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A. PURPOSE
Mount Royal is committed to creating a supportive working and learning

environment that is free from personal harassment.

B. DEFINITIONS

(1)

(2)

(3)

(4)
(5)

(6)

Complaint: means a statement by a Complainant seeking recourse
pursuant to the Policy.

Complainant: refers to any person who seeks recourse pursuant to
the Policy either as someone who has been the subject of harassment
or who is aware of situations or incidents that may have an adverse
impact upon any member of the College community.

Employee: refers to faculty, staff and administration employed by
Mount Royal, regardless of whether they are in a full-time, part-time or
casual position.

Policy: means the Personal Harassment Policy 1704.

Respondent: refers to the person who has been accused of personal
harassment.

Student: refers to individuals registered in a course or program at
Mount Royal and includes those taking full-time, part-time, credit or
non-credit studies.




C. GUIDELINES FOR COMPLAINANTS

Employees and students who believe they have been subjected to personal
harassment have a role to play in stopping such behavior and therefore encouraged
to address it themselves first, and may proceed by reporting a complaint as soon as
possible after the harassment.

In order to facilitate the resolution process, it is important that the Complainant
carefully record the dates, times, locations, witnesses (if any) and details of all
incidents.

If counselling is required, employees may seek counseling through the Resilience
Program (Wilson-Banwell Human Solutions), at 1-866-644-0326.

The Complainant must be certain that the complaint is accurate and not frivolous,
vexatious or malicious. If a complaint is not valid and the Complainant is found to
have acted maliciously or in bad faith, disciplinary action against the Complainant
may be recommended to the President.

All individuals involved in the following procedures shall keep confidential any
information or materials they receive. The failure to do so may result in disciplinary
action.

D. PROCEDURES FOR HANDLING COMPLAINTS

There are three steps in this process: (1) Informal Procedure, (2) Referral to
Human Resources and (3) Tribunal Hearing. At each step in the process, the
focus of these procedures is on prevention, awarene ss and education.

(1) Informal Procedure

If a Complainant wishes to proceed with a complaint, he/she may take any of
the following actions:

(i) express his/her concern immediately. It is best to direct the
concern directly to the person causing the personal harassment,
asking him/her to stop;

(i) report the complaint to the Ombudsperson/Human Rights Advisor
and/or a Human Resources Consultant; or

(iif) report the complaint to a member of the College's administration,
Supervisor/Manager, Chair/Dean/ Director, an executive member
of the Mount Royal Faculty Association, Mount Royal Support Staff
Association, or Students' Association of Mount Royal College.

Note: If the Respondent in a complaint is a student, the situation
will be reported directly to the Office of Student Conduct for
deliberations and sanctions.



(2)

At these levels, efforts will be made to implement supportive actions. If
unresolved, refer the situation to Human Resources.

Referral to Human Resources

(@)

(b)

(©)

The Associate Vice-President of Human Resources or designate shall
arrange a meeting with the Complainant as soon as possible to:

(i)
(ii)

(iii)

(iv)

(v)

hear the concern;

provide the Complainant with a copy of the Policy and these
Procedures;

explain the Policy and clarify what constitutes personal harassment
under the Policy; discuss with the Complainant whether the issue
under consideration does or does not warrant a complaint under
the Policy;

identify and explain the options available to the Complainant for
resolution; and;

provide the Confidentiality and Protection of Privacy Notice and the
Informed Notice and Consent Forms.

The Associate Vice-President of Human Resources or designate will
meet with the Respondent to:

(i)

(ii)

(iii)

(iv)

v)

inform the Respondent that a complaint has been lodged against
him/her and glean his/her perspective on it;

provide the Respondent with a copy of the Policy and these
Procedures;

explain the Policy and clarify what constitutes personal harassment
under the Policy;

identify and explain the options available to resolve the complaint;
and

provide the Confidentiality and Protection of Privacy Notice, and
the Informed Notice and Consent Forms.

After having met with both the Complainant and Respondent individually,
the Associate Vice-President of Human Resources or designate will, as
appropriate:

(i)

clarify the situation if there is a misunderstanding between the
Complainant and Respondent;



(3)

(i) educate the Respondent, if necessary, with regard to what is
considered to be inappropriate behavior and receive assurance
that such behavior will not occur again; or

(i) suggest alternative dispute resolution methods to the Complainant
and Respondent to try and resolve the matter.

If, in the opinion of the Complainant, all attempts at alternate resolution
approaches have failed or are deemed to be inappropriate, the Complainant
may request that the complaint be handled by a Tribunal Hearing.

Tribunal Hearing

(@

(b)

(©)

(d)

(e)

Once the Complaint is referred to the Tribunal Hearing, the Associate
Vice-President of Human Resources will request that the Complainant
complete the College Personal Harassment Complaint Form and submit
it to the Associate Vice-President of Human Resources.

