Sample Form

This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Employee Complaint Form
Any employee filing a complaint must fill out this form completely and submit it to Human Resources.  Attach additional pages as necessary.  All complaints will be investigated, and appropriate action will be taken based on whether the allegations are substantiated and the severity of the substantiated conduct.

Name

 ________________________________
Position      
 ________________________________  

Department 
 ________________________________
Please state the date of the event of series of events causing the complaint:

Please state your complaint, including the individual harm alleged:

Please state specific facts of which you are aware to support your complaint (list in detail including dates and names):

Please list any witnesses to the alleged conduct:

Please state the remedy you seek for this complaint:

_________________________________


_____________________________

Employee Signature
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