ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


Personnel Complaint


AL-29

TYPE OF DOCUMENT:


Word
PURPOSE AND USE:
To record and notify supervisors of the receipt of complaints lodged against an employee

NUMBER TO BE COMPLETED:

Two (2)

COMPLETION:
By any employee receiving a complaint against an ALE employee

DISPOSITION:
Send original to Headquarters and a copy to immediate supervisor of employee 

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
Statements and continuation page (if applicable)

NOTES:
The recipient of the complaint should make an effort to obtain a written statement from the complainant detailing the complaint.  The statement should be attached to the personnel complaint.  Acquire other witness’s names, addresses and phone numbers 

Completion Instructions:

1. Headquarters blocks: The case number assigned to the case and the date and time the complaint is received by the Professional Standards Section (PSS) at Headquarters should be in included in this block.  When the case is closed the date of closure should be inserted.   The Assistant Director of Professional Standards shall determine the type of complaint and check the appropriate block

2. Name: Full name of complainant (first, middle, last)

3. Home address: Complainant’s home address (do not use a post office box)

4. Business address: Complainant’s business addresses (if applicable)

5. Telephones home/business: Complainant’s area code and home and business telephone numbers

6. Other information: Include any other contact information available

7. Rank/name: List rank and name of each accused employee

8. District: District in which the accused employee is stationed

9. Rank/name: Rank and name of the employee receiving the complaint

10. District: District in which the employee receiving the complaint is stationed

11. Date: Month, day and year the complaint is received

12. Time: Time the complaint is received

13. Communication media: List the method in which the complaint is received (ex. telephone, in person, fax, e-mail, other)

14. Obtain complainant’s written report, if possible and attach: List as many details of the complaint as possible, including date, time and location of incident, other employees present or interview complainant and enter here

