GRIEVANCE PROCEDURES MANUAL

§ BCAPA

**This Manual is intended to assist persons appointed on behalf of the Society to screen,
investigate and review complaints of unprofessional conduct in accordance with Part 9 of the
BCAPA's Bylaws. The comments and suggestions contained in this Manual do not constitute legal
advice. When necessary, advice from counsel should be sought.
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PART 1 - PURPOSE AND SCOPE

A. Purpose.

This Manual is intended to assist the board of directors of the Society (the "Board"), the
Complaints Coordinator (the "Coordinator"), the Investigation Committee (the "Committee")
and the persons sitting on the Committee ("Committee Members") in understanding and
implementing the Grievance Procedures set out in Part 9 of the Society's Bylaws. It is designed to
provide practical guidance on the administration of those procedures, so that allegations of
Unprofessional Conduct are addressed fairly, consistently, and in a timely manner, in accordance
with Bylaw 9.1.

The Grievance Procedures (the "Procedures") assign distinct responsibilities to the Board, the
Coordinator, and the Committee at different stages of the grievance process. This Manual does not
replace the Bylaws. Rather, it explains how those responsibilities are typically carried out in
practice, and how the various roles fit together over the life of a Grievance.

Throughout, the Manual is guided by the objectives set out in Bylaw 9.1 of the Bylaws. Those
objectives include:

o upholding standards of practice among Members of the Society, in the interests of
the profession and the public;

o ensuring that the grievance process is fair to all involved, including Complainants,
and Respondents; and

. resolving matters without unnecessary delay, while allowing sufficient
investigation to reach informed and defensible outcomes.

The Manual is intended to support those objectives by promoting clarity of roles, proportional
decision-making, and disciplined adherence to the timelines and procedures established by the
Procedures.

B. Scope.

The scope of this Manual extends from the receipt of a written Complaint through to the rendering
of a decision under the Procedures, excluding only those parts of the Procedures that are
administered by the Disciplinary Panel. In particular, the Manual addresses:

o the intake, initial screening and review functions of the Board;

o the appointment and role of the Coordinator;

° the establishment, mandate, and operation of the Committee;

o the conduct of investigations, including fact-finding methods and timelines;
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o the preparation of the Committee's report; and
o the implementation of outcomes based upon the Report.

Where a matter proceeds to a Disciplinary Panel - either because the Committee recommends a
hearing or because a proposed reprimand or censure is not accepted by the Respondent - the
procedures governing the hearing itself are addressed in a separate manual, provided to the persons
comprising the Panel.

C. Interpretation.

Capitalized terms used herein any not otherwise defined have the meaning given to them in the
Bylaws.

PART 2 - KEY ROLES AND RESPONSIBILITIES

Under the Procedures, responsibility for administering each Complaint is shared among the Board,
the Coordinator, and the Committee. All three operate under the umbrella of investigating a
grievance; however, their functions are distinct. The Board does not conduct investigations; the
Committee does. The Coordinator oversees process and supports the Committee. The Complainant
and Respondent participate in, but do not control, the process. The Society's focus is not the
resolution of a private dispute between those two individuals; it is the upholding of professional
standards of the Members of the Society. The roles and responsibilities set out in this Part 2 are
addressed in greater detail in the remainder of this Manual.

A. The Board.

i Function.

Screens Complaints on intake and decides whether the matter should proceed to
investigation. It does not undertake fact- finding. Where required by the Procedures, the
Board later implements decisions (e.g., constituting a Disciplinary Panel when the process
must proceed to hearing, or carrying out publication/administrative steps once an outcome
is approved). It may also hear any review of a Disciplinary Panel's decision, reserved to it
under the Bylaws.

ii. Role in practice.

Performs limited initial screening, to avoid a Committee being assembled in respect of a
Complaint that, on its face, does not concern Unprofessional Conduct, is trivial, frivolous
or vexatious, or otherwise falls outside of the scope of the Procedures (providing clear,
brief reasons for its decision). Where a Complaint progresses beyond the screening
process, the matter is referred to the Coordinator to assemble a Committee, the Board will
refrain from merits inquiries while the Committee's work is underway so as best to preserve
its neutrality where required to hear any review of a decision of the Panel.
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The Coordinator

Function.

Acts as the Society's process owner for a referred Complaint. Appoints and orients the
Committee; considers requests from the Committee (e.g., for extensions); receives and
reviews the Committee Report, and; implements non-hearing outcomes (including issuing
and tracking reprimand/censure offers). Where the Committee recommends a hearing - or
a reprimand/censure is not accepted - the Coordinator initiates the transition to a
Disciplinary Panel.

Role in practice.

Supervises the Committee without directing on the merits of a Complaint. Ensures
timeliness, completeness and compliance to the Procedures, and provides procedural
communication to participants.

The Investigation Committee

Function.

Conducts the investigation; plans and carries out fact-finding (including interviews,
document and data requests, and written questions); works within the 90-day investigation
period unless extended; prepares the Report setting out the facts, procedures, findings, and
a conclusion permitted by Bylaw 9.13; offers a reprimand or censure for acceptance where
appropriate; determines that the matter requires a Disciplinary Panel where a hearing is
necessary; and, where the conclusion is that no disciplinary action be taken, makes a final
determination on that basis. It does not otherwise make a final determination of
Unprofessional Conduct but may agree certain outcomes with the Respondent by consent,
or recommend that a Disciplinary Panel be convened.

Role in practice.

Investigates thoroughly but proportionately; provides reasoned findings that are specific to
Bylaw provisions; and determines an outcome consistent with Bylaw 9.1 - either no
disciplinary action (final at the investigation stage), an offered non-hearing sanction
(reprimand or censure, implemented by the Coordinator if accepted), or referral to a
hearing where the gravity or contest of facts requires it..

The Complainant

Function.

Brings the matter forward and serves primarily as an informational resource to the
Committee - a witness who provides particulars, context, documents, and the identities of
others who may assist. The Society does not represent the Complainant in a private dispute;
rather, the Complaint assists the Board, Coordinator, and Committee act in upholding the
Society's standards.
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ii. Role in practice.

The model Complainant will participate cooperatively: supply specifics, respond to
reasonable requests, and understand that the Society's task is to determine whether a
Member's conduct amounts to Unprofessional Conduct.

|

The Respondent

i Function.

Is the Member whose conduct is under review. The Respondent is notified of the
Complaint; offered a fair opportunity to be heard during the investigation; and, where
appropriate, may be offered the right to accept a reprimand or censure.

ii. Role in practice.

As a Member of the Society, the Respondent ought to engage with the Committee's process
in good faith - providing relevant documents, identifying witnesses, and addressing the
particulars directly.

PART 3 - CONFLICTS OF INTEREST

A. Importance of Identifying Conflicts.

The integrity of the grievance process depends on the confidence that decisions are made
independently, impartially, and in the interests of the profession. Actual or perceived conflicts of
interest can undermine that confidence, even where no improper influence is intended. For that
reason, all participants - Directors, the Coordinator, and Committee Members must remain alert to
potential conflicts of interest from the outset of a Complaint and throughout the process.

Conflicts are not limited to situations of actual bias. A reasonable apprehension that a person's
judgment could be influenced by a relationship or prior involvement is sufficient to require
disclosure and, in most cases, recusal.

B. What may Constitute a Conflict.

A conflict of interest may arise where an individual has a personal, professional, financial, or other
relationship with either the Complainant or the Respondent that could reasonably be seen as
affecting their independence. Examples include, but are not limited to:

o a close personal friendship, family relationship, or acrimonious personal history;

o a current or recent professional relationship (e.g., partnership, supervision,
mentorship, or adversarial dealings in another matter);

o a financial interest that could be affected by the outcome;
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o prior involvement in the facts giving rise to the Complaint, including informal
advice or commentary; or

J circumstances that would lead an informed observer to question whether the
individual could approach the matter with an open mind.

This list is not exhaustive. Conflicts are contextual, and what matters is not whether the individual
believes they can remain fair, but whether the appearance of impartiality could reasonably be
compromised.

C. What is Generally not a Conflict.

Not every connection gives rise to a conflict. For example, mere membership in the Society,
general familiarity within a professional community, or having previously encountered a Member
in an unrelated professional setting will not, without more, constitute a conflict. The assessment
turns on proximity, intensity, and relevance of the relationship to the issues in the Complaint.

D. Ongoing Obligation.

Conflicts may become apparent at any stage of the process. Information revealed during screening,
investigation, or reporting may disclose a relationship or prior involvement not initially known.
All participants therefore have a continuing obligation to reassess their position as the matter
unfolds.

