resigned
from employment with CreateTO.

8.5 Use of CreateTO Resources

A CreateTO Employee who is on a leave of absence while seeking election or appointment to any elected office
cannot:

1. Use any City or CreateTO resources during that time; or
2. Actin a manner that could reasonably give rise to a presumption that they are using City or CreateTO
resources during the leave period.

All access to City or CreateTO resources, including security, parking, voice-mail and computer access, will be
temporarily disabled during the Employee's leave.

8.6 General

If a CreateTO Employee is unsure about the appropriateness of his or her participation in political activity, the
Employee should consult with the Head, Legal & Corporate Secretary.

A CreateTO Employee who fails to comply with the political activity rules in this article may be subject to
disciplinary action up to and including dismissal.

9. PRIVACY AND CONFIDENTIALITY

Individuals may have access to different types of confidential information in the course of their duties with
CreateTO, including:

e Personal information, which includes names, contact details (excluding business contact information) and
financial and medical information relating to Individuals, or their families. This information is protected
by privacy laws from being collected, used or disclosed to others without the person’s written consent;

e Inside information, which refers to material non-public information relating to the business or securities
of a public company or entity, such as litigation or the content of negotiations, and material which would
be considered ‘inside information’ under the Criminal Code. Information is material if it would reasonably
be expected to have a material effect on the market price or value of the good or information to others
except in the necessary course of business, until it has been publicly disseminated;

e Third party information, which includes business and financial information received in the course of
negotiations for a business transaction or for an ongoing arrangement (i.e., with a supplier or service
provider) pursuant to a confidentiality agreement signed by the parties. These agreements limit the use
and disclosure of the information except as needed to further the transaction or relationship. Third party
business information would also include participating employer information regarding a new Employee’s
former employer. CreateTO must never obtain, use or disclose confidential business information of other
organizations without their consent;
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e Proprietary information, which includes confidential and sensitive CreateTO information, such as Board
deliberations and proprietary, technical, or financial information about CreateTO, and its activities, that
could negatively impact operations if revealed.

e City information, which includes, but is not limited to, privileged information, draft by-laws or staff
reports, third party information, personal information, technical, financial or scientific information and
any other information collected, obtained or derived for or from City records that must or may be kept
confidential under the Municipal Freedom of Information and Protection of Privacy Act or the City of
Toronto Act, 2006.

In order for CreateTO to comply with the above legal and contractual obligations, and to preserve its business
interests and reputation, Individuals must:

e never access or disclose confidential information unless you are expressly authorized by CreateTO and it
is necessary for the performance of your responsibilities to do so,

e never use confidential information to further your own personal interests or the interests of any person
or entity other than CreateTO, and

e protect confidential information by following the security measures described below.

These obligations continue indefinitely, even after you leave or retire from CreateTO.
9.1 Information Security

Individuals must be diligent in protecting confidential information from unauthorized use or disclosure, which
includes taking the following steps:

e Confidential documents must not be left where they can be seen or accessed by unauthorized persons.
Documents prepared by Individuals containing confidential information must be clearly marked
“Confidential” before being distributed.

e Physical measures such as locking storage rooms and file cabinets, securing personal computer
databases, and password protecting mobile devices must be followed.

e Avoid copying confidential information to desktop or laptop local drives or to removable USB keys. If
unavoidable, ensure the USB is protected and the information erased at the earliest opportunity.

e When sending confidential information physically or electronically ensure correct addressing, appropriate
protection (sealed or encrypted if possible) and confirmation of receipt.

e Confidential matters must not be discussed in public places where they may be overheard by others, such
as elevators, hallways, restaurants or at social gatherings.

e Only designated equipment in secure premises should be used for faxing and copying confidential
documents.

e CreateTO’s systems must only be remotely accessed from a secure environment (i.e., an Individual’s
home computer or one supplied by CreateTO) since confidential material may inadvertently remain on
the remote system after accessing CreateTO’s systems.
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e Confidential documents must be disposed of by returning them to the provider, archiving or shredding
them.

9.2 Corporate Opportunity
CreateTO studies and is involved in a wide range of opportunities at any time. Individuals may not take advantage
of any of these opportunities for their own benefit or assist any other person in taking advantage of any of these

opportunities for their own benefit, unless CreateTO advises the Individual that it no longer has an interest in the
opportunity.

