Guidelines for Implementing 

The Policy to Prevent and Eliminate Harassing Conduct in the Workplace

APPENDIX

SAMPLE MEMO
Request for Supervisor Assistance to Conduct an Investigation into Alleged Harassing Conduct in the Workplace
MEMORANDUM FOR:

FROM:




Director, Office of Equal Employment Opportunity

SUBJECT:

Request to Conduct Investigation into 




Allegation of Harassing Conduct 

Pursuant to our conversation regarding the alleged harassing conduct of (Alleged harasser’s name), I am requesting your assistance in conducting an investigation into the matter.  You supervise the employee(s) cited in the complaint, and your assistance in this matter will be very helpful.  

After you have conducted your investigation, please let me know if any corrective action was taken by sending me written communication via fax or email.

If you require further assistance, please do not hesitate to contact me.

	Department of Labor Policy to Prevent and Eliminate Harassing Conduct in the Workplace

Harassment Complaint Form
	U.S. Department of Labor

Civil Rights Center

Office of the Assistant Secretary for Administration and Management
	[image: image1.wmf]

	Name of Complainant(s) and Phone Number:



	Complainant’s Office Address :



	Name(s) and Job Title(s) of Party(ies) Involved:



	Date(s) of Incident:



	Statement of harassment incident(s):  Please provide a concise statement in the space provided about the harassing conduct experienced.  The reported acts of harassment must be in accordance with the Department of Labor’s Policy and Procedures for Preventing and Eliminating Harassing Conduct in the Workplace.  The reported harassment must be based on the characteristics protected by law and established in the Policy (e.g., race, color religion, national origin, sex, age, disability, and sexual orientation, parental status, or reprisal for filing a prior Harassing Conduct complaint).


	Complainant’s Signature                                                                 Date



	Information Received By:                                                               Date

                                                                                                                                                    April 2006
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Harassment Complaint Summary
	U.S. Department of Labor

Civil Rights Center

Office of the Assistant Secretary for Administration and Management 
	[image: image2.wmf]

	Date of notice to EEO Unit
	     
	EEO Analyst      

	1. Complainant name, position, grade 

    
Employing Agency: 

Address:

Phone:  
	2. Alleged harasser, relation to Complainant

    
Employing Agency: 

Address:
Phone:  



	3a. Bases Alleged 

     

	3b.  Allegations (include dates)



	4. Witness name(s)

     
     
     
	  Phone number(s)

     
     
     
	Witnesses attest to:
     
     
     

	5.  Alleged harasser’s supervisor (or other decision-maker), phone

    

	6.  Summary of facts

	     
7.  Findings



	8.  EEO Manager Recommendation

	     


	Action taken, by whom, date

	     
Submitted By:                                                                                                           Date:                                           

                                                                                                                                                                           April 2006


