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Complainant notifies supervisor, 
manager, director, or HR EEO of 
EEO Policy violation allegations.   
 

  

HR EEO conducts complaint intake that includes 
obtaining specific incident(s) information, 
date(s), witness name(s), and any physical, 
documentary and testimonial evidence.  
Typically done via EEO Complaint Intake form. 

 
Complainant is referred to HR EEO to follow 
appropriate process for reporting of allegations.    
 
 OR 
 
Supervisor, manager, or director notifies HR EEO 
of reported allegations by complainant.   
  

 
 

Investigator initiates investigation. 
 
Person(s) complained about notified of possible misconduct 
investigation; admonished against retaliation.   
 
May be placed on administrative leave, if necessary.  Periodic 
updates provided to HR EEO.  

HR EEO notifies Department Director of following: 

 Complaint filed. 

 Investigation is warranted.   

 Allow employees to participate during work time. 

 Cost borne by department, if contracted investigator is 
retained.  

 Provide reminders that any type of retaliation is strictly 
prohibited. 

 
   

*HR EEO reviews information, meets 
with HR Director and Labor Relations 
Manager to determine if a formal 
investigation is warranted and who 
should conduct the investigation 
based on workload and/or 
perception of impartiality. 

During investigation: 
Cooperates fully with investigator, including 
participating in investigatory interviews, 
providing requested information, etc.  
 
Immediately reports any allegations of retaliation 
to supervisor or HR EEO.     
 
Avoids discussing investigation with others due 
to the confidential nature of such matters. 

During investigation: 
Cooperates fully with investigator, including allowing 
staff and self to be interviewed and complying with 
requests for information from investigator. 
 
Provides bars coding for charging of investigation 
costs, if outside investigator is retained. 
 
Immediately reports any allegations of retaliation to 
HR EEO for review and appropriate action.     
 
Avoids discussing investigation with others due to the 
confidential nature of such matters. 
 

 

Inform complainant and 
department director that 
an investigation is not 
warranted and why. 

 NO 

 

YES 

Seeks additional 
information from 
complainant, if 
needed. 

*In order to conduct an investigation, HR needs 
specific and detailed incident information with 

dates, names of witnesses, and any other pertinent 

information from the complainant.  General 
statements and incomplete information are not 

sufficient to make the determination that an 

investigation is warranted. 
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Findings discussed with HR EEO 
and other appropriate Human 
Resources staff.  
 
Appropriate action is determined. 
 

 

Complainant provided verbal and/or 
written notification of outcome. 
 
Retains and ensures investigation 
materials remain as confidential as 
possible. 

After informed of investigation outcome: 
Works with appropriate Human Resources 
staff to implement any recommendations. 
 
If findings indicated violation of policy, 
work with the HR Labor Relations staff with 
the disciplinary process.  
 

Immediately reports any allegations of 
retaliation to HR EEO for review and 
appropriate action.     
 
Ensures investigation information remains 
as confidential as possible. 
 

 

 
 

After informed of investigation outcome: 
Continues to avoid discussing matter with others 
to maintain confidentiality of investigation. 
 
Reports immediately to supervisor or HR EEO 
any allegations of retaliation. 
 
Will not engage in any retaliatory behavior 
towards the accused and/or any individuals who 
participated in investigation. 
 

Investigation is completed. 
 
Detailed and confidential investigation report is 
generated. 
 
 
  

 

If violation of policy 
findings, disciplinary 
process is initiated. 

Department Director notified verbally and in 
writing of outcome and any recommendations. 
 
Reminded that care should be taken to ensure 
complainant is not retaliated against. 

 


