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Complaint and Grievance Procedure

I understand that I have the right to file a complaint regarding any section affecting my participation in the SUMMER STEPS Program.  Every participant or staff person shall have the right to present a complaint without fear of interference, coercion, restraint, discrimination or reprisal.

Complaints filed on the grounds of race, sex, national origin, age, color, religion, disability, political affiliation, belief, or citizenship are considered equal opportunity complaints.  Complaints filed on the grounds other than these areas are non-equal opportunity complaints.  I understand that I should state whether my complaint is EO or non-EO related.  It should be filed within one year (for non-EO complaints) or 180 days (for EO complaints) of the alleged violation, unless it is a criminal complaint.  For complaints alleging criminal activity, the complaint must be filed within 180 days of the alleged occurrence.  I understand that I have the option of filing a discrimination complaint with MDES or  the Civil Rights Center.

I understand that complaints may be resolved informally by discussing the matter with my supervisor, counselor or other designated person(s). I further understand that:

· I may ask for a meeting to discuss the general nature of my complaint with my supervisor and request that the complaint be resolved. 

· I may meet with the MS SUMMER STEPS Representative or other designated person to discuss and resolve my complaint.

· If the problem is not resolved, I should contact the MS SUMMER STEPS Representative and submit the complaint in writing stating: (1) my full name, address, and telephone number; (2) full name, address and telephone number of the person or entity against whom the complaint is made; (3) a short summary of the alleged act, first and last occurrences, state the basis of the complaint (age, sex, race, etc.); and (4) the remedy sought and any other information that may assist with resolving complaint. 

· The SUMMER STEPS Representative will help me prepare my written complaint, if I so desire, and will forward the complaint to the Workforce Operations Department of MDES. From this department, I will receive a written decision regarding my complaint and notice of an opportunity for a hearing, if I do not agree with the decision.

· If a hearing is desired, it must be requested in writing within ten days of the date of  the original decision . A written request for an EO related hearing must be sent to MDES, P.O. Box 1699, Jackson, MS 39215-1699, ATTN: Equal Opportunity.  A written request for a Non-EO related hearing must be sent to MDES, P.O. Box 1699, Jackson, MS 39215-1699, ATTN: Workforce Programs.
· I will be given an opportunity for a hearing within 30 days of filing my complaint and will be given a written notice of the date, time and place of the hearing, the manner in which it will be conducted and the issues to be decided. I have the right: (1) to withdraw the request for the hearing in writing prior to the scheduled date of the hearing; (2) to be represented by an attorney or other representative of my choice; (3) to amend the complaint and ask for rescheduling of the hearing for good cause prior to hearing; (4) to present witnesses and documented evidence and have access to records or documents relevant to the issue; (5) to question any witnesses or parties; (6) to have a impartial hearing officer; (7) to have a record of the proceedings; and (8) to have a written decision from the hearing officer. 
If I elect to file with MDES, I understand that MDES must be allowed to process the complaint within 60 days. A written decision shall be made within 60 days from the date the complaint was filed and shall include a synopsis of facts, a statement of reasons for the decision and a statement of remedies to be applied. All parties involved will receive copies of the decision. The Non-EO related decision made by MDES shall be considered final.  
EQUAL OPPORTUNITY IS THE LAW. This recipient is prohibited from discriminating on the grounds of race, color, religion, sex, national origin, age, disability, political affiliation or belief and for beneficiaries only, citizenship or participation in the MS SUMMER STEPS program, in admission or access to, opportunity or treatment in, or employment in the administration of or in connection with the SUMMER STEPS program or activity.  If you think that you have been subjected to discrimination under the MS SUMMER STEPS funded program or activity, you may file a complaint within 180 days from the date of the alleged violation with MDES, P.O. Box 1699, Jackson, MS 39215-1699;  Mississippi Relay Service at 1-800-855-1000. You may also file a complaint directly with the Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue N.W., Room N-4123, Washington, DC 20210.  If you are dissatisfied with MDES’ resolution, you must wait until the recipient issues a decision or until 60 days of filing the complaint. You need not wait for a decision to be issued, but may file a complaint with CRC within 30 days of the expiration of the 60-day period.  

Retention and Certification Statement

For record keeping purposes and should the need arise, copies of this document shall be maintained in the participant’s SUMMER STEPS file.
This is to certify that complaint or grievance procedures have been explained to me, and I understand my rights regarding these procedures. 

Participant’s Signature                                                                                                                                  
Date                                               
Representative’s Signature                    
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