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Chapter 6


Grievances & Complaints
SECTION I:
INTRODUCTION

A. DEFINITIONS
In this document: 
1. The word "grievance" means an expression of dissatisfaction involving:

1.1 Any matter covered by the standards of CASC relating to:

a. The professional competence of a teaching supervisor, or 

b. The certification process, or 

c. The accreditation processes
1.2 Any matter covered by the by-laws of CASC relating to the functioning of
a. A regional organizational structure, or 

b. The national organizational structure
2. The word “complaint” means a verbal or written allegation regarding a violation of the                                                                  Code of Ethics.
3. Abbreviations:
AHGC
-
Ad Hoc Grievance Committee
CASC
-
Canadian Association for Spiritual Care

ESC
- 
Education Standards Commission
JC
-
Judicial Committee
NEC
-
National Ethics Committee
PPC
-
Professional Practice Commission

RAC
- 
Regional Admitting Committee
REC
-
Regional Ethics Committee
SPE
- 
Supervised Pastoral Education
B. PRINCIPLES

1. Grievance Procedures
1.1 On the basis of the tradition within CASC for mutual respect and trust it is hoped that a grievance might be resolved by those directly involved as soon as possible; and as close as possible to the context in which the grievance arises, through informal consultation initiated by the RAC Chair or the ESC Chair.  

1.2 Where a grievance cannot be resolved in the above manner the grievance procedure is intended to provide a process of resolution that is positive and constructive.  The grievance procedure outlined hereafter is an extension of the problem-solving process, and is intended to resolve complaints in as expeditious a manner as possible. 

1.3 Any group chosen to investigate a grievance will seek to obtain as complete documentation as possible.  In keeping with that intent, the parties agree to disclose and exchange all particulars and information respecting the matters of the grievance as early as reasonably possible at all times and to promote settlement as quickly as possible.  It is understood that all parties involved with the grievance will have equal access to the documentation of the grievance. 

1.4 The last court of appeal in CASC is the JC.
2.  Complaint Procedures 
2.1 Procedures will be consistent with CASC Code of Ethics 2009. 

2.2 Procedures will respect the dignity and well-being of each person involved in the process. 
2.3 Procedures will be based on transparency and be designed to encourage as much openness and communication as possible. 
2.4 Procedures will be implemented in a timely manner to ensure that harms, needs, and obligations are identified and addressed swiftly.  
2.5 Procedures are based on the assumption that members of CASC are committed to accept the decisions of committees, formed on behalf of the membership, as to the standards of professional ethics.  

SECTION II:
Certification Process or Decision Grievances
A.
DECISIONS BY REGIONAL ADMITTING COMMITTEES

1.
If a candidate wishes to grieve a decision by a RAC, they will notify the RAC Chair of this intention in writing within 60 days of the occasion which gave rise to the grievance.  A copy of this notification must also be submitted to the ESC Chair by the candidate.  Such a notification will state as precisely as possible the nature of the grievance and the redress being sought.

2. The RAC Chair, in consultation with the ESC Chair, will evaluate the validity of the grievance by determining whether it documents a failure by a RAC  or a review committee or consultation group established by it to comply with the relevant certification standards set out in the CASC Policy and Procedure Manual.  If the grievance is determined to be invalid, the Chair will notify the candidate stating the reasons for not proceeding with a grievance procedure.  If the grievance is deemed valid, the Chair will proceed with the steps outlined below.

3. The RAC Chair will:

3.1. Appoint three members of CASC to constitute an ACGC with the first-named as Chair.  Such a committee will not contain any member from the review committee or consultation group whose process or decision is being challenged nor anyone who is currently preparing for certification at any level..  It will be made up of members who are familiar with certification procedures and standards  The person lodging the grievance will be allowed to choose one of the members of the AHGC if they so desire. 

3.2. Be available to all parties for consultation with respect to proper procedures. 

3.3. Request from the ACGC a written response to the grievance within 30 days of the committee receiving full documentation of the grievance. 

3.4. Report the findings of the ACGC to the RAC for appropriate action.

4. The ACGC Chair will:

4.1. Convene and chair the ACGC. 

4.2. Notify the members of the review committee or consultation group whose decision is being challenged that a grievance has been lodged and provide them with copies of the grievance. 

4.3. Request documentation of the grievance both from the person lodging the grievance and from those whose decision is being challenged. 

4.4. Seek testimony from other witnesses where appropriate either in writing or through personal interview. 

4.5. Offer the person lodging the grievance a meeting with the ACGC in order to explore the grievance fully.  There will be no fee for such a meeting but the candidate will bear their own travel and accommodation costs which may be incurred by attending such a meeting. 

4.6. Report in writing the findings of the ACGC to the RAC Chair.  This report will normally include the recommendation(s) to the RAC for appropriate action.  A copy of the report will be available to the person lodging the grievance and those against whom the grievance is brought.

5. The actions taken by the ACGC will normally be to:
5.1. Support the original decision on which the grievance is based, or 

5.2. Submit its own recommendations designed to redress the grievance, and/or 

5.3. Request the RAC to provide the person lodging the grievance with a new review.  

Because a grievance committee is not constituted as an admitting committee, it is not appropriate to grant admission to the level of education requested.

Ideally a consensus will be obtained among the members of the ACGC for any of the above actions.  However, a majority vote may prevail.

6.
If a new review is ordered:

6.1. The new review committee will not contain any members of the committee whose decision was challenged.
6.2. The new review normally will be based on the same documentation submitted for the previous review.  

6.3. The ACGC together with the candidate will determine what information from the previous review will be made available to those participating in the new review.  

6.4. The new review will be based on a new assessor's or presenter's report. 
6.5. No further fee will be charged for the new review.  Payment of reasonable travel and accommodation costs may be negotiated with the RAC Chair.