10. USE OF FACILITIES
CreateTO makes a substantial investment in physical, electronic and staff resources to enable Individuals to carry
out their duties effectively. Individuals must protect assets from theft or destruction, use electronic research and
communication tools responsibly and avoid any activities that would compromise CreateTO’s operational
effectiveness, business or reputation.
Examples of unacceptable use of information technology (IT) facilities include:

e sharing passwords or participating in unauthorized file sharing networks;

e using trivial (easy to guess) passwords and being careless about password secrecy;

e connecting any non- CreateTO approved equipment to the network or connecting internal networked

computers to external networks using a device, such as dial-up modem or broadband link, that bypasses

normal security control points;

e intentionally interfering with the normal operation of IT facilities such as preventing others from
accessing services or attempting to disrupt services, or probing security mechanisms;

e using another person’s user-id to send messages under someone else's identity; and
e accessing or attempting to access information without authorization.
10.1  Personal Use
While CreateTO’s facilities are intended for business use (i.e., for activities related to job functions), limited
personal use by Individuals may be permitted for personal communications and interests; however, any personal
use of CreateTQO'’s facilities, staff or other resources must:
e be conducted on personal time and with minimal resource use;
e notinterfere with CreateTQ’s business operations or create risk to its reputation;
e never be used for:
0 political or personal lobbying purposes;
0 commercial or profit-making purposes not related to CreateTO;
0 unethical orillegal activities, including viewing or transmitting obscene, racist or otherwise

objectionable material;
0 accessing, downloading or sending games, chain letters, or gambling sites; and
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O activities such as posting to newsgroups, use of “chat” facilities, and participation in mail lists, that
may associate CreateTO with controversial issues.

10.2  Personal use of cellular phones, mobile devices and other CreateTO equipment:

CreateTO provides cellular phones and other mobile devices such as Blackberries to those Employees who require
them for business purposes. Personal use of cellular phones, mobile devices and other facilities and equipment
should be minimized. CreateTO will require reimbursement of hard costs associated with any purely personal use.

10.3  Copyright

Copyright is the legal right that persons may claim to limit use of their work-product by others. All original
material is automatically subject to copyright. Generally, copyrighted material that is published (including being
posted electronically) may be copied and used by an Individual who buys or downloads the publication, or obtains
permission from the owner; however, it must not be re-distributed or re-posted by the Individual for use by
others without permission.

CreateTO purchases or licenses computer software for business use. Individuals should not make, acquire or use
unauthorized copies of computer software, or download any software without prior approval from their manager
as the software may contain viruses or be subject to licensing requirements or copyright protection.

CreateTO retains ownership of the copyright in any work-product created in the performance of Individuals’ jobs,
including documents and computer programs. CreateTO’s work may not be distributed to outsiders unless
authorized.

10.4  Asset Ownership and Access

CreateTO retains ownership of all physical assets and IT resources (hardware, software, information, etc.) that it
provides to Individuals. To ensure proper and effective functioning of its facilities, CreateTO may need to examine
both usage of facilities and contents of files and communications at any time. So while limited personal use of
CreateTOQ’s facilities is permitted, there should be no expectation of privacy on the part of users.

11. MEDIA CONTACT AND PUBLIC STATEMENTS

In order to ensure that CreateTO’s reputation is maintained and that messages are consistent, all media inquiries
must be directed to the approved Corporate Communications person, who will answer the inquiry or direct the
media representative to the appropriate person. Similarly, Individuals must not make CreateTO’s material public
or post it to the Internet without prior approval from Corporate Communications.

In all of your dealings as an Employee of CreateTO you must present your personal opinions, ideas, or questions
on issues that may affect CreateTO as your own and not those of CreateTO. To the extent possible, you should
discuss them with a subject matter expert within CreateTO or legal counsel in advance of making any public
statement that may be controversial. When giving presentations at conferences and seminars, Individuals should
generally avoid commenting on specific situations.

12. REPORTING VIOLATIONS

If you are aware of inappropriate or unethical behaviour by others that violates or appears to violate the Code,
you must report it to your manager or the Director, Human Resources. There will be no reprisal against any
Individual for making a report in good faith; however, failure to report a violation may lead to disciplinary action.
The Wrongdoing and Reprisal Protection Policy outlines in detail the reporting obligations of suspected violations
of this Code of Conduct. For the purposes of the Wrongdoing and Reprisal Protection Policy, the definition of
Wrongdoing is any serious actions that are contrary to the public interest including but not limited to:



Page 13 of 15
CobpEe oF ConDucCT

(i) fraud;
(ii) theft of City assets;
(iii) waste:

e mismanagement of City resources or assets in a willful, intentional or negligent manner that
contravenes a City policy or direction by Council;
(iv) violations of the City's Conflict of Interest rules set out in Article IV of Toronto Public Service By-Law,
Chapter 192, Public Service, Toronto Municipal Code, which can be accessed
at https://www.toronto.ca/wp-content/uploads/2017/11/9208-
Chapter 192 Toronto Municipal Code Article IV Conflict of Interest.pdf.; and
(v) breach of public trust.

