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WORKPLACE HARASSMENT & DISCRIMINATION 
Complaint Procedure Flowchart & Information Sheet 

All academic and non-academic employees and students are encouraged to explore Direct Action, Informal Complaint and/or Mediation as a means to try and resolve the concern prior to a Formal Complaint.  The most 
appropriate action to take will be dependent on the circumstances and the nature of the alleged misconduct. A Formal Complaint can be filed directly or after Direct Action and/or an Informal Complaint are considered.  
Additionally, nothing precludes King’s from deciding that it may be necessary to take appropriate action (at an informal or formal level), even if the complainant does not wish the matter to proceed. Please contact Human 
Resources if you are unsure on how to proceed.  

 

 

 

 

 

 

 
  

Direct Action

In instances when both parties feel safe, 
raise the concern directly with the 

individual responsible for the alleged 
misconduct. Make it known that the 

conduct or comment is unwelcome and that 
you wish it to stop immediately. 

Keep a detailed record of the alleged 
harassment or discrimination, including 

dates, times, locations and witnesses

Informal Complaint

(Request for Alternate Resolution)

Contact a Human Resources Advisor. An 
informal complaint is a problem-solving 

approach which has the goal of achieving a 
resolution satisfactory to all parties.

Each situation is unique and the HR Advisor 
will have flexibility in determining the most 
appropriate option to attempt resolution. 

The HR Advisor approves the request if the 
complaint meets the determined criteria. It may 
be determined an alternate resolution is not a 

viable option. 

Formal Complaint

Submit a formal complaint using the 
Harassment Complaint Form

Submit the complaint in writing to the 
President. Where the complainant and the 
respondent are students, the complaint will 

be submitted to the Dean of Students. 
Complaints regarding the President will be 

directed to the Secretary of the Board.

Human Resources will review the complaint 
prior to the commencement of any formal 

investigation

If an academic or non-academic employee, or student, experiences harassment or discrimination at 

King's, there are several available options to explore as a means to address the concern. 

 

If you choose not to 

take Direct Action or if 

Direct Action was 

unsuccessful, you can 

act through an 

Informal Complaint 

 

If the concern remains 

unresolved through 

Direct Action and/or 

Informal Complaint, 

you can act through a 

Formal Complaint 
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