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ACCESSIBILITY:   
To request this file in large print, please email aoda@wcdsb.ca or call (519) 578-3660. 
 

 
 

Investigation and Resolution Procedures for Employee Related 
Complaints - Workplace Harassment or Discrimination  

PROCEDURES: 

Human Resource Services is referred to as “HRS”. 
 
The Waterloo Catholic District School Board (WCDSB) is committed to providing a safe and equitable, harassment 
and discrimination free environment for all of its employees and trustees. In order to respect the personhood and 
dignity of all persons as outlined in the WCDSB’s Mission, Vision, Guiding Principles and Expectations for Ethical 
Behaviour, Professional Standard of Ethics and legal responsibilities, any employee or trustee of the WCDSB who 
feels that they have been harassed or discriminated against  is encouraged to seek support and resolution by 
accessing the Board’s policy and procedures outlined in this document.  
 
The intent of this process is to achieve the earliest resolution possible, to promote the Gospel principle of 
reconciliation where possible, and to maintain the dignity of the complainant, the respondent(s) and the witness(es) 
throughout the process.  The Board is committed to supporting and protecting the complainant and ensuring that 
the process for the respondent is supportive, objective and fair.   
 
A supervisor, manager, or HRS team member (a person in authority) who knew or should have known about the 
harassment or discrimination from the information or facts in their possession will be held responsible if they fail to 
acknowledge, report and appropriately address the harassment or discrimination. 
 
Occurrences such as physical or sexual assault are not resolved through this procedure. Physical and sexual 
assault, criminal harassment and uttering threats are all Criminal Code offences. In discussion with the 
complainant, the police will be consulted. The Board will co-operate fully with the victim and the police. 
 
There are separate procedures for dealing with employee related complaints of harassment or discrimination, non-
employee (external persons) harassment or discrimination and special circumstances.   

Consultation and Support 

All employees are encouraged to disclose incidents of harassment or discrimination by another WCDSB employee 
or trustee as soon as possible and to seek assistance to stop the alleged harassment or discrimination.  An 
employee (the ‘complainant’) should make their concerns known within twelve (12) months of the incident(s). If a 
complaint comes forward after twelve (12) months, the Director of Education will examine the specific 
circumstances and determine if the complaint will or will not proceed.  
 
If the complainant feels comfortable doing so, they are encouraged to go directly to the respondent and clearly 
communicate that they feel that the respondent’s behaviour is unwelcome and unacceptable and that it must stop.  
If the respondent’s behaviour continues, the complainant is strongly advised to keep detailed records of the 
incidents including times, dates, locations, circumstances, witnesses and the nature of the behaviour.  This 
information will be critical to the investigation and resolution process.   
 
A complainant who feels that they are being harassed or discriminated against can choose to consult with their 
immediate Supervisor, Administrator, Union or Association designate, or the person designated in Human 
Resource Services to discuss and clarify concerns, consider options, and formulate possible course(s) of action.   
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The Supervisor, Administrator, Union or Association designate, or the designated Human Resource Services 
person who is consulted will discuss and share the following information with the complainant: 
 
• The Board’s Harassment or Discrimination Investigation and Resolution Process will be shared and discussed 

with the complainant.  
• Any safety concerns will be identified. If the complainant has concerns regarding their safety, they should make 

this clear so that immediate steps can be taken to ensure that the complainant is protected.  
• The complainant should be reminded that they can contact the Board’s Employee Family Assistance Program 

(EFAP) provider for support. 
 

If a supervisor witnesses or becomes aware of harassment or discrimination that the employee is not willing to 
report, the supervisor must advise the HRS Superintendent or designate.  
 
Investigation and Resolution Process 
 
Every effort will be made to comply with the identified timelines within the Voluntary Informal Mediation Process and the 
Formal Investigation and Resolution Process, but timelines may be extended for a reasonable period by the Human 
Resource Services Superintendent or designate.  If a timeline change is required both parties will be advised in writing. 