E. Disclosure and reporting.

A conflict of interest is most effectively managed when it is identified and disclosed by the
individual concerned. Any participant who considers that they may be in a conflict of interest,
whether actual or perceived, should disclose that concern promptly and in writing, and refrain from
further involvement until the appropriate determination is made.

In particular:

o a Director who considers that they may be in a conflict of interest in relation to a
Complaint should disclose that concern in writing to the Board as soon as it
becomes apparent and refrain from further participation in the matter unless and
until the Board determines otherwise;

o a Coordinator who considers that they may be in a conflict of interest should
disclose the concern in writing to the Board promptly, so that appropriate steps may
be taken to ensure the continued integrity of the process (including appointing a
substitute to assume the role of Coordinator in respect of the Complaint);

o a Committee Member who considers that they may be in a conflict of interest

should disclose the concern in writing to the Coordinator without delay, and should
cease to participate in the investigation unless and until the concern is resolved.
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If there is uncertainty as to whether a situation constitutes a conflict, the default approach should
be err on the side of disclosure.

F. Recusal and replacement.

Where a conflict is identified, the conflicted individual should step aside from the matter, and
(where applicable) appropriate arrangements should be made for replacement or reassignment, so
that the process can continue without undue delay.

If a Director is unable to act due to conflict, they need not be replaced provided there remain other,
non-conflicted Directors on the Board.

If the Coordinator is unable to act due to conflict, the Board may appoint a replacement person to
act as Coordinator in respect of the subject Complaint. The replacement Coordinator may be a
Director, provided that (i) such Director shall not participate further in any function of the Board
in respect of the subject Complaint, and (ii) there shall be no sharing of information as between
such Director and the Board for the purposes of administering the remainder of these Procedures
in respect of the subject Complaint, save for communications expressly permitted as between the
Coordinator and the Board under the Bylaws.

If a Committee Member is unable to act due to conflict, the Grievance Coordinator may make
arrangement for a replacement.

PART 4 - CONFIDENTIALITY

A. General Duty of Confidentiality.

All information disclosed to, received by, or generated within the Society in connection with any
Complaint, investigation, or related step under the Procedures is strictly confidential. Except where
disclosure or publication is expressly authorized by the Procedures, such information is received
and held on the implied agreement that it will be used solely for the administration of the grievance
process and for no other purpose.

This obligation applies to the Board, the Coordinator, Committee Members, and any other
individual participating in the Society's process.

B. Permitted Disclosure.

Information may be disclosed only:
o as required to administer the Grievance Procedures, including disclosures necessary
for fair notice to the Respondent, procedural communications, or other steps

contemplated by the Bylaws;

o as expressly permitted by the Grievance Procedures, including any publication or
distribution of a Reprimand, Censure, Declaration, or Expulsion; or

J to the extent required by law.
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No other disclosure - whether internal, external, public, or private - is permitted without the prior
written authorization of the Coordinator or the Board, as appropriate.

C. Committee Members

i Committee Members Who Are Members of the Society

A breach of confidentiality by a Committee Member who is a Member of the Society may
constitute Unprofessional Conduct, and may itself be the subject of a Complaint under the
Grievance Procedures (such a Complaint may be brought by any individual Director or officer of
the Society).b

ii. Committee Members Who Are Not Members of the Society

The Coordinator must ensure that any Committee member who is not a Member of the Society
executes an appropriate non-disclosure agreement (NDA) before commencing any work on the
investigation. The NDA should confirm the obligations above and restrict use of information to
the administration of the grievance process.

D. Continuing Obligations

The duty of confidentiality:
o applies from the moment a Complaint is received and continues indefinitely,

o is not lifted when an individual's role concludes or when the investigation or
Complaint is closed, and

o includes obligations to safeguard documents, notes, and communications, and to
return or securely destroy confidential materials as directed by the Coordinator at
the conclusion of the matter.

PART 5 - STANDARD OF PROOF AND SCREENING THRESHOLDS

A. Overall Standard: Balance of Probabilities

Any determination of whether a Member has engaged in Unprofessional Conduct is made on the
civil standard of proof: the balance of probabilities. A finding may be made where, on the evidence
as a whole, it is more likely than not that the alleged conduct occurred. Certainty is not required,
and the criminal standard does not apply. Where the evidence is evenly balanced, the allegation is
not established.

B. Assessing the Evidence

When applying the balance of probabilities, decision-makers consider the totality of the record
(documents, witness accounts, and explanations), giving greater weight to evidence that is
corroborated, consistent, contemporaneous, or otherwise reliable. Conflicting accounts are
resolved by determining which version is more consistent with the overall record. The seriousness
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of an allegation does not change the standard, but serious allegations generally warrant more
careful scrutiny of the evidence before concluding that the standard is met. Evidence must always
be sufficiently clear, convincing and cogent to satisfy the balance of probabilities test — the
Committee ought not make a positive finding of Unprofessional Conduct "on balance" if it is
unsatisfied that adequate evidence has been presented to enable a proper assessment of the merits.

C. Exception: Board's Initial Screening

At the initial screening stage under Bylaw 9.7, the Board does not undertake fact-finding or weigh
credibility. For screening only, the Board assumes the particulars alleged are true and asks whether,
if proven, they could amount to Unprofessional Conduct and would warrant disciplinary action.

PART 6 - RECEIVING AND LOGGING A COMPLAINT (9.6)

A written Complaint is received by the Coordinator as the Society's point of contact. The
Coordinator logs the matter, acknowledges receipt to the Complainant, and refers the Complaint
to the Board for screening. This preserves the Coordinator's neutrality and ensures that the Board
fulfills its screening obligation within the 30-day period contemplated by Bylaw 9.7.

PART 7 - BOARD REVIEW AND INITIAL DECISION (9.7)

A. The Board's Screening Mandate.

The Board's role is not fact-finding. It performs a threshold assessment of the Complaint to decide
whether the matter should proceed to investigation, applying the objectives in Bylaw 9.1 with
reference to the Code of Conduct and Standards of Practice set out in Part 4 of the Bylaws. The
Board's screening outcome is either to refer the Complaint to Coordinator (for appointment of an
Committee) or to decline and close the file. The Board will record the basis for its screening
decision, with reference to the questions set out in section B, below.

B. Screening Factors

When the Board meets to consider a Complaint, it should confine itself to the following questions:
i Does the Complaint concern potential misconduct?

Assume the particulars as alleged are true. If proven, could the conduct amount to
Unprofessional Conduct under the Bylaws? If the answer is "no," the Complaint should not
proceed. If "yes", proceed to the next question.

ii. Would the alleged conduct, if proven, warrant disciplinary action?

Not every departure from best practice under the Code of Conduct and Standards of
Practice rises to Unprofessional Conduct. The Board should consider seriousness,
recurrence, role responsibilities, and impact on the profession/public. If, even if proven,
the conduct is of a kind that clearly would not call for discipline, the Board may decline to
proceed.
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Iii.

Is the Complaint frivolous or vexatious?

The Board should screen out Complaints that are obviously frivolous (lack any intelligible
particulars, that targets matters outside the Society's remit, or are lacking in substance) or
vexatious (brought to harass, re- litigate unrelated disputes, or advance personal grievances
disconnected from professional standards). Indicators may include:

° no specific acts, dates, locations, or documents;

J matters entirely outside the Society's jurisdiction;

J repetition of previously closed issues without new particulars; or

o allegations that, even if proven, would not implicate professional standards.

The Board records a brief basis for declining such Complaints.

Note: At screening, the Board should not weigh credibility, request counter-evidence, or attempt
to resolve factual disputes. Those functions belong to a Committee if the matter is referred.

C.

Timeliness and Process Integrity.

The Board should ensure it meets the 30-day notification/decision timeline from receipt and that
any conflicts are disclosed and addressed before the vote.

D.

i

L.

Possible Outcomes of Screening.

Refer to the Coordinator for investigation.

If the Board determines that the Complaint should proceed, it refers the matter to the
Coordinator to arrange a Committee. The Board does not give reasons for a referral,
beyond confirming that the matter has been referred for investigation by a Committee. The
Coordinator will take carriage of process thereafter.

Decline to proceed at screening.

If the Board declines, it prepares a short, written decision summarizing the basis for
rejection (e.g., does not amount to Unprofessional Conduct, either at all or of the level that
would require disciplinary action even if proven; clearly outside scope;
frivolous/vexatious).

Before closing the file, the Board invites a further written response from the Complainant
within a reasonable time (e.g., 14 days) limited to addressing the identified deficiency (for
example, providing missing particulars or clarifying jurisdiction). If no further particulars
are received - or if the further response does not cure the deficiency - the Board may close
the file, recording that outcome in the matter log.
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E. Communications following screening
i To the Complainant.

