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Introduction


Welcome to the Office of Diversity and Equity.  Enclosed please find the information needed to process a complaint alleging discrimination with the Office of Diversity and Equity.
Please read your Rights and Responsibilities, the Discrimination and Sexual Harassment Prevention Policy and the Procedures for Discrimination and Harassment Complaints. 
The complaint form is also enclosed.  You may type your complaint on the form by accessing it from the website at http://www.southernct.edu/diversityequity/forms/ or submit it in writing to the Office of Diversity and Equity with any supporting documentation.
Once your complaint has been received, a copy of the complaint will be forward to the respondent in accordance with collective bargaining agreements.

DISCRIMINATION AND SEXUAL HARRASSMENT COMPLAINT INVESTIGATIONS
RIGHTS AND RESPONSIBILITIES
I Rights
It is the goal of the University and the Office of Diversity & Equity to: Ensure that the rights of the complainant are protected. Ensure that the University takes steps to eliminate the discriminating practice, if a complaint is found to be legitimate. Ensure that the complainant is offered the opportunity to carry the complaint to the extent allowed by law in order to effectuate a resolution. 
Complaint Procedure:  The complaint procedure is outlined in the following pages and is available to any employee, student, or aggrieved person who feels that he or she has been discriminated against on the basis of race, color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation or disability including, but not limited to blindness, learning disability, physical disability, mental disorder, mental retardation, genetic background, or criminal record.  Complainant(s) are encouraged to file as soon as possible following the alleged discriminatory act.  The internal complaint must be resolved within ninety (90) calendar days of the incident.
Confidentiality: All complaint investigations and pertinent written materials will be kept confidential and no complainant will be retaliated against for exercising his or her options under this section. Filing time-frames are not to exceed ninety days from the date of the incident or the date of resolution. Training in counseling and in complaint investigations will be provided by the Director of Diversity and Equity Programs.  Additionally, confidential counseling will be available to any employee, student or aggrieved person who grieves discrimination. 
All records and complaints relative to discrimination will be confidentially maintained by the Director of Diversity and Equity Programs and reviewed periodically to check for patterns or frequency of prohibited employment practices that bar full and fair participation of protected race group members. Disclosure of such records will be only as required by law. 
Retaliation: Ensure the complainant that no retaliation will be inflicted upon him or her because he or she has opposed any unlawful employment practices or has made charges, testified, or participated in any actions under Title VII, IX or other State or Federal laws or regulations. To retaliate in any way is considered a separate violation of the law. 
External Complaint Sources: Advise of legal options to file complaints with the Connecticut Commission on Human Rights and Opportunities (CHRO), the United States Equal Employment Opportunity Commission, The United States Department of Labor/Wages and Hour Division, any other agencies/state, federal, or local/that enforce laws concerning discrimination in employment. Time-line for filing with CHRO is 180 days, and for filing with the United States Equal Opportunity Commission is 300 days, contingent upon the individual's having filed with CHRO within its 180 filing period. 
II Responsibilities
I have read the above information regarding my rights and understand that it is my responsibility to cooperate fully during the investigation, to maintain confidentiality, and to file a separate complaint if I believe that I have been discriminated against or retaliated against because of my participation in or cooperation with this investigation.
Complainant’s/Respondent’s Signature___________________ Date____________


DISCRIMINATION AND SEXUAL HARASSMENT PREVENTION POLICY
 
Section 1. Purpose
 
It is the policy of Southern Connecticut State University to prohibit discrimination based on all protected classes including but not limited to race, color, religious creed, age, sex, marital status, national origin, ancestry, physical or mental disability, and sexual orientation. Discrimination includes harassment on any basis mentioned above, and sexual harassment as defined in the Connecticut General Statutes, U. S. EEOC Guidelines of Sexual Harassment, and in Title IX of the Higher Education Amendments of 1972. Discrimination or harassment will not be tolerated at Southern Connecticut State University, whether by faculty, students or staff, or by others while on property owned by or under the control of the University.
 
The purpose of this policy is to help prevent acts of discrimination/harassment and to offer students and employees who believe they have experienced discrimination or harassment a means to promptly redress any such claim. The University's goal is to end the discrimination or harassment and promote a learning and working environment free of discrimination and harassment. 
 
Any employee, student, or applicant for employment or admission to the University, who believes that he or she has been discriminated against or harassed as defined by this policy may file a complaint by following the Procedures for Discrimination and Harassment Complaints available on the SCSU website through the Office of Diversity and Equity web address at http://www.southernct.edu/diversityequity/complaintprocedures/. 
 