Initial Steps 

An employee (the complainant) should submit incidents or complaints of workplace harassment or discrimination in 
writing to the HRS Superintendent. The HRS Superintendent or designate is responsible for ensuring that an 
investigation, appropriate to the circumstances, occurs.  
 
Note to Teachers: A member of the Ontario Teachers’ Federation shall, on making an adverse report on another 
member, furnish the individual with a written statement of the report at the earliest possible time and not later than 
three (3) days after making the report. However, if the report concerns a teacher and the sexual abuse of a 
student, the written statement would not be required (Regulation made under the Teaching Profession Act – 
Section 18 (1) (b) & (c)). 
 
 
The complainant will be requested to provide the following information:  
• Their name and how they would prefer to be contacted.  
• The name(s) of the alleged respondent, their position(s), and any known contact information. 
• The details of what has occurred, including dates, frequency and locations where the alleged incident(s) 

occurred.  
• Names of any witness(es) or other person(s) with relevant information regarding the incident(s) and any known 

contact information. 
• Any supporting documents (e.g. letters, emails, notes, social media posts, photos etc.) the complainant has in 

their possession that are relevant to the complaint  
• Any documents that a witness(es), another person or the alleged respondent may have in their possession that 

are relevant to the complaint.  
 
Witness name(s) will not be shared with the respective parties, unless required by law or collective agreement. If 
the name of a witness is necessary to disclose in order to understand the context of their statements, the witness 
will be asked to sign a permission form that will allow their name to be shared with the parties involved. 
 
If a verbal complaint has been made to the HRS Superintendent or designate and the employee is unwilling or 
unable to put the complaint in writing, the HRS Superintendent or designate will interview the complainant and 
document the above information within three (3) working days.  
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The HRS Superintendent or designate, within three (3) working days of receiving a written complaint or 
documenting a verbal complaint, will review the details of the complaint to determine if the complaint may meet the 
definition of harassment or discrimination as identified in this Policy, the Ontario Human Rights Code or the 
Occupational Health & Safety Act.  
 
If the complaint does not meet the definition of harassment or discrimination, the HRS Superintendent will advise 
the complainant in writing within five (5) working days and will provide recommendations to the complainant as to 
how their concerns can be addressed through the appropriate action.  
 
If the initial investigation indicates that the complaint may meet the definition of harassment or discrimination as 
identified in this policy and procedure, the Ontario Human Rights Code or the Occupational Health & Safety Act, the 
respondent will be advised in writing that there is a complaint against them within five (5) working days of receipt or 
documentation of the complaint by the HRS Superintendent or designate and will be given a written summary of the 
allegations within seven (7) working days of receipt or documentation of the complaint.   
 
All parties have a right to procedural fairness during the investigation. The respondent will have the opportunity to 
respond to the allegations and to identify any witnesses that the respondent believes have facts relevant to the 
complaint. The HRS Superintendent will advise the complainant and the respondent that they have the right to 
consult their Union or Association representative. The complainant and the respondent will also be able to 
individually access the Board Employee Family Assistance Program (EFAP) if they require personal support 
throughout the Investigation and Resolution Process.  
 
The Board is committed to act on the complainant’s behalf to ensure safety. During the investigation and resolution 
process, it may be necessary for one or both parties in the situation to be assigned to alternate duties with pay and 
without disciplinary penalty. If at any time the HRS Superintendent is concerned that safety, violence or criminal 
charges are an issue, necessary steps will be taken to ensure safety.  
 
There are two options available to achieve resolution of the complaint: 
 
• Option One: Voluntary Informal Mediation Process 
• Option Two: Formal Investigation and Resolution Process 
 
 
Option One – Voluntary Informal Mediation Process 
 
Within three (3) working days after the respondent has received a written summary of the allegations, the HRS 
Superintendent or designate will normally offer the voluntary informal mediation process to both parties to attempt 
resolution of the issues, unless in the judgement of the HRS Superintendent, the complexity and magnitude of the 
issue(s) reported are such that the formal resolution process should be invoked.  
 
