
Intake Process

Concerns Reported

Contact Concerned 
Party 

*Confidentiality & 
Non-Retaliation 

Notice Given 
Verbally

Administrative 
Reassignment 

Assessment
No

Early Resolution 
Committee (ERC)

Review

Is Further Action 
Needed?

Gather Additional 
Information 

(Intake / Document 
Review) 

Performance 
Management 

Collective 
Bargaining 

Agreement (CBA) 
Dispute / Concerns

Investigation

Yes

Seattle Municipal 
Code 4.20.065

Intake Closure

No

Yes

Last Updated August 9, 2018

No

Gather Information 
(Intake / Document 

Review) 

Administrative 
Reassignment

Management 
Coaching / 
Counseling

Elevate to 
Appropriate Agency

Yes

Seattle City Light strives to conduct intakes in a consistent and 
fair manner by using a formal intake process.   The purpose of 
the intake process is to create a forum for employees, customers 
or other stakeholders to promptly be able to raise concerns and 
have them reviewed to identify appropriate next steps.  This 
workflow provides transparency into the intake process.  Seattle 
City Light strives to be as transparent as possible with the 
process while maintaining the necessary confidentiality of the 
affected parties.    
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