Section 2. Definitions
"Sexual harassment" is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature directed at an employee or student by another when:
(a)    submission to such conduct is made either explicitly or implicitly a term or condition of employment, academic status, receipt of University services, participation in University activities and programs, or affects the measure of a student's academic performance; or,
(b)    submission to or rejection of such conduct is used as the basis for a decision affecting employment, academic status, receipt of services, participation in University activities and programs, or the measure of a student's academic performance; or,
(c)    such conduct has the purpose or effect of unreasonably interfering with employment opportunities, work or academic performance or creating an intimidating, hostile, or offensive work or educational environment. The conduct must typically be persistent and pervasive and be reasonably perceived as offensive or hostile to constitute this type of sexual harassment referred to as "hostile environment". 
 
Section 3. Examples of Sexual Harassment 
 
Incidents of sexual harassment may involve persons of different or the same gender.  They may involve persons having equal or unequal power, authority or influence.  Though romantic and sexual relationships between persons of unequal power do not necessarily constitute sexual harassment, there is an inherent conflict of interest between making sexual overtures and exercising supervisory, educational, or other institutional authority.  Decisions affecting an employee's job responsibilities, promotion, pay, benefits, or other terms or conditions of employment, or a student's grades, academic progress, evaluation, student status, recommendations, references, referrals, and opportunities for further study, employment or career advancement, must be made solely on the basis of merit.
Examples of sexual harassment include, but are not limited to, the following, when they occur within the circumstances described in the definition above:
(a)    use of gender-based verbal or written language offensive or degrading to a person of that gender, whether or not the content is sexual;
(b)    inappropriate display of gender-based pictorial images offensive or degrading to a person of that gender, including but not limited to sexual posters, photographs, cartoons, drawings, or other displays of sexually suggestive objects or pictures;
(c)    use of inappropriate gestures or body language of a sexual nature, including leering or staring at another;
(d)    unwelcome requests or demands for sexual favors or unwelcome sexual advances;
(e)     inappropriate touching of another's body, including but not limited to kissing, pinching, groping, fondling, or blocking normal movement; or 
(f)    sexual battery.  (Note:  some acts of sexual harassment may also constitute violations of criminal law, e.g., sexual battery, indecent exposure, sexual abuse, etc.  In such instances, the Southern Connecticut State University Police Department should be notified immediately and will provide assistance to the victim and initiate an investigation of the crime. 
 
Section 4. Confidentiality 

The University is committed to taking prompt corrective action when it becomes aware of a problem involving discrimination or sexual harassment.  Individuals are strongly encouraged to come forward with complaints regarding any form of discrimination or sexual harassment and to seek assistance from University officials in accordance with the time frames outlined in the complaint procedures.  The University cannot ensure confidentiality upon receipt of a complaint; however, dissemination of information relating to the case should be limited, in order that the privacy of all individuals involved is safeguarded as fully as possible to the extent permitted by law.  The University will enforce compliance with the non-retaliation provision of this policy.  The University may proceed to investigate a complaint without the consent of the individual who originally filed the complaint. 
The University Counseling Service and the Women's Center are available to provide assistance and guidance to students who have complaints about sexual harassment.  A student who comes to a member of the staff or counselor with a concern regarding alleged sexual harassment will be encouraged to file a sexual harassment complaint.  However, the counselor will to the extent permitted by law, upon the student's request, maintain the confidentiality of the information provided to the counselor. 
 
Section 5. Disciplinary and Other Sanctions 
 
 
 In the event of finding that a violation of the policy has occurred, and a mutually agreeable resolution has not been reached to the satisfaction of the parties and the University, appropriate corrective actions for staff and faculty will be governed by the disciplinary articles of the appropriate collective bargaining agreement, the personnel policies if there is no collective bargaining agreement in effect, or for the students the disciplinary articles under the Student Code of Conduct.

Section 6. Retaliation

Retaliation against any member of the University community who in good faith brings a complaint of discrimination or harassment, participates in the investigation of a complaint, or testifies or otherwise participates in a proceeding or hearing relating to an allegation of harassment or discrimination, is prohibited and shall be a separate violation of this policy and shall constitute misconduct subject to disciplinary action or other action described in Section 5 above.
 
Section 7. Dissemination of Policy 

This Policy shall be conspicuously posted throughout each school building in areas accessible to students, faculty and staff members.  This Policy shall appear in the student handbook and faculty handbook and shall be reviewed periodically for compliance with state and federal law. 

This Policy will include an appendix with names and addresses of University officials, student counseling, Women's Center, etc. that can be changed as needed.  (See Appendix D in the complaint form).
 
