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New Westminster Community Advisory Assembly -
Assembly Meeting 1
September 25, 2025, 5:30-9:00 pm
Century House, 620 8 Street

Objectives

e To review and discuss the Assembly’s Terms of Reference and other relevant
policies for the Assembly

e To discuss how we want to work together in the months to come
e To learn about and prioritize City-generated topics for future Assembly meetings

e To complete the pre-Assembly evaluation survey (to support the City of New
Westminster evaluate the 2025-2026 term of the Assembly)

Before the Session

e We invite you to review the onboarding package, including the Terms of
Reference, Respectful Workplace Policy, and Social Media User Responsibilities.

e Review the descriptions of proposed Assembly topics.

Agenda
Time Activity
5:30-6:00 pm  Arrival and Dinner
e Doors open for Assembly members and dinner served at 5:30
e Registration table: receive your nametag and evaluation survey
e Enjoy dinner and conversation with your Assembly peers

e Fill out evaluation surveys
This will be a “soft” start — if you have to arrive later due to your
commute from work, please join us by 6:00 at the latest!

6:00-6:30 Opening Words and Member Introductions

6:30-7:15 Assembly Orientation

e Background of the New Westminster Assembly
e Review Terms of Reference and mandate

e Overview of Respectful Workplace Policy, and Social Media
User Responsibilities, and forms
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7:16-7:20
7:20-7:50

7:50-8:15

8:15-8:55

8:55-9:00

Break

Co-Creating Group Agreements

e Exploring what we need from each other to work well together
in the Assembly

Assembly Topic Pitches

e Hear from City staff about the questions and topics they are
inviting the Assembly to discuss over the 2025-2026 term

Assembly Topic Prioritization

e In small groups, reflect and discuss the proposed Assembly
topics

e \ote on the top 3 topics you are most interested in discussing
in future Assembly meetings

e Review top votes and finalize recommendations for upcoming
topics

Closing Words



City-generated Assembly Topics for 2025-2026 Term
September 2025

Context

In addition to information included in the Community Advisory Assembly’s Terms
of Reference about topic selection and priorities for topics that have a direct
impact on residents and where there is an opportunity for the Assembly to help
shape the outcomes, the following context relates to topic selection:

e 4-5 topics can be covered during the 10-month Assembly year (Sept.-June).

e A balance will be sought between City-generated topics and Assembly-
generated topics, with increased clarity around how topics align with the
City’s current work plans and decision-making processes.

e Council, staff and Steering Committee members had an opportunity to
propose topics before the new term began.

e Assembly members will work together at the start of the term to
identify topics the group would like to discuss.

Topics proposed by City Council and staff

1. Climate Change Adaptation and Resilience Plan

We’'re already feeling the impacts of climate change in our everyday lives, whether
it’s hotter days, smoky skies, or flooding that puts stress on our homes, our health,
and the services we count on. But not everyone is affected in the same way, and
many people feel disconnected from the decisions that shape how we move
forward together.

The City is developing its first Climate Change Adaptation and Resilience Plan and
we want it to be shaped by the people who live here. Public engagement is
currently underway and we’re gathering personal stories, lived experiences,
concerns and hopes for the future. We're asking: What challenges have you've
faced? What would make you feel safer, healthier, and more supported? What
does a climate-resilient future look like in New Westminster?

As representatives of our diverse community, the Assembly can play an important
role in the development of the Climate Change Adaptation and Resilience Plan.
Your input can help shape how we interpret and prioritize community feedback,
and how we balance urgent protective actions with long-term resilience
strategies. We're asking the Assembly to play a key role in this process, helping
ensure the plan reflects the needs, values, and lived experiences of the people it’s
meant to serve. This is a meaningful opportunity to help build a more resilient and
connected community.


https://www.beheardnewwest.ca/en-CA/projects/ccarp
https://www.beheardnewwest.ca/en-CA/projects/ccarp

2. Diversity, Equity, Inclusion, and Anti-racism

In 2022, the City adopted a Diversity, Equity Inclusion and Anti-Racism (DEIAR)
Framework that seeks to provide City of New Westminster residents with
services that reflect the diverse strengths and needs of the community. The
DEIAR Framework is intended to be a starting point for a culture shift towards
equity and a better world for all. DEIAR is identified in Council’s Strategic
Priorities Plan as a “lens” through which we view, analyze, measure and prioritize
the City’s work.

DEIAR personally impacts our community members as they each experience
New Westminster in different ways. These experiences occur daily for people,
whether it’s in accessing City services, participating in civic life, using shared
public spaces, or walking down their street. If the City’s programs, policies and
systems are designed without considering our differences, perspectives are not
heard and needs can go unmet.

As the City moves towards creating space where everyone feels valued and
safe, the DEIAR Framework will invite our community members, particularly
those who have felt excluded or been underserved, to share their lived
experiences. These lived experiences will inform how City programs, policies
and systems can be shaped. We are striving to ensure community members see
their experiences reflected in decisions and foster trust, belonging, and shared
ownership of the City’s future.

While many of the Framework’s objectives and actions are internal facing at this
time, we have an opportunity to take action and create a place where our
community members feel included. The Framework provides the City and
community with opportunities to improve relationships with each other and
highlights the importance of giving community the chance to share ways in which
they experience life in the City. Community engagement is anticipated as part of
implementation.

Council and staff are interested to hear the Assembly’s perspectives on how the
City can bring this work to the community.

3. Library planning / priorities / community needs

Public libraries play an integral role in communities, supporting broad goals, such
as inclusion, community connection, literacy development, and life-long

learning. Over time, the New Westminster Public Library needs to identify,
understand and adapt to current community needs.

As we look to the future ahead and embark on strategic planning initiatives (e.g.
Facilities Master Plan and Strategic Plan), we need your support! Please help us
understand what public libraries mean to you. Let us know, whether you use
libraries or not, what New Westminster Public Library can and should do to be
more inclusive, connect with city residents, support all forms of literacy and



continue to meet life-long learning goals. Your lived and personal experiences will
help inform future directions so we can continue to equip and empower
meaningfully community members in their lives.

