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Brandon University Sexualized Violence Protocol 

This Protocol supports the Brandon University Sexualized Violence Policy approved by the 

Board of Governors on March 25th, 2017. This Protocol will guide members of the University 

community through the processes, supports and community resources available through 

Brandon University.  

1. Purpose and Scope

The purpose of the Brandon University Sexualized Violence Protocol is to provide a consistent 

and supportive response to members of the Brandon University community who disclose and/or 

report incidents of sexualized violence. It provides clarification around existing processes, 

procedures, services, and resources available on and off campus to support complainants and 

respondents. This Protocol also outlines the internal processes for disclosing and/or reporting 

an incident of sexualized violence. 

This protocol applies to all members of the Brandon University community, including students, 

staff, faculty, contractors and suppliers of services, volunteers, visitors, and individuals who are 

connected to any University initiatives. It applies to the actions, interactions and behaviours that 

take place on and off campus. This includes the business of Brandon University or other 

activities sanctioned by or representing the University (including but not limited to athletic 

events, practical and clinical placements, academic or professional conferences, volunteer 

activities, academic or field research work).  The context of the interaction need not be 

University-related if the primary relationship of those involved is through their mutual connection 

to the University. Conduct on social media or communication through electronic means is also 

included, such as, email, texting, Facebook, Instagram and Snapchat.  

This applies to all forms of sexualized violence outlined in Section 4, Definitions of the 

Brandon University Sexualized Violence policy, which includes sexual assault, sexual 

harassment, and all other forms of sexual misconduct. 

This protocol is guided by The Manitoba Post-Secondary Sexual Violence Policy Guide  

published by the Government of Manitoba in April, 2017.  

2. Supporting Those Who Have Experienced Sexualized Violence

Brandon University recognizes the traumatic effects that sexualized violence can have including 

physical, emotional, psychological and spiritual well-being. Brandon University is committed to 

providing support and information for all those affected to allow them to make the best decision 

on how to move forward. Members of the University community are encouraged to intervene to 

prevent or stop acts of sexualized violence from occurring, but only as far as it is safe to do so. 

If someone discloses sexualized violence to you, please visit our Guide for Responding to a 

Disclosure of Sexualized Violence which outlines important tips on how to assist an 

individual who has experienced sexualized violence.  

https://www.brandonu.ca/sexualviolence/files/Sexualized-Violence-Policy-March-2017.pdf
https://www.edu.gov.mb.ca/docs/sexual_violence/guide.pdf
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The role of the Sexual Violence Education Prevention Coordinator (SVEPC) is to oversee 

campus-wide initiatives related to raising awareness, education, prevention, support and 

response to sexualized violence. The position will oversee the development and implementation 

of initiatives directed at strengthening our commitment to providing a safe, supportive and 

empowering environment for survivors of sexualized violence. This will involve the development 

and delivery of appropriate supports for survivors of sexualized violence on our campus.  

With this Protocol, Brandon University commits to ensuring that complainants of sexualized 

violence will: 

 be treated with empathy, compassion, and respect.  

 be provided with non-judgemental support and care as long as the complainant feels 

necessary. 

 have their privacy and confidentiality respected and any limits to confidentiality 

explained.  

 be made aware of the Protocol in place to address sexualized violence.  

 be provided with safety planning assistance on and off campus. 

 be informed of available supports and resources on and off campus. 

 receive survivor-centred information, supports, and services appropriate to their 

intersectionality or social identities, including race, sexual orientation, gender identity/ 

expression, beliefs, indigeneity cognitive and physical abilities, mental and physical 

ability.  

 on a case by case basis, be provided with reasonable and appropriate academic, and 

on-campus residential, and/or workplace accommodations.  

 be provided adequate information to decide whether to pursue criminal or institutional 

reporting options.  

 have reasonable and necessary actions taken to prevent unwanted contact with the 

respondent. 

 have input with respect to the nature and level of response unless the safety of others is 

a concern. 

 

3. Confidentiality 

Safeguarding confidentiality is central to creating an environment of security and respect, where 

complainants feel safe to disclose and to seek support and accommodation.  

Brandon University is committed to securing such an environment. We are committed to 
keeping all parties informed when there is a situation where confidentiality may be limited. The 
following circumstances limit confidentiality: 

a. There is a child at risk (under the age of 18). 
b. A person is determined to be at risk of harming themselves. 
c. A person is determined to be at risk of harming others. 
d. A court subpoena requires release of information.  
e. Evidence of the sexualized violence exists in the public domain (e.g. a video on social 

media).  
 

https://www.brandonu.ca/sexualviolence/coordinator/
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In the following circumstances, information regarding the respondent may be shared without 
consent: 
 

a. if circumstances exist that affect anyone’s health or safety. 
b. to assist in an investigation or in making the decision to start an investigation. 

 
Except in the limited circumstances mentioned above, the person who receives the disclosure 

would contact police services only with the explicit and informed written consent of the 

complainant.  

The responsibility to maintain confidentiality extends to any member of the University 

community who may be privy to information or who possess documentation about a report or 

investigation.   

4. Disclosures and/or Report 

When someone has experienced an act of sexualized violence they have options available to 

them.  Some may wish to access supports and accommodations for themselves, but do not 

wish to initiate a process like an investigation or criminal charges.  In this case, the individual 

would choose the processes under Disclosure of Sexualized Violence below.  Those who want 

the university to proceed with an investigation and potential disciplinary process would choose 

the processes under Report of Sexualized Violence below.  Complainants can change which 

process they wish to follow at any time. If an investigation has been initiated, however, the 

university may be obliged to continue with the investigation even after a complaint has been 

withdrawn.   

4(a) Disclosure of Sexualized Violence  

A disclosure is when the complainant tells a member of the University community that they have 

experienced sexualized violence. The complainant is not seeking a formal resolution but is 

seeking support and information about available options.  

