Royal Canadian Legion Branch
Investigation Procedures
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All investigations will:
· Be undertaken promptly and without undue delay
· Be conducted in a fair, objective, and impartial manner
· Treat both the complainant and respondent with respect and procedural fairness
· Be focused on fact-finding, gathering and assessing all relevant evidence
· Be conducted with confidentiality, with information shared only on a need-to-know basis
· Be sensitive to the interests and well-being of all parties involved

The purpose of an investigation is to determine, based on the available evidence, whether the alleged conduct occurred and whether it constitutes a violation of this policy.

Investigations are not intended to assign blame in a criminal sense, but rather to assess whether it is more likely than not (balance of probabilities) that the behaviour occurred and breached this policy.

Steps of an Investigation
1. Receive and review the complaint 
2. Plan the investigation, including identifying witnesses and relevant evidence 
3. Conduct interviews with all relevant parties 
4. Assess the evidence and determine findings 
5. Document the investigation and conclusions 
6. Communicate the outcome and next steps









Conducting Interviews
All parties involved in an investigation will be expected to cooperate fully.
During interviews:
· Individuals will be asked to describe events in their own words (who, what, where, when)
· Witnesses may be asked what they observed and any additional relevant information
· The respondent will be informed of the allegations and given a fair opportunity to respond
· Both parties may identify witnesses or provide additional evidence

All participants may request a support person to be present during interviews. The role of the support person is to provide support only and not to participate in the interview.
All parties should be reminded that:
· The investigation is confidential
· Retaliation is strictly prohibited against anyone involved in the process
Assessment and Decision-Making
In assessing the evidence, the Investigation Committee will:
· Consider the credibility and reliability of all information provided
· Assess whether the conduct, if substantiated, meets the definition of bullying and harassment
· Apply the balance of probabilities standard (whether it is more likely than not that the conduct occurred)
Not all inappropriate or unprofessional behaviour will meet the definition of bullying and harassment.

However, behaviour that does not meet this threshold may still be addressed if it is inconsistent with expectations for a respectful workplace.

Roles and Responsibilities

· The Branch President is responsible for ensuring that investigations are conducted in accordance with this policy and applicable regulations.
· The Investigation Committee will: 
· Conduct the investigation
· Gather and assess evidence
· Prepare a written report with findings and recommendations
· The Executive Committee will: 
· Review investigation findings
· Determine and apply appropriate disciplinary or corrective action

All staff, members, volunteers, and Executive members are expected to cooperate fully with any investigation.
The Investigation Committee may recommend interim measures, including limiting contact between parties or temporary removal from duties, where appropriate.


Record-Keeping Requirements
RCL Branch #XXX will maintain confidential records of all investigations, including:
· Complaints
· Interview notes
· Evidence reviewed
· Findings and outcomes
Records will be securely stored and only accessed by authorized individuals.

Follow-Up and Outcome
At the conclusion of the investigation:
· Both the complainant and respondent will be advised of the outcome in writing
· The Branch will take appropriate corrective action within a reasonable timeframe, if required
Corrective action may include:
· Education or training
· Mediation or facilitated discussions
· Changes to roles or responsibilities
· Disciplinary action, up to and including suspension or removal
Where appropriate, individuals may be referred to support resources or encouraged to seek additional assistance.
The Branch will also review findings to determine whether changes to policies, procedures, or training are required to prevent future incidents.


Page 2 of 2


