Harassment Complaint Form
File: Employee “Personnel” File 
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Harassment Complaint Form
File: Employee “Confidential” File 








	COMPLAINANT INFORMATION

	Complainant Name:
	

	Department:
	

	Phone Number:
	
	Email:
	



	ACCUSED’S INFORMATION

	Accused’s Name:
	

	Department:
	

	Phone Number:
	
	Email:
	

	Relationship of the Accused to the Complainant:
	 Manager   Co-worker    Client    Other: ___________________



	INCIDENT

	Date of Incident:
	__________________ (if more than one event, please report each event on a separate form)

	1. Where did the specific event occur?
	


	2. Is this a reoccurring event? If so, how did you react to the situation the first time?
	



	3. Please explain the events that occurred.

	




	4. How did you react to the situation?  


	



	5. Did you take any action to stop perceived inappropriate behavior?  Please explain.            
	




	6. Describe the harm you have suffered as a result of the event.

	



	7. Were there any witnesses to this specific event? 		
  Yes		  No

If yes, please provide their first and last names. 

	

	8. Is there any physical evidence that supports your complaint? If so, please describe or attach copy of evidence.

	

	9. What is your desired outcome of the investigation?

	



The information provided in this complaint is true and correct to the best of my knowledge.  I am willing to cooperate fully in the investigation of my complaint and provide whatever evidence the Company deems relevant.


_________________________________________________		______________________________________
Complainant’s Signature						Date
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Reviewed By: ____________________________________

Signature: _______________________________________		Date: _______________________________

Directions:
1. Form should be filled out by complainant and then submitted to Administration 
2. Please file this form in the accused employee’s file  
3. File Page 1 of this form in accused employee’s “Personnel” file
4. File Page 2 and a copy of Page 1 in accused employee’s “Confidential” file
5. Follow the next steps listed below:

Next Steps:
· Conduct investigation
· Investigation assigned to _______________________________________ on ______________________
· Findings reported on __________________________________________ (attach report)
· Actions taken as a result of findings ________________________________________________________
· Counseling of an accused employee
· Termination of accused employee
***These documents need to be filed in employee “Confidential” file
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