Attempt to resolve issue informally unsuccessful or not
Human Resources appropriate to situation

Standard Operating Procedure:
Workplace Investigations

Assessment
Phase
Commences

Complaint Received By Human Resources or request to review issue from
appropriate management level stakeholder

Refer Complaint to Appropriate Group
(i.e. VP — Administration re: Safe
End Disclosure Policy for non- Employees, or
Office of Student Conduct for matter
related to students).

Respondent
an
Employee?

Human Resources notifies Respondent’s Manager that
Complaint regarding employee received by Human Resources or
issue has been put forward to assess.

Notes:
* The objective of an investigation is to collect
information on that which prompted the complaint.

* Depending on the nature or severity of the If meeting with
complaint, a determination of interim step (i.e. Complainant - notify
employee removal from the workplace) may need Human Resources conducts an initial assessment to determine that of ability to bring
to be conducted at the beginning of the process. the facts alleged, if true, would result in a breach of University association

* MRU has an obligation / duty to inquire when a policy or are contrary to reasonable workplace expectations. May representation or
complaint is raised regarding an Employee of the include meeting with Complainant. support person.
University.

* This process does not apply to complaints filed
against student, independent contractors,
members of the general public, or individuals /
organizations visiting MRU campus. Processes and

Human Resources informs
Complainant or
Management Stakeholder

Complaint

policies outside of HR apply to these groups. /Issue and Respondent’s' End
* If Respondent is a student employee, then Move Manager. Must provide
Forward? rationale. Can include

presume individual is an employee until
determination otherwise made by HR.
* The standard of proof is the ‘balance of

referral to other resources
and actions as appropriate.

robabilities’
p Assessment Go To
Phase Investigation
concludes.

Phase.



Prior to interview,
notify of ability to bring
association
representation or
support person.

Notify Respondent
again of ability to bring
association
representation or
support person.

Process
Continues
on Next
Page

It is the employee’s
responsibility to
determine whether or
not to contact the
applicable association
and arrange for
representation




Continuation
from Previous
Page




Course of
Action Phase

. 7] Action may include but
Human Resources assists is not limited to:
Employee’s Manager, applicable + No sanction
level of management, or L * Mediation
Stakeholder in the determination ?;l::;t;lmg
of a course of action re: « Letter of Expectation
Respondent _ + Discipline up to and
including termination

Post-investigation and/or post-sanction considerations
should also include:

* Follow-up with relevant parties, as appropriate

* Consideration of reconciliation / reintegration plans

* Debriefing and consideration of steps to minimize future
similar occurrences (e.g. training, coaching, mentoring,
counseling, protocols, etc.)

* Debriefing process coordination

End




