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Purpose and Scope 

The purpose of this policy is to provide a clear and orderly process through which all employees 

of the Domain Group may process their complaints or grievances.  

‘Employees’ refers to all staff and faculty, including those in full time, part time and contract 

positions. 

Policy 

It is the policy of Domain Group to provide an effective procedure for the resolution of issues 
arising between employees within the institution. To this end, a formal complaint and grievance 
procedure has been established for the use and benefit of all employees. 

When an employee experiences conditions which are unjust, inequitable and/or are a hindrance 
to an effective and safe working environment the employee should seek resolution through 
these procedures without fear of reprisal or coercion.  

It is Domain Group’s policy to make every effort to resolve disputes before they are escalated to 
a formal grievance. The Office of Human Resources is responsible for the implementation of 
these procedures and has final decision making power in any action related to these 
procedures. 

Procedure 

It is important that employees are treated fairly and receive prompt responses to problems and 
concerns. For this reason, Domain Group provides a complaints and grievance procedure to 
promote prompt and responsible resolution of issues raised by employees. This procedure may 
be used with confidence and without fear of retaliation, and the Office of Human Resources is 
available to assist throughout the procedure. The process outlined below should be used if an 
individual disagrees with a supervisor’s action, including any disciplinary action that may be 
taken or recommended.  

There are two types of matters which are addressed by this policy.  

1. Complaints: A complaint is a concern that an employee wants to discuss informally in an 
effort to resolve the issue. Employee concerns such as job performance or performance 
appeals do not fall under the definition of a complaint. 

2. Grievance: A grievance may result from any incident taken against the employee which: 

a. Violates Domain Group policy, or involves inconsistent application of these same 
policies. 

b. Violates any legal, human rights or the right to a safe work environment. 

An employee may only grieve those matters defined in sections a and b above. 

General Rules and Processes for Filing a Complaint 

Employees using this procedure are entitled to do so without fear of retaliation, interference or 
discrimination. 
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A complaint/grievance must be presented to the immediate person to whom the employee 
reports within ten (10) calendar days after the occurrence of the incident. Any claim not 
presented within the designated time frame shall be deemed waived. 

For repetitive and/or ongoing incidents or circumstances, the complaint/grievance must be filed 
within ten (10) calendar days of the last occurrence of such incident or circumstance. 

Steps for Filing a Complaint 

1. Discussion with Direct Report 

The employee should detail the basis for the complaint and if possible, identify a suitable 
corrective action desired for resolution. The employee and the immediate person to whom 
the employee reports shall discuss the complaint in a manner aimed at fostering resolution. 
The person to whom the employee reports shall conduct an investigation as required and 
inform the employee upon full consideration of all the facts within ten (10) calendar days of 
the initial discussion. Note: If the employee concerned is with the person to whom the 
employee reports, the employee shall seek assistance from the Office of Human 
Resources.  

2. Written Grievance Report 

If the employee and the person to whom the employee reports are not able to reach a 
mutually satisfactory resolution to the complaint, the employee may submit a written 
grievance report to the Office of Human Resources who, after reviewing the grievance, will 
set up an ad hoc Grievance Board consisting of Vice President Finance & Administration 
(Chair), Office of Human Resources and another member of the senior leadership team. 
The grievance report must be filed within ten (10) calendar days from the date of the follow 
up discussion with the immediate person to whom the employee reports.   

The grievance report requires that the employee state in writing their grievance, providing a 
detailed description of the issue, the steps that have been taken to address it and why 
these have not been successful, and to sign and date the report. 

The Grievance Board shall report a written and final decision not later than fourteen (14) 
business days from the date after the grievance was submitted. 

The employee may choose to act as his/her own representative in any step of this 
procedure. The employee may testify and present witnesses and materials in support of 
his/her position. Any employee who testifies, whether on their own behalf or for a co-
worker, will not be subject to retaliation or discriminatory action. The employee may choose 
to be accompanied and represented by his/her legal representative.  

The timelines above are subject to amendment on a case-by-case basis due to operational 
requirements, travel away from campus, in-depth investigations, etc. The Director and/or 
Chairperson shall have final authority to resolve any disputes regarding the implementation of 
this Complaint Procedure, including determination of the appropriate decision makers. 

 