The Board (or Coordinator on the Board's behalf) notifies the Complainant in writing of

the outcome.

o If declined, the notice summarizes the basis and invites a further written response
before closure.

o If referred, the notice confirms referral to a Committee for investigation and
explains that the Coordinator will be the point of contact; reasons are not provided
for the referral.

ii. To the Respondent.

The Respondent is notified of the Board's screening outcome consistent with the Bylaws'

timing and role separations. If referred, the notice states that a Committee will be appointed

and that the Respondent will have an opportunity to be heard during the investigation.
E. Record and Role Separation.

The Board's decision record should be concise: the date, attendees, disclosed conflicts (if any) and
their disposition, the screening questions considered, and the outcome. Once a matter is referred,
the Board does not engage in merits inquiries while the Committee's work is underway; this
preserves the independence of the investigation and the integrity of any later steps reserved to the
Board under the Procedures (e.g., constituting a Disciplinary Panel or considering any review
permitted by the Bylaws).

PART 8 - ESTABLISHING THE INVESTIGATION COMMITTEE (9.9)

A. Role of the Coordinator.

Upon referral from the Board, the Coordinator assembles the Committee to conduct the Society's
fact-finding. The Committee will consist of three (3) members unless otherwise deemed advisable
by the Coordinator. As decisions of the Committee are made on a majority basis, it is advisable
that the Committee always comprises an odd number of Committee Members.

B. Composition and Expertise.

In most circumstances, Committee Members will be drawn from the Society's membership. If the
Coordinator considers that specialized expertise (e.g., accounting, engineering, technical
standards) is reasonably required for the investigation, the Coordinator may seek to appoint a
suitably qualified non-Member to the Committee. The Coordinator should record brief written
reasons explaining the need for external expertise and why the proposed appointee is appropriate.
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C. Method of Selection.

Eligible Member candidates will be Professional Members of the Society randomly selected from
the Society's current list of Members, subject to conflicts screening and availability.

Where non-Member expertise is required, the Coordinator may make such appointment provided
that, if the non-Member requires remuneration in connection with their proposed engagement, the
Coordinator may seek approval from the Board by written request, which request should (i)
identify the person the Coordinator wishes to engage, (ii) enclose details of the non-Members'
expertise and qualifications, (iii) briefly set out the nature of the issue that the Coordinator
considers to necessitate the non-Member's expertise, and (iv) enclose an engagement letter
provided by the non-Member, setting out the proposed terms of their engagement.

If the Board approves such request, the Board shall authorize the Coordinator to enter into the
engagement letter provided by the non-Member, subject to any revisions or limitations reasonably
required by the Board.

D. Conflicts and Availability.

Prospective Committee Members must promptly disclose any actual or perceived conflict to the
Coordinator. Where a conflict is identified - or reasonably in doubt - the candidate should be
replaced.

A Member of the Society who receives an invitation to serve as a Committee Member should
accept unless good reason exists (e.g., material unavailability, health, or other substantiated
impediment). A request to decline should be made promptly and in writing, with a short
explanation and, where appropriate, supporting information.

The Coordinator should finalize appointments without undue delay so the Committee can
commence work within the expected investigation timelines.

For each appointment round, the Coordinator should maintain a brief note of: (i) the pool
consulted; (i1) any conflicts or declinations and their disposition; and (iii) any reasons recorded for
external expertise.

PART 9 - THE INVESTIGATION BY THE INVESTIGATION COMMITTEE

A. Mandate and Posture.

Once appointed, the Committee is responsible for conducting the Society's fact- finding into the
matters raised by a Complaint. The Committee has broad discretion in method and order; there is
no fixed sequence of steps. The objective is to establish, on the balance of probabilities, what
occurred and whether the conduct amounts to Unprofessional Conduct of a kind that, if left
uncensured, could undermine confidence in the profession. The investigation should be conducted
thoroughly yet proportionately, and within the 90-day investigation period unless fairness requires
an extension approved through the Coordinator.
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B.

Typical Route.

In many matters, the following progression is effective. It is guidance, not a rule:

i

L.

iii.

Complainant first.

Meet with the Complainant (and any Complainant-identified witnesses) and obtain the
Complainant's documents. Explain that the Committee's recommendation will be based on
available evidence and that complete, early disclosure is expected; material not disclosed
at this stage may be excluded at a later stage of the Procedures, absent good reason, in the
interests of timeliness and fairness.

Respondent next.

Provide the Respondent with a fair outline of the particulars under investigation and, where
appropriate, core documents the Respondent would not be expected to possess (see
"Disclosure and Confidentiality" below), then meet in person or by videoconference.
Encourage forthright disclosure of documents, witnesses, and explanations. If the
Committee cannot reach a reliable view on the available record, referral to a Disciplinary
Panel becomes more likely. Where the Respondent admits wrongdoing, the Committee
should note that early, complete admission may support a proportionate reprimand or
censure recommendation (see Recommendations available to the Committee, in Part 10 of
this Manual).

Targeted follow-ups.

As needed, interview further witnesses, issue document requests, and send written
questions (including requests to admit discrete facts). Where fairness genuinely requires
it, the Committee may return to the Complainant with narrow follow-up questions or
limited excerpts, applying the cross-disclosure safeguards below.

Note: a"document" may include records other than physical records, such as information
recorded and maintained in electronic, video or audio formats.

C.

i

Disclosure and Confidentiality.

Fair Notice to the Respondent.
Before any substantive interview, the Committee will provide the Respondent with:

o a concise summary of the particulars being investigated (dates, conduct, standards
potentially engaged); and

o the core documents the Committee intends to put to the Respondent that the
Respondent would not otherwise be expected to have.

In exceptional circumstances, the Committee may withhold specific documents at this
stage where doing so is reasonably necessary to preserve the integrity of the investigation,
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provided the Respondent still receives the substance of the point to be put to them. If a
previously unseen document is used in interview, the Respondent should be allowed to
review it (or a relevant extract) and, where needed, provide a short, written supplement
afterwards.

Cross-Disclosure Safeguards.

As a default position, materials provided by the Respondent are not shared with the
Complainant unless such disclosure is necessary to ensure fairness in the investigation.
Where disclosure is considered necessary, the Committee should first seek the
Respondent's permission. If permission is not given, the Committee should prefer limited
alternatives to wholesale production, such as providing extracts or summaries, arranging
inspection-only access (typically in person), applying targeted redactions, or requiring the
Complainant to enter into a non- disclosure agreement. Where uncertainty arises, the matter
should be referred to the Coordinator, who will determine the appropriate course and may
obtain legal advice for the purpose of doing so. The Committee should be mindful that the
use of these safeguards may, in limited circumstances, require a short extension of the
investigation period, which the Coordinator may grant on written reasons.

It is important for Committee members to understand that the grievance process is not a
vehicle for compelled disclosure between private parties. Although the Committee may
request documents from the Respondent (or the Complainant), including on the suggestion
of the other side, such requests are made solely for the benefit of the Committee and the
Society in conducting its investigation. The Committee does not act to secure disclosure
for either party, and should decline requests that seek to use the process to obtain broad,
speculative, or strategic disclosure.

Methods and Tools.

Interviews.

o Prefer in- person or videoconference for primary interviews; phone is suitable for
narrow follow- ups.

o Use a consistent opening: who the Committee is, its role under Part 9, how notes
will be kept, the expectation of accuracy and candour, and the confidentiality
posture of the process.

o Sequence from chronology to particulars. Ask how the witness knows a fact;
identify corroboration ("Who else saw this?", "Is there a document that shows
this?").

o Close with "what have we not asked that we should have?" and confirm any follow-

ups or documents promised.
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ii. Document Requests.
J Be precise and proportionate: identify by type, custodian, date range, and subject.

J Accept targeted redactions where unrelated personal or privileged information
would otherwise be disclosed.

J Keep to what is necessary to decide the issues.

o Remind parties that the non-production of a requested document to the Committee,
without good reason, may render the document inadmissible at a later stage.

iii. Written Questions and Requests to Admit.
J Use numbered, single-ask questions with a short context paragraph and labelled
exhibits.
J Requests to admit are appropriate for discrete, non- controversial facts (e.g., dates,

authorship, version numbers). A failure to answer or an equivocal answer may be
recorded and weighed in the Committee's assessment.

E. Record Keeping

To keep the investigation orderly and reviewable, the Committee should maintain:
o an evidence register (what was received, from whom, when);

° interview memos, recorded within 24 hours (date, attendees, setting, key points,
follow-ups); and

o a decisions log recording consequential process decisions (e.g., why an extension
was granted; why scope expanded; what cross- disclosure limits were used).

