
HOW TO COMPLETE RCUH'S
EEO COMPLAINT FORM

A guide on how to complete/submit  the EEO 
Complaint Form and how to find it on RCUH's website

This guide should be used if you feel that you have experienced

employment discrimination or harassment and want to 

submit an official complaint to RCUH Human Resources. 

I M P O R TA N T  T I P

If the "Complainant" decides to
withdraw his/her testimony at
any point during this process,

he/she must complete the 

EEO Withdrawal of Complaint

and Release Form. 

Kira Higa

QUESTIONS? 

RCUH Director of Human Resources

808.956.6965

kkhiga@rcuh.com

RCUH follows the time limits set by the Equal Employment Opportunity Commission (EEOC) &

the Hawaii Civil Rights Commission (HCRC), which require a complaint to be filed within 180

calendar days  from the day the discrimination took place. If the behavior occurs frequently, the

complaint can be filed based on the last occurrence.

IMPORTANT REMINDER!
T h e  " R e s p o n d e n t "  w i l l  b e  a b l e  to  r e v i e w  t h e  c o m p l a i n t  w i t h  y o u r  n a m e  a n d
r e d a c t e d  c o n t a c t  i n f o r m a t i o n ;  h o w e v e r  i t  i s  i l l e g a l  f o r  h i m / h e r  to  r e t a l i a t e
a g a i n s t  y o u  f o r  f i l i n g  a n  o f f i c i a l  c o m p l a i n t  o r  p a r t i c i p a t i n g  i n  a n  i n v e s t i g a t i o n .

T h e  E E O  C o m p l a i n t

Fo r m  i s  ava i l a b l e  o n

R C U H 's  w e b s i t e .

1 FINDING 

THE FORM

1 .  V i s i t  w w w. rc u h . c o m  a n d  c l i c k  o n

Po l i c i e s  &  P ro c e d u re s






2 .  C l i c k  o n         D o c u m e n t  L i b ra r y






3 .  C l i c k  o n         3 . 0 0 0  H u m a n  R e s o u rc e s  






4 .  C l i c k  o n  Eq u a l  E m p l oy m e n t

O p p o r t u n i t y  ( E E O )  






5 .  S e l e c t  t h e  E E O  C o m p l a i n t  Fo r m  ( O - 3 )

H e re 's  a n  e x a m p l e

o f  a  c o m p l e t e d  E E O

C o m p l a i n t  Fo r m .

2 COMPLETING
THE FORM

Fill out your contact
information in the

"Complainant" section

Fill out the perpetrator's
contact information in the

"Respondent" section

If you're not sure what box
to check, check "Other" and

provide a narrative

Include the chronology of
the incident(s), including

date, time, & location

Include as much detail as possible.
Feel free to attach additional

documents or other evidence.

Be sure to include contact
information for any witnesses

Do you want the
perpetrator to apologize?

Be relocated? 

Be terminated? 

Take more training?

Once the EEO Complaint Form is received by RCUH, the Director of Human Resources will

conduct a fact-finding investigation, which may include interviews and written statements from

all parties involved. Complaints will remain confidential to the fullest extent possible. Following

the investigation, the RCUH HR Director will ensure appropriate disciplinary action is taken. 

Submit the completed form
to the RCUH Director of
Human Resources (see

contact info below)

mailto:kkhiga@rcuh.com
https://www.rcuh.com/document-library/3-000/eeo/withdrawal-of-complaint-and-release-form-o-4/