The mediation process allows for a possible outcome that the circumstances leading to the complaint may have 
been based on misunderstanding or miscommunication.  This process is used to facilitate problem solving, improve 
communication and to promote an understanding of what happened between the parties with the goal of allowing 
the parties to work together in the future in a mutually agreeable manner. 
 
The complainant and the respondent will respond to the offer of the informal mediation process within three (3) 
working days. Timelines may be extended with the agreement of all parties. 
 
If both parties agree to enter the mediation process, they will sign a consent form that outlines the parameters of 
the mediation process. The consent form includes permission for a mediator to release limited information to the 
HRS Superintendent or designate.  This is a release of basic and summary information regarding the nature of the 
discussions during the mediation process. Limited information is provided to the HRS Superintendent or designate 
so as to not compromise the integrity and fairness of the mediation process.   
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The HRS Superintendent or designate will contact a mediator within three (3) working days, and the signed consent 
including the names and telephone numbers of the complainant and respondent, will be forwarded to the mediator.  
 
The mediator ensures that both parties have received a copy of this Policy and that they have the opportunity to 
clarify their understanding about the principles, options or steps involved in both the Informal and the Formal 
Resolution process. The mediator will then arrange to meet with the complainant to discuss the circumstances of 
the complaint. The mediator and the complainant will discuss whether there are any personal safety, violence, 
power imbalance, job security or promotion concerns involved for the complainant. They will also discuss whether 
Option I, the Voluntary Informal Procedure or Option II, the Formal Procedure is the most effective choice for 
dealing with the alleged harassment or discrimination. 
 
If the decision is made to remain in the Voluntary Informal Mediation Procedure, the mediator meets with the 
respondent. If both the complainant and the respondent confirm a willingness to resolve the situation, the mediator 
will invite both parties to a joint meeting to discuss the circumstances of the alleged harassment or discrimination, 
and to jointly develop solutions and strategies to deal with the complaint.  
 
In order to promote full disclosure of all relevant information, all discussions within the mediation process should be 
considered confidential.  The mediator will ensure that the complainant and respondent are reminded to not discuss 
the matters with other persons, unless necessary to obtain advice about their rights.  
 
The Voluntary Informal Mediation Process is intended to be completed within fifteen (15) working days of the first 
joint meeting with the mediator. Timelines may be extended with the mutual agreement of the parties.  
 
 

Agreement Reached 

If a mutual agreement is achieved, a specific written plan is developed and signed by the complainant, the 
respondent and the mediator.  
 
The mediator, in conjunction with the consent form signed by both parties, reports back to the HRS Superintendent 
or designate that a signed mutually acceptable plan and resolution has been achieved. 
 
The HRS Superintendent or designate will complete and maintain a record of the details pertaining to the incident 
and resolution in a strictly confidential electronic file. The electronic filing program is managed by the board’s 
Privacy Officer.  These files are identified as private and confidential, and are retained for the life of the Board plus 
five (5) years. These files are only accessible to the Director of Education, HRS Superintendent, HR Manager, 
Privacy Officer and the Board’s legal counsel or by other parties as required by law. No details are copied to the 
personnel file of the complainant or the respondent.  
 
The mediator will follow up in six (6) months by contacting both parties to ensure that the agreed upon plan has 
been effective.  If it has not been effective, the mediator will offer to meet with both parties again. 
 
 

Agreement Not Reached 

If the parties are unable to agree to a signed mutually agreed upon plan, the mediator will confirm this outcome in 
writing to the complainant, the respondent and the HRS Superintendent or designate. Unless the complainant has 
decided to withdraw or abandon the complaint, the Formal Investigation and Resolution process will then 
commence.  
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Option Two – Formal Investigation and Resolution Process 
 
If the complainant and the respondent do not agree to Option One – Voluntary Informal Mediation Process; or in the 
judgement of the HRS Superintendent the complaint should immediately go forward to the Formal Investigation and 
Resolution process; or no agreement is reached through the Voluntary Informal Mediation Process and the 
complainant has not abandoned the complaint, then the Formal Investigation and Resolution process will 
commence.  