12.1 Personal or Family Relationships (Nepotism)

As also referenced in the Recruitment Policy if any Individual involved in a recruitment has a close personal or
family relationship with an applicant the relationship must be disclosed to others involved in the recruitment as
soon as the Individual becomes aware of the application.

Employees must not be employed under the direct or indirect supervision of an immediate family member, which
includes:

e Alegal or common-law spouse

e Achild, step-child or grandchild

e Aniece or nephew

e A parent, foster parent or grandparent

e A mother-in-law or father-in-law

e A brother or sister, and brother-in-law and sister-in-law
e Any other relative residing in the same household.

12.2 Wrongdoing and Reprisal Protection Policy

Should you wish further information with respect to reporting/assessing what you consider to be inappropriate
behaviour(s) please reference our Wrongdoing and Reprisal Protection Policy which is available on-line for your
confidential review. The designated executive with responsibility for the Code of Conduct and the Wrongdoing

and Reprisal Protection Policy is the Head, Legal & Corporate Secretary.

12.3  Reprisals and Obstruction

Individuals should respect the integrity of this Code and are obligated to cooperate with investigations conducted
under it. Any reprisal or threat of reprisal against a complainant or anyone for providing relevant information is
prohibited. It is a violation of this Code to obstruct the Director, Human Resources in the carrying out of her or his
responsibilities, as, for example, by the destruction of documents or the erasing of electronic communications.

13. ANNUAL ACKNOWLEDGEMENT OF COMPLIANCE

All Individuals are required, as a condition of their appointment or employment, to annually complete the
CreateTO Code of Conduct acknowledgement of compliance with the Code form, by January 30 of each calendar
year. New staff must complete this process within 30 days of their start date. Any material changes to this
information require another Form 1 to be completed and submitted to the Director, Human Resources within 30
days of any change.


https://www.toronto.ca/wp-content/uploads/2017/11/9208-Chapter_192_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
https://www.toronto.ca/wp-content/uploads/2017/11/9208-Chapter_192_Toronto_Municipal_Code_Article_IV_Conflict_of_Interest.pdf
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Effective: January 2018
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FORM 1 -
OUTSIDE ACTIVITIES DISCLOSURE STATEMENT AND ANNUAL STATEMENT OF COMPLIANCE

I hold the following directorships or similar positions which | am required to disclose to Compliance under
sections 5.1 and 10 of the Code:

(Please list any outside Board or similar positions you hold with any public or private business entity, or nonprofit or charitable

organization. State “none” if you have nothing to disclose. If required, attach an additional sheet)

Name of Organization

Type of Organization
(public/private business,
non-profit/charity)

Senior Management

Approval
(name of approver if
required*)

Position Held
(Director, Trustee,
general partner,
executive committee etc.)

* Note: Employees must receive written Senior Management approval before accepting a board
appointment for a public or private business entity or for non-profit or charitable organizations with
Fiduciary responsibility.

| have received, read and understand the requirements of the Code of Conduct policy and will comply with the
spirit and intent of the policy. | understand that non-compliance with the policy could result in disciplinary action,
up to and including termination of my employment with CreateTO.

Name (please print)

Signature

Date

Manager’s Name (please print)

Signature

Date

Please return your completed form to the Director, Human Resources
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DISCLOSURE OF WRONGDOING AND REPRISAL
PROTECT|ON [FORMERLY CALLED WHISTLEBLOWER POLICY]

CreateTO is committed to achieving the highest standards of openness, accountability, and security. An
important aspect of this commitment is the provision of a mechanism that enables members of the Board of
Directors and employees to voice concerns in a responsible and effective manner.

Employees are often among the first to discover any possibility of wrongdoing. This Policy is in place to
encourage and enable Directors and employees to come forward without fear of reprisal if they honestly believe
they have discovered a serious breach of CreateTO's Code of Conduct.

