
Direct the employee to complete the 
Unlawful Workplace Harassment Form 

Report to Supervisor, Department Head, or HR 
Director orally or in writing 

Direct the employee to complete the 
Unlawful Workplace Harassment Form 

Report to Legal Department (if the HR Director is 
the alleged offender) orally or in writing 

Return completed form to 
Supervisor or Department Head 

Return completed form to 
Supervisor or Department Head 

Return completed form to Legal 
Department 

Forward to Human Resources 
Director within three (3) working days 

Forward to Legal Department within 
three (3) working days 

Return completed form to Human 
Resources Director 

Inform concerned parties, Supervisor, and 
Department Head of results of investigation 

Report findings to County Manager within 15 working 
days of receipt of complaint unless extension granted 

Notify all concerned parties of complaint and conduct investigation 

Inform concerned parties of results 
of investigation 

Report findings to the Board of Commissioners (if the 
County Manager is the alleged offender) within 15 working 

days of receipt of complaint unless extension granted 

The Board of Commissioners along 
with Human Resources or Legal 
counsel take appropriate action 
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HR Director and County Manager take 
appropriate action 

County Manager (if HR Director is the 
alleged offender) and Legal counsel 

take appropriate action 


