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1. Introduction 

At Citizenship and Immigration Canada (CIC), we strive for a respectful workplace where all employees treat each other, their 

clients, and their partners with respect and consideration for each other's dignity. Employees should behave in a manner that 
brings credit to them, the Department, and the Public Service at large. Mutual respect is a fundamental principle of all good 
human relations. When respect breaks down or is not evident, harassment can result. The goal of these guidelines is to 
support the effective resolution of harassment situations when it occurs. 

2. Legislative Base  

The Treasury Board Policy on the Prevention and Resolution of Harassment in the Workplace is applicable to CIC. Reference is 
made to the shared accountability for a respectful workplace in the departmental Code of Conduct.  

3. Definitions 

 Harassment (harcèlement) is any improper conduct by an individual, that is directed 
at and is offensive to another person or persons in the workplace, and that the 

individual knew or ought reasonably to have known would cause offence or harm. It 
comprises any objectionable act, comment or display that demeans, belittles, or 
causes personal humiliation or embarrassment, and any act of intimidation or threat. 
It includes harassment within the meaning of the Canadian Human Rights Act .  

 Complaint (plainte) is a formal allegation of harassment submitted in writing to the 
delegated manager, and which is based on actions defined as harassment.  

 Delegated manager (gestionnaire délégué) is a senior executive designated by the 
Deputy Minister, accountable for the harassment complaint process.  

 Respondent (personne mise en cause) is a person against whom a complaint is 
made.  

4. Rights  

All employees have a right to expect the Department to act in such a way as to reduce conflict in the workplace. They also 

have a right to expect that the Department will have zero tolerance for any action or behaviour in the workplace which could 
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be defined as harassment. Complainants and respondents have a right to expect that complaints will be dealt in an objective 
fashion and as quickly as possible. 

5. Harassment Complaint Process 

These guidelines should be read in conjunction with the Treasury Board Secretariat Policy on the Prevention and Resolution of 
Harassment in the Workplace. 

Roles 

Regional Director General (RDG) or Director General (DG) 

The RDG or DG is the delegated manager of the Deputy Minister and responsible for ensuring the timely resolution of 
harassment situations, mandating of the formal investigation process and making decisions with respect to the result of 
complaint investigations. 

Office of Conflict Resolution 

The Office of Conflict Resolution supports informal conflict resolutions at the earliest possible stage using alternative dispute 
resolution methods such as informal discussion, information sharing, coaching, negotiation and mediation.  

Human Resources Officer 

The Human Resources Office supports the formal harassment complaint management process and can assist in the informal 
resolution process as appropriate. 

Managers 

Managers are expected to lead by example and to act respectfully in dealings with employees and other persons working for 

the Public Service. They are expected to ensure that employees are aware of the policy and to remind them of its contents as 
deemed necessary. They are expected to ensure that employees have access to learning opportunities on the prevention and 
resolution of harassment in the workplace. 

Employees 

Employees are expected to treat individuals professionally and respectfully. Employees who believe they have been treated in 

an improper and offensive manner are expected to communicate to the offending party, as soon as possible, directly or 
through a supervisor/manager, their disapproval or unease. They can get help or guidance from the manager or the 
bargaining agent. 

Complaint Process 

The flow chart found in Annex 1 provides an overview of the harassment complaint process described below.  

 In most situations, it is preferable that employees resolve their differences on an 
informal basis through discussion with the respondent and/or their manager.  

 Should the employee be unable to resolve the matter him/herself, the employee 
should discuss the matter with a representative of the Office of Conflict Resolution, 

Human Resources Advisors, the Employee Assistance Program, a Bargaining Agent 
representative or any other individual of the employee's choice with the aim of 

resolving the problem.  

 Should the matter remain unresolved or should the employee prefer to address his/her 

complaint through a formal process, then an employee may submit a formal 
complaint in writing directly to the delegated manager or Human Resources within 
one year of the alleged harassment.  

 If the delegated manager is a potential respondent to the complaint, then the 

complaint will be forwarded to the next higher level of management for action.  

 Upon receipt, the complaint will be reviewed by the delegated manager, with 
assistance from Human Resources if required, to ensure that all of the required 
information is included (nature of the allegations; name of the respondent; 

relationship of the respondent to the complainant; date and description of 
incident(s); and, if applicable, the names of witnesses).  