For clarity, "wrongdoing” is defined as: Serious actions that are contrary to the public interest including but not
limited to: (1) Fraud; (2) Theft of CreateTO assets; (3) Waste: mismanagement of CreateTO resources or assets in a
willful, intentional or negligent manner that contravenes a CreateTO policy or direction by the Board; (4)
Violations of the City's Conflict of Interest rules set out in Article V of the Code of Conduct policy; and (5) Breach of
public trust."
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1. ScoPE

The CreateTO Code of Conduct (hereinafter referred to as the Code) requires directors and employees to observe
high standards of business and personal ethics in the conduct of their duties and responsibilities.

Employees and representatives of the organization must practice honesty and integrity in fulfilling their
responsibilities and comply with all applicable laws and regulations.

This policy affirms CreateTO's commitment to ensure that complaints of illegal or unethical conduct are fully
investigated and addressed in a timely manner and that "whistleblowers" are protected against reprisals for
complaints made in good faith. This policy supports and follows from the reporting provisions in two other
CreateTO policies.
= The Code of Conduct Policy requires all employees and Directors to report violations of the Code to their
manager, the CEO or the Chair of CreateTO.
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= The Harassment and Discrimination Policy permits complaints of misconduct under that policy to be
reported to the Director, Human Resources or the Management team either directly or through any
manager.

The objectives of the CreateTO Whistleblower Policy are to establish policies and procedures for:

= The submission of concerns regarding questionable accounting or auditing matters, illegal or unethical
business practices or other violations of adopted policies of the organization by employees, directors,
officers, and other stakeholders of the organization, on a confidential and anonymous basis.

= The receipt, retention, and treatment of complaints received by the organization regarding accounting,
internal controls, or auditing matters, illegal practices or other violations of adopted policies.

= The protection of directors and employees reporting concerns from retaliatory actions.

For clarity,

2. INDEPENDENCE AND FAIRNESS OF INVESTIGATIONS

It is fundamental to the effectiveness of this policy that every alleged offender is presumed innocent until proven
guilty and that investigations are independent. Persons involved in conducting or overseeing an investigation
must be free from actual or perceived conflicts. In particular:

= a person who makes or is the subject of a complaint must not conduct or oversee any aspect of the
investigation of that complaint; and

= employees must not be involved in an investigation where the alleged offender or the complainantisin a
position senior to, nor is a peer of, the employee.

As soon as possible, but without compromising the effectiveness of the investigation or any anonymity requested
by the complainant, the alleged offender must be notified of the complaint and be given an opportunity to
respond.

3. REPORTING RESPONSIBILITY

Each director and employee of CreateTO has an obligation to report in accordance with this Whistleblower Policy
(a) questionable or improper accounting or auditing matters, (b) other illegal practices or unethical business
practices and (c) violations and suspected violations of CreateTO's Code of Conduct (hereinafter collectively
referred to as Concerns).

4. NO RETALIATION

This Whistleblower Policy is intended to encourage and enable directors and employees to raise Concerns within
CreateTO for investigation and appropriate action. With this goal in mind, no director or employee who, in good
faith, reports a Concern shall be subject to retaliation or, in the case of an employee, adverse employment
consequences. Moreover, an employee who retaliates against someone who has reported a Concern in good
faith is subject to discipline up to and including termination of employment.
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5. REPORTING CONCERNS

5.1 Employees

Employees should first discuss their Concern with the immediate supervisor if they feel comfortable. If, after
speaking with his or her supervisor, the individual continues to have reasonable grounds to believe the Concern is
valid, the individual should reduce the concern to writing and submit the report of the Concern to the Director,
Human Resources or the Management team.

5.2 Directors

Directors should submit Concerns in writing directly to the CEO, or the Board Chair or Corporate Secretary.

6. HANDLING OF REPORTED VIOLATIONS
A complaint involving alleged criminal conduct should be referred to the police.
It is fundamental to the effectiveness of this policy that every alleged offender is presumed innocent until proven

guilty and that investigations are independent. Persons involved in conducting or overseeing an investigation
must be free from actual or perceived conflicts.

Upon learning of the complaint the CEO, or the Board Chair or Corporate Secretary will determine what level of
violation they are investigating. (Still remembering that the person(s) is considered innocent at this point.)

6.1 Classification of Complaints
Complaints under this policy will be classified in two ways, Minor Issues and Major Issues.

A Minor issue: is an issue with minimal financial, organizational or reputational impacts - i.e. excessive personal
internet usage, inadvertent errors on an expense claim, undeclared external interest with no financial impacts,
etc. A Major issue: is an issue with significant financial, organizational or reputational impacts or any issue that
involves a willful fraudulent act or other illegal activity - i.e. an individual who has input into Accounts Payable
setting up a fake invoice and paying the amount of the invoice to themselves/someone they know; accepting
services or prohibited gifts (i.e. building services or use of vacation property) from a vendor who they have
awarded or had influence over who was successful in getting the contract; fraudulent expense or reimbursement
claims; unreported conflict of interest etc.

