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ART-REACH

hare the experience




To be completed when a complaint is lodged against and ambassador by an Art-Reach constituent or staff member, including arts partners, members, and other ambassadors

Ambassador’s Name:      
Ambassador Supervisor’s Name:      
Ambassador’s Track(s)/Title:      
Date of Incident:     
Place of Incident:       
Nature of Incident
Failed to adhere to the following standards of conduct:

 FORMCHECKBOX 

Remain positive, calm, and helpful 

 FORMCHECKBOX 

Take time needed to interact with all constituents & anticipate needs

 FORMCHECKBOX 

Place the “customer” first 

 FORMCHECKBOX 

Practice active listening

 FORMCHECKBOX 

Handle challenges in an honest, friendly, and positive, professional manner

Failed to follow the Ambassador code of conduct:

 FORMCHECKBOX 
 Engaged in conduct that breaches or negates the Art-Reach values.

 FORMCHECKBOX 
 Engaged in personal actions or conduct that intentionally or unintentionally reflected negatively on Art-Reach, clients, funders, employees or vendors.

 FORMCHECKBOX 
 Engaged in theft or misappropriation of Art-Reach property, cash, credit or funds.

 FORMCHECKBOX 
 Engaged in falsification of company documents or timekeeping records.

 FORMCHECKBOX 
 Engaged in possession, distribution, sales, transfer or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer-owned or leased vehicles or equipment.

 FORMCHECKBOX 
 Was under the influence of alcohol or illegal drugs in the workplace or while representing Art-Reach.  

 FORMCHECKBOX 
 Engaged in Fighting or threatened violence in the workplace or while representing Art-Reach.  

 FORMCHECKBOX 
 Engaged in Negligence, vandalism or improper conduct leading to damage of employer, employee, vendor or client owned property.

 FORMCHECKBOX 
 Refused to follow reasonable instructions given by an authorized supervisor (insubordination).

 FORMCHECKBOX 
 Engaged in violation of safety or health policies and/or abusive behavior that may have endangered another person.

 FORMCHECKBOX 
 Engaged in Sexual or other unlawful harassment.

 FORMCHECKBOX 
 Was in possession of dangerous or unauthorized materials such as explosives or firearms in the workplace or while representing Art-Reach.  

 FORMCHECKBOX 
 Unauthorized absence from workstation during the workday.

 FORMCHECKBOX 
 Engaged in Unsatisfactory job performance that resulted in liability to Art-Reach, clients, funders, employees or vendors.
 FORMCHECKBOX 
 Other 
Please provide details:      
Corrective Action Taken:      
Ambassador’s signature: ​​​​_______________________________________ Date:      
Supervisor’s signature: ________________________________________ Date:      
Program Director’s signature: ___________________________________ Date:      
Ambassador Incident Report
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Place one copy in the ambassador’s record, give one copy to the ambassador


