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5253 Dijon Drive, Suite E
Baton Rouge, LA 70808
Telephone:  (225) 757-5111
E-mail:  brian.blackwell@workplaceis.com
	
	




	
	


 
Complaint Intake Form

	Case Number
	 

	Date/Time Received
	 

	Intake Method (in person/phone/email/online)
	 

	Complainant Full Name
	 

	Complainant Role (employee/applicant/contractor/other)
	 

	Complainant Contact
	 

	Preferred Language/Interpreter Needed
	 

	Anonymous? (Y/N)
	 

	Respondent Name(s)
	 

	Respondent Role/Title
	 

	Work Location/Unit
	 

	Alleged Policy Violations
	 

	Allegation Summary
	 

	Date(s) of Incident(s)
	 

	Witnesses (names/contact)
	 

	Urgency/Risk (safety, ongoing harm, public risk)
	 

	Requested Remedy
	 

	Related Cases or Prior Complaints
	 

	Assigned Investigator
	 

	Supervisor/HR Notified
	 

	Mandatory Reporting Triggers (EEOC/OSHA/Title IX/etc.)
	 

	Public Records Considerations (La. R.S. 44:1 et seq.)
	 

	Whistleblower Protections (La. R.S. 23:967) Discussed (Y/N)
	 

	Confidentiality/Non-Retaliation Advisement Given (Y/N)
	 

	Initial Preservation Steps (email/device/data holds)
	 

	Next Actions & Timeline
	 




Investigator Signature: _________________________________________		Date: __________________________________________________________
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