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NON-DISCRIMINATION CONCERN/COMPLAINT INTAKE FORM

Instructions: Please download or save this form to your desktop and complete the information below. 
Please send to Executive Director of Human Resources Maxine Broussard-Upchurch via one of the following options:
· Email at mbroussard-upchurch@psesd.org; 
· Fax to Human Resources at 425-917-7683; or
· Mail/hand deliver to the PSESD Office of Human Resources at 800 Oakesdale Ave SW, Renton WA 98057

Please include any documentation you may have in support of your complaint.

A. Individual Reporting Complaint
Each individual reporting a complaint will need to complete a separate form
Name: Click or tap here to enter text.
Email: Click or tap here to enter text.
Phone Number: Click or tap here to enter text.
Best time to call: Click or tap here to enter text.
Can voicemail be left at this number? If no, please provide alternate contact information: Click or tap here to enter text.
Please indicate your relationship with PSESD:	☐ Employee	☐ Job Applicant	☐ Vendor
☐ Other (please describe): 

B. Complaint Reason & Basis
Concern/Complaint Basis
☐ Race/Ethnicity	☐ National Origin	☐ Sex/Gender	☐ Sexual Orientation/Gender Identity
☐ Veteran Status	☐ Age	☐ Disability	☐ Religion
☐ Other (please describe): Click or tap here to enter text.

Indicate resolution type requested
☐ Informal	☐ Formal  

C. Respondent Information 
Provide information for the person(s) accused, attach additional pages if needed
Respondent 1
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Status: 	☐ Employee	☐ Other (please specify): Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.

Respondent 2
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Status: 	☐ Employee	☐ Other (please specify): Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.

Respondent 3
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Status: 	☐ Employee	☐ Other (please specify): Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.

D. Description of Complaint 
Provide a detailed description of complaint, attach additional pages if needed
Describe the specific incident(s) that form the basis of the complaint with as much detail as you can recall. List the date(s) and location(s), both on and off campus, along with the time(s) of day. List the name(s) of the person/people involved.
Click or tap here to enter text.
State the specific reason(s) why you believe you have been discriminated, harassed, and/or retaliated against.
Click or tap here to enter text.


E. Complaint Resolution
Who have you contacted regarding this complaint?
Click or tap here to enter text.

Describe the action(s) you are seeking that may resolve this complaint.
Click or tap here to enter text.

F. Witness List
List individuals below that you believe have information about your complaint. Please provide as much information as you can for each person identified.
Witness 1
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.
What information can this individual provide regarding your complaint?
Click or tap here to enter text.
Witness 2
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.
What information can this individual provide regarding your complaint?
Click or tap here to enter text.
Witness 3
Name: Click or tap here to enter text.
Position/Title: Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	Email Address: Click or tap here to enter text.
What information can this individual provide regarding your complaint?
Click or tap here to enter text.


G. Supporting Documentation
List written materials or other documents that may help in the review of your complaint. Provide the name, date, and a brief summary of the contents. Attach additional pages if necessary.
Item 1: Click or tap here to enter text.
Item 2: Click or tap here to enter text.
Item 3: Click or tap here to enter text.


H. Acknowledgements
Please add your initials in each box to the left of each statement.
	Click or tap here to enter text.	I certify to the best of my knowledge the information that I have provided is accurate and the events and circumstances are as I have described them.

	Click or tap here to enter text.	I understand and acknowledge that a copy of this complaint, along with the attachments, will be furnished to the alleged offender.  I also understand and consent to the disclosure of information contained in this complaint to appropriate administrators and witnesses interviewed for the purpose of investigating this complaint.

	Click or tap here to enter text.	I am willing to cooperate fully in the investigation and provide whatever evidence PSESD deems relevant.

	Click or tap here to enter text.	I understand that the nature of this complaint, correspondence, and all discussions conducted in the course of investigation of the information contained in this complaint are confidential to the extent permitted by law and unauthorized disclosures of information concerning the investigation could result in disciplinary action. I agree to abide by these guidelines.

	Click or tap here to enter text.	I acknowledge that I have been provided a copy of the PSESD Operating Policy #1000 Non-Discrimination and Operating Procedure #1000P Non-Discrimination Procedure relating to this complaint.
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