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Respect at the Workplace Policy – Harassment Complaint Form
Associate Name:



Position:
Property: 




Department:




Date:

Name(s) of individual(s) you are complaining about:

Description of Complaint
Include as much information as possible, including the date, time, location and conduct you are complaining about.  Be specific and note each incident, attach additional sheets if necessary.

Potential Witnesses

List any individuals who may have information about the conduct in question or who may have observed the above incident(s) include locations, dates and times where necessary.  If necessary describe their respective roles in the incident. 
Your Response

Outline what you have done in response to this problem to date, if anything.  With your response include how you reacted to the harassment. 
History
Are there any details leading up to this incident that we should be aware of.
Associate statement:  I am making a formal complaint of harassment and I understand that an investigation into this incident will be initiated once this complaint has been filed. I understand that records of harassment and violence reports and subsequent investigations are considered confidential and will not be disclosed to anyone outside the investigation except to the extent required by law, but that all involved parties will be contacted and interviewed. I hereby certify that to the best of my knowledge the above-mentioned information is true, accurate and complete.  Making false or frivolous allegations is in violation of this policy and subject to disciplinary action.
Associate Signature:





Date:





Human Resources:





Date:
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