7.
If the candidate is dissatisfied with the action taken by the ACGC or with the outcome of the new review, they may appeal this to the JC Chair.  This appeal will be made in writing within 30 days of receiving notification of the action taken by the ACGC or of learning of the outcome of the new review.

B.
DECISIONS BY ESC CERTIFICATION COMMITTEES 
1.
If a candidate wishes to grieve a decision by a review committee established by the Certification Committee of the ESC, they will notify the ESC Chair of this intention in writing within 60 days of the occasion which gave rise to the grievance. A copy of this notification will be submitted to the president of CASC by the candidate.  Such a notification will state as precisely as possible the nature of the grievance and the redress being sought.

2. The ESC Chair will evaluate the validity of the grievance by determining whether it documents a failure by the Certification Committee or a review committee established by it to comply with the relevant certification standards set out in the CASC Handbook.  If the grievance is determined to be invalid, the Chair will notify the candidate stating the reasons for not proceeding with a grievance procedure.  If the grievance is deemed valid, the Chair will proceed with the steps outlined below. 
3. The ESC Chair will:

3.1 Appoint three members of CASC to constitute an ACGC with the first-named as Chair.  This committee will not contain any member from the review committee whose process or decision is being challenged.  It will be made up of members of CASC who are familiar with certification procedures and  standards. The person lodging the grievance will be allowed to choose one  member of the AHGC if they so desire. 

3.2 Be available to all parties for consultation with respect to proper procedures. 

3.3 Request from the ACGC a written response to the grievance within 30 days of the committee receiving full documentation of the grievance. 

3.4 Report the findings of the ACGC to the ESC for appropriate action.

4. The ACGC Chair will: 
4.1 Convene and chair the ACGC. 

4.2 Notify the members of the review committee whose decision is being challenged that a grievance has been lodged and provide them with copies of the grievance. 

4.3 Request documentation of the grievance both from the person lodging the grievance and from those whose decision is being challenged. 

4.4 Seek testimony from other witnesses where appropriate either in writing or through personal interview. 

4.5 Offer the person lodging the grievance a meeting with the ACGC in order to explore the grievance fully.  There will be no fee for such a meeting but the candidate will bear their own travel and accommodation costs which may be incurred by attending such a meeting. 

4.6 Report in writing the findings of the ACGC to the ESC Chair.  This report will normally include the recommendation(s) to the ESC for appropriate action.  A copy of the report will be available to the person lodging the grievance and those against whom the grievance is brought.

5. The actions taken by the ACGC will normally be to: 

5.1 Support the original decision on which the grievance is based, or 

5.2 Submit its own recommendations designed to redress the grievance,  and/or 

5.3 Request the ESC to provide the person lodging the grievance with a new review.  Such a new review will take place not later than the next scheduled meeting of the ESC.  
Because a grievance committee is not constituted as a review committee, it is not appropriate to grant the status requested.

Ideally a consensus will be obtained among the members of the ACGC for any of the above actions.  However, a majority vote may prevail.

6.
If a new review is ordered:

6.1 The new review committee of the ESC will not contain any members of the committee whose decision is being challenged. 

6.2 The new review will normally be based on the same documentation submitted for the previous review.  
6.3 The ACGC together with the candidate will determine what information from the previous review will be made available to those participating in the new review. 

6.4 No further fee will be charged for the new review.  Payment of reasonable travel and accommodation costs may be negotiated with the ESC Chair.

7.
If the candidate is dissatisfied with the action taken by the ACGC or with the outcome of the new review, they may appeal this to the JC Chair.  This appeal will be made in writing within 30 days of receiving notification of the action taken by the ACGC or of learning of the outcome of the new review.

SECTION III:
ACCREDITATION Process or Decision Grievances
A.
PROCESS

1. If a SPE centre wishes to grieve a process or decision relative to the centre's accreditation or a program approval it will notify the ESC Chair of this intention in writing within 30 days of the occasion which gave rise to the grievance.  A copy of this notification will be submitted to the president of CASC by the education centre.  Such a notification will state as precisely as possible the nature of the grievance and the redress being sought.

2. The ESC Chair will evaluate the validity of the grievance by determining whether it documents a failure by the Accreditation Committee or a site visit team  established by it to comply with the relevant accreditation standards set out in the CASC Handbook.  If the grievance is determined to be invalid, the Chair will notify the centre stating the reasons for not proceeding with a grievance procedure.  If the grievance is deemed valid, the Chair will proceed with the steps outlined below. 
3. The ESC Chair will:  

3.1 Appoint three members of CASC to constitute an ACGC with the first-named as Chair.  This committee will not contain any members from the site visit team whose decision is being challenged.  It will be made up of members of CASC who are familiar with accreditation procedures and standards.  The teaching supervisor(s) of the SPE centre will be allowed to choose one member of the AHGC if they so desire. 

3.2 Be available to all parties for consultation with respect to proper procedures. 

3.3 Request from the ACGC a written response to the grievance within 30 days of the committee receiving full documentation of the grievance. 

3.4 Report the findings of the ACGC to the ESC for appropriate action.

4. The ACGC Chair will:

4.1 Convene and chair the ACGC. 

4.2 Notify the members of the site review team whose decision is being challenged that a grievance has been lodged and provide them with copies of the grievance. 

4.3 Request documentation of the grievance both from the SPE centre lodging the grievance and from those whose decision is being challenged. 

4.4 Seek testimony from other witnesses where appropriate either in writing or through personal interview. 

4.5 Offer the teaching supervisor(s) in the SPE centre lodging the grievance a meeting with the ACGC in order to explore the grievance fully.  There will be no fee for such a meeting but the teaching supervisor(s) will bear their own travel and accommodation costs which may be incurred by attending such a meeting. 