 If all of the necessary information is included, the complaint will be reviewed by the 
delegated manager to determine if the allegations are related to harassment. If the 
delegated manager is satisfied that the complaint is not related to harassment, the 



complainant will be informed and offered suggestions regarding other means of 
resolving the issue. If the delegated manager is satisfied that the allegations may be 
related to harassment, the delegated manager will acknowledge receipt of the 
complaint and inform the respondent that a complaint has been received and provide 

him/her with the particulars of the complaint in writing, including the allegations.  

 The delegated manager or Human Resources will invite the parties to consider 
alternative dispute resolution options, including mediation, with the parties. If the 
parties are willing to explore the informal conflict resolution option, then the 

complaint is referred to the Office of Conflict Resolution which will assist the parties 
to determine the appropriate alternative dispute resolution process.  

 When a resolution is not possible through informal means, the delegated manager, 
with the assistance of Human Resources will initiate a formal investigation process, if 

appropriate, and ensure that the persons conducting the investigation are qualified, 
impartial, and have no supervisory relationship with the parties.  

 The delegated manager will make the final decision with respect to the results of a 
complaint investigation and inform the parties of his/her decision. The delegated 

manager will ensure that corrective and/or disciplinary measures are taken, where 
warranted.  

Accompaniment 

Where practicable, employees being interviewed should have the opportunity to have a representative of his or her choice 

present during the interview providing a representative is available and the latter will not be interviewed as a witness during 
the investigation.  

Confidentiality 

Every effort will be made to preserve the dignity and self-respect of all parties involved in a harassment complaint. Those 

individuals associated with a complaint or its resolution must recognize the serious nature of such cases and respect the 
sensitivity and confidentiality involved. They should, therefore, not discuss the complaint amongst themselves and with 
others, with the exception of communication with the employee's representative, Human Resources and the Employee 
Assistance Program. 

Human Resources representatives and Investigation Officers must ensure the proper maintenance and protection of 

documentation relevant to a complaint. Such documentation will be excluded from the personnel files of employees. In 
situations where disciplinary measures are taken, only the letter of discipline will be placed on the disciplined employee's 
personnel file. All information collected during the investigation of a complaint of harassment is subject to the provisions of 
the Access to Information Act and the Privacy Act and will be kept by the appropriate Human Resources Unit. 

Reporting 

The Human Resources Advisor will maintain a record of the number and location of complaints lodged, the nature of these 

complaints, the resolution options used, the outcome of the reviews and investigations (if conducted), and the type of 
corrective measure taken. 

The Department may be required to submit reports as required to Treasury Board and/or the Public Service Human Resources 

Management Agency of Canada concerning these matters. Such reports will be shared with the bargaining agents when 
available and will be subject to the provisions of the Access to Information Act and the Privacy Act. 

Other Recourse 

Employees may wish to discuss grievance/recourse options with their bargaining agent. 

If the harassment is based on one of the grounds of discrimination prohibited under the Canadian Human Rights Act, 
employees have the right to file a complaint with the Canadian Human Rights Commission. 

Assaults, including sexual assault, are covered by the Criminal Code and in such cases the police should be contacted. 

NOTES: 

If a complaint on the same issue is or has been dealt with through another avenue of recourse, the complaint 
process outlined above will not proceed further and the file will be closed. 

6. References 



 Treasury Board Secretariat Policy on the Prevention and Resolution of Harassment in 

the Workplace  

 Access to Information Act  

 Canadian Human Rights Act  

 Criminal Code  

 Privacy Act  

 Public Service Labour Relations Act  

 Departmental Code of Conduct  

7. Enquiries 

Enquiries concerning these guidelines should be addressed to your regional Human Resources Advisor or Corporate Labour 
Relations.  
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Harassment Complaint Process 
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See p. 2 of Chart 
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*      Regional Director General / Director General 

 
 
 
 

N.B.: Informal conflict resolution is an option available at any time in the process. 
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Harassment Complaint Process 
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**    If a complaint on the same issue is or has been dealt with trough another avenue of recourse, the complaint process will not proceed 

further and the file will be closed. 
 

 

N.B.: Informal conflict resolution is an option available at any time in the process. 


