
A6.6 - Informal Individual Complaint
Processing

Ref:  Page A6.11

Contact
May be employee,

applicant, or manager

HRO
Receives contact

As appropriate, 
provides direction
to other Processes
including ADR.

HRO
Conducts initial

interview

Provides rights &
responsibilities

CATS input

1/2 to 4 hours

HRO
Conducts fact

finding informal
inquiry

Requests
documents/

records/data from
HRSC

Requests
information/

assistance from
other HR

specialties

Exchanges
information w/

complainant and
management

Time=various

HRSC
Finds and provides

records/
documents/data by

email or regular
mail

1-2 days

HRO
Prepares

settlement
agreement

Works with HR
specialties/
payroll &

management
as required to

implement
agreement

CATS input

Time=various

Settlement

HRO
Conduct final

interview

CATS input

Complainant

HRO
Attempts

settlement

30 DAYS W/ OPTION TO
EXTEND ADDITIONAL 60 DAYS


