
SAMPLE PROCEDURE FOR ADDRESSING SEXUAL HARASSMENT 
CONCERNS/COMPLAINTS 

INFORMAL PROCESS 
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INCIDENT 
OCCURS

Is there immediate 
danger?

Does employee refuse 
work?

Does subject feel safe 
and chooses to address 
incident in the moment?

Follow emergency 
procedures.

Follow work refusal 
process.

Incident is addressed/
resolved.

Employee(s)/witness(es) 
report incident.

Employer shares 
information about 
process/available 

supports.

Are related processes 
underway? (E.g., police 
investigation, human 

rights)

Employer may defer 
internal procedure until 

complete.

Does organization 
choose to investigate? 

Does employee opt
to take no further 
steps at this time, 
to make a formal 

complaint or to follow 
informal resolution 

process?

INFORMAL 
PROCESS

Engage parties in 
mediation/supervised or 

supported communication 
resolution/counselling 

etc.

Is domestic abuse/
intimate partner 

violence a concern?

Follow domestic abuse/
intimate partner 

violence procedure.

Incident is addressed/
resolved. Monitor for 

further incidents.

*	Monitoring and
	 documenting are 	
	 ongoing steps when 	
	 an incident has 		
	 occurred.

FORMAL 
PROCESS

(See reverse)

Proceed to formal 
process (on reverse).

YES

YES

YES

NO

NO

NO

NO

YES

YES

YES

NO FURTHER 
ACTION

Monitor for 
further incidents.
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INCIDENT 
OCCURS

Does employee opt
to take no further steps 
at this time, to make a 

formal complaint 
or follow informal 

resolution process?

INFORMAL 
PROCESS 

(See reverse)

FORMAL 
PROCESS

NO FURTHER 
ACTION

Employee writes letter 
of complaint.

Investigator appointed.

Investigation conducted.

Employer determines if 
harassment occurred, 

complaint was malicious 
or neither occurred.

Disciplinary/corrective 
measures applied.

Is safety of parties to 
complaint at risk?

Safety measures are 
applied.

Monitor for further 
incidents.

Incident is addressed 
and resolved.

Monitor for further 
incidents.

Employer informs 
alleged perpetrator of 

the complaint.

Is privacy/confidentiality 	
compromised?

Does employee suffer 
reprisals?

Investigator submits 
report with findings and 

recommendations to 
employer.

Did harassment occur?

Was complaint 
malicious?

YES

YES

*	Monitoring and
	 documenting are 	
	 ongoing steps when 	
	 an incident has 		
	 occurred.

Disciplinary/corrective 
measures applied.

YES

Findings and summary 
of investigative report 

shared with parties 
to a complaint.

NO

NO

Employee(s)/witness(es) 
report incident and 

employer shares 
information about 
process/available 

supports.


