Employee Complaint

[bookmark: _Toc359477298]
(Insert Your Company Name and Logo Here)










______________________________________________________________________________

Employee Complaint
______________________________________________________________________________









										
Prepared By: xxxxxxxxx
Date of Publication: mm/dd/yyyy














___________________________________________________________________________________________
 

Revision History
	Version
	Date
	Author(s)
	Revision Notes

	1.0
	
	(Original author)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




























Copyright and Intellectual Property Statement
Employee Complaint
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)
ii
Copyright© TenStep, Inc. All Rights Reserved
	Employee
	

	Supervisor/Manager
	

	Department
	

	Date
	



	Complaint:









   Have you attempted to resolve this problem (yes/no)?  _______
	   If yes, describe the actions taken, dates, etc.








      Are any other staff members involved (yes/no)? _______
	If yes, list individuals and describe their knowledge or role:







      Employee Signature: __________________________________     Date: _____________                          
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	Manager actions taken (initial each line):
	Date
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      Further escalation required (yes/no)? ________
	If yes, continue to document escalation actions, people, dates, etc.
	Initials
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