If an individual who has experienced sexualized violence does not wish to report the incident to 

the police, or use the University’s reporting process, they have the option of disclosing their 

experience to any of the following areas on campus to receive support and accommodations: 

 SVEPC,  

 A Student Counsellor on campus,  

 Human Resources,  

 A union representative. 

 

A complainant may choose to have support from within the University, from community 

agencies/resources and/or from trusted people in their lives.  

Members of Brandon University that receive the disclosure are expected to inform the SVEPC 

to ensure a comprehensive response and for statistical purposes. Members can do this by 

telephone, email or in person. Methods of contact to the SVEPC are found in Appendix A.  
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Resources available to students:  

 SVEPC 

 Trusted faculty or staff member 

 Student Services 

 Security Services 

 Diversity and Human Rights Advisor (DHRA) 

 Manager of Residence Hall Programs 

 

Resources available to employees:  

 SVEPC 

 Human Resources 

 Security Services 

 DHRA 

 Union Representative 

 LifeWorks 

 

After hour, off-campus options and reporting contacts: 

 Klinic Community Health Centre, Sexual Assault 24 Hour Crisis Line. 

 Brandon Police Service (9-1-1 in case of emergency) 

 LifeWorks 

 

4(b) Report of Sexualized Violence 

Anyone who has experienced sexualized violence (students, faculty and staff) has the option of 

filing a report and has the option of pursuing institutional or legal reporting options.  

The decision to file a report regarding sexualized violence is the choice of the complainant. The 

complainant has the right to withdraw the report at any time. All reasonable efforts will be made 

to respect the complainant’s wishes of any course of action. 

A report of sexualized violence should be made directly to the SVEPC. 

How to File a Report: 

Complete the Sexualized Violence Report Form (to be linked to the document) 

The form must be submitted to the SVEPC to be considered filed.  

The SVEPC will: 

1. receive the complainant’s report. 

2. immediately assess the safety of the complainant.  

3. support the complainant and others affected. 

4. explain processes involved for their specific situation. 

5. empower the complainant to choose the nature and level of the response. 

file:///C:/Users/hladyk/Desktop/SAAG%20Committee/FORMS/Sexualized%20Violence%20Intake%20Form.pdf
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6. at the complainant’s request, communicate with internal and external agencies on their 

behalf and offer to accompany them medical, legal or victim services. 

7. Convene Sexualized Violence Response Team (SVRT) to ensure a comprehensive 

response. 

8. in consultation with the SVRT,  implement interim accommodations while an incident is 

being investigated or a decision is being made regarding a report (e.g. accommodations 

for an individual’s academic, workplace or living arrangements). 

 

This Policy and Protocol does not limit the right of a member of the University community to file 

a police report or to exercise any other rights under the law.  Members of the University 

community retain the right to address issues through the grievance process outlined in their 

respective collective agreement or through other University policies. It is possible to pursue 

more than one of these options at a time. 

Off-Campus Reporting Options 

Anyone who has experienced sexualized violence may also pursue any of the following formal 

reporting options off campus:  

 Police Service; 

 Royal Canadian Mounted Police (RCMP); 

 Manitoba Human Rights Commission; 

 Manitoba Labour Board; and 

 Civil action. 

 Medical assistance: A complainant has the option to attend a local hospital or 
Emergency Room for medical attention to address possible physical injury, 
pregnancy and/or sexually transmitted infections. Complainants do not need to 
consent to a forensic exam to acquire medical attention.  

 A Forensic exam: preformed at a hospital to collect any samples of DNA 

evidence if the complainant wishes to make a report to the police. Note: 

Complainants may seek medical attention but it is there choice to continue with a 

forensic exam. In Brandon, within 120 hours (5 days) from the sexual assault, 

complainants can present at the emergency room for a forensic exam. After 120 

hours, complainants may be referred to physician in the community.  

The SVEPC can provide support and/or additional information on any of these options.  

In certain circumstances when the University is made aware of an incident it may be obligated 

to initiate an investigation in the absence of a formal report. Affected parties will be made aware 

of the University’s intention prior to the start of an investigation. 

 

5. Sexualized Violence Response Team (SVRT) 

The team consists of a core group of members with skills and expertise to coordinate and 

facilitate a response to all forms of sexualized violence on our campus. SVRT is co-chaired by 
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the Chief Human Resources Officer and the Dean of Students. Other members of the University 

community will be included on the team on a case by case basis. The team will develop a plan 

around services, supports and options for all individuals affected by sexualized violence. 

SVRT is convened by the SVEPC and they will make decisions about how to proceed to the 

next steps, which could include proceeding with an investigation and determine whether it is 

internal or external. 

 

6. University Report/Investigation Process 

The investigation and decision-making process to be undertaken varies depending on the 

context in which the sexualized violence has taken place and the affiliation of the complainant 

and respondent (student, faculty or staff). For example, if the complainant and respondent are 

both students, then the process is guided by Student Rights and Responsibilities policy, which 

includes the Student Misconduct policy. If the complainant is a student and the respondent is a 

faculty member, the process for investigation and decision-making is established by University 

policies regarding conduct in the workplace or by collective agreement. Where an investigation 

is required, the Investigator gathers information as quickly as possible, following the processes 

outlined in the Guide to Internal Investigations at Brandon University and either the DHRA 

or the external investigator contacts both the complainant and respondent regularly to inform 

them of the progress and expected timelines. 