External Fact Finder  

An experienced external Fact Finder will be engaged by the HRS Superintendent to begin the investigative 
process, within five (5) working days of the determination to proceed with the Formal Investigation and Resolution 
Process. The Fact Finder will have between ten (10) and thirty (30) working days to complete the investigation 
depending upon the number of parties and the complexities involved. The name of the Fact Finder will be shared 
with the complainant, the respondent(s) and any witness(es) to ensure that there is no conflict of interest. 
 
The Fact Finder will discreetly and privately meet with the complainant, the respondent and any identified witnesses 
or other persons named by either party who will contribute to the investigation/ fact-finding process. The Fact 
Finder will instruct the complainant, witnesses, and the respondent not to discuss the complaint or the investigation 
with any other person(s), unless necessary to obtain advice about their rights.    
 
The substance of the interviews will be shared with the complainant and the respondent, but not the names of the 
witness(es), unless required by law or collective agreement. If the name of a witness is necessary in order to 
understand the context of their statements, the witness will be asked to sign a permission form that will allow their 
name to be shared with the parties involved.  
 
In addition to the witness(es) already provided to the Fact Finder, the HRS Superintendent, after informing the 
complainant and the respondent, may add a person or persons in authority to the witness(es) list, who knew or 
should have reasonably known of the alleged harassment.  
 
A WCDSB Workplace Harassment or Discrimination Prevention Form will be completed by the Fact Finder and 
each witness(es) will be asked to verify the information they provided by signing and dating the form.  
 
An investigative report will be prepared by the Fact Finder and given to the HRS Superintendent.  
 
Within five (5) working days of receiving the Fact Finder report, the HRS Superintendent will meet separately with 
the complainant and the respondent to share the results of the investigation. 
 
The complainant and respondent will be then be given a final opportunity for input and response.  This input and 
response are to be provided in writing to the HRS Superintendent within five (5) working days of their meetings.  
 

REVIEW AND ADVICE BY AD HOC COMMITTEE 

Within five (5) working days of receiving the complainant’s and respondent’s final input, the ad hoc Workplace 
Prevention Committee will be established. The Committee consists of the HRS Superintendent or designate and 
two (2) impartial/objective WCDSB members who do not work in HRS and are identified by the Director of 
Education.  The Director of Education will consider members who may have specific expertise in the area of 
relationships, harassment or discrimination and conflict resolution.    
 
 
The committee will review all documentation within eight (8) working days, including the Fact Finders report, the 
statements of the complainant, respondent and witness(es), and then provide advice to the Human Resource 
Services Superintendent. 
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All documentation reviewed by the committee members will not contain the names of the complainant, the 
respondent or the witness(es) to ensure confidentiality and impartiality.  
  

DETERMINATION 

The HRS Superintendent will, within three (3) working days of receiving the advice from the ad hoc Committee, 
reach a recommendation as to whether the behaviour of the respondent constituted harassment or discrimination 
and will then provide the recommendation(s) in a report to the Director of Education. The determination of the 
Director of Education is final within the formal complaint process of the Board.    
 

HARASSMENT OR DISCRIMINATION NOT CONFIRMED 

Within five (5) working days of the determination by the Director of Education that harassment or discrimination is 
not confirmed, the HRS Superintendent will meet and share the results of the investigation with the respondent in 
writing.   
 
Within one (1) working day of the HRS Superintendent’s meeting with the respondent, the complainant will be 
informed in writing of the final determination 
 
When harassment or discrimination is not substantiated, no record of the complaint, investigation and finding will be 
placed in the personnel file of the respondent and no disciplinary action will be taken against either party unless the 
Ad Hoc Committee identified that the complaint was made in bad faith.  
 
If a complainant has been found to be frivolous or vexatious in their complaint, the respondent(s) will be so advised.  
The HRS Superintendent in consultation with the Director of Education will determine whether disciplinary action for 
the complainant, from progressive discipline up to and including termination, is warranted. 
 
