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Complaints Regarding
Conduct/Behaviour of
Employee or Volunteers

DEALING WITH PROBLEMS

Steps to Resolving Complaint

About an Employee:
1. Employee (verbally)
2. Supervisor (in writing)
3. Director (in writing )
4. CAO (in writing )

About a Supervisor:
1. Supervisor (verbally)
2. Director (in writing )
3. CAO (in writing )

About a Director:
1. Director (verbally )
2. CAO (in writing )

About the CAO:
_ 1. CAO (verbally )
2. Chief (in writing )
_>Uocﬁ a Volunteer:
1. Volunteer (verbally )
2. Supervisor (in writing)
3. Director (in writing )
4. CAO (in writing)

® €& & & ¢ & 6 O o o

\NOTE: A/l complaints will be handled
4 based on employment law.

1. STEP ONE

2. STEP TWO

You take the initiative to politely discuss the problem with the person
involved. Problems are often solved here

«.....|F NOT SOLVED

You present the concern in writing to the employee’s supervisor. The
employee’s supervisor will share the written concern with the employee
and request the employee to respond in writing. The supervisor will
acknowledge the receipt of complain I writing and final decision.

......|IF NOT SOLVED

3. STEP THREE

The supervisor will refer the concern to the employee’s Departmental
Director. The Director may contact you to clarify the issue. The Director
will review the complaint, the supervisors response and the employee’s
response before responding to you in writing within seven (7) days of the
Director receiving the concern.

......IF NOT SOLVED

STEP FOUR

The Departmental Director will forward the concern to the CAO, who will
review and make a final decision or recommendation to Council.

Council will only address matters where policy has been breached.
Staff complaints regarding community member behavior will be
addressed according to employment law by the CAO.




