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Guidelines for Harassment Complaints
1. Document details of first complaint -
· Date

· Time

· Place of Occurrence

· Nature of Complaint



- Sexual



- Ethnic



- Age



- Etc.

2. Ask Complainant if they have anyone in particular they want interviewed.

3. Get list of witnesses – others with knowledge

4. Inquire if this is a one time issue or ongoing – if the later, how long

5. Your opinion if complainant can continue in workplace during investigation process
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