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RESOLVED 

 

 

               UNRESOLVED  

            YES         NO 

 

COMPLAINANT 

May be accompanied by a person of his/her choice (optional) 

(waiver of discretion) 

STEP 1   

INFORMAL PROCEDURE – VERBAL COMPLAINT 

*Facilitator provides information and guidance, OR, if unresolved, will support the 

complainant through Step 2 or 3 by referring to Human Resources 

Does complainant wish to go to Step #2? 

STEP 2 (Optional) 

MEDIATION 

Conducted by inside or outside party 

(complainant’s choice). Complainant may be 

required to complete complaint form 

 

STEP 3   

INVESTIGATION PROCESS  

Facilitator submits complaint to HR. HR 

receives complaint and appoints an investigator 

END 

RESOLVED 

UNRESOLVED 

STEP 4  

FORMAL INVESTIGATION  

Investigator proceeds with a factual investigation, formal hearing and written report  

STEP 5  

RECOMMENDATION  

H.R. receives the report and  re-directs it to the appropriate group as indicated below: 

When a student is the complainant   –  Director of Student Services  and  Academic Dean  and the Director of 

Continuing Education  make a recommendation to the Director General. 

When staff is the complainant   –  Director of Human Resources and two representatives agreed upon by all parties 

(Complainant, Defendant, Director of H.R. and Facilitator if applicable) make a recommendation to the Director 

General. 

When a Manager/ Senior Manager or Hors-Cadres is the complainant – Step 6 is the next step 

. 

 

STEP 6  

DECISION 

The Director General receives the recommendation and makes a decision. If the Director General is involved or is in 

conflict of interest, the recommendation is received by the chair of the Board who makes the decision. If both, the Director 

General and the Chairman of the Board are involved or are in conflict of interest, an ad-hoc committee of the Board 

comprised of two (2) external members will be created to receive the recommendation and to make a decision. 

 

STEP 7  

APPEALS  

Complainant or defendant may appeal the decision 

 

Grievance Process Human Rights Commission  
and/or 

*Facilitator = 

 Dir. Student Services 

 Academic Dean 

 Dir. Continuing Education 

 Dir. Human Resources 