4. Naming Strategy

New Westminster is a community of diverse identities, histories, and experiences.
The City is currently thinking about how this can be better recognized across the
local landscape as every street, park, facility, and public art project has the ability
to reflect what is important to its residents.

Place naming is one way the City can intentionally support community, and
Council is interested in understanding how we can name and rename city spaces
in a more inclusive way. As a sample of the wider community, the Community
Advisory Assembly has a unique and important role to play in helping the City to
better understand how residents may imagine and connect with meaningful place
names. Your insights, perspectives, and guidance will help ensure that public
spaces reflect what is important to the people who live here and will ultimately
shape a city story everyone can see themselves in.

Potential discussion prompts/questions: What type of meaning or impact can a
place name have for you? What kinds of people, stories, or values should our
public places reflect, celebrate, or acknowledge? Are there gaps in the public
community story that you think a name can fill or support? What other kinds of
community opportunities do you see resulting from naming or renaming civic
assets?”

5. Priorities for new public spaces

New Westminster is a dense, urban city and the population continues to grow.
Many current and future residents live in multi-family dwellings without
backyards. This makes the urban public realm—our parks, plazas, activated
laneways, and even our streetscapes—their collective backyard, essential for
recreation, sport, social gathering, and community life.

The City is working to create new public spaces that go beyond traditional parks
and consider a variety of urban park spaces such as plazas, activated laneways,
pocket parks and parklets and enhanced streetscapes. We are interested to know
what priorities Assembly members have for what residents would like to do in
these spaces, what these spaces would include, and how they would feel.

Council and staff are interested to hear about the Assembly’s lived experiences of
our streetscapes, public spaces and non-traditional park spaces and what
priorities community members have for how new public space could be used.



Potential discussion prompts/questions: What opportunities do you see in New
West for adding new public spaces, including non-traditional spaces? What is your
vision for new public spaces? How would you like it to feel when using these
public spaces, or what words would you use to describe the experience you’d like
to have? What would you want to do there? What are the key features?



é Corporation of the City of
NEW WESTMINSTER

Community Advisory Assembly
Terms of Reference
Adopted August 2025

Note: The Community Advisory Assembly ran as a pilot project in 2024.
Members of the pilot term were asked to review and provide feedback on the
Terms of Reference at the end of the pilot. The previous Terms of Reference
were updated based on this feedback. The updated document was reviewed and
endorsed by the Assembly Steering Committee in August 2025, and adopted by
Council in August 2025.

Committee Community Advisory Assembly
Name

Vision / Goal | To provide advice and guidance to the City on Council’s
Statement Strategic Priorities, as well as important City projects, plans,
and policies. There will be a focus on projects that are
expected to directly affect the day-to-day lives of New
Westminster residents. There will be an opportunity for the
Assembly to help determine which City projects are most
important to provide guidance on. The City will report back to
the Assembly on the feasibility of implementing the group’s
recommendations.

Mandate The Assembly’s role is to advise City Council and City staff
across all departments on plans and actions related to
Council’s Strategic Priorities, and other current City projects,
plans, and policies.

Members will have the opportunity to help prioritize discussion
topics that are proposed by City staff, Council, and the Steering
Committee. Assembly members will also be invited to suggest
topics, and a balance will be sought between City-generated
topics and Assembly-generated topics.

Topics discussed by the Assembly for input should:
e Be expected to include changes that are likely to have a
direct impact on residents;
¢ Include elements, details, or options that have not yet
been decided / there is opportunity to shape or change,;
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e Be early enough in the process where there is a genuine
and meaningful opportunity for the Assembly to help
shape the outcomes;

e Provide sufficient background information and context for
the Assembly to be able to provide informed, meaningful
input; and

¢ Include a plan for project staff to report back to the
Assembly and the community how the Assembly’s input
was incorporated / influenced the outcomes.

Assembly members will bring their lived experience, values,
stories, and expertise as residents of New Westminster to
discussions.

Membership | The Assembly will have a maximum of 36 members who are all
current residents of New Westminster. Membership of the
Community Advisory Assembly will mirror the overall
demographic profile of the city, based on the following
characteristics:
e Geographic area of the city (i.e. neighbourhood)
e Gender identity
e Age group
e Housing tenure (i.e. renter or owner)
e Visible minority
¢ Indigenous identity
In addition to these characteristics, the membership of the
Assembly will include:
e Newcomers to Canada,
e People with disabilities,
e People with low incomes,
e People who speak English as an additional language,
and
e Other diverse lived experiences that may reflect the city’s
demographic profile.
The aim is for the Assembly members to include a wide
diversity of lived experiences, and truly represent the New
Westminster community.
Equity and The City recognizes that residents face different barriers to
Inclusion participation in civic processes such as the Community
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Advisory Assembly. To support the inclusion of a diversity of
voices and experiences, a variety of supports will be offered to
Assembly members.

Any direct expenses of Assembly members to attend meetings
will be reimbursed. This includes the cost of transit fares,
parking, and other direct costs for which members can provide
receipts.

Members who require childcare and/or elder care to attend
meetings will receive a stipend based on the meeting length
and the current living wage hourly rate.

Members who are low-income, who must miss paid work to
attend meetings, or who otherwise need financial support in
order to participate will be offered compensation for their time.
Compensation will be based on the meeting length and the
current living wage hourly rate.

Assembly members are not required to have any previous
committee or civic experience.

Governance

A Steering Committee helps advise City staff on what
topics/projects are presented to the Assembly, as well as the
group’s process, evaluation, and other parameters of the
Assembly.

The Steering Committee will include representatives from City
Council, City staff, former members of the Community Advisory
Assembly, one expert on deliberative processes, and the
Assembly’s Facilitator.

The Assembly will also adhere to the City of New Westminster
Advisory Committee Policy (adopted September 9, 2019, and
available on the City’s website).