The results of the investigation will be recorded and kept in a strictly confidential electronic file. The electronic filing 
program is managed by the Board’s Privacy Officer.  These files are identified as private and confidential, and are 
retained for the life of the Board plus five (5) years. These files are only accessible to the Director of Education, 
HRS Superintendent, HR Manager, Privacy Officer and the Board’s legal counsel or by other parties as required by 
law. No details are copied to the personnel file of the complainant or the respondent.  
 
Any report created in the course of or for the purposes of the investigation is not considered to be an occupational 
health and safety report that should be shared with the health and safety committee or health and safety 
representative.  
 

HARASSMENT OR DISCRIMINATION CONFIRMED  

Within five (5) working days of the determination by the Director of Education that harassment or discrimination is 
confirmed, the HRS Superintendent will meet and share the results of the investigation with the respondent in 
writing.   
 
Within one (1) working day of the HRS Superintendent’s meeting with the respondent, the complainant will be 
informed in writing of the final determination.  
 
Within three (3) working days after advising the complainant, the HRS Superintendent will develop a plan to 
address future interactions between the complainant and respondent to ensure that there will be no overt or subtle 
intimidation or retaliation. The plan may include specific action regarding harassment or discrimination prevention 
education or external counselling.  Input from both the complainant and respondent will be taken into consideration 
when finalizing the plan. 
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The HRS Superintendent in consultation with the Director of Education, will determine if disciplinary action for the 
respondent is appropriate. Disciplinary action may include a verbal warning, written warning, transfer, suspension, 
dismissal or legal charges as outlined in existing Board employee disciplinary policies and procedures. 
 

DOCUMENTATION 

The results of the investigation will be recorded and kept in a strictly confidential electronic file. The electronic filing 
program is managed by the board’s Privacy Officer.  These files are identified as private and confidential, and are 
retained for the life of the Board plus five (5) years. These files are only accessible to the Director of Education, 
HRS Superintendent, HR Manager, Privacy Officer and the Board’s legal counsel or by other parties as required by 
law. No details are copied to the personnel file of the complainant or the respondent.  
 
Any report created in the course of or for the purposes of the investigation is not considered to be an occupational 
health and safety report that should be shared with the health and safety committee or health and safety 
representative.  
 

FOLLOW-UP 

Within six (6) months of the final determination of a finding of harassment and discrimination, the HRS 
Superintendent, where appropriate, will contact the complainant and the respondent to verify that the formal 
resolution plan is effective.   
 

SPECIAL CIRCUMSTANCES 

If the HRS Superintendent is unable to carry out their obligations under this Policy or if the HRS Superintendent is 
named as a respondent, the Director of Education will appoint a designate to carry out the investigation and 
resolution process.   
 
If the Director of Education is named as a respondent in the harassment or discrimination complaint, the HRS 
Superintendent will advise the Chair of the Board. The Chair of the Board will appoint outside counsel to carry out 
the investigation. The outside counsel will report the results and recommendations of the investigation back to the 
Chair of the Board. 
 
If a trustee, inclusive of the Chair or Vice-Chair, is named as a respondent, the Director of Education will inform the 
Chair of the Board and outside counsel will carry out the Formal Investigation and Resolution Process.  
 
If a trustee feels that they have been harassed or discriminated against they will contact the Chair or Vice-Chair of 
the Board.  The Chair or Vice-Chair of the Board is responsible to initiate the Investigation and Resolution Process 
through the HRS Superintendent who will engage outside counsel.  
 
 

ONTARIO HUMAN RIGHTS TRIBUNAL 

At any time within twelve (12) months of the alleged harassment or discrimination the complainant may initiate a 
complaint with the Ontario Human Rights Tribunal.  If the complainant initiates a complaint with the Ontario Human 
Rights Tribunal, the Board will suspend the internal investigation of the complaint until the Tribunal proceedings are 
complete. 
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Workplace Harassment Or Discrimination Process - Timeline 
Overview - Employee Related Complaints 

Every effort will be made to comply with the identified timelines, but timelines may be extended for a reasonable 
period by the Human Resource Services Superintendent or designate.  If a timeline change is required both parties 
will be advised in writing. 
 