Under normal circumstances, an investigation process would include the following steps: 

a. The University appointed investigator informs both the complainant and respondent 

within five (5) working days that there is an investigation commencing, describe what 

the allegations are, what the possible sanctions could be, and provides information 

regarding confidentiality. 

b. The investigator informs the complainant and respondent who the decision 

makers/appropriate administrators are for the investigation within three (3) working days 

consecutive to Step a.  

c. The investigator informs the respondent of services available to them which include 

Human Resources, Student Services and/or their union.  

d. The SVEPC provides support and advocacy to the complainant throughout the 

investigative process, and may accompany the complainant to interviews.  

e. Investigation involves interviewing the complainant, respondent and possible witnesses, 

and gathering evidence. Under normal circumstances, this investigation will take twenty 

(20) to forty (40) working days. Throughout the process, the investigator will advise both 

complainant and respondent of their progress and expected timelines.  

f. The investigator prepares the report which will then be shared with both complainant 

and respondent. The report outlines the details of the case, evidence gathered and a 

determination if there was a breach of the policy. 

https://www.brandonu.ca/diversity/files/Guide-to-Internal-Investigations-at-BU.pdf
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g. The complainant and respondent may respond in writing to the report.  These written 

responses will be shared with the other party. 

h. The appropriate administrators receive the report and manage the case based on 

established procedures. In considering the appropriate sanctions administrators should 

consider: 

 The complainant’s desired sanctions/remedy 

 Principles of progressive discipline 

 The University’s role to educate 

 Requirements under collective agreements, policies, etc., 

 Nature and severity of incident 

 Other relevant factors 

 

i. If it is determined there was a breach, the appropriate administrators will render a 

decision in regards to sanctions within ten (10) working days of receiving the report. 

Examples of sanctions and/or remedial actions may include one or more of the 

following: 

 Written warning 

 Formal apology 

 Mandated education or workshops 

 Community service 

 Loss of privileges 

 Probation 

 Restitution 

 Interim suspension (without/without pay, pending an investigation) (removal from 

a course or part of a course) 

 Termination or expulsion or formal removal from campus   

 Specific for employees: change in work assignment 

 

j. The complainant will receive enough information about the sanction and/or remedial 

action to maintain the complainant’s ongoing safety and/or reduce the possibility of 

contact between the parties. 

 

7. Retaliation 

It is contrary to this protocol and related policies for anyone to retaliate, engage in reprisals or 

threaten to retaliate against a complainant reporting an incident of, or making a report about 

sexualized violence or participating in an investigation. This applies to Students/Staff/Faculty 

and/or contractors on campus.  

Retaliating against someone who has made a report in good faith under this policy, or any other 

University policy, against someone who has cooperated in good faith in an investigation under 

this policy or any other University policy or legislation will also be treated as harassment. 
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Appendix A: 
 
On-Campus Supports and Resources 
 

1. Sexual Violence Education Prevention Coordinator  
During office hours Monday-Friday 8:30 AM-4:30 PM     

    Office: 227 Health Studies,  
Phone: 204-727-7498 
navidc@brandonu.ca 

 
2. Security Services 

During office hours Monday-8:30 AM – 4:40 PM 
Office: Physical Plant 
330B - 20th Street 
Brandon, Manitoba 
R7A 6A9 
Phone: 204-727-9700 

 
3. Student Services 

During office hours Monday-Friday 8:30 AM-4:30 PM 
Office: Room 102 
A. E. McKenzie Building 

    Phone: 204-727-9737 
 

4. Diversity and Human Rights Advisor 
During office hours Monday-Friday 9:00 AM-5:00 PM 
   Office: Room 333, Clark Hall 

    Phone: 204-727-9785 
 

5. Human Resources  
During office hours Monday-Friday 8:30 AM-4:30 PM 
   Office: Room 337, Clark Hall 

    Phone: 204-727-9782 
 

 

Off-Campus Supports and Resources 
 

1. Klinic Community Health Centre, Sexual Assault Crisis Services in Winnipeg 
provides a 24 hour sexual assault hotline that is a province-wide service available 24 
hours a day, seven days a week, toll free 1-888-292-7565 or www.klinic.mb.ca 

 
2. Manitoba Human Rights Commission  

For further information on the Commission or The Human Rights Code, please contact 
the Manitoba Human Rights Commission office in your area. 
Brandon: 341-340 Ninth Street  
Brandon, MB R7A 6C2  
Phone: 204-726-6261  
Fax: 204-726-6035 TOLL FREE: 1-888-884-8681  
TTY: 1-888-897-2811  
Email: hrc@gov.mb.ca  

mailto:navidc@brandonu.ca
http://www.klinic.mb.ca/
mailto:hrc@gov.mb.ca
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3. Prairie Mountain Health Authority, Main Office: follow up for medical results.  

Towne Centre: Public Health 
Unit A5, Brandon, MB, R7A 6N5  
204-578-2500 
 

4. Brandon Police Services and Victim Services 
1020 Victoria Ave, Brandon, MB R7A 1A9 
Brandon Police Service and Victim Services Non-Emergency 204-729-2345  
or call your local RCMP detachment. 

 
5. Victim Services (Provincial) 

Brandon Courthouse,1104 Princess Avenue, Brandon, Manitoba R7A 0P9 
(204) 726-6515  
 

6. The Women’s Resource Centre 

731 Princess Avenue 

Brandon, MB R7A 0P4 

204-726-8632, Toll-Free: 1-866-255-4432 

Fax: 204-727-6230 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is available in PDF and Microsoft Word format on the Brandon University 

website. A printed copy can be attained from the Sexual Violence Education and Prevention 

Coordinator, Room 227, Health Studies Building.  

 

 



RESPONSE for Assisting a Complainant who has Experienced Sexualized Violence 

RESPONSE for someone who receives a disclosure of Sexualized Violence 

Refer to the 

SVEPC 

Student Services  

Counselling 

Human Resources 

For Faculty/Staff 

External Resources 

Off-campus and after hours  

 Klinic 

 Mobile Crisis Unit 

 BRHA 

 Victim Services 

 YWCA 

 LifeWorks 

 Women’s Resource Centre 
Safety Plans & Interim Measures 

 Personal safety on and off campus 

 Medical attention if needed 

 Support through reporting processes 

(Criminal or Institutional) 

The SVEPC will provide support 

in every step of the process 

Make sure that the survivor is safe 

Listen non-judgmentally 

Provide Information on supports available 

Human Resources 

For Faculty/Staff 

Student Services  

Counselling 

Members of the University community are encouraged to intervene to prevent or stop acts of 

sexualized violence from occurring, but only as far as it is safe to do so.  