7. ACTING IN GooD FAITH

Anyone reporting a Concern must act in good faith and have reasonable grounds for believing the information
disclosed indicates an improper accounting or auditing practice, illegal practice, or a violation of the Code. The act
of making allegations that prove to be unsubstantiated, and that prove to have been made maliciously, recklessly,
or with the foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and may
result in discipline, up to and including, termination of employment. Such conduct may also give rise to other
actions, including civil lawsuits.

8. CONFIDENTIALITY

Reports of Concerns, and investigations pertaining thereto, shall be kept confidential to the extent possible,
consistent with the need to conduct an adequate investigation.
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Disclosure of reports of Concerns to individuals not involved in the investigation will be viewed as a serious
disciplinary offense and may result in discipline, up to and including termination of employment. Such conduct
may also give rise to other actions, including civil lawsuits.

9. OVERSIGHT ACCOUNTABILITY

The CEO, or the Board Chair or Corporate Secretary of CreateTO, are accountable for ensuring that complaints of
violations are appropriately investigated, resolved and reported under this policy. Managers must forward any
complaints they receive to the Director, Human Resources unless the complaint is in relation to the Director,
Human Resources and then will pass to the CEO, Board Chair or Corporate Secretary. The Director, Human
Resources must evaluate the nature of the complaint to determine if it would be classified as a minor or major
concern and then respond appropriately.

The role of the CEO in investigations of complaints relating to Directors/Senior Management team is only to
facilitate the retention of appropriate external counsel and to provide resources and access to information
requested by external counsel to properly fulfill the engagement. If the Board Chair or the Corporate Secretary
receives a complaint regarding a Director, they must coordinate any investigation with the CEO. External
investigations are required for complaints involving Directors and Senior Management to avoid potential conflicts
from peers investigating peers or individuals investigating persons with whom they have a direct or indirect
reporting relationship.

The CEO may delegate responsibility for overseeing or investigating specific matters to external counsel or other
staff, including the Director, Human Resources. Where it appears that the Board Chair or Corporate Secretary has
an actual or perceived conflict, the complaint must be referred to the CEO, who must refer the complaint to
external counsel who will report to the CEO.

The CEO, Board Chair or Corporate Secretary or external counsel overseeing the investigation must also ensure
that:

= the CEO is kept informed of complaints against employees (including Senior Management other than the
CEO) and external vendors or consultants;

= the Board Chair is kept informed of complaints against other Directors or the CEO; and

= the CEO is kept informed of complaints against the Board Chair.

In order to protect the confidentiality of the investigation process and the legitimate privacy rights of the

individuals involved, neither the Board Chair nor the Corporate Secretary is required to report complaints or

investigations to the Board or any other Director except as expressly mentioned by the processes set out in this

policy.
10. REPORTING

The Investigator must produce a report of the investigation as expeditiously as possible and provide it to 1) the
CEQ, 2) Board Chair, 3) Corporate Secretary.

The actions that may be taken to address a violation will depend on the particular circumstances including,
without limitation:

= if the violation involves an employee, including Senior Management: disciplinary action up to and
including dismissal; and
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= if the violation involves a Director, including the Board Chair: a reprimand; the suspension or removal
from the position of Board Chair, Committee Chair or Committee Vice Chair; a request for resignation; or
disclosure of the sanction to the shareholders Civic Appointments Committee.

In the case where an employee has been found innocent of the accusation, the investigation report, nor any
reference to it, may be kept in the employee's personnel file.

From time to time, the Corporate Secretary will provide a report to the Board outlining any complaints received
and a general description of how they were resolved. These reports must not contain information that could
identify the individuals involved unless required as a matter of law. If necessary, based on the nature of the
complaint, the Corporate Secretary may provide a report to the Board at its next meeting.