Role of City
Council

While members of City Council will not have an official chair or
membership role in the Assembly, Council needs to be
accountable for the efforts made by the Assembly to provide
advice and guidance. Reporting on the progress of
iImplementation of Assembly recommendations should regularly
occur during the term.
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Efforts will be made to provide opportunities for relationship
and trust building between Council and Assembly members
through informal gatherings, such as a welcome event at the
start of the Assembly term.

The Assembly will provide regular updates to City Council on
their work, through reports, delegations, and presentations at
Council meetings and Council workshops. The Assembly
members will select Assembly representatives to present their
recommendations to Council.

Staff
Supports

Depending on the projects, plans and policies brought forward
to the Assembly, a wide range of City staff will be available to
the group to provide information, technical expertise, and
feedback on feasibility, including financial implications where
possible. Staff are also responsible for tracking progress and
providing updates on the outcomes of the Assembly’s
recommendations. Updates should be provided as part of every
meeting agenda.

The agenda for the meetings and public engagement
direction/advice will be provided by the City’s Public
Engagement Division.

Administrative support will also be provided to Assembly
members by staff. This will include detailed notetaking during
Assembly meetings. Meeting notes will be provided to
Assembly members for review and any corrections before they
are finalized. Final notes will be shared publicly, and other
methods of sharing the Assembly’s work with the broader
community will be discussed and determined as a group.

Term of
Service

To support both continuity and renewal within the Community
Advisory Assembly, members can serve for up to two years. At
least half of the Assembly will consist of new members each
year to ensure fresh perspectives alongside returning
experience.

Returning members will be asked to apply again if they wish to
serve for a second year. Demographic representation of the
overall Assembly membership will remain a key consideration
and may affect the ability to accommodate returning members.
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Former Assembly members will have opportunities to stay
involved, such as through attending events and applying to join
the Steering Committee.

Facilitation

Rather than appointing a Chair, a professional, external,
dedicated facilitator who is not an Assembly member and who
will not participate in the content of Assembly discussions (i.e.
not provide their opinions/perspective on the topic under
discussion) will lead the group in its discussions. The
Facilitator’s role is to support the Assembly in fulfilling its
mandate.

Deliberation

Assembly members are tasked with providing advice and
direction to the City, and in many cases, this will involve finding
common ground among the membership. The Facilitator will
work to ensure every participant has an opportunity to speak,
and that a variety of formats and methods of collecting input
are applied in meetings.

Assembly members will be asked to commit to careful and
active listening, and to weighing and considering multiple
perspectives. Whenever possible, the group will be asked to
aim for consensus: recommendations or advice that all
members can accept. The root of consensus is “consent” — this
is different from full agreement or majority rule.

When consensus is not possible, minority opinions will still be
recorded and acknowledged in meeting notes, reports to
Council, and other methods of reporting on the Assembly’s
work.

Quorum

Regular attendance and active participation of Assembly
members is a high priority, given the aim of the group to
provide advice as a representative cross-section of the
community. A quorum shall consist of two-thirds of the
Assembly members (24 out of the 36 members).

If a quorum is not present within 30 minutes following the
meeting start time, the members who are present may decide
to adjourn the meeting, or continue to meet with the
understanding that no decisions or consensus can be reached.
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Attendance

Members will be asked to tell City staff in advance whether they
will be able to attend a meeting.

Assembly members will be asked to do their best to attend
meetings, with exceptions made for unexpected life events. If a
member does not stay in communication over two missed
meetings, they will be notified by staff that they have the option
of resuming communications, withdrawing from the Assembly,
or being subject to removal from the Assembly. Efforts should
be made by staff to understand the member’s circumstances
and to gather any feedback they might have about how the
Assembly process is going for them. If a member remains
uncommunicative, staff will recommend to Council that they be
removed from the Assembly. Any members who withdraw from
the Assembly should be offered an exit interview with City staff
or the Facilitator. With consent, feedback from any such
interviews will be incorporated in the term-end evaluation
findings.

After the first four months of the Assembly term, members who
leave or are removed from the Assembly will not be replaced
by new members, and instead the size of the group would be
adjusted down for that term to reflect active membership. This
IS in recognition that key learning takes place and relationships
are formed in the initial meetings of the term. Quorum
requirements would also be adjusted to reflect the new total
membership.

Meeting
Frequency

The Assembly will meet approximately once per month.
Meetings will alternate between weekday evenings and
Saturday mornings.

The meeting schedule will be established and shared as part of
the recruitment process for the Assembly, with the expectation
that applicants have reviewed the meeting dates and can
confirm general availability to participate according to the
schedule.

In extraordinary circumstances, and with the permission of the
Mayor/Corporate Officer, the Assembly may meet more
frequently and/or be included in other City events and
engagements as needed.
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Evaluation

Assembly members will be invited to participate in pre- and
post-term evaluations surveys to share feedback on the
Assembly process, experience, and outcomes. Evaluation
results will be shared with participants, Council, and the
broader community.

Rules of
Procedure

Committee procedures are governed by the current version of
the City’s Council procedure bylaw.

The City also has an established set of “Rules of Conduct” for
advisory groups; however, for the Community Advisory
Assembly, the group will co-develop a set of meeting guidelines
to ensure respectful and productive discussions.
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ESTMINSTER POLICY

Policy Title: RESPECTFUL WORKPLACE AND HUMAN RIGHTS POLICY

Issue Date: 2010 June

Revised Date: 2018 February

Prepared by: Richard Fong, Director of Human Resources

Document #: 133506

1. PURPOSE

The City of New Westminster values all of its Employees and is committed to providing a
Workplace where people are treated, and treat each other, professionally and respectfully in
their interactions. Through this Policy, the City supports the maintenance of a respectful
workplace by providing education about human rights, harassment, bullying, and appropriate
behaviour in the workplace and by setting out processes for resolution of respectful workplace
complaints.

Principles:

° A Respectful Workplace enhances job satisfaction, teamwork and productivity and thus
is in the best interests of the City, its Employees, Council, Boards and those providing
services to the City and the citizens of New Westminster.