4.6 Report in writing the findings of the ACGC to the ESC Chair.  This report will normally include a recommendation (or recommendations) to the ESC for appropriate action.  A copy of the report will be available to the person lodging the grievance and those against whom the grievance is brought.

5. The actions taken by the ACGC will normally be to:
5.1 Support the original decision on which the grievance is based, or 

5.2 Submit its own recommendations designed to redress the grievance, and/or 

5.3 Request the ESC to provide the education centre lodging the grievance with a new accreditation review.  Such a new on-site review will take place within 30 days of the ACGC offering its ruling.  

Because a grievance committee is not constituted as a site visit team, it is not appropriate to grant the status requested.

Ideally a consensus will be obtained among members of the ACGC for any of the above actions.  However, a majority vote may prevail.

6. If a new on-site review is ordered:

6.1 The new on-site review will be conducted by a site visit team of the ESC which does not contain any members of the committee whose decision is being challenged. 

6.2 The new on-site review will normally be based on the same documentation submitted for the previous review.  
6.3 The ACGC together with the teaching supervisor(s) from the SPE centre will determine what information from the previous review will be made available to those participating in the new on-site review. 

6.4 No fee will be charged for the new on-site review.  Responsibility for the travel and accommodation costs of the site visit team members may be negotiated with the Chair of the Standards Commission.

7. If the SPE centre is dissatisfied with the action taken by the ACGC or the outcome of the new on-site review an appeal may be lodged with the JC Chair.  This appeal will be made in writing within 30 days of receiving notification of the action taken by the ACGC or of learning of the outcome of the new on-site review.

SECTION IV:  SUPERVISORY GRIEVANCES
It is assumed that any grievance against a teaching supervisor is rooted in a situation that raises serious questions concerning the professional competence of a teaching supervisor.  Ethical issues related to the professional conduct of a teaching supervisor will be directed to CASC's NEC in accordance with the standards and procedures of the CASC Code of Ethics.

A. PROCESS

The person(s) lodging a grievance against a supervisor will notify the ESC Chair in writing within 90 days of the end of the education unit in which the cause of the grievance occurred.  A copy of this notification will be submitted to the president of CASC by the person(s) lodging the grievance.  Such notification will state as precisely as possible the nature of the grievance and the redress being sought.  Once this grievance has been received by the ESC Chair, the Chair will immediately inform (in writing) the supervisor and any others mentioned in the grievance as to the specific nature of the grievance.  The person(s) named in the grievance may submit a response to the grievance to the ESC Chair.  The ESC Chair will send a copy of this response to the griever.
1. The ESC Chair will:
1.1 Appoint three members of CASC to constitute an ACGC with the first-named as Chair.  Such a committee will be made up of members of CASC who are familiar with the standards contained in the CASC Handbook and have no conflict of interest relative to the person(s) lodging the grievance or the teaching supervisor against whom the grievance is lodged.
1.2 Be available to all parties for consultation with respect to proper procedures. 

1.3 Request from the ACGC a written response to the grievance within 30 days of the committee receiving full documentation of the grievance. 

1.4 Report the findings of the ACGC to the ESC for appropriate action.

2. The ACGC Chair will:

2.1 Convene and chair the ACGC. 

2.2 Request documentation of the grievance both from the person(s) lodging the grievance and the teaching supervisor against whom the grievance is being lodged. 

2.3 Seek testimony from other witnesses where appropriate, either in writing or through personal interview. 

2.4 Offer the person(s) lodging the grievance a meeting with the ACGC in order to explore the grievance fully.  There will be no fee for such a meeting but the person(s) lodging the grievance will bear their own travel and accommodation costs which may be incurred by attending such a meeting.  
2.5 Offer the person against whom the grievance is being lodged  a meeting with the ACGC in order to explore the grievance fully.  Such a meeting will be at no expense to the teaching supervisor. 

2.6 Report in writing the findings of the ACGC to the ESC Chair. This report will normally include the recommendation(s) to the ESC for appropriate action.  A copy of the report will be available to the person(s) lodging the grievance and the teaching supervisor against whom the grievance is brought.

3. The actions taken by the ACGC will normally be to:

3.1 Dismiss the grievance as being unproved and/or inappropriate, or 

3.2 Support the grievance as being proved and/or appropriate and offer recommendations designed to effect redress for the person(s) lodging the grievance, and 

3.3 If the grievance is supported, to request the teaching supervisor under scrutiny to appear before the ESC for a review of their supervisory status.  The teaching supervisor will be requested to provide the review committee with such documentation as the review committee deems appropriate for the review.

Ideally a consensus will be obtained among the members of the ACGC for any of the above actions.  However, a majority vote may prevail.

4. If either party involved in the grievance is dissatisfied with the outcome of any phase of this grievance procedure either party may appeal directly to the JC.  Such an appeal will be made in writing to the JC Chair within 30 days of receiving notification of the outcome of the grievance procedure.

SECTION V:
ORGANIZATIONAL STRUCTURAL GRIEVANCES
A.
Regional Organizational Structures
1.
Written documentation of the grievance will be submitted to the president of CASC within 60 days of the occasion giving rise to the grievance.  A copy of this documentation will be submitted to the JC Chair by the person(s) lodging the grievance.

2.
Upon receipt of this grievance the president will circulate the information among the members of the Executive of the Board of Directors and invite their response.  In consultation with the Executive, the President may choose either to appoint an ACGC in order to investigate and resolve the grievance or dismiss the grievance.

3.
In the event that the president appoints an ACGC to investigate the grievance, the president will:
3.1 Appoint three members of CASC to form an ACGC with the first-named as Chair.  Such a committee will contain no regional officer or member of any standing committee against which the grievance is being lodged.  It will be made up of members familiar with the standards contained in the CASC Handbook and have no conflict of interest relative to the person(s) against whom the grievance is being lodged. 

