
COMPLAINT PROCEDURE - SAMPLE 

Any employee who believes he or she has been subject to or witnessed illegal discrimination, 
including sexual or other forms of unlawful harassment, is requested and encouraged to make a 
complaint. You may complain directly to your immediate supervisor or department manager, the 
HR director, or any other member of management with whom you feel comfortable bringing such a 
complaint. Similarly, if you observe acts of discrimination toward or harassment of another employee, 
you are requested and encouraged to report this to one of the individuals listed above. 

No reprisal, retaliation, or other adverse action will be taken against an employee for making 
a complaint or report of discrimination or harassment or for assisting in the investigation of any 
such claim or report. Any suspected retaliation or intimidation should be reported immediately to one 
of the persons identified above. 

All complaints will be investigated promptly and, to the extent possible, confidentially. 

If an investigation confirms conduct contrary to this policy has occurred    will 
take immediate and appropriate corrective action, including discipline, up to and including 
immediate termination. 
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