. This Policy responds to the City of New Westminster's responsibility under the BC
Human Rights Code to prevent discrimination and harassment, to provide procedures to
handle complaints, to resolve problems and to remedy situations when a breach of this
Policy occurs. This Policy is also intended to comply with WorkSafeBC’s policies on
workplace bullying and harassment.

. The City of New Westminster will not tolerate disrespectful behaviour. All persons
associated with and employed by the City of New Westminster are accountable for their
own conduct and are required to conduct themselves in a respectful and appropriate
manner at the workplace and at work-related gatherings. They are also responsible for
reporting any breaches of this Policy to Human Resources and for participating in the
City’s initiatives to improve respect and conflict management within their work units.
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° The City of New Westminster will provide training designed to support the
administration of this Policy and to ensure that all persons governed by this Policy are
aware of their responsibilities under this Policy.

SCOPE

2.1 This Policy applies to all Persons associated with and employed by the City of New
Westminster, elected officials, and Boards, and to all aspects of the employment
relationship. It governs conduct at the workplace and at work-related gatherings.

2.2 This Policy does not limit the rights or responsibilities of the City of New Westminster to
manage work performance appropriately and in good faith. Actions by City Managers
that are part of their responsibilities and performed for legitimate business purposes,
such as changing work assignments or performance management, do not constitute a
breach of this Policy.

2.3 The City may investigate an incident(s) on its own initiative where there are concerns
about alleged breaches of this Policy, and the potential impact of inappropriate conduct
on a respectful workplace.

2.4 This Policy supersedes previous City operating guidelines and/or policy on this matter.
DEFINITIONS

A Respectful Workplace: is characterized by courteous and considerate behaviour towards
others; inclusion of all persons of different backgrounds, cultures or opinions; safety from
inappropriate behaviour; and includes constructive resolution of disputes.

Disrespectful Behaviour: means any conduct in breach of this Policy and includes Workplace
bullying and harassment which are defined as including any inappropriate conduct or comment
that a person knows or reasonably ought to know would cause another person to be humiliated
or intimidated but excludes any reasonable action taken by the City relating to the
management and direction of its Employees or the workplace. Examples include verbal
aggression or insults, calling a person derogatory names, reprimanding in the presence of
others, harmful hazing or initiation practices, vandalizing personal belongings or the City’s
equipment, and spreading malicious gossip or rumours.

For the purposes of this Policy, disrespectful behaviour also includes discrimination and
harassment as defined below.

Allegation: is an unproven assertion or statement.

Complainant: is the person bringing forward a complaint or allegation of disrespectful
behaviour. There may be more than one Complainant in a complaint.
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Discrimination: is unfair differential treatment of an individual or group, whether intended or
not, on the basis of race, colour, ancestry, place of origin, political belief, religion, marital
status, family status, physical or mental disability, sex, sexual orientation, age, or unrelated
criminal conviction. Discrimination of this nature imposes burdens or obligations on an
individual or group that serve no work-related function. Such conduct is not only a breach of
this Policy; it may also be a breach of the BC Human Rights Code.

The City of New Westminster is under a legal duty to accommodate individuals, or groups
protected from discrimination under the BC Human Rights Code, unless it would create undue
hardship for the City.

Employee: includes all employees (exempt, unionized, full-time, part-time, auxiliary,
temporary, and probationary), applicants, apprentices, students, volunteers, members of
Council and City Boards, contractors and consultants working for the City of New Westminster.

Harassment: any behaviour that satisfies one or more of the following definitions of
harassment:

(a) Harassment based on a prohibited ground of discrimination: Behaviour
directed towards another person or persons that:

° is abusive, unfair, offensive, or demeaning; and

° is related to a prohibited ground of discrimination under the BC Human
Rights Code; and

° a reasonable person would know or ought to know would have the effect
of interfering with an individual’s work or participation in work-related
activities or would create an intimidating, hostile or offensive
environment for work or participation in a work-related activity.

(b) Sexual harassment:

° conduct or comment of a sexual nature made by a person who knows or
ought reasonably to know that the behaviour is unwanted or unwelcome;
or

o the expressed or implied promise of a reward for complying with a

request of a sexual nature; or

° the actual reprisal or an expressed or implied threat of reprisal for refusal
to comply with such a request; or

° conduct or comment of a sexual nature which is intended to, or has the
effect of, creating an intimidating, hostile or offensive environment.
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Examples of sexual harassment include unwelcome advances or flirtations,
comments or physical contact, propositions or invitations for sexual favours;
unwelcome suggestive jokes, the display or circulation of sexually suggestive or
pornographic materials.

(c) Personal harassment: Behaviour directed towards a specific person or persons
that:
° serves no legitimate work-related purpose; and
. a reasonable person would know or ought to know would create an

intimidating, humiliating, or hostile work environment.

Examples of personal harassment include making derogatory comments,
swearing, yelling, inappropriately interfering with another’s work, embarrassing
practical jokes, ridicule, gossip, abuse of authority, physical assault.

Mediation: is a voluntary process where the Complainant and the Respondent consent to meet
with a Human Resources representative to determine whether the dispute can be informally
resolved in a mutually satisfactory manner. In some instances the City may determine that an
external mediator should be called upon to assist in achieving resolution. Mediation discussions
between the parties are treated as private and confidential.

Person(s): includes all Employees, suppliers delivering material to the City, and members of the
public who are accessing City services or City operated facilities.

Workplace(s): includes City buildings, facilities, sites, offices or work environment, locations
visited by Employees while traveling on City related business including conferences, meetings,
vendor/supplier or customer sites and locations of work-based social gatherings.

Reasonable Person Standard: refers to whether or not a reasonable person in roughly the same
position as the Complainant would determine disrespectful behaviour to have occurred.

Respondent: is a person or persons against whom an allegation of disrespectful behaviour has
been made pursuant to this Policy.