3.2 Remain available to all parties for consultation with respect to proper procedures. 

3.3 Request from the ACGC a written response to the grievance within 30 days of the committee receiving full documentation of the grievance. 

3.4 Report the findings of the ACGC to the Executive of the Board of Directors for appropriate action.

4.
The ACGC Chair will:
2.6 Convene and chair the ACGC. 

2.7 Request documentation of the grievance both from the person(s) lodging the grievance and the person(s) against whom the grievance is being lodged. 

2.8 Seek testimony from other witnesses where appropriate either in writing or through personal interview. 

2.9 Offer the person(s) lodging the grievance a meeting with the ACGC in order to explore the grievance fully.  There will be no fee for such a meeting but the person(s) lodging the grievance will bear their own travel and accommodation costs which may be incurred by attending such a meeting. 

2.10 Offer the person(s) against whom the grievance is being lodged a meeting with the ACGC in order to explore the grievance fully.  Such a meeting will be at no expense to the person(s) against whom the grievance is being lodged. 

2.11 Report in writing the findings of the ACGC to the president of CASC.  This report will normally include the recommendation(s) to the president for appropriate action.  A copy of the report will be available to the person(s) lodging the grievance and the person(s) against whom the grievance is being lodged.

5.
The actions to be taken by the ACGC will normally be to: 
5.1 Dismiss the grievance as being unproved and inappropriate, or 

5.2 Support the grievance as being proved and appropriate and offer recommendations designed to effect redress of the grievance.

Ideally a consensus will be obtained among the members of the ACGC for any of the above actions.  However, a majority vote may prevail.

6.
If the person(s) lodging the grievance remain(s) dissatisfied with the action of the Executive of the Board of Directors to dismiss the grievance or if either party in the grievance remains dissatisfied with the action of the ACGC such person(s) may lodge an appeal with the JC Chair in writing within 30 days of receiving notification from the president of the decision made regarding the grievance.  

B.
National Organizational Structures

1.
Any grievance of this nature will be documented and submitted to the JC.  Such written submission will be made within 30 days of the occasion giving rise to the grievance.

SECTION VI:
ETHICAL CONCERNS & COMPLAINTS
CASC has adopted the following procedure for addressing ethical concerns in order to:

1.
To reflect CASC’s duty to take action when there is question of an ethical breach

2.
To provide CASC and its members with means to address alleged breaches of the Code of Ethics 

3.
To support ethical behaviour and communication amongst members of CASC.

4.
To communicate clearly to the public the means by which members of CASC translate their policy and practice.

The NEC strongly encourages the participants’ careful discretion concerning with whom they discuss a complaint or an investigation. 

A.
 Regulations
1. Members are obliged to accept the decision of other members as to the standards of professional ethics, subject to the following procedure. 
2. Members are obligated to cooperate with an ethics investigation. Refusal or failure to do so at any point may be considered grounds for dismissal from CASC.  
3. Members are bound by ethical standards to take action, according to the following procedures when it appears that a member has violated the CASC Code of Ethics. 
4. Members consult with the REC Chair for information and clarification whenever ethical questions arise and the answers do not appear to be clear. 

5. Members, at the time the alleged breach of the Code of Ethics took place, are the only people regarding whom inquiries are held and disciplinary actions taken. 
5.1 If a member resigns from CASC during the course of an investigation, procedures proceed to completion. 

5.2 If a member resigns prior to the lodging of a complaint, CASC retains the right to proceed with an investigation anytime within the following three years. 

6. To avoid a conflict of interest, any member of the NEC or a REC who has or has had a close personal or collegial relationship with an initiator or with a responding member under investigation is excused from the investigation and deliberations of that case. 
6.1 If this includes the Chair, a Chair pro-tem (who may be CASC's legal representative or designate) may be named by the Committee so affected. 
6.2 Where the committee affected is the NEC, the Chair pro-tem (who may be CASC's legal representative or designate) will be appointed by the Executive of CASC. 

7. CASC members who are under Investigation for an alleged violation of the Code of Ethics or who are in process of appealing a ruling following such an Investigation, must decline to serve on and withdraw from any office or position on any CASC committees, commissions or boards, regional or national, for the duration of the investigation or the appeal. 
7.1 Such withdrawal must be in writing to the Chair of any committees, commissions or boards on which the member serves. 
7.2 The member will send a copy of this notice of withdrawal to the REC Chair who will send a copy of the withdrawal to the NEC Chair. 
7.3 In these circumstances the position(s) thus vacated may be filled by an interim person(s). 
7.4 Where the affected person is the NEC Chair, the appointment to this position will be made by the Board of Directors and the interim person may be CASC's legal representative or designate. 
8. If, in the judgment of the REC, the alleged violation(s) do not appear to threaten the well being of third parties and/or bring the reputation of CASC into disrepute, and it appears that remaining in office during the course of the investigation will not place the responding member in conflict of interest, then the REC Chair will consult with the NEC Chair, and with agreement of the NEC Chair, may suspend the requirement that the responding member withdraw from any office or committee position that they might hold in CASC. 
8.1 If at any point during the investigation, evidence emerges to contradict this evaluation, the NEC Chair may remove the member from office and committee work for the duration of the investigation and appeal. 
9. When CASC's legal representative or designate is named to replace the NEC Chair, he/she will be empowered with all of the authority of both the REC and NEC, including but not limited to all powers of investigation and decision. 
9.1 The decision will be one of the actions described in Subsection 5 and is subject to ratification by the Board of Directors and appeal to the JC. 
9.2 CASC’s legal representative or designate will be immune from any civil liability for exercising the aforementioned powers.
10. All communications regarding ethics investigations are confidential and will not be disclosed except as required by law or to protect the public excepting that at the conclusion of the investigation, the report of the NEC will be provided to the Board of Directors, the complainant and respondent, and if the respondent is found to have breached the Code of Ethics the report may be made public.

