

The University Administration’s Investigation and Discipline Process:
Questionnaire and FAQ for the CUE Faculty Member and ASO
(August 2022)
It can be a stressful time for a faculty member or Academic Staff Officer (ASO) when University Administration decides to: i) investigate the conduct / statements of the faculty member or ASO; and ii) discipline a faculty member or ASO.
To help alleviate some of the stress, CUEFA developed this document to provide information and guidance to the faculty member or ASO undergoing an investigation / discipline process undertaken by Administration.  This document contains two parts:
· Part 1 - Questionnaire:  It is important for the CUEFA rep who will be attending with you throughout the investigation process to know the relevant facts related to your investigation. Please complete the Questionnaire below as soon as possible and then email it to the CUEFA rep who will be representing you in the Investigation Process.  The email address for the CUEFA grievance officer is: grievance@cuefa.ca     Do not give this document to Administration; and
· Part 2 - FAQ (Frequently Asked Questions): This part of the document has some common questions and answers that you may find helpful in understanding Administration’s: i) Investigation process; and ii) discipline process. 
Section 1: Questionnaire
Please complete the following 9-part questionnaire.
	Your name
	

	Your department
	

	The email address which you want to use for all correspondence related to this matter?
	

	Who notified you that you were under investigation? 
	

	When were you first notified that you were being investigate?
	


Please forward copies of all correspondence (including the Notice of Investigation) with Administration on this matter to the CUEFA rep who will be representing you in this investigation.  
	Why is Administration conducting an investigation?  In the space below, please list Administration’s allegations (in point form) against you. 

	


	In the space below, please provide a chronology (in point form) of all relevant background facts and dates related to this matter.  If facts are or may be in dispute, then please indicate which facts are or may be in dispute.

	


	Please list (in point form) any explanations, defences, or extenuating circumstances that explain your side of the story.  If there are none, then please write “N/A” in the space below.

	


	Are there any witnesses who can corroborate your account of what happened?  If so, please list the witnesses and their contact information in the space below. If there are none, then please write “N/A” in the space below. 

	


	During this entire process, has any university administrator acted improperly or failed to follow university policies or procedures?  If so, then please explain (including relevant dates) in the space below. If there are none, then please write “N/A” in the space below.

	


	Please list any university policies or procedures (including the specific sections in those policies and procedures) that you think may apply to your case. If there are none, then please write “N/A” in the space below.

	

	In the space below, please list all of the relevant documents that you believe are relevant to your case.  Please also ensure that your forward copies of the documents to the CUEFA rep. who will be representing you during the investigation. If there are none, then please write “N/A” in the space below.

	


	Have you been previously investigated or disciplined by University Administration?  If so, please explain the circumstances related to and outcome of the previous investigation or discipline.  Please also include relevant dates. If there are none, then please write “N/A” in the space below.

	


Section 2: FAQ (Frequently Asked Questions) 
about the Investigation and Discipline Process
1. What is the Investigation / Discipline Process? Section 13 of the Collective Agreement (CA) sets out the process by which University Administration can undertake an investigation into or impose discipline related to the conduct and statements of a faculty member or ASO.  This is an administrative process with its own procedural rules and they not the same as the procedural rules used in a court of law.
Section 13.1 states: “Discipline is always within the discretion of the Vice-President Academic & Provost. Deans, Chairs, and other supervisors may also take corrective measures short of discipline, limited to issuing letters of warning or expectation.”  
In the past, CUE’s VPA has sometimes initiated an investigation into a relatively minor breach or offence rather than allowing her/his dean or chair to handle the matter.
The investigation / discipline process often -- but not always -- includes some or all of the following steps:
· Written Notice of Investigation (issued by the VPA) sent to the faculty member /ASO and CUEFA rep.;
· An Informal and/or Formal Investigation Hearing;
· Follow-up meeting to discuss the results of the investigation;
· Written decision from Administration regarding discipline;
· Follow-up meeting the discuss the discipline imposed by Administration.
2. What rights does the faculty member or ASO have in the investigation / discipline process?
· You have the right to a CUEFA representative attend with you throughout the investigation / discipline process;
· You have the right to have adequate notice of the allegation(s) against you;
· You have the right to have a decision maker (e.g. VPA) who has not acted with an apprehension of bias in conducting the investigation / disciplinary process;
· You have the right to have a decision maker who is not acting in bad faith;
· You have the right to ensure that the decision maker has not committed a significant breach of the principles of procedural fairness in conducting the investigation / disciplinary process;
· You have the right to expect that the decision maker will follow the CA during investigation / disciplinary process.
· You have the right to privacy – the CA lists the only individuals who should know about this matter (e.g., VPA, CUEFA rep.)
3.  What kind of discipline can the University Administration Impose? Sections 13.14 to of the CA sets out the process by which Administration can discipline a faculty member or ASO.  The types of discipline include:
· A letter of warning or reprimand;
· Suspension with pay.
· Suspension with partial pay, or without pay, or a fine in lieu of those, where the severity of the offense does not warrant suspension or dismissal.
· Dismissal.
· Another appropriate penalty in the discretion of the Vice-President Academic & Provost.
4. If you do not like the final decision and discipline of the VPA, can you file a grievance against Administration?  Just because you do not like the VPA’s decision or form of discipline does not means that you can file a grievance against Administration.  Filing a CUEFA grievance against Administration occurs rarely and pursuant to the following conditions:
· Administration has violated your rights or the provisions of the CA in conducting your investigation or discipline process;
· The violation is significant and warrants a grievance; and
· CUEFA executive has approved the filing of a grievance.
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