Retaliation: is taking adverse action against another person for making a complaint in good
faith or providing information in connection with an investigation or as a result of the
resolution of a complaint. Examples of retaliation may include withholding information,
sabotaging a person’s work, denial of a transfer or promotion, unjust negative evaluations or
references.

POLICY

4.1 Disrespectful behaviour is not tolerated by the City. All persons associated with and
employed by the City of New Westminster are responsible for conducting themselves in

4
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4.2

4.3

4.4

4.5

4.6

a respectful manner in the Workplace and at work-related gatherings. Any person
found to be in breach of this Policy will be subject to discipline up to and including
termination from employment, cancellation of contract or denial of services.

All persons associated with and employed by the City of New Westminster will be
treated equitably under this Policy. All matters arising under this Policy will be dealt with
in a fair, unbiased and timely manner.

All persons associated with and employed by the City of New Westminster have a
responsibility for ensuring that the City's working environment is free from disrespectful
behaviour. Council, Boards, management and union representatives bear the primary
responsibility for maintaining a working environment free from disrespectful behaviour.
They are expected to act on this responsibility whenever necessary, whether or not they
are in receipt of a complaint. The expertise of the Human Resources department is
available to all persons associated with and employed by the City to assist with the
interpretation and implementation of this Policy.

Efforts at informal resolution will be encouraged as a first avenue to resolution of a
complaint.

This Policy will be interpreted, administered and applied in accordance with the
principles of procedural fairness and natural justice. In particular:

(a) All persons will be advised of the provisions of this Policy and of the procedures
available to them under the terms of this Policy.

(b) Any Complainant who wishes the City to assist in the resolution of a complaint
through mediation or investigation must be prepared to be identified to the
Respondent.

(c) Complainants and Respondents must be given the opportunity to present
evidence in support of their positions and to defend themselves against
allegations of disrespectful behaviour.

(d) Complainants and Respondents may be accompanied by a support person, or a
representative of their union, or legal counsel (for exempt Employees)
throughout the process established by this Policy.

(e) All complaints that proceed beyond the informal resolution phase must be
submitted in writing. All submissions, responses, comments and decisions
pursuant to the Policy will be made in writing if the complaint proceeds beyond
the informal resolution phase.

Those responsible for interpreting, administering and applying this Policy will use a
Reasonable Person Standard.
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4.7

4.8

4.9

4.10

This Policy will not be applied in such a way as to limit the rights and responsibilities of
those in supervisory roles to manage and discipline Employees in accordance with
collective agreements or applicable City policies and procedures.

Persons associated with and employed by the City of New Westminster have an
obligation to participate in the procedures established under this Policy and to
cooperate in a forthright manner by providing honest, accurate and timely information.

If, following an investigation, the City determines that a complaint has been made in
bad faith or is frivolous, vexatious or malicious the City may take disciplinary action up
to and including the termination of employment, cancellation of contract or denial of
services. A misunderstanding, a misinterpretation or an unfounded complaint do not
constitute a complaint made in bad faith.

A Complainant or a Respondent may object to the participation of a person in the
administration of this Policy on grounds of conflict of interest or reasonable
apprehension of bias. Such objection should be submitted in writing to the Director of
Human Resources whose decision will be final. Where the objection relates to the
participation of the Director of Human Resources, the Chief Administrative Officer will
make the determination.

RESPONSIBILITIES

Employees:

5.1

5.2

Employees must participate in appropriate training, familiarize themselves with this
Policy and know their rights and obligations arising from it. They must not engage in
disrespectful behaviour as defined in this Policy.

Employees must treat every person with dignity and respect; attempt to resolve
differences with other Employees in a respectful way as soon as possible; raise concerns
in a timely manner; cooperate in interventions and investigations to resolve complaints
of disrespectful behaviour; and maintain confidentiality related to such complaints.

Council, Management and Union Representatives:

5.3

5.4

5.5

Management has primary responsibility for the administration of this Policy and must
have a thorough knowledge of this Policy. Management will set and enforce standards
of appropriate workplace conduct and will intervene as soon as practicable when they
witness or receive a report of any disrespectful behaviour.

Council, Boards, management and union representatives will lead by example in treating
all Employees with dignity and respect and exercising authority and, or leadership in a
respectful manner.

All complaints of disrespectful behaviour will be taken seriously.

6
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5.6

5.7

5.8

Management will assist a Complainant to resolve a concern, by facilitating a discussion
between the Complainant and the Respondent. Where possible they will coach the
Complainant and the Respondent to change their behaviour.

Management will take all reasonable steps to deal with alleged disrespectful behaviour
that they are aware of, or reasonably should have been aware of (even if a direct
complaint has not been made), in a timely fashion while maintaining as much
confidentiality as possible.

Management will consult with Human Resources for guidance to address complaints of
disrespectful behaviour.

Human Resources:

5.9

5.10

5.11

The Human Resources department will take a leadership role in providing training for
management and employees on respectful workplace behaviour. They will also give
advice on this Policy, addressing and providing assistance to resolve issues of
disrespectful behaviour.

The Human Resources department will provide mediation where the Complainant and
the Respondent consent to meet to determine whether the dispute can be resolved in
an informal and mutually satisfactory manner. In some instances, the Human Resources
department may determine that a third party mediator should be called upon to assist
in achieving resolution.

The Human Resources department will determine how and when investigations will
occur and will oversee the investigation process.

CONFIDENTIALITY

6.1

6.2

Allegations of disrespectful behaviour may involve the collection, use and disclosure of
sensitive personal information. Confidentiality is required so that those who may have
experienced disrespectful behaviour will feel free to come forward. Confidentiality is
also required so that the reputations and interests of those accused of disrespectful
behaviour are protected. However, either the Complainant or the Respondent may
discuss the case in confidence with her/his supervisor, a support person or union
representative.

