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Responding to Complaints

Remember these five rules when an employee comes to you with a complaint of
discrimination or harassment:

1. Listen carefully and take all complaints seriously.
2. Be familiar with our Nondiscrimination and Anti-harassment Policy.

3. Don't promise to keep the complaint confidential. You have a duty to report
complaints. Assure the employee that we will treat the complaint as
confidential to the extent possible.

4. Assure the employee that there is a policy against retaliation.

5. Report all complaints to the Office of Institutional Equity.

Keep in mind that some employees may be reluctant to report misconduct —
particularly if the harasser is in a senior position. As a supervisory employee, you
must make clear your willingness to receive any complaint and take appropriate
action in all cases.