These basic records reduce error, support the Coordinator's review, and, if necessary, assist a later
Panel in understanding the investigation's route and reasons.

F. Evaluating Evidence and Managing Scope

i Credibility and weight.

Apply a balance of probabilities standard. Prioritize corroboration and contemporaneous records.
Be candid where the record is uncertain or incomplete; demeanor alone is weak. Where accounts
conflict, explain how the Committee weighed consistency over time, motive, opportunity, and fit
with the undisputed chronology.

{01677045.DOCX; 1} 14



ii. Scope management.

If new, materially related issues emerge during the investigation, the Committee may pursue them.
If issues appear separate, the Committee should note and park them for a potential new Complaint
and notify the Coordinator.

G. Timelines, Deadlines, and Extensions

The Committee should plan its work by reference to the 90-day investigation period, working
backwards from the anticipated end date. Internal checkpoints should be established, together with
clear external deadlines for responses or production of materials (typically 7-14 days,
proportionate to volume and complexity).

When scheduling interviews, particularly with the Respondent, the Committee should offer a
reasonable window of availability rather than a fixed date. While timely resolution is an important
objective under Bylaw 9.1, it must not be pursued in a manner that compromises procedural
fairness. Delays attributable to the Complainant should not prejudice the Respondent, and the
Committee should avoid compressing timelines in a way that limits a party's (particularly a
Respondent's) meaningful opportunity to participate fulsomely.

Where a participant demonstrates good cause for additional time (for example, material
unavailability, health issues, or genuine complexity), or where refusal of an extension would be
otherwise unfair, the Committee may recommend an extension to the Coordinator. The
Coordinator determines whether an extension is granted, records brief reasons, and sets a revised
plan and target date. Extensions should be no longer than necessary and should be communicated
promptly to all affected participants.

The Committee may also advise participants of the procedural consequences of non-cooperation.
A Complainant who does not provide information or assist in a timely manner may be advised that
the matter could be dismissed due to insufficient evidence to establish Unprofessional Conduct.
Conversely, a Respondent who does not participate in the investigation within reasonable timelines
may be advised that the Committee's inability to satisfy itself, on the available record, that
Unprofessional Conduct did not occur may increase the likelihood of a referral to a Disciplinary
Panel. These advisories are not punitive and ought not be presented as such; they reflect the reality
that the Committee must make recommendations based on the evidence available to it.

H. Resources and Guidance.

Requests for additional resources (e.g., a limited expert opinion, secure data extraction, or brief
legal advice to the Coordinator) should be put to the Coordinator with a concise justification and
a defined scope. The Coordinator's role is to support the Committee's process without directing
merits.

L Returning to the Complainant.

After hearing from the Respondent, the Committee may, where necessary for fairness, return to
the Complainant with narrowly framed follow- up questions or limited excerpts. Avoid forwarding
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Respondent materials wholesale. Where appropriate, seek Respondent consent first; otherwise use
inspection- only, redactions, or an NDA, or ask the Coordinator to rule if there is uncertainty.

J. Early-Resolution

At or shortly after the initial substantive meeting with the Respondent, the Committee should
explain that early, complete cooperation - including the admission of wrongdoing where
appropriate - may support a non- hearing outcome such as a reprimand or censure. If, on the
developed record, a proportionate reprimand/censure is justified, the Committee may recommend
that the Respondent be given the right to accept it in its "Conclusion" under Bylaw 9.13.
Conversely, where the conduct appears serious, systemic, or materially contested, the Committee
should signal that referral to a Disciplinary Panel may be appropriate.

PART 10 - PREPARING THE INVESTIGATION COMMITTEE REPORT

A. Purpose of the Report.

The Committee's Report is the culmination of the investigation. It records what the Committee did,
what it found, and what it recommends the Society do next. The Report is provided to the
Coordinator for review and, depending on the recommendation, may also be provided to the
Respondent and later to a Disciplinary Panel if the matter proceeds to hearing. The Report should
therefore be written with care, clarity, and restraint, so that a reader who was not involved in the
investigation can understand what was done, what was decided, and why.

The Report does not make a final determination of Unprofessional Conduct, save where the
Committee concludes that no disciplinary action be taken under Bylaw 9.13(a). In all other cases,
the Report records the Committee's findings and conclusion: it may offer a reprimand or censure
which, if accepted by the Respondent, disposes of the matter by consent; or it may refer the matter
to a Disciplinary Panel for a hearing, where any final determination of Unprofessional Conduct is
made.

B. Structure of the Report

While the Bylaws prescribe core content, the Report should generally be organized in a clear and
consistent manner. A typical structure includes the following components:

i Introduction and Mandate.

A brief statement identifying the Complaint, the Respondent, the composition of the
Committee, and the Committee's mandate under Part 9.

ii. Summary of the Investigation Process.
A concise overview of the steps taken by the Committee, including:
o interviews conducted (by role, as appropriate);

° documents and information reviewed; and
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J any significant procedural decisions (such as extensions or scope determinations).

This section should reassure the reader that the investigation was thorough and
proportionate, without becoming a detailed chronology of every step.

Findings of Fact.

A clear narrative of the facts the Committee finds on a balance of probabilities, organized
chronologically where practical. Findings should be grounded in the evidence and should
distinguish between:

° facts the Committee finds to be established;
° facts that could not be established; and
° matters that remain uncertain or contested.

Where accounts conflict, the Committee should briefly explain how it weighed the
evidence, drawing on corroboration, contemporaneous records, and consistency, rather
than demeanor alone.

Assessment under the Bylaws.

An explanation of whether the established facts do or do not constitute Unprofessional
Conduct as defined by the Society's Bylaws, with reference to the applicable provisions.
This analysis should be reasoned and measured, and should avoid emotive language.

Conclusions.

The Committee's recommendation of a Conclusion under Bylaw 9.13, as described below.

A suggested, template report is attached as Appendix "A" to this Manual.

C.

Writing Stvle and Tone

The Report should be written in plain, neutral language. It is not an advocacy document. It should
not assume a hostile audience, nor should it attempt to persuade through rhetoric. Instead, it should

aim to be:
o measured — avoiding exaggeration or speculation;
o transparent — candid about limitations or uncertainty in the evidence;
o proportionate — focused on matters relevant to professional standards; and
J respectful — particularly when describing participants and disputed events.

Committee members should assume that the Report may be read by:
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o the Coordinator;

o the Respondent;

o a Disciplinary Panel; and

J potentially others entitled to see it under the Bylaws.
D. Conclusions Available to the Committee

Under Bylaw 9.13, Under Bylaw 9.13, the Committee concludes one of the following: (a) no
disciplinary action; (b) an offered reprimand or censure; or (c) referral to a Disciplinary. The
Society may, from time to time, publish guidance outlining the types of circumstances in which
particular sanctions may be more or less appropriate, to support consistency and transparency in
decision-making.

i No Disciplinary Action.

The Committee concludes no disciplinary action where the evidence does not establish
Unprofessional Conduct or where proven conduct does not warrant discipline; this
conclusion finally disposes of the matter at the investigation stage.

This Conclusion may be appropriate where:

o the evidence does not establish the alleged Unprofessional Conduct on the balance
of probabilities; or

o the conduct, though established, does not amount to Unprofessional Conduct
warranting disciplinary action.

Where concluding no action, the Committee should explain briefly and clearly why this
outcome best aligns with the objectives in Bylaw 9.1.

ii. Reprimand or Censure.

The Committee offers a reprimand or censure where proportionate; if the Respondent
accepts within the Bylaws' timeframe, the Coordinator implements the outcome and the
matter is disposed of by consent.

In doing so, the Committee should:

J identify the conduct found to constitute Unprofessional Conduct; and
o explain why such outcome is considered appropriate.

If not accepted, the matter proceeds to a hearing.

iii. Referral to a Disciplinary Panel.
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The Committee refers the matter to a Disciplinary Panel where the gravity, need for public
measures beyond censure, or material factual dispute requires a hearing. This will generally
be appropriate where:

J the alleged Unprofessional Conduct is serious or could attract significant
disciplinary consequences;

o material facts are contested and credibility of relevant witnesses (which may
include the Complainant of Respondent) must be tested in a hearing; or

o a reprimand or censure would be insufficient to meet the objectives of Bylaw 9.1.

Where recommending referral, the Committee should briefly identify the issues that
warrant determination by a Panel, without attempting to pre- judge the hearing outcome.

E. Admissions and Early Resolution.

Where the Respondent has admitted wrongdoing during the investigation, that admission should
be clearly recorded in the Report and reflected in the Committee's reasoning. An early, complete
admission and cooperative participation may support a recommendation for a reprimand or
censure, where such an outcome would otherwise be appropriate. Conversely, the absence of an
admission does not, by itself, justify referral to a Disciplinary Panel; the Committee's focus
remains on the evidence as a whole.