Subject to any limits or disclosure requirements imposed by law or required by this
Policy, any and all information, oral and written, created, gathered, received or
compiled through the course of a complaint is to be treated as confidential by the
Complainant or the Respondent, their representatives, witnesses, and any other
persons designated by this Policy. Information will be disclosed only to the extent
necessary to investigate and resolve the complaint.
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6.3

6.4

6.5

6.6

All investigatory and evidentiary documents as gathered and/or prepared by Human
Resources or their designate(s) including summary investigation reports will be deemed
the property of the City and will be held in the strictest confidence. Such documents will
not be copied or distributed, subject to disclosure requirements imposed by legal
proceedings or required by this Policy or by agreement between the parties.

All recorded personal information will be treated as "supplied in confidence" for the
purposes of compliance with the Freedom of Information and Protection of Privacy Act
of BC and responding to access requests under that legislation.

The Director of Human Resources may provide information concerning a complaint, to
appropriate City officials on a need-to-know basis.

Any person breaching confidentiality may be subject to discipline or other appropriate
action.

PROCEDURES FOR RESOLVING DISRESPECTFUL BEHAVIOUR IN THE WORKPLACE

7.1

7.2

7.3

The City of New Westminster recognizes that conflicts and disagreements can occur
within the workplace and expects such issues to be resolved in a manner that
contributes to a healthy and productive workplace. Employees are encouraged to
resolve disputes at an early stage through respectful and open dialogue between
themselves, or by calling upon the assistance of their supervisors and, or, an HR
representative.

The following procedures have been established so that complaints can first be
addressed informally; and only if that is not possible, then formally. The goal of this
Policy and its procedures is to prevent, correct and remedy situations of disrespectful
behaviour and not to be punitive; although, depending on circumstances, discipline may
result.

Complaints against, or by members of City Council or Boards should be directed to the
Chief Administrative Officer.

The Informal Process

Step 1: The Informal Conversation

Persons who experience disrespectful behaviour are strongly encouraged to engage in a
conversation with the Respondent to clarify and resolve the concerns.

Where a Complainant is unable to have the conversation directly with the Respondent,
he/she should contact his/her Manager or Supervisor as soon as possible. If needed, the
Manager/Supervisor will offer assistance such as scheduling the conversation between
both parties or attending the meeting as an observer.
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° Union participation and support is welcome.

Step 2: Mediation with the Direct Assistance of a Manager/Supervisor or Human Resources
Representative

If there is no resolution under Step 1 and the Complainant continues to seek resolution, then
he/she should approach his/her Manager or Supervisor with the concern(s). The goal is to
understand and mutually resolve the issue so that persons conduct themselves in a civil,
respectful and cooperative manner.

Steps taken by the Manager/ Supervisor/ or Human Resources representative could include:
° Meeting separately with the Complainant and the Respondent to review the concerns;

. Meeting together with the Complainant and the Respondent to facilitate a conversation
aimed at understanding and resolving the issue;

° Reviewing applicable policies with the Complainant and the Respondent and reinforcing
expectations of respectful conduct;

° Seeking commitments from the Complainant and the Respondent that they will conduct
themselves in a respectful manner;

° Following-up where appropriate with the Complainant and the Respondent after the
resolution process to ask whether commitments to respect are being adhered to; and,
or

o Recording steps taken in the resolution process.

In the event Employees cannot resolve their differences by informal conversation between
themselves, or with the help of management or a Human Resources representative, the Human
Resources department may provide the assistance of an external mediator to support the
Employees informally, and to find a mutually acceptable way to resolve the conflict. This
external mediator will report to Human Resources on the conclusion of the mediation.

Interim Measures

It may be necessary that interim measures be taken while a complaint is being resolved,
investigated or decided. Such measures will be precautionary, not disciplinary and may include
separating the Complainant from the Respondent by transfer or by assignment of different
hours, etc.

The Formal Process

Step 3: Formal complaint
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If there is no resolution under Steps 1 and 2, and the Complainant continues to seek resolution,
then he/she must file a written complaint to his/her Manager or to the Director of Human
Resources.

A complaint must be filed within three (3) months of the alleged incident, or of the last incident
if there is more than one incident. The Director of Human Resources may extend that time limit
in exceptional circumstances.

Information required for a written complaint

° The specific incident(s) that have led to the filing of the complaint — if there is more
than one, number them;

° The date the incident(s) occurred;

o The identity of the Respondent;

° What the Respondent(s) said or did that was in breach of this Policy;

° The names and department(s) of any potential witnesses;

o How the incident(s) affected the Complainant; and any impact the incident(s) had on the

Complainant’s work.

. Any attempts made to resolve the complaint under Steps 1 or 2; what those were, and
who assisted.

The Investigation

Once a written complaint is received, the Director of Human Resources or HR representative
will undertake an investigation immediately.

The names of the parties and the circumstances related to the complaint will not be disclosed
except where necessary to investigate the complaint, or to take appropriate disciplinary
measures.

The Director of Human Resources may reject a complaint on the grounds that it is made in bad
faith, is frivolous, vexatious or malicious, or that it lies outside the jurisdiction of this Policy, or
is beyond the time limits for making a complaint. This decision must include the reasons for the
decision.

If a complaint of disrespectful behaviour is made against the Director of Human Resources, the
Chief Administrative Officer will receive the complaint and handle all matters related to the
investigation and resolution of the complaint.

10
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If a complaint proceeds, the Director of Human Resources may appoint an external investigator
to investigate the allegations made in the complaint. The Complainant and the Respondent will
be notified that an investigation will proceed and given the name and contact information of
the investigator. The Director of Human Resources or HR representative, will oversee the
investigation process.

Respondents will be provided with the opportunity to explain themselves and to have those
explanations fully considered by whoever is carrying out the investigation.

The investigator's mandate will include interviewing the Complainant, Respondent and
witnesses where appropriate; making findings of fact; determining whether the facts constitute
disrespectful behaviour in breach of this Policy; and issuing a summary report consistent with
the mandate. The investigation will be thorough, objective, expeditious and fair for all parties
involved.