Klinic 24 hour Brandon Police 

Services 

Emergency: 

9-1-1 

Refer to the 

SVEPC 

Off-campus, after hours 

 support: 
On-campus support: 

For a person who experiences  an act of sexualized violence, and discloses 

to a member of the University, the following options are available: 



Confidentiality 

The responsibility to  

maintain confidentiality  

extends to any member of 

the University community 

who may be receiving the 

disclosure. 

Making a REPORT of Sexualized Violence  

A disclosure is when YOU (the complainant) tell a member of the University 

community that you have experienced sexualized violence 

Making a DISCLOSURE of Sexualized Violence  

A report is when YOU (the complainant) tells a member of the University  

community that you have experienced sexualized violence and you are  

seeking formal or institutional resolution which may involved an investigation.  

You can make a disclosure to: 

SVEPC 

Student Counsellor 

on campus 
Human Resources Union Representative 

RESOURCES AVAILABLE  

Klinic Mobile Crisis Unit YWCA BRHA Victim Services 

Complete the Sexualized Violence Report Form 

Submit form to the    SVEPC 

In person, via email or through  

an Administrative Office at BU 

          The SVEPC will: 

 Receive the report. 

 Assess the safety of the  

complainant and others  

affected. 

 Explain the process for your  

specific situation. 

 Communicate with Internal and  

External agencies on your behalf, 

If requested. 

 Convene SVRT to ensure a  

comprehensive response  

including implementing interim 

measures, safety plans, and  

accommodations. 

Pursuing one reporting option does not limit the right of the complainant to exercise  

their right under the law. It is possible to pursue more than one of these options at a time. 

Police  

Service  

Royal Canadian  

Mounted Police 

(RCMP) 

Manitoba  

Human Rights  

Commission 

Manitoba  

Labour Board 

Civil Action 

LifeWorks 

Trusted Faculty or  

Staff Member 

By making a disclosure of  

sexualized violence you are not 

limited to the resources and  

supports available at the University. 

You are also able to seek out  

resources and support from your 

community as you see fit.  

Grievance 



 
 

Responding to a Disclosure of Sexualized Violence 

If you receive a disclosure of sexualized violence, it is important to inform the person 

making the disclosure of your commitment to keep all the information that is provided. It 

is also important to inform the person disclosing that there are limits to confidentiality 

(please refer to Confidentiality of the Brandon University Sexualized Violence Policy). 

 

Sexual Violence Education Prevention Coordinator (SVEPC) 

When an individual discloses an experience of sexualized violence, direct or offer to 

accompany them to the Sexual Violence Education Prevention Coordinator’s office, 

located at Health Studies RM 227, or direct line 204-727-7498, or by email to: 

navidc@brandonu.ca. This office has experience in responding in instances of 

sexualized violence and is in the best position to provide referrals for support and 

outline information about the options and processes available for complainants, as 

students, staff or faculty. Wherever possible, the referral to the SVEPC should be made 

before the person discloses the details of the incident of sexualized violence and/or any 

identifying information about the parties involved. 

Another option is to give them the 24-hour Toll Free Klinic Sexual Assault Hotline at 1-

888-292-7565 if they would rather seek assistance from an agency outside the 

University. 

To facilitate a connection with the SVEPC, ask the individual disclosing if they would like 

more information about the role of the SVEPC. The SVEPC can provide the following 

services as requested by the survivor: 

 Assist in the coordination of safety planning. 

 Facilitate referrals to University resources and community agencies. 

 Coordinate academic/workplace accommodations though the respective offices. 

 Coordinate housing relocation for students on campus. 

 Coordinate referral to medical services. 

 Coordinate referrals to internal and external trauma-informed counselling 

services.  

 Provide assistance and information regarding criminal and non-criminal reporting 

options.  

 Assist with decision making and navigating University processes or legal 

systems.  

 Manage the flow of information among departments and offices, with explicit and 

informed consent from the survivor. 

It is important that people supporting complainant/ survivors or receiving disclosures 

have access to support themselves. If you would like to speak with someone, you can 

contact the SVEPC to de-brief or provide you with an appropriate referral. 

https://www.brandonu.ca/sexualviolence/files/Sexualized-Violence-Policy-March-2017.pdf
mailto:navidc@brandonu.ca


If you receive a Disclosure of Sexualized Violence: 

1. Assess Immediate Safety 

2. Inform Complainant/Survivor of Limitations of Confidentiality. 

3. Listen without judgement. 

4. Refer or Accompany the Individual to the SVEPC. 

If at any point in the disclosure process you are unsure of how to proceed, contact the 

SVEPC at 204-727-7498, navidc@brandonu.ca. 

 

1. Assess Immediate Safety 

If at all possible, try and ensure the disclosure takes place in a space the survivor feels 

comfortable, safe and where their privacy is protected. Ask the individual if their 

immediate safety is at risk. 

Please Note: if their immediate safety is at risk or any other member of the Brandon 

University community is at risk, contact Security Services at 24 hours a day at 204-727-

7498 or call 911.  

If you are witnessing a current act of violence on campus, contact security services at 

204-727-7498 or Brandon Police Service at 204-729-2345 or 911. 

If the individual is not at immediate risk, ensure the individual if they are somewhere 

they feel safe and comfortable. 

Please Note: Security Services will only contact Police Services with the consent of the 

survivor/complainant, unless it is their assessment that there is imminent risk to the 

safety of the individual or the broader community. 

 

2.  Limitations of Confidentiality 

It is your responsibility to inform the person making the disclosure of any limits to 

confidentiality before they disclose identifying information. If you are unsure of any 

limitations to confidentiality, offer to refer the individual to the SVEPC (Health Studies 

Rm 227), 204-727-7498, navidc@brandonu.ca. 

