Employee Harassment & Discrimination Complaint Flow Chart.  This chart summarizes the complaint process, refer to the HRAP for complete information.
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Step 3: Management or HRO assess the complaint and determines if an investigation is required*. If not required, options for resolution are explored. If an investigation is required, see Step 4. 


Step 4: Investigation by Management or HRO. Investigations will involve interviewing the complainant, respondent. It can include witness interviews and reviewing documents. 


Step 5: Determine if breach of HRAP. Management will make a determination based on the evidence if the allegations amount to a breach under the HRAP and, if they are substantiated (proven), partially substantiated, or not substantiated.  


Step 6: Investigation results are provided in writing. If allegations substantiated, the employee will be notified on steps taken to remedy the issue. 


Step 7:  Resolve the Complaint by implementing remedies and other measures to ensure a harassment and discrimination free workplace. 


Management investigations should be completed in 90 days, employees are to be notified in writing if there is a delay and should not exceed 6 months except in extenuating circumstances.





Employees can request periodic updates from management.


The HRO may be contacted for assistance at any time. 


If unsatisfied and there is evidence management did not meet policy expectations, employees may contact the HRO.


Confidentiality applies to all persons involved. 


Management must use the Assessment Form.


*An investigation is required where allegations may amount to workplace harassment or sexual harassment (based on sex, sexual orientation, gender identity/expression). An investigation may be required where Code-grounds are raised.
















Employee (complainant) experiences what they believe to be harassment or discrimination by another individual (respondent)


Step 1: Employee attempts to address matter directly with respondent in a respectful manner, if it is appropriate and safe to do so, and ask them to stop/change behaviour. 


Has the matter been resolved? If no proceed to Step 2. 


Step 2: Raise complaint to Supervisor, or manager as appropriate, they are required to address the complaint. Employees are to complete the Complaint Form and provide sufficient details. 


Employees have an obligation to raise HRAP concerns to ensure a safe workplace. 


Employees can also file a complaint with the City's Human Rights Office (HRO) who will assess the complaint and may investigate, or refer the matter to management where appropriate. If an employee is unsatisfied with management's response, the HRO may intervene.


Employees have one year from the last incident to file a complaint


External processes are available to employees including the Human Rights Tribunal of Ontario, grievance, and Ministry of Labour


Employees should come forward in good faith to resolve the matter. 
