In reaching a decision on whether this Policy has been breached, the investigator will use a
standard of proof corresponding to the civil burden of proof on a balance of probabilities.

The investigator’'s report will be delivered to the Director of Human Resources. All
documentation related to the investigation is the property of the City. The Complainant and the
Respondent will be advised of the outcome of the investigation, but will not be provided with a
copy of the report. Witnesses who participate in the investigation will be advised that the
investigation has concluded.

In the event of legal proceedings (e.g. grievance and arbitration); documentation required for
the judicial process will be made available by the Director of Human Resources to the
requesting legal counsel, or union representative, representing the parties.

The Director of Human Resources will consider the findings contained in the report and
determine what steps or remedy to take. These may include education, counseling, discipline,
or some other action. The Director of Human Resources will communicate this decision in
writing to the Complainant, the Respondent, and their representatives, if applicable.

The Complainant or Respondent may request a review of this decision by the Director of
Human Resources; this request must be made in writing within thirty (30) days of receipt of the
Director’s decision.

This Policy is meant to foster a respectful workplace environment through fair and equitable
process and does not contemplate any form of financial remedy.

THE CONSEQUENCES OF NON-COMPLIANCE WITH THIS POLICY

8.1 Any person who breaches this Policy will be subject to remedial measures and/or
disciplinary action, up to and including termination of employment, cancellation of
contract or denial of services.

11
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8.2 Where behaviour may constitute a criminal offence, the City will refer the matter to the
City of New Westminster Police Department for further investigation.

8.3 Every person has the right to report, in good faith, incidents of disrespectful behaviour
without fear of retaliation. The City prohibits any form of retaliatory action against any
person who, in good faith, files a complaint. Retaliation by any person against anyone
involved in an informal, internal or external formal complaint process will be subject to
discipline, up to and including termination of employment, cancellation of contract or
denial of services.

EMPLOYEE'S RIGHTS

9.1 In the event an Employee makes a complaint under this Policy, the Employee retains the
right to make a complaint to the BC Human Rights Tribunal or WorkSafeBC. If the Union
has filed a grievance on behalf of the Employee, the Employee will not be entitled, later,
to make a complaint under this Policy based on the same facts.

12



POLICY

Policy Title: SOCIAL MEDIA

Issue Date: January 2012

Revised Date: October 2013

Prepared by: Human Resources
Document #: 179625
1. Purpose

The purpose of this policy is to provide a framework for public communication using
electronic social media tools. This policy provides appropriate and reasonable
guidelines, direction and awareness for social media usage at the City of New
Westminster and sets forth the City’s expectations and requirements concerning such
participation.

This policy is intended to:

e Ensure effective online communication while adhering to legal requirements,
particularly Freedom of Information and Protection of Privacy Legislation.

e Ensure that you understand your responsibilities to the City and your co-workers.

e Protect the privacy, confidentiality, interest and reputation of employees and the
City.

e Ensure a respectful workplace free from harassment and discrimination.

e Establish a standard for professional and respectful online communication.

e Protect the City’s confidential business information.

2. Definitions
a) Social media is defined as freely accessible online tools used to produce, post and

interact using text, images, video and/or audio to communicate, share, collaborate
or network with others. Social media includes, but is not limited to, personal
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b)

c)

websites, blogs, wikis, online forums, message boards, email groups, social networks
(e.g. Facebook, Twitter, LinkedIn, YouTube, etc) and any other similar online tools.

The absence or lack of explicit reference to specific social media does not limit the
extent of the application of this Policy.

Personal information is defined as information about an identifiable individual, but
does not include contact information. Personal information includes, among other
things, an individual’s name, email address or username if it includes the individual’s
name, a portion of their name, or is a pseudonym that is attributable to an
identifiable individual by using other readily available information; home address or
email; appearance and image; educational and employment history; and personal
opinions.

Contact information means information to enable an individual to contact an
individual at a place of business, such as business name, business title, business
address, business telephone number, business email, etc.

Scope

This Policy applies to all persons associated with and employed by the City of New
Westminster, elected officials and Boards, and to all aspects of the employment
relationship (Regular Full-Time, Regular Part-Time, Temporary, Auxiliary, Seasonal,
Volunteer, Contractor, etc).

This Policy applies to all social media using any type of Internet-enabled device, whether
work issued or personal.

Related Policies and Procedure

This policy is applied in conjunction with the following City Policies which include but are
not limited to:

e Code of Conduct Policy

e Respectful Workplace and Human Rights Policy
e Record Management Policy

e Email/Internet Policy
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This policy is governed by the following legislation which includes but are not limited to:

e BC Human Rights Code
e BC Freedom of Information and Protection of Privacy legislation

Social Media Usage

Guidelines

All information placed on social media sites is considered public information similar
to information published on City pages.

All communications on behalf of the City should adhere to the highest professional
standards of communication.

Social media sites will not be the primary distribution method for City information.
Information that the City posts on social media sites should be duplicates that can
be retrieved on our Internet or traditional media sources and will not be considered
a record of the City.

The City will monitor its’ social media sites and will remove any material that uses
ethnic slurs, personal insults, obscenity, or engage in any objectionable or
inflammatory conduct that are contrary to Canadian law.

Consideration will be made to forwarding these types of postings to the City’s
Human Resources Department and/or the Police Service for possible investigation.
The City will post a disclaimer on its’ social media sites informing users that they are
providing personal information to the site and the City and that the City does not
have ownership or control of the information because this information resides with
the social media service.

The City will post a disclaimer if the social media site is hosted outside of Canada.

Social Media User Responsibilities

You are expected to use common sense, caution and good judgment when
participating in social media and conduct ourselves in a way which reflects positively
on the City.

