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TEMPLATE HARASSMENT INVESTIGATION REPORT 
 

MANDATE 

 

[Set out your mandate in this section – i.e., what the nature of the issue/complaint is and what, 

specifically, you have been asked to investigate.]    

 

This was an investigation conducted into a complaint filed on DATE by Mr. X alleging 

workplace harassment by Ms. Y.   

 

This report provides an overview of the allegations, as well as my findings of fact and conclusion 

as to whether Ms. Y engaged in workplace harassment contrary to the Company’s policy or the 

Occupational Health and Safety Act. 

 

PROCEDURE 

 

I conducted interviews with the Complainant and the Respondent.  I also conducted interviews 

with other employees who had information relevant to the Complaint.  

 

The following interviews were conducted: 

 

1. Mr. X:  Interviewed in-person on [date] and through a follow-up telephone interview on 

[date]. 

2. Ms. Y: Interviewed in-person on [date] and through a follow-up telephone interview on 

[date]. 

3. … 

 

Summaries of any relevant information provided has been included in the Overview of Evidence 

section of this Report. 

 

In addition, I was provided with the following documentation relevant to the complaint: 

 

1. [list any document/other material provided here] 

2. … 
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OVERVIEW OF EVIDENCE 

 

Allegation #1 

 

[Insert summary of evidence collected in respect of each allegation in organized subsections, if 

appropriate.  This is the place in the report where you want to lay out the evidence collected, as it 

was provided to you.  In other words, this section is for spelling out the facts, rather than your 

interpretation thereof…that comes later.] 

 

Mr. X stated he brought to management’s attention that he was feeling stressed and intimidated 

by Ms. Y.  Ms. Z then called a meeting with Mr. X and Ms. Y which was held on September 24, 

2020.  Mr. X stated that at this meeting he informed Ms. Y that her tone was intimidating and 

that it scared him.  In response, Ms. Y apologized that Mr. X felt this way, but explained that she 

was frustrated with Mr. X’s work performance.  

 

Ms. Y’s recollection was that Ms. Z had called a meeting in or around September 24, 2020 to 

discuss departmental communications and, in particular, how she, Ms. Y and Mr. X shared 

information back and forth.  She stated that at no point during this meeting was she made aware 

that Mr. X felt intimidated.  She stated unequivocally that the topic did not come up.  Rather, she 

recalled that what was discussed, was that everyone need to be kept “in the loop”.  Ms. Y also 

stated that she did not recall apologizing to Mr. X and added that she didn’t see what she would 

have had to apologize for. 

 

Ms. Z was also asked about this meeting and provided her notes of a meeting with Mr. X and Ms. 

Y which occurred on September 30, 2020 at 9:45 a.m.  These notes detail that at the meeting Mr. 

X expressed to Ms. Y that he was having difficulty communicating with her and that it was 

making Mr. X feel “uneasy”.  Ms. Z’s notes further detail that Ms. Y apologized to Mr. X, 

indicated that she hasn’t been in the best mood, and advised Mr. X not to take it personally.  

 

Allegation #2  

 

[Repeat the process outlined above for each individual allegation]. 

 

FINDINGS OF FACT 

 

Allegation #1  

 

[In this section, you want to provide an assessment of the evidence you received regarding each 

individual allegation.  

 

You will want to start with the facts not in dispute, where the parties have provided a relatively 

consistent account of what happened.  You then want to move to the inconsistencies in the 

evidence.  While minor inconsistencies are not of great concern, you will need to reconcile the 

evidence where the facts provided by the witnesses are in dispute and are material to your 

ultimate conclusion as to whether there has been a violation of legislation or policy. 
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When addressing an inconsistency, you will need to set out which version of the facts you prefer,  

on a balance of probabilities, and why.  This is the section of the report wherein you engage in a 

weighing of the evidence and an assessment of the credibility of your witnesses.  For instance, if 

applicable, you could mention things such as:  

 

• Where a witness’ own version of events was internally inconsistent;  

• Where a witness’ version of events was contradicted by documentary, video, or some 

other form of evidence;  

• etc…] 

 

While both Mr. X and Ms. Y recalled a meeting with Ms. Z in and around September 24, 2020, 

they had very different versions of events with respect to the discussion that took place at the 

meeting.   

 

I prefer Mr. X’s version of events.  Mr. X’s recollection was that he informed Ms. Y at this 

meeting that he was feeling intimidated and scared by the tone of voice she used with him.  I 

prefer this version of events as it is more consistent with Ms. Z’s notes of this meeting.  While her 

notes were the meeting occurred on September 30, 2020 rather than on September 24 , 2020, I 

do not think this is particularly relevant as all parties seemed to agree generally about when the 

meeting occurred.   Ms. Z’s notes indicate that Mr. X made it clear that he felt “uneasy” with 

Ms. Y’s communications toward him and, further, that Ms. Y apologized.   

 

APPLICABLE LEGISLATION AND POLICY 

 

[In this section you want to set out the applicable legislation and policy definitions that will help 

guide your determination as to whether or not the conduct constituted harassment.] 

 

Occupational Health and Safety Act (“OHSA”) 

 

Section 1 of the OHSA defines “workplace harassment” as:   

 

a) engaging in a course of vexatious comment or conduct against a worker in a 

workplace that is known or ought reasonably to be known to be unwelcome, or  

 

b) workplace sexual harassment. 

 

Section 1 of the OHSA defines “workplace sexual harassment” as: 

 

a) engaging in a course of vexatious comment or conduct against a worker in a 

workplace because of sex, sexual orientation, gender identity or gender 

expression, where the course of comment or conduct is known or ought 

reasonably to be known to be unwelcome, or 
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b) making a sexual solicitation or advance where the person making the solicitation 

or advance is in a position to confer, grant or deny a benefit or advancement to the 

worker and the person knows or ought reasonably to know that the solicitation or 

advance is unwelcome. 

Company Policy 

 

[Outline any policy definitions that may extend upon the general OHSA definition] 

 

CONCLUSION 

 

[In this section you want to set out whether or not the complaint is substantiated.  You will want 

to identify whether you believe the facts as you have found them constitute harassment, and 

why.] 

 

I am satisfied, based on my meetings with Mr. X, Ms. Y, and other witnesses, as well as my 

review of the documentation provided to me by various parties, that Ms. Y’s conduct towards Mr. 

X constituted workplace harassment.   I have concluded this conduct constituted workplace 

harassment because of its recurring nature and the fact Ms. Y’s actions represented a significant 

departure from the reasonable conduct expected in a work environment.  While Mr. X. may not 

have expressly advised Ms. Y her actions were unwelcome, Ms. Y reasonably ought to have 

known such conduct was unwelcome, particularly given there were earlier comments made by 

Mr. X in the meeting of September 24, 2020 to indicate Mr. X was feeling intimidated or uneasy 

as a result of Ms. Y’s behaviour.   

 

For these reasons, I find Mr. X’s complaint of workplace harassment to have been substantiated. 
 

 

 

The information contained in this article is provided for general information purposes only and does not 

constitute legal or other professional advice, nor does accessing this information create a lawyer-client 

relationship. This article is current as of February 2021 and applies only to Ontario, Canada, or such 

other laws of Canada as expressly indicated.  Information about the law is checked for legal accuracy as 

at the date the article is prepared, but may become outdated as laws or policies change.  For clarification 

or for legal or other professional assistance please contact Sherrard Kuzz LLP. 

 

 
 

 

 