 

3. Listen Without Judgement 

A supportive and validating initial response that is trauma-informed to sexualized 

violence can make a significant difference for complainants/survivors who may be 

apprehensive about sharing deeply personal or difficult information. The following are 

some ways you can communicate support and concern to a survivor: 

 Allow the survivor to maintain as much control over the pace of the disclosure as 

possible. Allow them to finish without interrupting and offer breaks when needed.  

mailto:navidc@brandonu.ca
mailto:navidc@brandonu.ca


 Listen carefully to what the survivor says and acknowledge the courage and 

strength it took to come forward. 

 Do not make victim-blaming statements such as questioning their behavior or 

experience may result in the individual feeling not believed, judged or blamed. 

 Refrain from asking specific details about the incident. Intrusive questioning 

about the incident may cause them to feel you are not listening or judging them. 

 Avoid initiating physical contact with the person without their consent. Some 

survivors may feel comfortable with physical contact following sexualized 

violence.  

 Take the time to allow the individual to determine what decisions best suit their 

particular circumstances. Do not pressure them to make a decision or impose 

any decision on them. 

 

 

4. Refer the Individual to the SVEPC 

An intricate part of supporting someone who has experienced sexualized violence is to 

provide them with the information about their options and all the supports and resources 

that are available to them. Navigating University and community resources can be 

challenging after an incident of sexualized violence. It is your responsibility to connect 

with the appropriate office that can help them.  

You can recommend that the complainant/survivor contact the SVEPC. If the 

complainant/survivor would like to call the SVEPC office, offer to sit with them while they 

make the call. If appropriate, offer to accompany the survivor to the SVEPC’s office or 

community resource of their choice. 

Remember to respect the survivor’s choice of whether to report the incident to Campus 

Security or to Brandon Police Services. Do not report the incident yourself and do not 

pressure the survivor to seek further assistance if they decline to do so.  

Resources and Support Services 

Brandon University will provide support and accommodate the needs of those who have 

experienced sexualized violence or have been impacted by sexualized violence.  

The SVEPC office will facilitate access to supports and services on campus, working in 

collaboration with other departments/offices in order to best meet the needs of 

survivors. The SVEPC will call a Sexualized Violence Response Team meeting to help 

Coordinate and facilitate support services and resources for survivors.  

The Sexualized Violence Response Team (SVRT) 

The team consists of a core group of members with skills and expertise to coordinate 

and facilitate a response to all forms of sexualized violence on our campus. SVRT is co-

chaired by the Chief Human Resources Officer and the Dean of Students. Other 

members of the University community will be included on the team on a case by case 



basis. The team will develop a plan around services, supports and options for all 

individuals affected by sexualized violence. 

SVRT is convened by the SVEPC and they will make decisions about how to proceed to 

the next steps, which could include proceeding with an investigation and determine 

whether it is internal or external. 

External community agencies that specialize and collaborate with sexualized violence 

may be invited to consult on areas outside the university (Victim Services, Brandon 

Police Service, Prairie Mountain Health including Emergency Services and Sexual 

Health). 

This team will observe the Confidentiality guidelines set out in the policy.   

Supports and Resources may include the following: 

 Academic/workplace accommodation. 

 Critical incident coordination 

 Counselling and Advocacy. 

 Case management. 

 Alternative housing/living arrangement. 

 Crisis funding. 

 Safety planning. 

Support services and accommodation are available whether or not a survivor has filed a 

formal report/complaint of the incident.  

 

On-Campus Supports and Resources 
 

1. Sexual Violence Education Prevention Coordinator  
During office hours Monday-Friday 8:30 AM-4:30 PM     

    Office: 227 Health Studies,  
Phone: 204-727-7498 
navidc@brandonu.ca 

 
2. Security Services 

During office hours Monday-8:30 AM – 4:40 PM 
Office: Physical Plant 
330B - 20th Street 
Brandon, Manitoba 
R7A 6A9 
Phone: 204-727-9700 

 
3. Student Services 

During office hours Monday-Friday 8:30 AM-4:30 PM 
Office: Room 102 
A. E. McKenzie Building 

    Phone: 204-727-9737 

mailto:navidc@brandonu.ca


 
4. Diversity and Human Rights Advisor 

During office hours Monday-Friday 9:00 AM-5:00 PM 
   Office: Room 333, Clark Hall 

    Phone: 204-727-9785 
 

5. Human Resources  
During office hours Monday-Friday 8:30 AM-4:30 PM 
   Office: Room 337, Clark Hall 

    Phone: 204-727-9782 
 

 

Off-Campus Supports and Resources 
 

1. Klinic Community Health Centre, Sexual Assault Crisis Services in Winnipeg 
provides a 24 hour sexual assault hotline that is a province-wide service available 24 
hours a day, seven days a week, toll free 1-888-292-7565 or www.klinic.mb.ca 

 
2. Manitoba Human Rights Commission  

For further information on the Commission or The Human Rights Code, please contact 
the Manitoba Human Rights Commission office in your area. 
Brandon: 341-340 Ninth Street  
Brandon, MB R7A 6C2  
Phone: 204-726-6261  
Fax: 204-726-6035 TOLL FREE: 1-888-884-8681  
TTY: 1-888-897-2811  
Email: hrc@gov.mb.ca  

 
3. Prairie Mountain Health Authority, Main Office: follow up for medical results.  

Towne Centre: Public Health 
Unit A5, Brandon, MB, R7A 6N5  
204-578-2500 
 

4. Brandon Police Services and Victim Services 
1020 Victoria Ave, Brandon, MB R7A 1A9 
Brandon Police Service and Victim Services Non-Emergency 204-729-2345  
or call your local RCMP detachment. 