Social media usage, even when anonymous or conducted under a pseudonym, must
be in compliance with the BC Human Rights Code, BC Criminal Code, BC Freedom of
Information and Protection of Privacy legislation, copyright and patent laws as well
as must be in accordance with the City’s Code of Conduct Policy, Conflict of Interest
Policy, Respectful Workplace and Human Rights Policy and Email/Internet Policy.
When making work-related postings as a representative of the City, you must not
post anonymously or use a pseudonym; you should use your work email address,
identify yourself by name and your role at the City.
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e When commenting online about work-related issues in a personal capacity, you
should use a private email address, identify yourself by name, your role at the City
and make every effort to make it clear that you are speaking for yourself, not as a
representative of the City.

e You are personally responsible for the content of anything you send, receive,
download or post on social media sites.

e You should be aware that communication made through social media is public, even

if posted anonymously, or to a limited group of individuals, and can exist online in
perpetuity or in individual computers even if the original posting is removed.

e You should ensure that any comment on City matters is appropriate to your position

and does not conflict with your role at the City.

e You should not disclose any City information or content that you are not specifically
authorized to disclose.

e You should not use the City’s logo or trademarks when using social media unless
specifically authorized.

e You should be aware that your connection to the City may be indirect or even
implicit based upon the use of your name and your association with the City.

e Your participation in social media should in no way harm the City’s reputation or the

reputation of any persons associated with and employed by the City of New
Westminster, elected officials and/or Boards.

e You will be held accountable for off-duty conduct on social media sites if it
negatively impacts the City.

Access to Social Media

e Only designated persons should access and use social media during work hours as
part of your job duties.

e You are permitted to access social media sites using your work computer for
personal use only outside of work hours (e.g. prior to the start of your shift, after
the end of your shift, on coffee and/or lunch breaks).

Unacceptable Uses of Social Media

e Social media activities should not interfere with work commitments and/or job
performance.

e Persons who do not have social media job responsibilities are not permitted to
access social media sites using their work computer for personal use during work
hours.

e  Work computers should not be used to view or transmit sexual and/or pornographic

images, offensive or illegal material.
e Any behavior or conduct that would not be appropriate in the physical work
environment is also not appropriate in the virtual online environment.
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Duty of Fidelity

You must not breach your duty of fidelity (loyalty) to the City.

The duty of fidelity states that you are under a duty to serve the City with good faith,
loyalty and fidelity and not deliberately do something which may harm the City.

You will have breached your duty of fidelity if you engage or even threaten to
engage in conduct which is detrimental to the City’s legitimate business interests or
reputation, regardless whether the City is named directly or identifiable in any other
manner.

Privacy

You should not share or disclose personal information such as comments, posts,
photographs or video about co-workers without their express consent because this
breaches the co-worker’s privacy.

The City may post images of you performing your work and/or participating in City
events or functions as these images are City records.

You should not post or report on conversations that are meant to be private or
internal to the City.

You should not cite or reference employees, members of City Council, contractors,
suppliers, partners or customers without their approval, even if such persons are not
directly identified.

Respectful Communications

You have the right to a respectful and harassment free workplace. If you encounter
harassment on a social media site from the general public or a City employee, you
should report this to your supervisor immediately for appropriate action under the
City’s Respectful Workplace and Human Rights Policy and/or Criminal Law.

The City’s Respectful Workplace and Human Rights Policy prohibits unlawful
harassment and discrimination and applies to all social media communications
whether such communications are posted during work hours, personal time at work,
or at home where you are identified as a City employee.

Social media sites are not appropriate forums to engage in differences of opinion
with respect to work-related issues, engage in criticism of management or co-
workers (constructive or not), or address concerns regarding the performance or
competence of employees.

You are prohibited from posting threatening comments and from the harassment
and bullying of co-workers, customers and others when using social media.

You are prohibited from posting insubordinate, derogatory, defamatory,
discriminatory, or otherwise offensive comments in social media sites about the City
and any persons associated with and employed by the City of New Westminster,
elected officials and/or Boards, even if such persons are not directly identified.
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6.

Comments that would otherwise be inappropriate because they are considered
insubordinate, constitute harassment, result in a poisoned work place, or have
potentially negative consequences for the City should not be posted on social media
sites.

You must respect your audience and should not use ethnic slurs, personal insults,
obscenity, or engage in any objectionable or inflammatory conduct that would not
be acceptable in the workplace.

Confidential Business Information

You must not breach your duty of confidentiality to the City.

Social media discussions, comments and posts, including textual or visual material
(both during work time and personal time) should not disclose confidential business
information belonging to the City and any persons associated with and employed by
the City of New Westminster, elected officials and/or Boards.

Confidential information includes any non-public financial or operational
information, and anything else that is of value to the City that is not already public.
You must not use City identifiers, such as logos or trademarks without the express
consent of the City.

Monitoring

The City reserves the right to monitor Internet use and the use of social media to
ensure Policy compliance.

The City retains ownership of all computer systems and data.

Social media usage on the City’s network, computers or electronic devices is neither
private nor confidential and may be monitored or recorded without any further
notice by the City as per the City’s Email/Internet Policy.

The City reserves the right to investigate social media sites if any matter comes to its
attention which it considers may constitute a potential breach of this Policy.

The City reserves the right, at any time and without any further notice, to revoke,
limit or alter your rights to access any Internet use, including the use of social media,
on your work computer or electronic devices.

Consequences of Non-Compliance

Any breach or violation of this policy or the components contained herein, or any
breach of law, will be treated as misconduct regardless if it occurred during work

hours or otherwise and whether committed on City equipment or communication
systems or otherwise.
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e Any person suspected of breaching this Policy shall be required to cooperate with
any investigation.

e Misconduct will be reviewed and investigated without any further notice and may
result in disciplinary action being taken up to and including dismissal from
employment, legal action, and/or seeking restitution.

e The City reserves the right to require the removal of certain posts or content which
is deemed by the City to constitute a breach of this Policy or if it is necessary to
ensure compliance with applicable laws.

e Failure to comply with any such request may result in further disciplinary action
being taken.

Responsibilities

e Overall management of this Policy is the responsibility of the Director of Human
Resources.

e This Policy will be reviewed periodically by the Director of Human Resource and will
be amended or updated to ensure that it is current and relevant.
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