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Problem-Solving Procedure 

A.  Scope 

This procedure is intended for the use of the following persons: 

- paid employees at all levels 

- persons elected or appointed to Mennonite Church Canada positions 

- persons from other organizations or individuals who are employed for specific tasks or 

services by Mennonite Church Canada 

- Mennonite Church Canada constituents and the general public 

 

This procedure will apply to, but not be limited to, interpersonal conflicts and the alleged 

improper interpretation, application or violation of the terms and conditions of employment 

and administration of Mennonite Church Canada business. Complaints about harassing or 

discriminatory behavior should be processed according to the guidelines set out in the policy 

against sexual and other harassment. 

B.  Philosophy 

Differences of opinion, disputes, and dismissals may occur from time to time.  It is important 

that situations and relationships be handled sensitively and with goodwill.  The goal of these 

procedures is to work for reconciliation between individuals and to ensure that the institution 

acts fairly and in a manner consistent with its policies and values in the treatment of employees.   

 

We strive to follow Jesus’ teaching in Matthew 18: 15-17.  When we encounter conflict, we will 

first approach the other person directly.  It is our hope that this open and direct communication 

will lead to constructive problem-solving, revealing best practices and positive courses of action.  

C.  Procedures 

All parties agree that these proceedings will be kept confidential as may be appropriate at any 

level of the procedure. 
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Informal 

If a person has a problem, he or she should discuss it directly with the person, council, 

committee or board involved, with the aim of resolving the particular difficulty as close to its 

source as possible.  This should be done as soon as feasible after the circumstance which gave 

rise to the problem. 

 

Those who have not been able to resolve conflict with another may wish to seek assistance from 

a facilitator or trusted person.  This assistance may come in the form of counsel or mediation.  A 

person may wish to approach his or her supervisor or a person in human resources to explore 

this option. 

 

When a case involves allegations of serious misconduct, the person assisting to resolve the 

informal complaint should consult with the Director of Human Resources.  

 

Formal  

1. If the problem is not resolved satisfactorily during the informal resolution period, the 

complainant should state the issue in writing and include the remedy sought.  This should 

be given to the complainant’s supervisor or to the person to whom the supervisor is 

responsible.  The written complaint must be initiated within 15 working days of its 

occurrence, or within 5 working days of the conclusion of the informal process. 

 

2. Information from the complainant should include:  

• the name, address, and telephone number of the complainant 

• the name of the accused individual(s)  

• a description of the alleged offense(s)  

• the date on which the alleged offense(s) occurred,  

• witnesses, if any, should be named with, if possible, their address, telephone number, 

position and a brief description of what it is they are alleged to have seen or have 

knowledge of, and 

• other information which will assist in the investigation and resolution of the 

complaint   
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If a complaint contains incomplete information, those responsible for the investigation 

will gather the necessary information from the complainant.  Complainants are 

expected to cooperate by providing relevant information relating to the complaint. 

 

3. The person receiving the written statement has the responsibility to inform the 

Executive Director and the Director of Human Resources (unless the complaint is against 

one of these individuals), who will then initiate a workplace investigation.  In some 

cases, an external person or a representative of the appropriate council or board may 

be appointed to the investigative team rather than involving a Mennonite Church 

Canada administrator.  

 

4. The investigative team members will investigate the incident(s) as they see fit, in their 

discretion, in as confidential manner as possible. The team will attempt to determine 

the validity of the complaint, and will make a written report of its findings.  The written 

report and options for further proceedings will be submitted to the Executive Director 

and the appropriate supervisor and executive staff person for action.   

 

5. After the conclusion of the investigation, the Executive Director or the accused person’s 

Executive Minister will inform the person orally and in writing of the results of the 

team's recommendation and what, if any, resolution and or discipline is forthcoming. 

The Executive Director, CAO or Executive Minister will inform the complainant when the 

investigation is completed, and advise the individual that appropriate action has been 

taken.  

 

6. A record of any resolution and disciplinary measures taken will be filed in the 

employee’s personnel file.   

 

7. If and when a resolution is agreed to by the parties, a memo of understanding shall be 

composed and signed by both parties. 

 

Appeals  

If the problem is not resolved to the satisfaction of the involved parties, either party may initiate 

an appeal within 30 calendar days from the date of the written recommendation of the 

Investigative Team by informing the Executive Director or his or her designate in writing of the 
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request to be heard by an Appeals Committee.  The request should include a full description of 

the problem. 

 

The role of the Appeals Committee is to hear the complainant as well as other parties to the 

complaint, and to report its findings and actions within the constraints of Mennonite Church 

Canada’s Personnel Policy.  It may also recommend policy changes if its findings suggest the 

policy might be improved.  The actions of the Committee are binding and its decisions shall be 

final. 

 

The Appeals Committee shall consist of an administration appointee, a staff member selected by 

the complainant, a staff member selected by the accused person, a member of the appropriate 

council or board, and a member of the supporting constituency agreeable to each of the other 

parties. 

 

The Appeals Committee must be established by the Executive Director or, if the complaint is 

against the Executive Director, by the chair of the General Board, within two weeks of the 

request.  The Appeals Committee must complete its work of interviews and deliberation within 

30 working days of having been established.  It shall submit its report within 15 working days 

thereafter to the complainant, to the appropriate administrator, and to the appropriate council 

or board*. 

 

The majority decision of the Appeals Committee shall be the deciding and final decision of the 

Appeals Committee.  

 

*All time lines are subject to the availability of personnel, and may be extended if complaints 

involve persons who are not easily accessible to the Appeals Committee due to geographical 

distance, leaves of absence or other unforeseeable events. 