The Complainant provides HRS with written details of the complaint, the name of the respondent, any witness(es), 
supporting documentation etc. and informs HRS of decision to go forward with the complaint. 
 
Note: Human Resource Services (HRS) refers to: HRS Superintendent or designate. 

Option I: Voluntary Informal Mediation Process 

Process Description Timelines 
1. Complainant submits written or verbal complaint to HRS. Within twelve (12) months of 

incident(s) leading to complaint.  
2. If verbal complaint to HRS and complainant is unable or unwilling to 

put complaint in writing, HRS meets with complainant to document.  
Within three (3) working days of 
receiving verbal complaint.  

3. HRS reviews written or documented verbal complaint to determine if 
the complaint may meet the definition of harassment or 
discrimination.  

Within three (3) working days of the 
complaint being received or 
documented by the HRS. 

4. If complaint does not meet definition, HRS will advise complainant 
and recommend appropriate action to address concerns. 

Within five (5) working days of the 
complaint being received or 
documented by the HRS. 

5. If complaint may meet definition of harassment or discrimination, 
HRS informs the respondent in writing of the complaint alleging 
workplace harassment or discrimination.  

Within five (5) working days of the 
complaint being received or 
documented by the HRS.  

6. Respondent is given a written summary of the allegations. Within seven (7) working days of the 
complaint being received or 
documented by HRS. 

7. HRS normally contacts both parties and offers mediation. Within three (3) working days of 
respondent receiving written summary.  

8. Complainant and Respondent respond to offer of Voluntary Informal 
Mediation.  

Within three (3) working days of offer.  

9. HRS contacts a mediator. Within three (3) working days of 
agreement to mediate.  
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10. The mediator contacts both parties, meets separately and jointly if 
appropriate and a determination is made whether mediation is 
most appropriate in this situation. The Mediator works with both 
parties to achieve a mutually agreed upon solution.  If a mutual 
agreement is achieved, a specific written plan is developed and 
signed by the complainant, the respondent and the mediator. If the 
parties are unable to agree to a signed mutually agreed upon plan, 
the mediator will confirm this outcome in writing to the complainant, 
the respondent and the HRS Superintendent or designate. Unless 
the complainant has decided to withdraw or abandon the 
complaint, the Formal Investigation and Resolution process will 
then commence.  

Within fifteen (15) working days of the 
first joint meeting  

11. Where a written mutually agreed upon plan has been achieved, the 
Mediator contacts both parties to ensure that the plan is effective.        

Six (6) months after the agreed upon 
solution was signed 
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Option II:  Formal Investigation and Resolution Process 

Every effort will be made to comply with the identified timelines, but timelines may be extended for a reasonable 
period by the Human Resource Services Superintendent or designate.  If a timeline change is required both parties 
will be advised in writing. 
 
If the complainant and the respondent do not agree to Option One – Voluntary Informal Mediation Process; or in the 
judgement of the HRS Superintendent the complaint should immediately go forward to the Formal Investigation and 
Resolution process; or no agreement is reached through the Voluntary Informal Mediation Process and the 
complainant has not abandoned the complaint, then the Formal Investigation and Resolution process will 
commence.  
 
Note: Human Resource Services (HRS) refers to: HRS Superintendent or designate. 
 
Process Description Timelines 
1. HRS engages an experienced external Fact Finder.  Within five (5) working days of 

determination to proceed with the  
formal process.  

2. Fact Finder will interview complainant, respondent(s), witness()  Within ten – thirty (10-30) working 
days of being engaged. 

3. HRS meets separately with complainant and the respondent to 
review the results of the investigation. 

Within five (5) working days after 
report  from Fact Finder. 

4. Complainant and respondent will if they so wish provide final written 
input and response to HRS.  

Within five (5) working days of 
meeting with the HRS.  

5. The Ad Hoc Committee is established. Within five (5) working days from the 
final input and response to HRS.  

 6. The Ad Hoc Committee examines the facts as presented and 
provides advice to the HRS.  

Within eight (8) working days of 
committee being established.  

7. HRS prepares a report and recommendations to Director of 
Education for final determination.   

Within three (3) working days of 
receiving Ad Hoc Committee advice. 