 


PROCEDURES FOR DISCRIMINATION AND HARASSMENT COMPLAINTS

The following procedures are designed to provide an internal process for the handling of complaints involving claims of discrimination or harassment. Such claims may arise from violation of federal or state statutes or University policy or regulations.  In addition, a complaint may be filed with state and federal civil rights enforcement agencies, generally within 180 calendar days of the date of the alleged discriminatory event. 
 
Any complainant who believes that he or she is a victim of discrimination or harassment in violation of University policies is encouraged to promptly notify the alleged perpetrator (the "respondent") verbally or in writing that his or her conduct is unwelcome. Such an action may cause the offending conduct to cease as well as help to maintain a discrimination and/or harassment free environment. Regardless of having given this notice, the complainant may initiate a complaint under the policies by bringing the matter to the attention of any one of the following: Director of Diversity and Equity, appropriate Dean, appropriate Vice President or Associate Vice President, or supervisor. 
Complainant(s) are encouraged to file as soon as possible following the alleged discriminatory act.  The internal complaint must be resolved within ninety (90) calendar days of the incident.
The Complainant should understand, however, that the state civil rights agency, CHRO, also has a 180 time limit for filing a claim of discrimination and that filing a complaint under this SCSU policy does not affect that timeline.  
Individuals filing complaints internally will be 1) informed of and provided a copy of University policies on non-discrimination and/or sexual harassment 2) asked if they wish to pursue the complaint on an informal or formal basis, and 3) advised that they have the right not to be retaliated against for bringing the complaint and that the University will not tolerate retaliation. Individuals will be further advised that they have the legal right to file a complaint with the Connecticut Commission on Human Rights and Opportunities, the United States Equal Employment Opportunity Commission, the U. S. Department of Labor, Wage and Hour division, and any other agencies, state, federal, or local, that enforce laws concerning discrimination in employment. When appropriate, the ODE may also recommend confidential counseling or other support services that provide victim assistance.
 
If the complaint is initially received by another university official, it shall be promptly forwarded to the Director of Diversity and Equity. If the complaint is verbal, the person receiving the complaint shall make a written summary and request that the complainant sign it. Any supervisor who has witnessed or becomes aware of the alleged occurrence of discrimination or harassment, or who receives a complaint of discrimination or harassment, involving a person within their purview is required to report the matter to the Director of Diversity and Equity and to take prompt corrective action as appropriate. Failure of the supervisor to report the incident or take appropriate corrective action shall be a violation of this policy and shall constitute misconduct subject to disciplinary action. 
 
The Director will review the complaint and, at this stage or at a later stage after further investigation, determine whether the acts complained of, as stated by the complainant, constitute a violation of the Discrimination and Sexual Harassment Prevention Policy ("Policy"), and if not the complainant will be so informed. The Director may still recommend that informal resolution be pursued, particularly in the situation where the Director determines that the complaint involves unprofessional or other objectionable behavior, but not discrimination or harassment on the basis of a protected class category as defined in the Policy. If the Director determines the alleged acts may constitute a violation of the policy, investigation will proceed as set forth in the Formal Process below, unless the matter is satisfactorily resolved through the Informal Process.   

Informal Process 
In some circumstances informal resolution of a complaint agreeable to both parties may be more satisfactory than proceeding directly to a formal complaint. Under this policy, there are essentially two types of informal resolution: (1) with complainant's agreement, an informal resolution by the appropriate Dean, Associate Vice President or Vice President, and/or (2) mediation between the parties arranged by the Office of Diversity and Equity. 
 
In the informal process of resolution with the department head or supervisor, appropriate Vice President or Dean or other designated university official, he/she takes some action to eliminate the causative factors precipitating the original complaint, stop the offending behavior, and resolve the complaint in a manner that is equitable and timely to all parties. In this case, however, the university official taking this action is required to promptly inform the Office of Diversity and Equity of the allegations as well as how he/she proposes to eliminate or resolve the situation resulting in the complaint.  
 
In appropriate cases, the complainant and respondent may agree to pursue mediation and the Office of Diversity and Equity will arrange for a mediator who is mutually acceptable to both parties. The mediator will consult with and advise both the complainant and the respondent about the mediation process. If the mediation results in a mutually acceptable agreement, copies of the agreement will be forwarded to the Director of Diversity and Equity for review and monitoring. If the mediation does not result in an agreement, the case will be returned to the Office of Diversity and Equity to proceed through the formal process. 
 
Complainant(s) are encouraged to file as soon as possible following the alleged discriminatory act.  The internal complaint must be resolved within ninety (90) calendar days of the incident.  Extensions may be granted by the Executive Assistant to the President with the consent of the complainant. 