11. All inquiries regarding current ethics investigations must be directed to the NEC Chair.
12. A REC or NEC may initiate an investigation without the receipt of a written c lcomplaint. 

13.  Breach of Trust: The members of CASC require the highest possible standard of trust of their members, in the interest of the public, whom they serve.

13.1 Disclosure 
All members and students of CASC will disclose to the Chair, NEC, if they are criminally charged or hold a conviction on record of an indictable offence found within the Criminal Code of Canada and/or the Narcotic statutes of Canada, or equivalent legislation in a foreign jurisdiction and if charged or convicted pursuant to the Code of Ethics of any other Professional Associations or institutions to which they belong.   
13.2 If a member is charged with a Criminal Offence 
If the criminal charge involves an action of a fraudulent, sexual or violent nature, then the member/student's membership in CASC will be suspended, unless the NEC finds, after the holding of a formal hearing in accordance with the Procedures adopted to implement the Code of Ethics, that the member/student will likely be exonerated of the charge, or that there are other reasonable restrictions that may be imposed upon the member/student that will protect the public, in light of the criminal charge, such as a restriction of the member/student's professional duties. A decision by the NEC may be appealed to the JC. 

13.3 If a member is convicted of a Criminal Offence 
If the criminal conviction involves an action of a fraudulent, sexual or violent nature, then the member/student's membership in CASC will be terminated, unless the NEC finds, after the holding of a formal hearing in accordance with the Procedures adopted to implement the Code of Ethics, that there are other reasonable restrictions that may be imposed upon the member/student that will protect the public, in light of the criminal conviction, such as a restriction of the member/student's professional duties. A decision by the NEC may be appealed to the JC. 

13.4 Annually a CASC Member signs that he/she has reported to the NEC Chair any criminal charges or convictions of an indictable offence found within the Criminal Code of Canada and/or the Narcotics Statutes of Canada, or equivalent legislation in a foreign jurisdiction.   If a member does not comply with this disclosure requirement this omission may be considered grounds for dismissal. 

B. 
PROCEDURE
1. Preliminary
1.1 A concern, which may result in the lodging of a formal complaint, may be raised by anyone either verbally or in writing with the REC Chair in the region in which the complainant resides or with the NEC Chair.  
1.2 Upon receipt of the complainant’s concern/complaint, the REC Chair will contact the NEC Chair. The .
NEC Chair will convene the Grievance/Complaint Assessment Committee consisting of the ESC Chair and the PPC Chair to meet with him/her to determine: 

a. Whether the complaint is within the jurisdiction of CAPPE to investigate, and if so,
b. If the complaint is trivial, and if not, 

c. Determine which committee/commission will handle the concern/complaint. 

1.3 If the concern/complaint is delegated to Ethics, the NEC Chair will contact the REC Chair to proceed as follows: 
a. Dismiss concern without prejudice 
b. Proceed to Peer Intervention 
c. Proceed to Investigation, when required 

1.4 Normally Peer Intervention is required as the first step in the complaint process. At its discretion, the NEC can bypass Peer Intervention and move directly to investigation. 

1.5 The complainant is informed of the disposition (dismissed or forwarded).  
2. Peer Intervention
2.1 The REC Chair will initiate the Peer Intervention process by choosing a peer acceptable to both parties to lead the process. 

· The REC Chair will maintain a list of persons trained and qualified to serve in such capacity.  

2.2 The REC Chair will inform both the complainant and the respondent that 
a. An unsuccessful Peer Intervention will not preclude the right of the complainant to pursue a formal complaint or for the REC or NEC to refer the complaint to Investigation.

b. If Peer Intervention is not successful all documents prepared for this process, which will not include original source material, or the peer report to the REC Chair, will be destroyed, and no discussions from this process will be admitted to subsequent inquiries of other actions.

c. Both parties will agree to authorize the peer facilitator to submit a report to the REC Chair on completion of their work.

d. Each party will have the right to have a support person to accompany them in the process.  The support person will be identified to the other party in advance (normally through the peer facilitator), and will not be a party’s legal advisor.
2.3 If the Peer Intervention process is successful;

a. A contract of agreement outlining the resolution of the issue between the parties will be written by the peer facilitator and signed by both parties.  
b. Both parties will receive a copy of the contract.

c. The contract will then be submitted by the peer facilitator or mediator to the REC Chair.

d. The REC Chair will submit to a copy of the contract to the NEC for endorsement and follow-up.  It is the responsibility of the NEC to determine whether or not the agreement is acceptable. 
e. It is the responsibility of the REC to follow-up and determine whether the terms are met.

f. Assuming that the terms are acceptable and met, this will be a final resolution to the concern.

2.4 If the Peer Intervention process is not successful;

a. The peer facilitator will receive and destroy all non-original-source-documents of the case and report the outcome to the REC Chair.

b. The REC Chair will contact the complainant to advise of the availability of the investigation process. 
3. Investigation

3.1 If the concern cannot be resolved through a Peer Intervention, the concern may then become a complaint which must: 
a. Be provided in writing (not more than 5 pages) and signed by the complainant or where referred by the Regional or NEC, signed by the Chair of that Committee, 

b. State clearly the details of the alleged action attributed to the respondent, referencing the item(s) in the code alleged to be violated,

c. Be accompanied by a formal Release to Proceed signed by the complainant, where the complaint was issued by the complainant.

d. Where not initiated by the REC, be sent to the REC Chair within 30 days of the termination of the Peer Intervention.