 
5. Victim Services (Provincial) 

Brandon Courthouse,1104 Princess Avenue, Brandon, Manitoba R7A 0P9 
(204) 726-6515  
 

6. The Women’s Resource Centre 

731 Princess Avenue 

Brandon, MB R7A 0P4 

204-726-8632, Toll-Free: 1-866-255-4432 

Fax: 204-727-6230 

 
This document is available in PDF and Microsoft Word format on the Brandon University website. A printed copy can be attained 

from the Sexual Violence Education and Prevention Coordinator, Room 227, Health Studies Building.  

http://www.klinic.mb.ca/
mailto:hrc@gov.mb.ca


 

Guide to Internal Investigations at 
Brandon University 

Purpose 
This guide is designed to assist anyone responsible for conducting workplace investigations at Brandon 

University to: 

 decide when an investigation is warranted. 

 decide who should conduct the investigation. 

 determine what policy/policies are relevant to the incident giving rise to the 
investigation. 

 use a fair, thorough and transparent process to gather facts in an investigation.   

 protect against bias in investigations. 

 

Guiding Principles 
Investigations involve the gathering of evidence, and it is the right of members of the University 
Community for decisions that affect them to be based on evidence. Each party may produce evidence to 
try to prove any relevant facts or to disprove facts. 
 
Both investigators and decision makers must be free of personal interest or bias in the case, and should 
also guard against the perception of bias. 
 
There must be a separation of duties between the investigator and the decision maker. The investigator 
gathers and presents the evidence to determine the facts, while the decision maker determines what 
follow up actions are required, if any. 
 
Members of the University Community have the right to adequate notice prior to participation in an 
investigation. Not receiving adequate notice may deprive them of the right to be heard. 
 
Any person affected by a decision has the right to be heard before the decision is made and has the right 
to present their own case or to challenge the case against them. 
 
Procedural fairness dictates that people must be provided with reasons for decisions that affect them. 
 

Initial Inquiry 
Whether information is presented to you in a formal complaint, in a casual conversation, or indirectly 
through the rumour mill, you may decide it is necessary to look into the matter to determine if an 
investigation is warranted.  In making this decision, you should consider the following. 
 

Do you want to require a written complaint before proceeding? 
 
Are you required to act under workplace safety and health regulations or other legislation or 
policies, even in the absence of a complaint? 



 

 
What policies, Collective Agreements or laws need to be consulted?   
 
Are there any restrictions on filing complaints?  Do the events fall within the prescribed timeline 
for filing a complaint?  If the events fall outside the timeline, are there circumstances that would 
support proceeding anyway? 
 
Is there any reason that you may be, or may be seen to be, biased or partial towards any of the 
parties?  Should you consider asking someone else to look into the matter to avoid a conflict of 
interest?  
 

At this stage you do not need to alert the subject of the complaint/concern to your inquiries. You must 
carefully guard the identity of the complainant(s) unless they have given you express written consent to 
disclose their name. Ensure that you are discreet in gathering information at this stage, and remind 
anyone you speak to about the need for confidentiality.  Wherever possible speak to people who can 
give a first-hand account of events. It may be useful to keep notes in order to remember key events and 
statements.  
 

Deciding Whether to Investigate 
Based on the information gathered in this initial inquiry you may decide that an investigation is 
warranted. An investigation is launched in cases where there is an alleged breach of a University policy 
or an article of a Collective Agreement and/or there is suspicion of a criminal act by a member of the 
University Community.  
 
Be sure that you are clear about what you understand the potential breach to be and which policy it falls 
under.   Some examples of policies which may give rise to an investigation are: 

 Discrimination and Harassment Prevention Policy  

 Sexualized Violence Policy  

 Policy on Academic Dishonesty and Misconduct  

 Policy on Academic Integrity & the Responsible Conduct of Research  

 Scholarship & Creative Work Policy   

 Safety and Health Policy  
 
 
 
 
 
 
 
 
Grievances under the various collective agreements in force at Brandon University may also give rise to 
the need for an investigation.  
 
Some of these policies or other documents may provide timelines or requirements for investigators.  
Where these are absent this guide will provide information on reasonable processes. 
 

  

It is CRITICAL that investigations into allegations of Sexualized Violence, Sexual Harassment, or 

other situations that may have caused trauma be conducted by an appropriately trained 

individual.  Investigations have the potential to re-traumatize people and must be conducted in a 

way that minimizes further harm. 



 

Purpose of an Investigation 
The purpose of an investigation is to gather information and evidence in order to make a decision.  Most 
frequently, investigations are undertaken to determine if a policy was breached or if an article of a 
collective agreement has been contravened.  Because the result of an investigation may lead to 
disciplinary action, it is critical that investigations be fair and transparent to anyone who may be 
affected by the outcome. 

 
Roles and Responsibilities of the Investigator 
Investigators are finders of facts.  The role of the investigator is to gather and document information by 

interviewing the complainant, respondent, and witnesses, and gathering evidence.  The investigator 

decides who to interview, what questions to ask, and what evidence they need to collect. The 

investigator must ensure that the respondent is aware of and has the chance to respond to all 

allegations against them.  If new allegations come up during the course of the investigation, the 

respondent must be given this information and allowed to respond.   

 
The investigator must remain neutral throughout the investigation, and must refrain from drawing 

conclusions before it is complete.  Investigators must be unbiased and independent from both the 

respondent and the complainant. The investigator must be clear on the matters under investigation, and 

must investigate thoroughly. Once the investigation is complete, the investigator provides a report 

detailing what factual findings they were able to establish from the information they gathered.   

 

Preparing for an Investigation 
Once you determine that an investigation is warranted consider the following: 
 
Who should investigate?  Understanding which policy has been breached will help to determine which 
office or department is responsible for investigating.  Bias or perception of bias must also be considered.  
If the investigator indicated by the appropriate policy may have a conflict of interest or bias in the 
situation, consider having someone external to the area investigate. This could be a member of another 
department, or someone external to the University. An external investigator may also be necessary 
when the investigator indicated by the appropriate policy has time constraints which would preclude an 
investigation being completed within an appropriate timeline. 
 
What administrators will decide the resolution? Who will receive the investigator’s report and decide 
on the resolution of the situation depends on several factors.  Typically the supervisor (for staff) or Dean 
(for students) of the person accused of breaching a policy will be involved in making decisions about 
resolving the situation.  The Chief Human Resources Officer will be consulted before any disciplinary 
action is taken against an employee of the university.  The Dean of Students will be consulted before any 
disciplinary action is taken against a student of the university. 
 
