
EMPLOYEE COMPLAINT FORM
1.
What is the subject of your complaint?

2.
Who engaged in the conduct that you are complaining about?

3.
What did he or she do to you?  Please be specific and describe what exactly occurred or was said, how often it occurred and if it is still ongoing.

4.
When and where did it happen?  Please give precise dates and location.

5.
Please describe your reaction and what response, if any, you made when each incident occurred.

6.
How did the conduct you are complaining about affect you?  Please describe if your job has been affected and, if so, how your job has been affected.

7.
Were there any witnesses?  If so, state their names and what they know.

8.
Have you told any members of management previously about the subject of your complaint?  If so, state their names and the date you told them. 

9.
Have you told anyone else about the conduct you are complaining about?  If so, please identify the person and describe what you told them.

10.
Are there any notes, physical evidence or other documentation regarding the incidents?

11.
Do you know of anyone else who has been subject to the same conduct that you are complaining about?  If so, state their name(s).  

12.
Do you know of any other relevant information?

13.
What do you want done?

_______________________________


_____________________

Signature







Date

_______________________________
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