3.2 The NEC Chair will inform the President of CASC of a pending complaint.
3.3 Upon receipt of a final written complaint accompanied by a Release to Proceed, the REC Chair will, within 30 days of receipt of these documents:

a. Consult with the NEC Chair regarding process
b. Acknowledge to the complainant the receipt of the complaint in writing 

c. Contact respondent with a copy of the complaint, requesting written response within 14 days, limited to 5 pages

d. Provide a copy of the Code of Ethics to both parties by hard-copy or reference to the  website
3.4 The .
 NEC Chair will inform the REC Chair of the region in which the respondent member resides only that the member is under investigation for an alleged violation of the Code of Ethics and, until further notice, is ineligible to occupy any office or position on any committee or board, except as provided in Subsection A.8. 

3.5 The NEC Chair will check with CASC’s National Office to see if this member has had previous investigations. 

3.6 The NEC Chair will advise the REC to contact an investigator.  
3.7 The investigator will commence the investigation within thirty (30) days of receipt of complaint, response, and Release to Proceed.

3.8 The NEC Chair and/or the REC will be available to the investigator for consultation regarding the Code of Ethics and procedures. 
3.9 If, at any point during an investigation, the Investigator identifies that a complaint is without cause, he or she will so advise the NEC Chair and with the agreement of the NEC will terminate the investigation and so inform:
a. The complainant
b. The responding member
c. The President and Chair of Ethics of the Region in which the responding member resides 
d. The President of CASC. 
There will be no appeal of this decision. A report will be filed with the NEC Chair stating the reasons that the complaint is judged to be without cause. This report will remain on the files of the NEC Chair and will not be released in relation to any other investigation. 
3.10 On completion of the investigation a complete record of all information, interviews and documents received will be prepared with a copy provided to the complainant and the respondent. 
3.11 The complainant and the respondent will be allowed thirty (30) days from the date of receipt of the record to post by registered mail (or electronic mail with confirmation of receipt) a final response to the Investigator.

3.12 The Investigator will, within 30 days of the completion of the investigation, submit to the NEC Chair a complete record of the investigation, and a summary report of the investigation  The summary report will: 
a. Identify the concerns (allegations) raised by the complainant or arising from the investigation

b. Identify the specific sections of the Code to which the complaints apply
c. Provide a summary of all information obtained during the investigation 

d.  State, with reasons, whether or not the information obtained substantiates the complaint(s) either made by the complainant and/or which arose during the investigation, 

3.13 The NEC Chair will:

a. In consultation with NEC members, recommend an action which will be one of those described in Subsection 5. 

b. Advise the responding member and the complainant that the report has been filed with the NEC. 
4.  Actions
4.1 A recommendation of action will be made with consideration for the seriousness of the complaint vis-à-vis:

a. The seriousness of the harm caused to an initiator or any other third party,    

b. The seriousness of the harm caused to the reputation of CASC, 

c. The potential threat posed to other individuals in the future, 

d. The potential threat posed to the reputation of CASC in the future,

e. The level of the responding member's acceptance of responsibility for his/her actions,

f. The level of the responding member's commitment to addressing the issues which led to the complaint,

g. The level of the responding member's demonstrated insight, capacity and willingness to change. 

4.2 The recommended action that promotes growth, accountability and follow-up will be one of the following:

a. Unfounded (no cause for action) 
The recommendation of this action is based on the assessment of the investigation team that the complaint brought against the responding member has not been proven. No letter goes in the file.

b. Cautionary 
The recommendation of this action is based on the assessment of the investigation team that the complaint(s) brought against the responding member merits the respondent’s acknowledgement and ownership of her/his conduct that has the potential for harm.  The respondent will demonstrate that s/he is aware of the potential for harm and accepts the responsibility to change her/his conduct. This action implies there is not enough evidence to take to the next level but the respondent is not blameless and a record of this action is to be maintained on file at CASC’s National Office.

c. Reprimand 
The recommendation of this action is based on the assessment of the investigator that the responding member has accepted responsibility for a breach of the Code of Ethics and that the respondent’s reconciliatory action is adequate to ensure that such breach will not be repeated. This action may be recommended only in those cases in which the conduct of the responding member is assessed by the Investigator not to threaten the wellbeing of third parties and/or bring the reputation of CASC into disrepute.

d. Probation 
The recommendation of this action is based on the assessment of the investigator that the conduct of the responding member has brought serious harm to a third party and/or to the reputation of CASC and requires a substantive consequence but allows the member under supervision, during the period of probation, to address those issues which led to her/his breach of the Code of Ethics. During the period of probation, as described in Subsection 10, the individual's membership becomes conditional upon meeting the terms of the probation. The conditions of the probation will ensure that the responding member's breach of the Code of Ethics will not be repeated, will protect the wellbeing of third parties and the reputation of CASC.
i. Any member on probation will not serve on any committee or hold any office within CASC, either at the Regional or National level, for the duration of the probation. 
ii. All expenses incurred in meeting the conditions of probation will be paid by the respondent 
iii. The NEC which caused the complaint to be investigated will be responsible to monitor the period of probation.  
iv. Non‑compliance by the member with the terms of probation may result in suspension from CASC membership for the remainder of the period originally identified as a period of probation.  
· The member will then follow the procedures for Re‑admission to Membership Following Suspension, (see Subsection 11). 
e. Suspension 
The recommendation of this action is based on the assessment of the Investigator that the conduct of the responding member has brought serious harm to a third party and/or to the reputation of CASC and is based on the assessment that the responding member's continued participation in CASC may pose a serious threat to third parties, or bring the reputation of CASC into serious disrepute. It is believed that the responding member demonstrates sufficient insight, capacity and willingness to change in their conduct (behaviour) that they may once again become a responsible and credible member of CASC.

· This action will also be taken for failure to comply with the terms of an action of probation.

During the prescribed period of Suspension, not less than one month and not more than one year in duration, the responding member will: 

i. Cease to enjoy the rights and privileges of membership in CASC and of any level of CASC certification. 

ii. Not pay membership dues during this period, will be listed as being suspended and may not represent themselves as a CASC member in good standing, nor attend CASC meetings during the period of suspension.
iii. Not hold any office or sit on any committee, commission or board, regional or national, during this period,

iv. Forward all certificates of CASC membership and certification to the Vice President of CAPPE who will hold them for the duration of the Suspension.


