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APPENDIX A 

 
 

Conduct an Inspection  
Is at least one of 

the criteria in 
VIII.A. met?  

Conduct an inquiry  Results to 
complainant (if 

applicable)  

Hazard abated/eliminated – 
CLOSE COMPLAINT 

If complaint  Does the complainant 
dispute the employer’s response and 

provide information per XIII.E? 

YES 

YES 

YES 

YES 

Did the employer 
respond to the 
phone/fax with 

adequate 
information within 5 

days? 

YES 

Are there reasonable 
grounds to believe that a 

violation or danger 
exists? 

NO 

Notify complainant by appropriate means and provide him or 
her with the opportunity to supply more specific information 

Incoming Information 
WRITTEN (including e-complaints) 

Submitted by a current employee 
or representative of employees? 

Signed? 
Non-formal complaint 

Formal complaint 

Referral 

YES 

NO 

NO 

NO 

NO 

More information provided? 
YES 

NO 

NO 

Notify complainant as specified in XII.B. that 
no inspection or inquiry will be conducted 

If referral  CLOSE 
REFERRAL 
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Conduct an Inspection  

Describe the complaint process 
and the difference between an 

inquiry and an inspection 

Is at least one of the inspection 
criteria in VIII.A met? 

Does the complainant 
dispute the employer’s 
response and provide 

information per XIII.E? 

NO 
YES 

YES 

YES 

NO 

NO 

Did the employer respond to 
the phone/fax with adequate 
information within 5 days?   

Explain distinction between a 
formal and non-formal complaint 

and the protections that 
accompany a formal complaint  

Incoming Information 
TELEPHONE 

Is the caller a current employee or a 
representative of employees? 

Conduct an Inquiry  

YES 

NO 

Hazard 
abated/eliminated – 

case closed  

Results to complainant  
(if applicable) 
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