
Jackson Township 

Employee Complaint Policy 
(from page 13 & 14 of the Township of Jackson Employee Handbook dated April 2014) 

 

 

Employees who wish to complain of harassment, sexual harassment, or any other workplace 

wrongdoing are requested to immediately report the matter to their supervisor, or, if they prefer, 

or do not think that the matter can be discussed with their supervisor, they should contact their 

department head and/or the Business Administrator.  Reporting of such incidents is encouraged 

both when an employee feels that he or she is subject to such incidents, or observes such 

incidents in reference to other employees.  Employees should report incidents in writing using 

the Employee Complaint form, but may make a verbal complaint at their discretion.  If the 

employee has any questions about what constitutes harassment, sexual harassment, or any other 

workplace wrongdoing, they may ask their department head or one of the individuals listed 

above.  All reports of harassment, sexual harassment, or other wrongdoing will be promptly 

investigated by a person who is not involved in the alleged harassment or wrongdoing.  

 

No employee will be penalized in any way for reporting a complaint.  There will be no 

discrimination or retaliation against any individual who files a good-faith harassment complaint, 

even if the investigation produces insufficient evidence to support the complaint, and even if the 

charges cannot be proven.  There will be no discrimination or retaliation against any other 

individual who participates in the investigation of a complaint.  

 

If the investigation substantiates the complaint, appropriate corrective and/or disciplinary action 

will be swiftly pursued.  Disciplinary action up to and including discharge will also be taken 

against individuals who make false or frivolous accusations, such as those made maliciously or 

recklessly.  Actions taken internally to investigate and resolve harassment complaints will be 

conducted confidentially to the extent practicable and appropriate in order to protect the privacy 

of persons involved.  Any investigation may include interviews with the parties involved in the 

incident, and if necessary, with individuals who may have observed the incident or conduct or 

who have other relevant knowledge.  The employee will be notified of a decision or of the status 

of the investigation within a reasonable time from the date of the report an incident.   

 

 

  



Jackson Township 
Employee Complaint Form                                                      Date_____________ 
Attach additional sheets if necessary to fully complete all questions 

 

NAME: ________________________________ DEPARTMENT: ____________________________ 

 

TITLE: _________________________________SUPERVISOR: _____________________________ 

 

Time period covered by this complaint: ________________________________________________

  

 

Individuals who allegedly committed the acts being complained of: 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

            

  

Describe the nature and dates of the acts allegedly committed by each individual: 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Identify all persons with knowledge of the complained conduct: 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Are there any documents or other evidence that supports the occurrences described above? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

If you previously complained about this or related acts to a supervisor or official, please identify 

the individual to whom you complained, the date of the complaint, and any action taken. 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

            

   



 

Have you missed any time from work or incurred any un-reimbursed medical expenses as a result 

of the alleged acts? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Are you afraid that someone may retaliate against you because you filed this complaint?  If so, 

please identify the person(s) and indicate the reasons why you feel the person(s) may retaliate 

against you. 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

What is your requested remedy for this complaint? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

 

ACKNOWLEDGMENT 
 

The information provided above is true and correct to the best of my knowledge.  

 

BY: ___________________________________________________ DATE: _______________________  

 

To investigate your complaint, it will be necessary to interview you, the accused party, and any witnesses 

with knowledge of the allegations or defenses.  All persons involved in the investigation will be notified 

that (1) the complaint is confidential, (2) that any unauthorized disclosures of information concerning the 

investigation or retaliation could result in disciplinary action up to and including discharge. 

 

I am willing to cooperate fully in the investigation of my complaint and to provide whatever evidence is 

deemed relevant. 

   

 

BY: ___________________________________________________ DATE: _______________________  

 