Upon completion of the period of Suspension ordered, the member will apply to a Consultation Committee (See Subsection 11), presenting evidence that he/she should be re-admitted as a responsible and credible member of CASC. 
v. Such application may be made only once annually. 
vi. If the Consultation Committee does not recommend re-admission, the Suspension continues until the member is successful in such application.

vii. A member can only apply for re-admission and meet with the committee twice within four years from the beginning of the suspension.  Thereafter all appeals are exhausted and the individual is no longer eligible for membership.

All concerns regarding possible violation of terms of Suspension will be addressed to the NEC Chair. Failure to comply with the terms of the suspension will result in dismissal from CASC.
f. Dismissal: 
The recommendation of this action is required when in the assessment of the investigation team: 
i. The conduct of the responding member has brought serious harm to an individual(s) and the member lacks the insight, capacity or willingness for change that would permit her/him to once again become a responsible and credible member of CASC.
ii. The conduct of the responding member has caused serious harm to a third party and/or brought into serious disrepute the reputation of CASC. 

iii. The responding member has repeatedly abused an individual(s) (in the instance of repeated abuse of an individual or in the instance of abuse of more than one individual).

iv. The responding member has been found guilty in a court of law of a criminal offense which is related to the member's functioning in his/her professional capacity.

v. The responding member has been dismissed from a professional organization with which CASC has reciprocity.

Dismissal requires the return of all certificates of CASC certification to the National      Office of CASC after the appeal procedure has been completed and within 30 days      of the final decision made in this matter. 

5. Review of the Investigation
5.1 Within sixty (60) days of the receipt of the record of an investigation, the NEC will complete a review of the material. 
5.2 The NEC Chair will have been provided with a copy of the complete record pertaining to the Investigation.  
5.3 The Investigator will present the case to the NEC Chair or his or her appointee.  
5.4 The NEC will have available for its consideration any sealed files of a previous ethics investigation of the responding member. These files will be obtained by the NEC Chair according to the procedure as outlined in Subsection 8.2. Any pre-existing file(s) may become part of the documentation considered by the NEC as it makes its decision. 
5.5 On the basis of the documentation submitted, the NEC will determine whether: 
a. The procedure followed in the investigation was fair to the responding member and the initiator 

b. The investigation is complete
c. The documentation substantiates or does not substantiate the complaint(s) 

d. The recommended action is appropriate. 
5.6 If the NEC determines that the investigation was incomplete, it will direct the investigator to further investigate and to advise the complainant and the responding member. Such a directive will indicate the time frame for completion of the investigation.
5.7 If the NEC determines that the investigation was complete, the members of the NEC will vote for decision on the recommendation. 
5.8 On the completion of its review, and if the NEC has not directed a further or new investigation, the NEC will provide to the Board of Directors:
a. A summary of its report of the investigation and finding
b. Its decision regarding the action to be taken in the case. 

5.9 The NEC Chair will advise the responding member and the complainant that the NEC has filed its report with the Board of Directors.  
5.10  The NEC Chair, or her/his appointee, will present the case to the Board of Directors. 
5.11 Within sixty (60) days of receipt of this summary and the accompanying decision regarding the action to be taken in the case, the Board of Directors will ratify or reject the decision of the NEC. 
5.12 No person who has participated directly in the investigation or the review of the investigation conducted by the NEC will be included in the discussion of the case or vote by the Board of Directors.
5.13 In the event that the Board of Directors does not ratify the decision of the NEC the case will be returned to the NEC with specific reasons for the Board's decision and specific direction from the Board. This communication will be in writing.
5.14 Within seven (7) days of ratification by the Board of Directors, the NEC Chair will inform the complainant and the responding member in writing, by registered mail, of the decision rendered. A copy of the summary report will be included in this notice.

6. Appeals
6.1 The responding member (hereinafter called the appellant), towards whom a decision has been rendered by the NEC as ratified by the Board of Directors will have the right to appeal such decision to the JC on the following grounds:

a. That the conduct alleged of the member has or has not been substantiated as ordered by the NEC and ratified by the Board of Directors, and/or, 

b. That the investigation ordered by the NEC, as ratified by the Board of Directors, was not proper in all circumstances (without significant errors or problems with the process).

c. New information was not reasonably available at the time of the Final Review that would significantly affect the outcome of the case. (Should new information now be available the matter will be returned to the Investigator for a specified period of time to review their ruling)
6.2 The appellant will file a Notice of Appeal to the JC Chair within thirty (30) days of the date of receiving the decision of the NEC as ratified by the Board of Directors. 
6.3 The JC Chair, upon receipt of a Notice of Appeal, will, within thirty (30) days of the receipt of the Notice of Appeal, inform the complainant that appeal is under way.

6.4 The appellant will make a single written submission to the JC Chair.
6.5 The submission will be filed with the JC within 60 days of the appellant filing notice.

6.6 If the submission of the appellant is based in whole or in part on points of law, the JC may obtain the legal opinion of a solicitor. A copy of such opinion will be provided to the appellant and/or his or her solicitor.

6.7 The JC will consider the appeal based on the written submission of the appellant and the entire record of the proceedings which led to the decision of the NEC as ratified by the Board of Directors. The JC will decide whether or not the conduct alleged towards the appellant was substantiated by the information obtained through the investigation. In considering this issue the JC will consider the effect of the appellant’s conduct on any third party and whether or not the appellant’s conduct, as substantiated, brings the reputation of CASC into disrepute. 