F. Dissenting Views within the Committee.

If the Committee is not unanimous on a material finding or recommendation, the majority view
should be set out as the Committee's recommendation. A brief dissent may be appended,
identifying the point of disagreement and the alternative conclusion. Dissent should be reasoned
and restrained, and should not repeat the entire analysis.

G. Submission of the Report.

The Committee should deliver the completed Report to the Coordinator within the 90-day
timeframe prescribed by Part 9, subject to any approved extension.

PART 11 - DISCIPLINARY OUTCOMES: REPRIMAND, CENSURE, SUSPENSION,
AND EXPULSION

This section outlines, at a high level, the four disciplinary outcomes referenced in the Procedures
- reprimand, censure, suspension, and expulsion - so that Committee can frame recommendations
under the Bylaws.

A. Reprimand.

I Nature.
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A reprimand is a formal, written statement that a Member's conduct was inconsistent with
professional standards. It is typically recorded in the Society's records and communicated
to the Member, and may involve associated remedial steps (e.g., training, policy
undertakings). Reprimand is a non-hearing outcome when accepted, processed under the
Bylaws' acceptance pathway.

When Appropriate.

o The conduct is established on the balance of probabilities, but is limited in scope or
impact.

o The Member shows insight and cooperation, including early admission, corrective

action, or meaningful remediation.

o A written sanction is sufficient to mark the breach and maintain professional
confidence, without publication beyond internal records.

Censure
Nature.

A censure is a formal statement of disapproval that may be published in a manner provided
by the Bylaws (e.g., member bulletin, website notice), and may include ancillary terms
(e.g., remedial training, audits, or monitoring). As with reprimand, censure can be a non-
hearing outcome when accepted by the Member under the Bylaws' acceptance process.

When Appropriate.

o The conduct is more serious in impact, persistence, or disregard of standards.

o The Member's role responsibility or position of trust aggravated the breach.

o Publication is necessary to maintain confidence in the profession and to deter

similar conduct.

Suspension.

Nature.

Suspension is a temporary removal or restriction of membership rights or standing for a
defined period. It is a hearing- stage outcome (i.e., recommended by a Disciplinary Panel
after a hearing) given its impact and the need to test contested facts; it may also include
conditions for reinstatement (e.g., completion of remedial steps). If the Committee
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considers that suspension of the Respondent may be an appropriate outcome, the
conclusion of its report ought to be referral to a Disciplinary Panel.

When Appropriate.

J The conduct is serious and a public censure alone is insufficient to protect standards
or the public interest.

o There is a need for a cooling- off period or for verified remediation before the
Member resumes good standing.

o Repetition, prior discipline, or risk to the profession/public confidence warrants a
time- limited removal from good standing.

Expulsion

Nature.

Expulsion removes a Member from the Society. Like suspension, expulsion is ordinarily a
hearing- stage outcome, reserved for the most serious cases where continued membership
would undermine the integrity of the profession or public confidence. If the Committee
considers that expulsion of the Respondent may be an appropriate outcome, the conclusion
of its report ought to be referral to a Disciplinary Panel.

When Appropriate.

o Grave misconduct or persistent disregard of standards such that lesser sanctions
would not be credible or protective.

o Sustained or systemic breaches; significant harm to the profession or affected
parties; or evidence that the Member cannot or will not meet standards going

forward.

Process Note

Reprimand and censure may arise at two points in the process:

Investigation Stage offered by the Investigation Committee; if accepted, the Coordinator
implements and the matter is disposed of by consent; if not accepted, the matter proceeds
to a hearing; or

Hearing stage: imposed as an outcome of the Disciplinary Panel's decision (or on Board
reconsideration, if engaged).

Suspension and expulsion are hearing-stage outcomes determined by the Disciplinary Panel (or on
Board reconsideration, if engaged); they are not available as investigation-stage offers by the
Committee.
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PART 12 - COMPLAINTS COORDINATOR REVIEW OF THE REPORT (9.14)

A. Purpose and Scope of Review.

Upon receiving Committee's Report, the Coordinator conducts a brief, procedural review to
determine whether:

o the Report has been prepared substantially in accordance with Part 9 of the Bylaws;
and
o the Committee's Conclusion is not inconsistent with the purpose set out in Bylaw

9.1, including fairness, timeliness, and upholding professional standards.

The Coordinator's review does not revisit factual findings or substitute the Coordinator's own view
of the merits, and is intentionally deferential to the Conclusion of the Committee. The test is
whether the Committee's Conclusion is not inconsistent with the purpose in Bylaw 9.1, not whether
it is affirmatively consistent with it. "Consistent with" would require the Coordinator to positively
satisfy themselves that the Conclusion aligns with each aspect of Bylaw 9.1 (a higher threshold,
requiring greater consideration by the Coordinator of the merits). By contrast, "not inconsistent
with" asks only whether the Conclusion conflicts with or undermines the purposes set out in Bylaw
9.1. Applied properly, this keeps the Coordinator's role procedural and supervisory.

Where the Committee concludes no disciplinary action, the Coordinator's approval confirms final
disposition at the investigation stage.

B. Possible Qutcomes of Review.

Following review, the Coordinator must either:
J Approve the Report, allowing next steps under Bylaw 9.15 to proceed; or

o Request amendments where material deficiencies are identified and are capable of
being cured; or

o Require a Disciplinary Panel, where the Coordinator concludes that a reprimand or
censure recommendation would not meet the objectives of Bylaw 9.1.

All directions issued to the Committee should be brief and limited to what is necessary to cure the
identified deficiency or to initiate the hearing pathway.
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C. Access to Legal Advice.

Where the Coordinator considers that legal advice is reasonably necessary to discharge the review
function, the Coordinator may request the Board to obtain such advice on behalf of the Society.

In doing so:

o The Coordinator must limit any disclosure of information about the Complaint, the
Report, or the provisional view of the issues to what is strictly necessary for counsel
to provide the requested advice; and

o Information shared for this purpose remains subject to the Society's confidentiality
obligations and the implied undertaking applicable to all grievance procedure
matters.

D. Communications Following Review.

The Coordinator should promptly communicate the outcome to:
o the Committee (for approval, correction, or referral to a Disciplinary Panel), and
o where appropriate, the Respondent and the Board in accordance with the Bylaws.
PART 13 - DISCIPLINARY OUTCOMES WITHOUT A HEARING
A. Overview.

Where the Committee's Report is approved by the Coordinator and the Committee has
recommended no disciplinary action or a reprimand or censure, the Bylaws provide for certain
outcomes to be implemented without convening a Disciplinary Panel.

The Coordinator is responsible for administering these steps in accordance with Bylaw 9.15.

B. No Disciplinary Action.

If the Committee recommends - and the Coordinator approves - that no disciplinary action be
taken:

o The Coordinator notifies the Complainant and the Respondent.
o The matter is closed, subject to any administrative requirements under the Bylaws.
o All confidentiality obligations continue to apply.

C. Reprimand or Censure Offered and Accepted.

If the Committee recommends that the Respondent be offered a reprimand or censure, the
Coordinator:
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J Delivers the Report and proposed reprimand/censure to the Respondent;
o Provides the Respondent with 30 days to accept in writing; and
o If accepted:
o Implements the disciplinary outcome in accordance with the Bylaws;
o Ensures publication is carried out as required:
= Reprimand: anonymous summary (s. 9.22(c));
= Censure: public identification (s. 9.23(¢));
o Notifies the Board for any administrative follow- through.
Once implemented, the matter is closed.

D. Reprimand or Censure Rejected.

If the Respondent does not accept the reprimand or censure within the 30-day period, the
Coordinator must:

J notify the Board that a Disciplinary Panel must be assembled; and

o instruct the Committee to prepare and file a Formal Complaint within the period
prescribed by Bylaw 9.15(b)(iii).

The matter then proceeds under the hearing pathway.

E. Coordinator Override.

Even where the Committee proposes a reprimand or censure, the Coordinator may - when required
to uphold the objectives in Bylaw 9.1 - direct that:

. a Disciplinary Panel be assembled, and
o the Committee prepare and file a Formal Complaint.
This override power is exercised sparingly and without revisiting the merits, ensuring that

outcomes remain proportionate and not inconsistent with the Society's public-interest mandate (as
more fully outlined in Part 12, section A of this Manual).
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PART 14 - PREPARING THE FORMAL COMPLAINT (9.16)

A. Purpose of the Formal Complaint.

A Formal Complaint is prepared, and filed with the Disciplinary Panel when the Committee refers
the matter to a hearing, or when an offered reprimand or censure is not accepted within the
prescribed. The Formal Complaint defines the allegations the Panel must determine.