Formal Process 

If the informal process is unsuccessful or if the Complainant wishes to proceed directly to the formal process, the complainant must file a written complaint within 180 days following the act or omission giving rise to the complaint or the date on which the complainant knew or should have known of such act or omission. The written complaint should follow the format in Appendix A. 
 
The Office of Diversity and Equity will notify the respondent in writing that a complaint has been filed and provide him/her with a copy of the complaint with any attachments, the discrimination and or sexual harassment policy. Respondents shall be informed of the allegations and be given an opportunity to respond orally or in writing. 
 
Within fifteen (15) calendar days of filing of the formal complaint, the Director of Diversity and Equity may afford the parties an opportunity to mediate a resolution to the complaint. The university will designate an individual who has been trained to mediate such complaints. 
 
If the complainant or the respondent decides not to participate in mediation or if the mediation is not successful, the Director will further investigate the complaint. The investigation may include, but not be limited to, interviewing witnesses deemed appropriate and obtaining written statements, propounding written questions, reviewing any documents or files deemed relevant, and interviewing the parties to the complaint. 
 
The Office of Diversity and Equity shall issue a written report of findings, including recommended action(s), to the President within ninety (90) days of receipt of the formal complaint. The complainant and respondent shall be notified in writing of the findings by the Office of Diversity and Equity. If the Office of Diversity and Equity finds a reasonable cause to believe that a violation of this policy has occurred, the complaint will be referred to the appropriate member of management for a decision on what, if any, further action is warranted, including whether to pursue formal disciplinary action up to and including termination. The process for disciplinary action will be governed by the applicable sections of the collective bargaining agreement, the personnel policies if no collective bargaining agreement is in effect, or for students, the disciplinary articles of the Student Code of Conduct.   
 
This procedure for formal investigation of complaints regarding violations of the policies governing discrimination and harassment shall be conducted in accordance with applicable collective bargaining agreements of the University.

Procedure for Review of Findings (applicable to AAUP members only)
 
Within ten (10) calendar days of receiving the notice of the findings from the Director of the Office of Diversity and Equity, a faculty member who brought the complaint may request a review, by the Discrimination and Harassment Complaint Review Committee, of an ODE finding that the discrimination or sexual harassment policy has not been violated. If the Office of Diversity and Equity finds that the policy has been violated, and the respondent is also an AAUP member, that faculty member may also request review by the Committee. The request for review must be submitted in writing to the Director of the Office of Diversity and Equity and include a statement describing in detail the grounds for the review request. The grounds for review will be limited to a) violations of complaint procedures; and b) additional evidence, which was not available during the investigation. The findings of the Office of Diversity and Equity will be binding on all parties unless the complainant or the respondent files a request for review within ten (10) calendar days of receipt of the findings.  
 
Upon receiving the written request, the Director of Diversity and Equity shall forward copies of the request to the Associate Vice President for Human Resources and Labor Relations or designee, and the SCSU-AAUP President or designee. If a request for review is filed, the complainant and respondent shall have access to all relevant documents to the extent permitted by law. Access shall include, but not be limited to, all documents presented to or considered by the Committee. 
 
Within thirty (30) days of filing the request for review, the Panel shall be convened for the purpose of reviewing the findings and recommendations of the Office of Diversity and Equity. The Committee shall consist of three members selected from a volunteer panel of reviewers who will serve two-year terms. The panel will include SCSU full-time faculty members, members of the administration, and individuals from other campus constituencies. When a Committee must be convened, one faculty member, one member of administration, and one member from one of the other campus constituencies will be selected. Every effort will be made to rotate the selection of Committee members.   The panel of reviewers will be given an orientation on the nature of the review process, and prohibited forms of discrimination, including harassment. 
 
The Committee's responsibility will be to review the complaint and the ODE findings and recommendations and submit a report to the President. The proceedings of the review panel are informal. The Committee should not consider cumulative, repetitious, or irrelevant evidence. In discharging their duties, the Committee may interview the principals in the specific complaints, review complaint records, and have access to additional relevant records, which may not already be included with the Office of Diversity and Equity file. 
 
Within thirty (30) days of convening, the Committee shall forward their findings and recommendations to the President in writing. 
 
Upon receipt of the Committee's report, the President will make the final decision as to the disposition of the complaint. The President will give written notice of his or her decision to the Complainant, the Respondent, the Committee, and the ODE within thirty (30) calendar days of the receipt of the Committee's report. If the President's decision upholds a recommendation that action(s) are required to remedy a violation, the President will refer the matter to the appropriate university administrator who will decide what further action is warranted, including any disciplinary action. 
 
