


Complaint/Concern Intake FormRed text denotes a field that needs to be changed by the user. 


[(REMOVE SECTION BEFORE DISTRIBUTING) Note: Avoid disruptions, taking sides, asking the complainant exhaustive questions or challenging their story. Thank the complainant for coming forward and assure them that a fair, impartial investigation with appropriate next steps will be taken once intake is completed. Do not advise of an expected outcome or resolution or guarantee absolute confidentiality.]Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. This information and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass other regulations that may exist, such as local ordinances. Transmission of documents or information through the HR Support Center does not create an attorney-client relationship. If you are seeking legal advice, you are encouraged to consult an attorney.


	Date of This Report
	Date of 1st Report/Concern
	Name of Complainant

	
	
	

	Name of Interviewer
	Location of Interview

	
	

	Date and Names of Any Persons Informed of the Concern from Complainant Prior to Interview

	

	Full Details of Complaint (Who, What, When, Where)

	[bookmark: _GoBack]

	Names of Known Witnesses

	

	Potential Supporting Evidence (e.g., emails, photos, etc.) Included
	☐ Yes ☐ No

	Description of Evidence Included

	




Complainant Signature: ___________________________________________  Date: _______________



Company Representative Signature: ______________________________________________________  

Name (print): __________________________________________________  Date: _________________