B. Required Content.

In accordance with Bylaw 9.16, the Formal Complaint must contain:

J particulars of the acts or omissions alleged to constitute Unprofessional Conduct;
and
o each Bylaw provision alleged to be violated, linked to those particulars.

The Formal Complaint should be focused, concise, and limited to the issues requiring
determination at the hearing. It does not include argument or analysis.

C. Structure and Form

A typical Formal Complaint includes:

o a short introduction identifying the Respondent and the path by which the matter
proceeds to a hearing;

J numbered particulars describing the alleged conduct; and
J a list of the Bylaw provisions said to have been breached.
The Coordinator may provide general formatting guidance to ensure consistency across matters.

D. Coordinator Pre- Filing Review and Finalization.

i Scope of Review.

Before filing, the Coordinator conducts a limited procedural and form review to confirm
that the Complaint:

o contains the elements required by Bylaw 9.16;
o is clearly and adequately particularized;
o correctly links alleged facts to the relevant Bylaw provisions; and
J is timely and suitable for filing and service.
ii. No Merits Substitution.
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The Coordinator does not alter the substance of the allegations, add new allegations, or
substitute their own assessment of the merits. Responsibility for substantive content
remains with the Committee.

Requests for Clarification or Correction.

Where necessary for clarity or sufficiency, the Coordinator may return the draft to the
Committee with specific requests for refinement.

Process Issues or Disputes.

Any disagreement about form or scope that cannot be resolved promptly may be referred
to the Board for process direction only.

Access to Legal Advice.

Where reasonably necessary to discharge this function, the Coordinator may request that
the Board obtain legal advice on behalf of the Society. In doing so, the Coordinator should
limit any disclosure to what is strictly necessary for counsel to advise.

Filing and Service.

Once finalized, the Committee files the Formal Complaint with the Chair of the
Disciplinary Panel and contemporaneously delivers it, together with the Committee Report,
to the Respondent.

Where a reprimand or censure has been rejected, this must occur within the timeline
required by Bylaw 9.15(b)(iii).

Presentation at the Hearing.

At the hearing, the Coordinator presents the Formal Complaint on behalf of the
Committee. If the Coordinator is a Director, one or more members of the Committee will
present the Complaint instead, in accordance with Bylaw 9.16. The presenter's role is
limited to advancing the allegations as framed in the Formal Complaint, and is more fully
described in the manual concerning the Disciplinary Panel's processes.

PART 15 - BOARD REVIEW OF THE DISCIPLINE RESOLUTION (9.26)

Where a matter is referred to, and determined by, a Disciplinary Panel.

A.

When Board Review may be Requested.

Within 30 days of a Discipline Resolution, the Coordinator or the Respondent may request that
the Board reconsider the Discipline Resolution. The Board has full discretion to refuse the request
or to proceed with a reconsideration.
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B. Nature and Scope of the Board's Role.

If the Board elects to reconsider the Discipline Resolution, it may receive further submissions or
evidence and may substitute its own decision for that of the Disciplinary Panel. The Board's
decision on review is final, and determined on the basis of written submissions only.

C. Process.
i Logging and Conflicts.
The request is logged, and any conflicts are disclosed and resolved before review proceeds.

ii. Materials.

The Board obtains the Discipline Resolution and any additional submissions or materials
it permits.

iii. Submissions.

The Board sets a brief timetable for written submissions and determines whether an in-
person or virtual meeting is required.

. Decision.
The Board issues its decision and records brief reasons.
D. Distribution

The Board provides its decision to the Disciplinary Panel and serves it on the Respondent and the
Coordinator. The Board also delivers a copy to the Complainant and may distribute a summary to
the membership in accordance with the Bylaws.

E. Role Separation

No Director who served on the Disciplinary Panel may participate in the Board's review.
PART 16 - CLOSING THE FILE
A. Overview.
A file is closed either:
o after a matter is resolved without a hearing under Bylaw 9.15; or

J after a hearing, once the Discipline Resolution has been issued and any Board
review under Bylaw 9.26 is completed or the time to request it has expired.

Closing the file is an administrative step to ensure the matter is brought to an orderly conclusion
and recorded appropriately.
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B. Closing a File Resolved Without a Hearing.

Where the Coordinator has approved a Committee recommendation of no disciplinary action, or a
reprimand or censure has been accepted and implemented:

o The Coordinator confirms to the Complainant and the Respondent that the matter
is concluded.

o Any required publication (anonymous in the case of a reprimand; name- identified
in the case of a censure) is completed.

o The Coordinator ensures the matter log and all required records are stored in the
Society's designated repository.

C. Closing a File After a Hearing.

Where a matter proceeds to a Disciplinary Panel, the file is closed once the Discipline Resolution
has been distributed as required, and either (i) the period to request Board review has expired with
no request made, or (ii) the Board has completed its review and issued its final decision.

The Coordinator then consolidates the final materials into the Society's records and ensures that
any publication required by the Disciplinary Resolution has been completed.

D. Administrative Steps.

For all files, the following steps are taken as part of closure:

o Update the Society's register or status records, if applicable (e.g., notation of
reprimand, censure, or membership status implications).

o Ensure proper retention of the Committee Report, Discipline Resolution, Board
decision (if applicable), and related correspondence.

J Confirm that access to the file is limited to those authorized under the Society's
governance policies.

E. Communication.

The Coordinator notifies the Complainant and Respondent, and any other necessary participants,
that the file has been closed. No further correspondence is issued unless required by the Bylaws or
by a subsequent application by either party.
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APPENDIX "A"
INVESTIGATION COMMITTEE REPORT
Prepared under Part 9 of the Bylaws of the Society
Date:
Complaint Reference:
Respondent:

Complainant:
Committee Members:

Section 1. Introduction and Mandate

This Report is prepared by the Investigation Committee appointed under Bylaw 9.9 to investigate
a Complaint alleging Unprofessional Conduct by the Respondent. The Committee’s mandate is to
conduct fact-finding; to determine the facts on the balance of probabilities; and to reach one of the
conclusions permitted under Bylaw 9.13.

Section 2. Summary of the Process Followed

The Committee conducted its investigation between [start date] and [end date], within the 90-day
investigation period or as extended under Bylaw 9.11.

The following steps were taken:
e Reviewed the written Complaint and supporting materials.
e Requested and received documents from the Complainant and Respondent.
e Interviewed the following individuals:
o [Name and role, e.g., Complainant]
o [Respondent]
o [Other witnesses]
e Sought additional information or clarification as required.
e Maintained an evidence register and interview records in accordance with the GPM.

[Note: This section summarizes the procedural steps only, it is not a record of evidence or
findings.]
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Section 3. Findings of Fact

The Committee’s findings below are made on the balance of probabilities, based on the evidence
received.

Established Facts

e [Clear, chronological, neutral statements of what the Committee finds occurred.]
e [Each finding tied to evidence: documents, interviews, etc.]

Facts Not Established

o [Items alleged but not found more likely than not.]

Matters Uncertain or Not Resolved

e [Points where evidence was insufficient or conflicting, describe limited weight or
inability to conclude.]

The Committee does not draw conclusions beyond the available evidence and does not engage in
credibility assessments not grounded in consistency, corroboration, or documentary support.

Section 4. Assessment Under the Bylaws

Relevant Bylaw Provisions

The following provisions were considered:
e [Part 3 — Code of Ethics: specify sections]
e [Part 4 — Code of Conduct and Standards of Practice: specify sections]
e [Any other applicable Bylaw sections].

Analysis
e [Explain neutrally how the established facts engage the above Bylaws.]
o [Identify whether each provision was or was not breached.]

e [Avoid emotive or speculative language; refer only to facts found.]
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Section 5. Conclusion Under Bylaw 9.13
Pursuant to Bylaw 9.13, the Committee must conclude one of:
e No disciplinary action;
e An offered reprimand or censure; or
o Referral to a Disciplinary Panel..
The Committee concludes as follows:
[select from Options 1-4]
[Option I - No Disciplinary Action]

The Committee concludes that no disciplinary action be taken under Bylaw 9.13(a). This
conclusion finally disposes of the matter at the investigation stage.

Reason(s):

e [Summarize briefly why established facts do not amount to Unprofessional Conduct, or
do not rise to the level requiring a sanction, or why allegations were not established.]

[Option 2 - Offered Reprimand]
The Committee concludes that the Respondent be offered a reprimand under Bylaw 9.13(b).
Reasons:

e [Why reprimand is proportionate; findings supporting it.]

If the Respondent accepts the reprimand within the timeframe in Bylaw 9.15, the Coordinator
will implement it and the matter will be disposed of by consent.