What interim corrective actions might be needed?  If the situation giving rise to the investigation poses 
a risk/threat to a member of the University community, what would be reasonable steps to control the 
risk until the investigation is complete?  If the situation giving rise to the investigation is significantly 
impeding the work of the university, how can this be addressed? It is important that these interim 
corrective actions be effective, and also that they do not presume guilt prior to a full investigation. 
 



 

For example, if there is a complaint that one office mate is harassing another, separating the two may 
be wise.  If there is a health and safety complaint about a faulty piece of equipment, the equipment 
should be locked out, or taken out of use until repaired.  If there is a complaint of sexual assault, consult 
with the complainant to determine what security measures might be appropriate.  
 
What documentation needs to be reviewed? 
It is vital for all investigators to carefully review not only the complaint itself, but also relevant policies, 
procedures, collective agreements, laws and other relevant documentation such as organizational charts 
prior to beginning an investigation. Some policies and procedures will outline specific timelines or 
processes for an investigation, so these warrant special attention. 
 
The University cannot compel anyone to participate in an investigation.  Should the respondent, a 
witness, or any other party to the investigation refuse to participate, the investigator will note their 
refusal and will continue the investigation without their input. 
 

Investigative Steps  
Step 1: Receive Complaint 

A complaint must be documented prior to proceeding with an investigation.  That means that 
the complainant must put their concerns in writing with as much detail as possible around 
events, times, dates, witnesses etc.  There are rare circumstances where a complainant may 
remain anonymous (whistleblower, sexual assault), but for the most part a complainant must be 
prepared to be identified.   
 
At times the University may initiate an investigation where the institution is the complainant.  
An example where this may be appropriate is where there is not one clear target of alleged 
workplace discrimination/harassment, but the apparent cumulative effect of the individual’s 
actions requires the University to respond (poisoned work environment).  In the case of a 
university initiated complaint, the office responsible for bringing it forward will document the 
concerns/allegations in as much detail as possible so that this may be shared with the 
respondent. 

 
Step 2:  Interview Complainant 

Once the investigator has received a written complaint, it is usually necessary to interview the 
complainant in order to fill in details about the incident(s) such as dates, witnesses, information 
about documentation, or other evidence.  
 
The complainant may be accompanied to the interview by a support person such as a 
union/association representative or student advocate.  This support person is bound by the 
confidential nature of the process, and is there to support, not to provide evidence. An 
individual who is a witness to the events or situation leading to the complaint cannot act as a 
support person. 
 
The information provided in the interview and in the written complaint should then be 
summarized in a statement which should be verified and signed by the complainant.  This 
statement should be organized in chronological order, with as much relevant detail as possible 
about each incident.  If the complainant’s identity will be shared in the course of investigating 
their complaint they must be informed of this, and sign an acknowledgement of this fact.   
 



 

After interviewing the complainant and preparing the statement, the investigator should reflect 
on whether, if proven to be true, the allegations would constitute a breach of the policy in 
question.  If they would not constitute a breach, the investigator or an appropriate 
administrator will inform the complainant of this and will suggest alternate routes to address 
their concerns. In this case, the investigator would NOT move on to Step 3. 
 
 

 
 
 
 
 
 
Step 3:  Notify Respondent 

The respondent has the right to know in detail the concerns/allegations against them, and to 
have a reasonable amount of time to prepare a response to the complaint. The respondent 
must be provided a copy of the statement produced in step 2, and will normally be given up to 
10 working days to review the complaint and prepare a response.  The respondent is bound by 
the confidential nature of the process and must not share the complaint except with those who 
might be supporting them in their response (e.g. union representative, student advocate). 

 
Step 4:  Interview respondent 

The interview with the respondent should follow the timelines of the Complainant’s statement, 
allowing for the respondent to address each incident or allegation against them. In some 
instances the respondent may prepare a written statement in response to the complaint.  
 
The respondent may be accompanied to the interview by a support person such as a 
union/association representative or student advocate. This support person is bound by the 
confidential nature of the process, and is there to support, not to provide evidence. An 
individual who is a witness to the events or situation leading to the complaint cannot act as a 
support person. 
 
The information provided in the interview and in the written statement (where applicable) 
should then be summarized, verified and signed by the respondent.  This will then be shared 
with the complainant.  
 
 
 
 
 

Step 5: Consult with appropriate committee/individual  
It is usually necessary for the investigator to consult with a committee, an administrator or their 
supervisor prior to proceeding further.  In this consultation, the complainant’s and respondent’s 
statement will be shared in confidence. Things to consider in this consultation include whether 
additional information is required to determine if there has been a breach, the scope of the 
investigation, and a reasonable timeline.   
 

DO NOT draw conclusions about the “demeanor” of those you interview. How people you 

interview come across can be influenced by their state of mind, their culture, their comfort 

with people in authority or many other factors.  This is especially important if the person is 

suffering the effects of trauma – they may not behave in ways you think are “typical”.  

Remain neutral, but warm, in your interviews.  Guard against deciding the case before all of 

the facts are in or appearing overly sympathetic. 



 

Where the complainant and respondent give different accounts of events, the investigator will 
proceed to Step 6 in order to make a determination about which account is more likely to be 
accurate.  The investigator should carefully consider at this stage what witnesses should be 
interviewed, what questions to ask each witness, and what other evidence should be collected. 
 
Where the complainant and respondent are in agreement on the facts the investigation need 
not go further.  The investigator’s responsibility is to establish what happened, and if facts are 
not in dispute, investigating further is counterproductive and violates confidentiality. 
At this point the investigator can proceed to Step 11. 
   

Step 6: Develop questions 
After reviewing the initial complaint and any background information, investigators should 
identify what they need to know and develop questions that will provide the information. 
Questions during witness interviews can provide information that is missing, or it can clarify 
conflicting information.  For each witness it is important to only address incidents of which they 
are reasonably thought to have knowledge, and to try to avoid giving them more information 
than is necessary. 
 