Effective Date: January 2018
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CreateTO is committed to working with its employees to provide a safe work environment. The Occupational
Health and Safety Act (OHSA) sets out the duties of workplace parties in respect of workplace violence and
workplace harassment. Violence or harassment in the workplace may originate from anyone the worker comes
into contact with in a workplace, such as a client, a customer, a student, a patient, a co-worker, an employer, or a
supervisor. The person may be someone with no formal connection to the workplace, such as a stranger or a
domestic/intimate partner, who brings violence or harassment into the workplace.
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1. ScoPE

CreateTO recognizes that domestic/intimate partner violence may impact an employee or employees in the
workplace, The Occupational Health and Safety Act (OHSA) requires employers to take every precaution
reasonable in the circumstances for worker protection if they become aware, or ought reasonably to be aware, of
an employee in a domestic/intimate partner violence situation that may expose a worker to physical injury in the
workplace. CreateTO is committed to meeting this legal responsibility in a manner that:

= s sensitive to, and supportive of, the needs of employees who are in domestic/intimate partner violence
situations

= provides employees who are in domestic/intimate partner violence situations access to information
regarding resources and supports to ensure their physical safety, emotional health, and basic material
and financial needs

= is protective of the health and safety of all employees that may be placed at risk as a result of
domestic/intimate partner situations impacting the workplace while respecting the privacy rights of the
employee in a domestic/intimate partner violence situation

2. DEFINITION

Domestic/intimate partner violence is the intentional and systematic use of tactics to induce fear and establish
and maintain power and control over the thoughts, beliefs and conduct of another in an intimate/familial
relationship. The pattern of behaviour may include physical violence, sexual, emotional /psychological abuse
exhibited by verbal abuse, stalking and using electronic means. Anyone can be a victim of domestic/intimate
partner violence, regardless of gender, age, race, religion, sexual orientation, economic status or education. The
abuser may be a current or former spouse or partner, relative or friend. Other common terms for
domestic/intimate partner violence include personal relationship violence or family violence.

3. RESPONSIBILITIES

CreateTO will:
= Strive to create a workplace that:
= s free from all forms of violence, including domestic/intimate partner violence



Page 2 of 3
DoMESTIC VIOLENCE Policy

= supports employees who are recognized to be, or who report being, victims of
domestic/intimate partner violence
= Take reasonable preventative measures to protect the safety of employees who request assistance in the
workplace because they are the victims of domestic/intimate partner violence
= Respect the confidentiality of the employee who reports domestic/intimate partner violence, informing
other employees on a need-to-know basis only, and only to the extent necessary to protect safety and to
comply with legislative requirements

Managers/supervisors will:

= Understand and uphold the principles of this policy

= Ensure this policy is explained to employees

= Be aware of observable signs or behaviours that may suggest domestic/intimate partner abuse

= Take every precaution reasonable in the circumstances for worker protection if they become aware, or
ought reasonably to be aware, that domestic/intimate partner violence that would likely expose a worker
to physical injury may occur in the workplace

= Provide informed and supportive responses to employees experiencing or witnessing domestic/intimate

partner violence in the workplace. Make these employees aware of resources (internal and external to

the City) that are available to assist victims of domestic/intimate partner violence (Note: Resource list is

an appendix to this policy)

= Work with employees who report being the victims of domestic/intimate partner violence that may pose

a threat in the workplace in developing a workplace safety plan to protect them and others in the

workplace. This plan will be individualized to the circumstances reported but may include elements such

as:

= Resource and referral information

= Call screening, new phone number, e-mail blocking, removal of employee contact information from
public directories

= Additional security measures at the workplace

=  Work schedule adjustment to enable domestic/intimate partner violence victim to obtain medical,
counselling or legal assistance

= Develop a workplace safety plan

=  Properly document any report of domestic/intimate partner violence

=  Protect the confidentiality of employees who report domestic/intimate partner violence within the
limits needed for safety, recognizing that information may need to be shared on a strictly need-to-
know basis if an employee's safety at work is jeopardized

= Take all reasonable and practical measures to protect workers, acting in good faith, who report
domestic/intimate partner violence in the workplace or act as witnesses, from reprisals (acts of
retaliation, direct or indirect) or further violence

= Take appropriate corrective and/or disciplinary actions to address instances in which an employee
uses workplace resources to perpetrate domestic/intimate partner violence

Employees who are witnesses to domestic/intimate partner violence in the workplace are required to:

= Take action to ensure their own immediate safety in the event of a domestic/intimate partner violence
incident

= Report any such incident immediately to the supervisor or manager

= Report to their supervisor/manager any information that indicates the safety of any employee in the
workplace is at risk as a result of domestic/intimate partner violence

= Apart from these situations, maintain confidentiality regarding a co-worker experiencing
domestic/intimate partner violence

CreateTO recognizes that employees experiencing domestic/intimate partner violence may be reluctant to
disclose the problem to a supervisor or manager. CreateTO encourages disclosure in order to protect the safety
of the employee and others in the