If the Respondent does not accept, the matter will proceed to a Disciplinary Panel.

[Option 3 - Offered Censure]
The Committee concludes that the Respondent be offered a censure under Bylaw 9.13(b).
Reasons:

e [Why censure is proportionate, seriousness; aggravating factors.]
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Acceptance results in the Coordinator implementing the censure; non-acceptance triggers the
hearing pathway.

[Option 4 - Referral to a Disciplinary Panel]

The Committee concludes that the matter should proceed to a Disciplinary Panel under
Bylaw 9.13(c).

Reasons:
e The gravity of the conduct;
e The need for outcomes beyond reprimand/censure;
e Material factual disputes requiring testing at a hearing; or

e Other considerations requiring formal adjudication.

The foregoing Report represents the findings and conclusion of the Investigation Committee under
Bylaw 9.13. It is submitted to the Complaints Coordinator in accordance with the Grievance
Procedures for any steps required under the Bylaws.

Committee Members:

Print Name:

Print Name:

Print Name:
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Appendices (if applicable)
e Appendix A: Evidence Register
e Appendix B: Key Documents

e Appendix C: Interview Summaries

(Appendices may be omitted or redacted as appropriate under confidentiality
requirements.)
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	PART 1 -  PURPOSE AND SCOPE
	A. Purpose.
	 upholding standards of practice among Members of the Society, in the interests of the profession and the public;
	 ensuring that the grievance process is fair to all involved, including Complainants, and Respondents; and
	 resolving matters without unnecessary delay, while allowing sufficient investigation to reach informed and defensible outcomes.

	B. Scope.
	 the intake, initial screening and review functions of the Board;
	 the appointment and role of the Coordinator;
	 the establishment, mandate, and operation of the Committee;
	 the conduct of investigations, including fact-finding methods and timelines;
	 the preparation of the Committee's report; and
	 the implementation of outcomes based upon the Report.

	C. Interpretation.

	PART 2 -  KEY ROLES AND RESPONSIBILITIES
	A. The Board.
	i. Function.
	ii. Role in practice.

	B. The Coordinator
	i. Function.
	ii. Role in practice.
	Supervises the Committee without directing on the merits of a Complaint. Ensures timeliness, completeness and compliance to the Procedures, and provides procedural communication to participants.

	C. The Investigation Committee
	i. Function.
	ii. Role in practice.

	D. The Complainant
	i. Function.
	ii. Role in practice.

	E. The Respondent
	i. Function.
	ii. Role in practice.


	PART 3 -  CONFLICTS OF INTEREST
	A. Importance of Identifying Conflicts.
	B. What may Constitute a Conflict.
	 a close personal friendship, family relationship, or acrimonious personal history;
	 a current or recent professional relationship (e.g., partnership, supervision, mentorship, or adversarial dealings in another matter);
	 a financial interest that could be affected by the outcome;
	 prior involvement in the facts giving rise to the Complaint, including informal advice or commentary; or
	 circumstances that would lead an informed observer to question whether the individual could approach the matter with an open mind.

	C. What is Generally not a Conflict.
	D. Ongoing Obligation.
	E. Disclosure and reporting.
	 a Director who considers that they may be in a conflict of interest in relation to a Complaint should disclose that concern in writing to the Board as soon as it becomes apparent and refrain from further participation in the matter unless and until ...
	 a Coordinator who considers that they may be in a conflict of interest should disclose the concern in writing to the Board promptly, so that appropriate steps may be taken to ensure the continued integrity of the process (including appointing a subs...
	 a Committee Member who considers that they may be in a conflict of interest should disclose the concern in writing to the Coordinator without delay, and should  cease to participate in the investigation unless and until the concern is resolved.

	F. Recusal and replacement.

	PART 4 -  CONFIDENTIALITY
	A. General Duty of Confidentiality.
	B. Permitted Disclosure.
	 as required to administer the Grievance Procedures, including disclosures necessary for fair notice to the Respondent, procedural communications, or other steps contemplated by the Bylaws;
	 as expressly permitted by the Grievance Procedures, including any publication or distribution of a Reprimand, Censure, Declaration, or Expulsion; or
	 to the extent required by law.

	C. Committee Members
	i. Committee Members Who Are Members of the Society
	ii. Committee Members Who Are Not Members of the Society

	D. Continuing Obligations
	 applies from the moment a Complaint is received and continues indefinitely,
	 is not lifted when an individual's role concludes or when the investigation or Complaint is closed, and
	 includes obligations to safeguard documents, notes, and communications, and to return or securely destroy confidential materials as directed by the Coordinator at the conclusion of the matter.


	PART 5 -  STANDARD OF PROOF AND SCREENING THRESHOLDS
	A. Overall Standard: Balance of Probabilities
	B. Assessing the Evidence
	C. Exception: Board's Initial Screening

	PART 6 -  RECEIVING AND LOGGING A COMPLAINT (9.6)
	PART 7 -  BOARD REVIEW AND INITIAL DECISION (9.7)
	A. The Board's Screening Mandate.
	B. Screening Factors
	i. Does the Complaint concern potential misconduct?
	ii. Would the alleged conduct, if proven, warrant disciplinary action?
	iii. Is the Complaint frivolous or vexatious?
	The Board should screen out Complaints that are obviously frivolous (lack any intelligible particulars, that targets matters outside the Society's remit, or are lacking in substance) or vexatious (brought to harass, re- litigate unrelated disputes, or...
	 no specific acts, dates, locations, or documents;
	 matters entirely outside the Society's jurisdiction;
	 repetition of previously closed issues without new particulars; or
	 allegations that, even if proven, would not implicate professional standards.

	The Board records a brief basis for declining such Complaints.

	C. Timeliness and Process Integrity.
	D. Possible Outcomes of Screening.
	i. Refer to the Coordinator for investigation.
	ii. Decline to proceed at screening.

	E. Communications following screening
	i. To the Complainant.
	The Board (or Coordinator on the Board's behalf) notifies the Complainant in writing of the outcome.
	ii. To the Respondent.

	F. Record and Role Separation.

	PART 8 -  ESTABLISHING THE INVESTIGATION COMMITTEE (9.9)
	A. Role of the Coordinator.
	B. Composition and Expertise.
	C. Method of Selection.
	D. Conflicts and Availability.

	PART 9 -  THE INVESTIGATION BY THE INVESTIGATION COMMITTEE
	A. Mandate and Posture.
	B. Typical Route.
	i. Complainant first.    Meet with the Complainant (and any Complainant-identified witnesses) and obtain the Complainant's documents. Explain that the Committee's recommendation will be based on available evidence and that complete, early disclosure i...
	ii. Respondent next.    Provide the Respondent with a fair outline of the particulars under investigation and, where appropriate, core documents the Respondent would not be expected to possess (see "Disclosure and Confidentiality" below), then meet in...
	iii. Targeted follow-ups.

	C. Disclosure and Confidentiality.
	i. Fair Notice to the Respondent.
	Before any substantive interview, the Committee will provide the Respondent with:
	 a concise summary of the particulars being investigated (dates, conduct, standards potentially engaged); and
	 the core documents the Committee intends to put to the Respondent that the Respondent would not otherwise be expected to have.

	ii. Cross-Disclosure Safeguards.

	D. Methods and Tools.
	i. Interviews.
	 Prefer in- person or videoconference for primary interviews; phone is suitable for narrow follow- ups.
	 Use a consistent opening: who the Committee is, its role under Part 9, how notes will be kept, the expectation of accuracy and candour, and the confidentiality posture of the process.
	 Sequence from chronology to particulars. Ask how the witness knows a fact; identify corroboration ("Who else saw this?", "Is there a document that shows this?").
	 Close with "what have we not asked that we should have?" and confirm any follow- ups or documents promised.

	ii. Document Requests.
	 Be precise and proportionate: identify by type, custodian, date range, and subject.
	 Accept targeted redactions where unrelated personal or privileged information would otherwise be disclosed.
	 Keep to what is necessary to decide the issues.
	 Remind parties that the non-production of a requested document to the Committee, without good reason, may render the document inadmissible at a later stage.

	iii. Written Questions and Requests to Admit.
	 Use numbered, single-ask questions with a short context paragraph and labelled exhibits.
	 Requests to admit are appropriate for discrete, non- controversial facts (e.g., dates, authorship, version numbers). A failure to answer or an equivocal answer may be recorded and weighed in the Committee's assessment.


	E. Record Keeping
	 an evidence register (what was received, from whom, when);
	 interview memos, recorded within 24 hours (date, attendees, setting, key points, follow-ups); and
	 a decisions log recording consequential process decisions (e.g., why an extension was granted; why scope expanded; what cross- disclosure limits were used).