Filing a False Complaint 
Any member of the University community who knowingly files a false complaint of discrimination or harassment, or who knowingly provides false information to or intentionally misleads any University official who is investigating a complaint, is subject to disciplinary action. 


DISCRIMINATION COMPLAINT FORM

COMPLAINANT’S NAME:__________________________________________

CAMPUS ADDRESS:______________________________________________

TELEPHONE NUMBER WHERE COMPLAINANT CAN BE REACHED: ___________________

BASIS OF DISCRIMINATION: (e.g. race, color, sex, etc.)________________
________________________________________________________________________________________________________________________________
RESPONDENT (S): ________________________________________________________________
STATEMENT OF COMPLAINT: ________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SIGNATURE OF COMPLAINT: ______________________________________
DATE: _____________

(ATTACH SUPPORTING DOCUMENTATION)
Appendix A
Revised 3/7/07


SOUTHERN CONNECTICUT STATE UNIVERSITY
OFFICE OF DIVERSITY & EQUITY DECISION


Notice to complainant and respondent to include:

In the matter of:____________________________________________________

Date of decision:________________________________________________________

Basis of the complaint:____________________________________________________

Findings of fact:____________________________________________________
Decision:____________________
Recommendation (if applicable):____________________________________
Contact information of the investigator:____________________________

Freedom of Information contact:_________________________________
Signature of the executive director for the Office of Diversity & Equity:_________
Date of notification:_______________________________________
Appendix B
Revised 3/7/07
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
SOUTHERN CONNECTICUT STATE UNIVERSITY
APPEAL FORM
OFFICE OF DIVERSITY & EQUITY 
INVESTIGATOR’S DECISION


Name of person filing appeal:________________________________________

Home address:____________________________________________________

Campus Address:__________________________________________________

Telephone number where complaint can be reached:______________________

Procedures violated during processing of complaint and/or errors claimed to have been made in Diversity & Equity Investigator’s decision:____________________
____________________________________________________________________________________________________________________________________________
Signature:______________________________
Date:___________________
 (Attach supporting documentation)

Appendix C
Revised 03/07/07
APPENDIX D
NAMES AND ADDRESSES OF UNIVERSITY OFFICIALS
Office of Diversity & Equity
Marcia Smith Glasper
Director
 (203) 392-5899 voice
Smithglaspm1@southernct.edu

Human Resources
Jaye Bailey
Director
Wintergreen Building
(203) 392-5152 voice
baileyj10@southernct.edu

University Student Counseling Services 
(203) 392-25475 voice
(203) 392-25478 fax
Engleman Hall B 219

University Women’s Center
Cathy Christy
203-392-6946 voice
203 392-5867 fax
Christyc1@southernct.edu

Office of the Dean of Student Affairs
Dr. Peter Troiano
Assistant VP and Dean of Student Affairs
Engleman Hall A106
troianop2@southernct.edu

University Campus Police
Chief Joseph Dooley
10 Wintergreen Avenue, Granoff Hall
(203) 392-5375 
Dooleyj1@southernct.edu


 NOTIFICATION OF COMPLAINT INVESTIGATION

The Office of Diversity Programs received a complaint alleging discrimination/harassment.  You are named as a respondent to this complaint.  This office is responsible for conducting an investigation of any complaints alleging discrimination to determine whether there has been a violation of the University’s policy.
In accordance with Public Act 03-151 codified in the CGS 46a-68(b) sections (4) (A-C): 
(4) Each person designated by a state agency, department, board or commission as an affirmative action officer shall 
(A) be responsible for mitigating any discriminatory conduct within the agency, department, board or commission, 
(B) investigate all complaints of discrimination made against the state agency, department, board or commission, 
(C) report all findings and recommendations upon the conclusion of an investigation to the commissioner or director of the state agency, department, board or commission for proper action.

If you are a member of a bargaining unit, you have the right to have a union representative present during this interview.  A copy of the complaint is attached and your Rights and Responsibilities are attached.  The university’s anti-discrimination policy and complaint procedures are available at: http://www.southernct.edu/diversityequity/policyonnon-discriminationandsexualharassmentprevention/
http://www.southernct.edu/diversityequity/sexualharassmentpreventionpolicy/
If there are questions or concerns, you may reach me at (203) 392-5899 or smithglaspm1@southernct.edu.  Thank you for your cooperation in this matter.
Sincerely,
Marcia Smith Glasper
Executive Assistant to the President/
Office of Diversity and Equity Programs


Rev. 2010
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