Complaint Process Flowchart

Right to File a Complaint

APM No. 3-5 Review withDCR and assess whether the issues require an investigation.
Form of Complaint
A complaint is made orally or in writing. The recipient of an oral complaint shall reduce
the allegations in writing.
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Forward copies of the complaint to Department / Division Head,
Office of the City Attorney (OCA) and DCR.
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Employee Safety Assessment
If a complaint raises serious questions
regarding the safety of any employee.

Withdrawal of a Complaint
A Complainant may withdraw their
complaint if there is no probable cause
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Offer of EAP
Any employee involved in an investigation should be notified of the
availability of the City's Employee Assistance Program.
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Notice of Investigation
Department / Division Head notifies Respondent(s).
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Do not provide copy of complaint if doing so will present danger of
physical harm or substantial risk of investigation.
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Investigation of Complaints
Department / Division Head or Mayor's Office designate
investigators. Immediate investigation into alleged violations.
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Final Investigative Report
Investigators prepare a final report, due to
Department / Division Head within 15 days.
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Copy of the report forwarded to DCR and OCA. If report involves
allegation against a Department / Division Head or a Mayoral Staff
Member, the report will be forwarded to the Mayor.
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Follow-Up Contact
The Complainant and the Respondent shall be notified of the

results of the investigation.
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Corrective Action Plan
A Corrective Action plan due to DCR,
OCA, and Human Resources Director

Sustained?
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within 10 days of the receipt of the
Final Investigative Report.
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Follow-up Contact
Department / Division Head should periodically make contact to
determine if conduct has ceased and there has been no retaliation.

Close
investigation.