	F. Evaluating Evidence and Managing Scope
	i. Credibility and weight.
	ii. Scope management.
	If new, materially related issues emerge during the investigation, the Committee may pursue them. If issues appear separate, the Committee should note and park them for a potential new Complaint and notify the Coordinator.

	G. Timelines, Deadlines, and Extensions
	H. Resources and Guidance.
	I. Returning to the Complainant.
	J. Early-Resolution

	PART 10 -  PREPARING THE INVESTIGATION COMMITTEE REPORT
	A. Purpose of the Report.
	B. Structure of the Report
	i. Introduction and Mandate.
	ii. Summary of the Investigation Process.
	 interviews conducted (by role, as appropriate);
	 documents and information reviewed; and
	 any significant procedural decisions (such as extensions or scope determinations).

	iii. Findings of Fact.
	 facts the Committee finds to be established;
	 facts that could not be established; and
	 matters that remain uncertain or contested.

	iv. Assessment under the Bylaws.
	v. Conclusions.

	C. Writing Style and Tone
	 measured – avoiding exaggeration or speculation;
	 transparent – candid about limitations or uncertainty in the evidence;
	 proportionate – focused on matters relevant to professional standards; and
	 respectful – particularly when describing participants and disputed events.
	 the Coordinator;
	 the Respondent;
	 a Disciplinary Panel; and
	 potentially others entitled to see it under the Bylaws.

	D. Conclusions Available to the Committee
	i. No Disciplinary Action.
	 the evidence does not establish the alleged Unprofessional Conduct on the balance of probabilities; or
	 the conduct, though established, does not amount to Unprofessional Conduct warranting disciplinary action.

	ii. Reprimand or Censure.
	 identify the conduct found to constitute Unprofessional Conduct; and
	 explain why such outcome is considered appropriate.

	iii. Referral to a Disciplinary Panel.
	 the alleged Unprofessional Conduct is serious or could attract significant disciplinary consequences;
	 material facts are contested and credibility of relevant witnesses (which may include the Complainant of Respondent) must be tested in a hearing; or
	 a reprimand or censure would be insufficient to meet the objectives of Bylaw 9.1.


	E. Admissions and Early Resolution.
	F. Dissenting Views within the Committee.
	G. Submission of the Report.

	PART 11 -  DISCIPLINARY OUTCOMES: REPRIMAND, CENSURE, SUSPENSION, AND EXPULSION
	A. Reprimand.
	i. Nature.
	ii. When Appropriate.
	 The conduct is established on the balance of probabilities, but is limited in scope or impact.
	 The Member shows insight and cooperation, including early admission, corrective action, or meaningful remediation.
	 A written sanction is sufficient to mark the breach and maintain professional confidence, without publication beyond internal records.


	B. Censure
	i. Nature.
	ii. When Appropriate.
	 The conduct is more serious in impact, persistence, or disregard of standards.
	 The Member's role responsibility or position of trust aggravated the breach.
	 Publication is necessary to maintain confidence in the profession and to deter similar conduct.


	C. Suspension.
	i. Nature.
	ii. When Appropriate.
	 The conduct is serious and a public censure alone is insufficient to protect standards or the public interest.
	 There is a need for a cooling- off period or for verified remediation before the Member resumes good standing.
	 Repetition, prior discipline, or risk to the profession/public confidence warrants a time- limited removal from good standing.


	D. Expulsion
	i. Nature.
	ii. When Appropriate.
	 Grave misconduct or persistent disregard of standards such that lesser sanctions would not be credible or protective.
	 Sustained or systemic breaches; significant harm to the profession or affected parties; or evidence that the Member cannot or will not meet standards going forward.


	E. Process Note
	Reprimand and censure may arise at two points in the process:
	 Investigation Stage offered by the Investigation Committee; if accepted, the Coordinator implements and the matter is disposed of by consent; if not accepted, the matter proceeds to a hearing; or
	 Hearing stage: imposed as an outcome of the Disciplinary Panel's decision (or on Board reconsideration, if engaged).


	PART 12 -  COMPLAINTS COORDINATOR REVIEW OF THE REPORT (9.14)
	A. Purpose and Scope of Review.
	 the Report has been prepared substantially in accordance with Part 9 of the Bylaws; and
	 the Committee's Conclusion is not inconsistent with the purpose set out in Bylaw 9.1, including fairness, timeliness, and upholding professional standards.

	B. Possible Outcomes of Review.
	 Approve the Report, allowing next steps under Bylaw 9.15 to proceed; or
	 Request amendments where material deficiencies are identified and are capable of being cured; or
	 Require a Disciplinary Panel, where the Coordinator concludes that a reprimand or censure recommendation would not meet the objectives of Bylaw 9.1.

	C. Access to Legal Advice.
	 The Coordinator must limit any disclosure of information about the Complaint, the Report, or the provisional view of the issues to what is strictly necessary for counsel to provide the requested advice; and
	 Information shared for this purpose remains subject to the Society's confidentiality obligations and the implied undertaking applicable to all grievance procedure matters.

	D. Communications Following Review.
	 the Committee (for approval, correction, or referral to a Disciplinary Panel), and
	 where appropriate, the Respondent and the Board in accordance with the Bylaws.


	PART 13 -  DISCIPLINARY OUTCOMES WITHOUT A HEARING
	A. Overview.
	B. No Disciplinary Action.
	 The Coordinator notifies the Complainant and the Respondent.
	 The matter is closed, subject to any administrative requirements under the Bylaws.
	 All confidentiality obligations continue to apply.

	C. Reprimand or Censure Offered and Accepted.
	 Delivers the Report and proposed reprimand/censure to the Respondent;
	 Provides the Respondent with 30 days to accept in writing; and
	 If accepted:

	D. Reprimand or Censure Rejected.
	 notify the Board that a Disciplinary Panel must be assembled; and
	 instruct the Committee to prepare and file a Formal Complaint within the period prescribed by Bylaw 9.15(b)(iii).

	E. Coordinator Override.
	 a Disciplinary Panel be assembled, and
	 the Committee prepare and file a Formal Complaint.


	PART 14 -  PREPARING THE FORMAL COMPLAINT (9.16)
	A. Purpose of the Formal Complaint.
	B. Required Content.
	 particulars of the acts or omissions alleged to constitute Unprofessional Conduct; and
	 each Bylaw provision alleged to be violated, linked to those particulars.

	C. Structure and Form
	 a short introduction identifying the Respondent and the path by which the matter proceeds to a hearing;
	 numbered particulars describing the alleged conduct; and
	 a list of the Bylaw provisions said to have been breached.

	D. Coordinator Pre- Filing Review and Finalization.
	i. Scope of Review.
	 contains the elements required by Bylaw 9.16;
	 is clearly and adequately particularized;
	 correctly links alleged facts to the relevant Bylaw provisions; and
	 is timely and suitable for filing and service.

	ii. No Merits Substitution.
	iii. Requests for Clarification or Correction.
	iv. Process Issues or Disputes.
	v. Access to Legal Advice.
	vi. Filing and Service.   Once finalized, the Committee files the Formal Complaint with the Chair of the Disciplinary Panel and contemporaneously delivers it, together with the Committee Report, to the Respondent.
	Where a reprimand or censure has been rejected, this must occur within the timeline required by Bylaw 9.15(b)(iii).

	E. Presentation at the Hearing.

	PART 15 -  BOARD REVIEW OF THE DISCIPLINE RESOLUTION (9.26)
	A. When Board Review may be Requested.
	B. Nature and Scope of the Board's Role.
	C. Process.
	i. Logging and Conflicts.
	ii. Materials.
	iii. Submissions.
	iv. Decision.

	D. Distribution
	E. Role Separation

	PART 16 -  CLOSING THE FILE
	A. Overview.
	 after a matter is resolved without a hearing under Bylaw 9.15; or
	 after a hearing, once the Discipline Resolution has been issued and any Board review under Bylaw 9.26 is completed or the time to request it has expired.

	B. Closing a File Resolved Without a Hearing.
	 The Coordinator confirms to the Complainant and the Respondent that the matter is concluded.
	 Any required publication (anonymous in the case of a reprimand; name- identified in the case of a censure) is completed.
	 The Coordinator ensures the matter log and all required records are stored in the Society's designated repository.

	C. Closing a File After a Hearing.
	D. Administrative Steps.
	 Update the Society's register or status records, if applicable (e.g., notation of reprimand, censure, or membership status implications).
	 Ensure proper retention of the Committee Report, Discipline Resolution, Board decision (if applicable), and related correspondence.
	 Confirm that access to the file is limited to those authorized under the Society's governance policies.

	E. Communication.


