
YORK CATHOLIC DISTRICT SCHOOL BOARD

PROCEDURE

Addendum to Policy 425: Workplace Harassment

Effective:  September 27, 2022



PURPOSE

These procedures are designed in conjunction with Policy 425: Workplace Harassment and
outline the process for the reporting and the investigation of harassment.

1. COMPLAINTS:
Filing a Complaint
1.1.1 The complainant will submit a written complaint, in a timely manner (see

definition given in Section 5.3) to their immediate supervisor.** Once received,
the immediate supervisor will consult with their superordinate (i.e.: Principal to
consult with the appropriate Superintendent of Schools; Manager to consult with
the appropriate Senior Manager).

1.1.2 In the event the complaint is in regards to the employee’s supervisor, the written
complaint is to be addressed to the attention of the Board official next in level of
managerial authority who shall be considered the immediate supervisor in the
steps outlined below.

1.1.3 In the event the complaint is made against a member of the Senior team, the
complainant will submit the written complaint directly to the Director of
Education. The Director, in turn, will notify the Board of Trustees and employ an
external service provider in accordance with Policy 425.

1.1.4 In the event that the complaint is against the Director, the complaint will go to
the Chair of the Board for the consideration of the Board of Trustees.
i) The Chair of the Board shall acknowledge receipt of the complaint within

two (2) working days.
ii) A special Committee of the Whole meeting will be called to inform the

Board and authorize the use of an external investigator with the
appropriate professional experience and qualifications.  Every attempt
will be made to schedule such a meeting within ten (10) working days of
receiving the complaint.  The complainant shall be notified that the
meeting occurred and the name of the external investigator as soon as
possible.

iii) Once the investigation is complete, the Chair of the Board will receive the
report from the investigator, forward it to the Board of Trustees and call a
special Committee of the Whole.  The Board shall review the report to
determine whether, on the balance of probabilities, harassment occurred
and what corrective and/or disciplinary measures, if any are warranted.

iv) The Chair of the Board shall inform the complainant, and the Director, in
writing of the decision within five (5) calendar days of the special
Committee of the Whole meeting, and if any, the corrective and/or
disciplinary measures and actions.

1.1.5 In all cases, the written complaint shall include the following:
i) Name and contact information;
ii) The nature of the allegation;
iii) The name of the respondent, position and contact information if known;
iv) The relationship of the respondent to the complainant (for example,

colleague, member of the public, supervisor **)
v) The date(s) and a description of the incident(s) including frequency and

location;
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vi) If applicable, the names of the witnesses and contact information, if
known;

vii) Any supporting documents you may






