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Series 4000: District Employment
4100	Employee Rights and Responsibilities
4104-F-2	Employment Complaint Procedure-Sample Outcome Letter to Complainant/Respondent
	To be sent on District letterhead.


[Date]
[Name & Address]
Re:	[Pick one: Discrimination/Harassment/Retaliation] Complaint
Dear [Name]:
Pursuant to Policy [Number], the District has concluded its investigation of a complaint of [Pick one or both: (1) protected class discrimination/harassment] and/or (2) retaliation], filed with [___________________] on [Date]. The complaint alleged:
[Insert description of complaint]
[Do not use the name(s) of the complainant(s) or witness(es) in description]
Following an investigation, the District determined:
[Insert description of findings]
The District will take the following actions:
[Insert a broad description of action]
The District prohibits retaliation against any person who files a complaint or who cooperates with an investigation. A copy of the District’s Policy is enclosed.
Please do not hesitate to contact me if you have any questions.
Sincerely,
[District representative]
Note: This document is only a template. The letter’s content should be individualized for each investigation and placed on District letterhead. In some cases, it will be necessary to include additional information. Enclose a copy of Policy 4101, 4102, 4103, or 4104 with this letter, as appropriate.]
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