A few questions should be developed in order to establish the background or context for each 
witness: who they are, their relationship with the other parties, where they fit within the 
organization.   
 
When developing questions about specific incidents 

 be prepared and review your questions to ensure you are thorough. 

 use open ended questions. 

 start with broad questions and narrow them if you are not getting the information you 
need.  

 let the interviewee give you the information – do not lead them. 

 think about different answers to your questions and how they might lead to different 
lines of inquiry. 

 provide an opportunity for the interviewee to provide additional information that you 
may not have asked about. 
 
 
 
 
 
 
 
 

Step 7:  Coordinate the interviews 
From the first contact with any party to an investigation, and at every subsequent contact, it is 
important to talk about the privacy and confidentiality of the process, and to go over what 
related policies say about confidentiality.  Initial contact with witnesses may be in person, by 
phone, or by email.   
 

Witnesses who can corroborate either the complainant or respondent’s account of events 

should be interviewed.  In cases of Sexualized Violence or Sexual Harassment, there are often 

no witnesses.  It is not necessary to have corroborating evidence in order to reach a finding of 

which account is more likely to have occurred. 



 

Witness interviews may be in person or over the phone. Interviews should be held in a quiet and 
private space, providing for the safety of the investigator and interviewees.  Interviews should 
not be scheduled back to back in the same location in order to protect the confidentiality of the 
process.  

 
Step 8: Interview opening statement 

Anyone interviewed in an investigation must be counselled on privacy and the confidential 
nature of the investigation and advised that breaking confidentiality may result in disciplinary 
action.  It is important to ensure that they understand, so give the witness the opportunity to 
ask questions about this before asking for either verbal or written confirmation that they 
understand. 
 
The witness should be given an introduction to the reason for the interview and the role of the 
investigator (collect information to determine the facts). You may want to produce witness 
statements after the interview/follow up questions, and allow the witness to review them for 
accuracy.   
 
Nothing is off the record in an interview, and it is important to tell witnesses this up front.  
While it is a confidential process, their identity may need to be shared in the report or in further 
action such as arbitration or court proceedings.  Let the witness know that they are free to take 
a break at any time, or consult with a support person if they have brought one. 
 
Inform the witness how the information you are gathering will be handled during and after the 
investigation, and your responsibility to keep information confidential.  Also inform them of 
when you might be required to share information (e.g. someone is at imminent risk of harm, 
subpoenas). 
 
Ensure that every witness understands that there is to be no reprisals against anyone for their 
participation in the investigative process.  Should they experience threats or actual reprisals as a 
result of participating they should report this to you or to the office that appointed you 
immediately.   
 

Step 9: Interviewing witnesses 
Be prepared for emotional reactions, and take steps to safeguard yourself and the witness.  Be 
empathic, not sympathetic, and maintain your neutrality throughout the interview.  The 
interviewer is there to gather facts, not form or share opinions. 
 
Try to get at the facts rather than opinions.  Explore statements fully, to ensure you understand.  
For example, if someone is described as angry, ask what that looked/sounded like, how was 
their anger apparent.   
  
Ask for clarification and further information until you have the most complete picture possible. 
 
Where the witness indicates there may be documentation or other physical evidence in their 
possession, request that they share this with you. 
 
Ask your questions in a respectful way, and be aware of the effect you are having on the 
interviewee.  The goal is not to intimidate the witness.  



 

Be thorough, review your notes and go back over anything that is unclear before ending the 
interview.   
  
 
 
 
 
 

 
 
 
 
 
Step 10: Interview closing statement 

At the end of the interview, once you have given time for the witness to add any detail you have 
not asked about, remind them of the confidentiality of the process, and inform them about next 
steps. Let them know that you may need to follow up with them later in the process, and that 
they can contact you if they have additional information or have concerns about reprisals.  Let 
them know when you anticipate completing your report. 
 
Manage witness expectations about what information you or others might share with them on 
the conclusion of the investigation.  For example, the nature of any disciplinary action taken as a 
result of the investigation will not be shared.  

 
Step 11: Report 

The investigator will produce a report that details each incident from the complaint, summarizes 
the evidence gathered on that incident, and presents their conclusion whether the incident 
constitutes a breach of the relevant policy or not. 
 
In investigations carried out at the University, the standard of proof used is the “balance of 
probabilities” or “preponderance of evidence”.  This means that the task of the investigator is to 
decide which account of events is more likely true.  The investigator may come to a 
determination that there was a breach of policy as laid out in the complaint, that there was not 
a breach of policy as laid out in the complaint, or that there is not enough evidence to make a 
determination whether there was a breach or not. 
 
Where an investigator who is external to the university is engaged, the report and collected 
evidence is the property of the university. The investigator shall submit all notes, statements, 
and other forms of evidence collected, to the university to be handled in accordance with the 
appropriate records management schedules. 
 

Resolution   

The investigator will provide their report to the appropriate administrators.  Typically this will include 

both the respondent’s direct supervisor and the Chief Human Resources Officer in cases involving an 

employee.  In cases involving a student, their Dean and the Dean of Students will receive the report.  

Where there is a real or perceived conflict of interest for any of these administrators, a neutral party of 

As each person is interviewed, including the complainant and respondent, credibility should 

be assessed.  Credibility can be assessed by looking at whether the person is being open, 

honest, and truthful during the interview, as well as how reliable their evidence is. Gaps in 

memory and uncertainty about timelines are common, especially in people who have 

experienced trauma.  Assess credibility based on what they do remember and report. 



 

similar position will be asked to act as alternate in deciding on the response to the investigator’s 

findings.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is available in PDF and Microsoft Word format on the Brandon University 

website.  A printed copy can be attained from the Diversity and Human Rights Office, Room 333 

Clark Hall.  Persons involved with the processes outlined in this policy (complainants, witnesses 

or respondents) may conduct their involvement verbally or with the assistance of an interpreter 

upon request. 
