6.8 Within ninety (90) days of receiving the written submission, the JC Chair will issue the Committee’s written decision. This decision will be based on:
a. Whether the conduct alleged towards the appellant is substantiated,

b. Whether the process was sufficiently improper to warrant appeal

c. Whether the action to be provided complies with those listed in Subsection 5 and is appropriate given the conduct of the appellant. 
6.9 The JC Chair will forward a copy of the committee's decision together with the rationale for such decision, to:
a. The complainant, 

b. The appellant,

c. The NEC Chair,

d. The President of CASC. 
6.10 The decision of the JC is final and binding.
7. Records
7.1 At the conclusion of all ethics proceedings leading to a decision of the NEC as ratified by the Board of Directors, the NEC Chair, or in the event of an appeal, the JC Chair will: 
a. Place all records pertaining to the matter in a file showing the date and member's name and the file will be sealed. 

b. Forward the sealed file as a matter of record to be held at the National Office of CASC. 

c. Provide a one page statement identifying the existence of the sealed record, and the member’s status in CASC, along with the published statement in the National Communiqué, if any,  in the members file held at the National Office.

7.2 Upon written request by the NEC Chair, the National Office will advise said Chair as to the existence of a sealed file relating to an earlier investigation of a member who is currently under investigation for new allegations. This file may be sent to the NEC Chair, upon her/his request. The file may be reviewed by the NEC only for the specific purpose of forming a decision as to action to be taken towards a member.  (No appeal of this.) Where a previous file has been considered for this purpose and forms part of the decision on the action to be taken, this will be noted by the NEC in its report to the Board of Directors.

8. Notification of Decisions and Actions
8.1 It is the responsibility of the NEC Chair to insure that, after all appeals have been completed, notice of decisions concerning Dismissal or Suspension will be announced through publication in the next CASC newsletter.
8.2 In the instance of Dismissal, the announcement will state the:
a. Member's full name and location,

b. The specific principle(s) of the Code of Ethics violated 

c. The date of Dismissal.

8.3 In the instance of Suspension, the announcement will state the: 

a. Member's full name and location,

b. Specific principle(s) of the Code of Ethics violated,

c. Date of commencement of Suspension and the duration thereof.

8.4 In the instance of the decisions of Suspension, or Dismissal and upon completion of the appeal process, the NEC Chair will forward the announcement of the Probation, Suspension or Dismissal in the CASC newsletter, together with a copy of the CASC Code of Ethics to the member's employer, endorsing faith group and other professional associations to which the member belongs.

8.5 A member who is on Suspension will be so identified in the CASC Directory together with the period of the probation or suspension.  
8.6 Individuals seeking information concerning a member on Leave of Absence, or whose membership has been dissolved (has been dismissed), will be sent, by the President of CASC, a copy of the CASC newsletter in which the action was published.
8.7 In the instance of concerns being unfounded (or an action of Reconciliation), or in any instance in which a case does not proceed to completion for any reason, the NEC Chair will advise the President of CASC, and the President of the Region in which the member resides, who were previously advised that the member was under investigation and unable to serve in office, that the investigation is ended and the member now has full membership privileges. 

9. Monitoring of the Action of Probation  

9.1 To ensure cooperation, once a decision of a probation period has been made the NEC Chair will ensure that a member of the NEC is appointed as a monitor of the member on probation, and advises probationary member of the name of the monitor and of the reporting process. 
9.2 The monitor will receive from the Chair of the appropriate REC, the terms of the probation.

9.3  The probationary member will submit quarterly reports to the monitor which document the member's co-operation with the terms of probation.
9.4 The monitor will submit an annual report to the Chair of the appropriate REC, confirming the member's co-operation with the terms of probation. 
9.5 In the event of non-cooperation by the member with the terms of the probation, the monitor will immediately inform the NEC Chair, who will begin the proceedings for such non-co-operation.
9.6 Upon the successful completion of the probation period, the monitor will inform the NEC Chair, who will inform, in writing: 
a. The member

b. The initiator

c. The President of CASC.
9.7 Upon receipt of notification of successful completion of the probation, the NEC Chair will place appropriate notification in the next CASC newsletter and so advise other parties who may have been notified in the original notice.

10. Re-Admission to Membership Following Leave of Absence

10.1 Upon the completion of the period of Leave of Absence (following a suspension), the member may present himself/herself before a consultation committee named by the Board of Directors of CASC to be reviewed for return to full membership in CASC. In this review the consultation committee will be particularly concerned with assessment of the issues and risks described in Subsection 5e.  
10.2 For this consultation, the member on leave will provide the original report of the NEC and/or the JC and whatever other documentation is requested by the consultation committee.  The consultation committee will send a copy of its report to the NEC Chair.
10.3 The consultation committee, upon completion of the review of the member on leave and the materials submitted, will make a written recommendation to the NEC as to the readiness for CASC reinstatement, providing the reasons for their decision. In the absence of further allegations towards the member on leave, the NEC will accept the recommendation of the Consultation Committee, and the NEC Chair will advise the Board of Directors of the disposition of this Leave of Absence.
10.4 A member on leave may apply only once annually to be so reviewed for re-admission. 
10.5 A fee, equivalent to the current set fee for Certification Review, will be required of the member on leave for each review by the named consultation committee.
10.6 A member on leave who has previously been certified by CASC must appear before a certification review committee named by the ESC in addition to the consultation committee named by the Board of Directors, to establish at what level their credentials will be recognized. The Chair of the certification review committee will advise the NEC Chair, in writing, of the outcome of this certification review.
10.7 A fee, equivalent to the current set fee for certification review, will be required of the member on leave for this certification review.
10.8 Upon completion of the period of leave of absence, and review by a certification review committee, if applicable, the NEC Chair will place appropriate notification in the next CASC newsletter and so advise other parties who may have been notified in the original notice.

For further information or consultation regarding the Code of Ethics and Professional Action, please contact the NEC Chair.

Definitions of terms can be found in Chapter 7 Glossary of Abbreviations & Terms.
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