8. The HRS will meet and share the results of the investigation with 
the respondent in writing.  

Within five (5) working days of final 
determination.  

9. HRS informs the complainant in writing of the final determination.  Within one (1) working day of the 
meeting with the respondent. 

10. HRS will develop a plan to address future interactions between the 
complainant and respondent including specific actions. 

Within three (3) working days of 
informing the complainant of the 
determination.   

11. HRS will contact both parties, where appropriate, to ensure that the 
formal resolution plan is effective.   

Within six (6) months after the final 
meeting with the complainant. 
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Notes for Complainant, Respondent and Witnesses 

The WCDSB is committed to a harassment and discrimination free work environment for all employees.  We 
strongly encourage you to come forward with your issues regarding workplace harassment or discrimination.  Your 
voice is important and needs to be heard. 
 
Harassment or discrimination-free work environments do not happen by accident.  They are created and supported 
by people like you who are willing to stand up to support fair and equitable processes and resolutions,  and to 
speak out against injustices.   
 
Complainants, respondents and witnesses are encouraged  to seek support through the Employee Assistance 
Program (EAP). 
 
Complainant 
 
We, as a Catholic community, recognize that if you are reading this as a complainant it may be a very difficult time 
for you.  We assure you that your safety is of the utmost importance and you will be supported throughout the 
process. In order for this process to be effective and have a positive outcome, it is critical that you feel safe and 
have confidence in the people that will be assisting you.  If this is not the case, we encourage you to approach HRS 
designate to assist you in finding alternate sources of support. 
 
There are checks and balances throughout this Policy to ensure safety.  You may find that you experience a range 
of emotions throughout this process.  These reactions may range from knowing exactly what you want and need to 
do, to confusion about what you want and need.  Although you may be determined to take action, you may still 
experience negative emotions. A variety of reactions can be expected and seeking support to deal with your 
reactions is critical.   
 
Respondent 
 
We, as a Catholic community, recognize that if you are reading this as a respondent regarding a complaint of 
workplace harassment or discrimination, this may be a very difficult time for you.  You may feel confused and 
angry. The WCDSB recognizes that being accused of workplace harassment or discrimination does not mean 
automatically imply guilt.  It is the intent of the WCDSB to safeguard the rights of everyone involved in a workplace 
harassment or discrimination complaint.  The checks and balances included in this Policy are designed to support 
and provide fair treatment for both the respondent and the complainant. Throughout this process, your voice as a 
respondent is important and will be heard. 
 
We want to assure you that you will be supported and treated equitably throughout this process.  You are 
encouraged to enter this procedure with an open mind in order to actively seek an early and just resolution for all 
involved.  
 
This process is designed to ensure confidentiality, provide for mediation as appropriate and to objectively determine 
the facts.  The goal is always to arrive upon the earliest, mutually acceptable solution for both parties whenever 
possible.   
 
Witness(es) 
 
We as a Catholic community recognize that if you have been invited into this workplace harassment or 
discrimination complaint process, this may be a difficult time for you. 
 
In order to provide a harassment and discrimination free environment, it is important for all employees to support 
one another when there are claims of harassment or discrimination.  Although it is often difficult to become involved 
in another person’s complaint process, we encourage you to come forward with an open mind and with the facts, as 
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you know them.  In order to ensure equity, justice and early resolution, it is important that witnesses for both the 
complainant and the respondent come forward and have their voices heard.  
 
You may fear retribution for coming forward as a witness. The WCDSB is committed to ensuring that there is no 
retribution for witness(es) providing facts in good faith in an investigation. The identity of a witness will normally 
remain confidential unless your identity is required by law, by collective agreement, or if you provide a signed 
consent. You will never be coerced into signing consent. 
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“Sexual Harassment Guidelines” Policy 5055 1998 
“Administrative Procedures for Dealing with Racial, Religious and Ethnocultural Harassment” Policy 5045 
 
Windsor-Essex Catholic District School Board 
“Workplace Harassment” Policy H:08 
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