There shall be a Personal Harassment and Human Rights Standing
Committee comprised of ten (10) members, which shall include both
male and female representatives, with the following representation:

() one credit student to be appointed by the Students’
Association of Mount Royal;

(i) one credit-free student to be appointed by the Provost and
Vice-President, Academic;

(iii) two faculty members appointed by the Mount Royal
Faculty Association;

(iv) two support staff members appointed by the Mount Royal
Support Staff Association;

(v) two management representatives appointed by the
Associate Vice-President of Human Resources;

(vi) one exempt staff member appointed by the Associate Vice-
President of Human Resources;

(vii)  one Employee appointed by the Associate Vice-President
of Human Resources.

The term of appointment for the members of the Personal Harassment
and Human Rights Standing Committee shall be for either one (1) year
or two (2) years in order to ensure continuity of at least half the
membership from year to year.

The Personal Harassment and Human Rights Standing Committee shall
receive training, which will be developed and delivered jointly by the
Human Rights Advisor and Human Resources. Training will include an
orientation as to procedural fairness and the rules of procedure and
practice.

The Complaint shall be referred to a Tribunal comprised of three (3)
members of the Personal Harassment and Human Rights Standing



(f)

()]

(h)

(i)

()

(k)

0

(m)

(n)

Committee as selected by the Associate Vice-President of Human
Resources.

The Tribunal shall be conducted in a manner consistent with the rules of
procedural fairness to ensure the Complainant and Respondent are
given a fair hearing. All sessions are confidential.

Members of the Tribunal are not to serve as advocates or
representatives of a constituency group, but rather they are to serve as
individual members of the larger MR community.

The Complainant or Respondent may object to having a member of the
Personal Harassment and Human Rights Standing Committee sit on the
Tribunal that is hearing the complaint on grounds of a real conflict of
interest or reasonable apprehension of bias. In such a case, another
member from the Personal Harassment and Human Rights Standing
Committee will be asked to sit on the Tribunal.

Members of the Tribunal shall meet to establish rules of procedure and
practice.

The Tribunal shall make a finding as to whether personal harassment
has occurred and if it has, recommend appropriate action.

No later than ten (10) calendar days after determining whether there has
been a violation of the Policy, the Tribunal shall submit its findings of
facts and recommendations, if any, in writing to the Provost.

Subsequent to receiving the Tribunal’s report, the Provost shall promptly
render a decision regarding sanctions or an appropriate course of action.
The Provost will provide the Complainant and Respondent with a written
decision, along with a copy of the Tribunal's report. Substantiated cases
of personal harassment may result in disciplinary action ranging from a
written reprimand to dismissal.

All meeting records are confidential to the Tribunal Hearing members.
However, upon written request to the Associate Vice-President of
Human Resources, the Complainant or Respondent may receive copies
of records from their own interview.

All written records concerning the formal procedure of personal
harassment complaints will be kept in a separate confidential file
maintained in the Department of Human Resources.
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Appeal of Findings of Facts

(@)

(b)

(©)

(d)

(e)

(f)

The Complainant or Respondent may appeal to the President findings of
facts made by the Tribunal on one or more of the following grounds only:

(i) that the Tribunal made a fundamental procedural error seriously
prejudicial to the appellant; or

(i) the appellant has new evidence to present that could not
reasonably have been presented earlier.

A notice of appeal that describes:
@ a brief statement of the grounds on which the appeal is based;

(i) the argument which the appellant relies on to support the grounds
of appeal;

(i) particular references to the evidence in relation to the grounds of
appeal or arguments;

(iv) the nature of the relief sought by the appellant; and,
(v) the appellant’s current contact information.

The notice of appeal must be provided in writing and signed by the
appellant and delivered to the President within twenty (20) calendar days
following the date on which the Provost's decision was sent to the
appellant.

The evidence for the hearing of the appeal shall be the notice of appeal
and any notes, transcripts, or reports of the Tribunal. However, the
President may also:

() hear the Complainant, Respondent, and any witnesses; and

(i) receive and examine any new or additional evidence that is
relevant to the appeal.

In hearing the appeal, the President is not bound by the rules of
evidence applicable to judicial proceedings and may establish any
hearing procedures in accordance with the rules of procedural fairness.

Except in exceptional circumstances, the President shall hear the appeal
within thirty (30) calendar days of receipt of the notice of appeal.

The President will render a written decision no more than ten (10)
calendar days following the hearing, disposing of the appeal by:

(i) affirming the finding of fact made by the Tribunal,



(i)  setting aside the finding of fact made by the Tribunal and modifying
the finding of fact;

(i) directing the original Tribunal members to consider any new
evidence presented;

(iv) directing the original Tribunal members to conduct a new hearing
or reconsider some pertinent aspect; or

(v) directing a new hearing be brought before a new Tribunal.

(g) The written decision of the President will be delivered to the appellant by
regular mail, Express Post, or email.

(h) The President’s decision is final and binding.



