[image: A blue and white circular emblem with a ship and sun rays

Description automatically generated]
CIVIL RIGHTS COMPLAINT PROCESS

The Office of Diversity, Equity and Inclusion receives complaints from the community regarding acts of discrimination that are based on a person(s) protective class status.
The City of Medford observes protected class as defined by the Title VII Civil Rights laws of 1964. The Office of Diversity, Equity and Inclusion makes every effort to reach a supportive resolution for both complainant and respondent, however, there may be times when it is necessary for complaints to be forwarded to other local, state and or federal agencies. Examples of such agencies include but are not limited to:
· Massachusetts Office on Disability (MOD)
· Massachusetts Department of Elementary and Secondary Education (DESE)
· Massachusetts Commission Against Discrimination (MCAD)
· Massachusetts Attorney General’s Office (AGO)
· United States Equal Employment Opportunity Commission (EEOC)
· Better Business Bureau
In some situations, non-identifiable information may be shared with the City of Medford’s Commission on Person’s with Disabilities and/or the City of Medford’s Human Rights Commission.
The City of Medford/Office of Diversity, Equity and Inclusion reserves the right to modify this process at any time.

COMPLAINT PROCESS:
STEP 1
The Office of Diversity, Equity and Inclusion receives complaints in the following ways.
· EMAIL. Please email completed forms to fnwajei@medford-ma.gov

· MAIL. Please mail hard copies of the completed form to:
Office of Diversity, Equity and Inclusion
c/o Frances N. Nwajei
85 George P. Hassett Drive
Room 101
Medford, MA 02155

· IN PERSON Drop Off. Completed forms may be dropped off in person to:
Office of Diversity, Equity and Inclusion
c/o Frances N. Nwajei
85 George P. Hassett Drive
Room 101
Medford, MA 02155
*In Person drop off does not provide an option for immediate review. 

Individuals who need a reasonable accommodation to complete the process should contact the City of Medford’s ADA Coordinator, Frances N. Nwajei@medford-ma.gov or (781) 393-2439.

Anonymous Complaints: The City of Medford makes every effort to maintain the confidentiality of the complainant, however, anonymous complaints are not accepted as they do not typically create an avenue for resolution.

STEP 2
Upon receipt of a complaint, the Office of Diversity, Equity and Inclusion will reach out to the complainant within five business days and at that time, a review of the complaint will begin.
The Office of Diversity, Equity and Inclusion takes a supportive role in mediating a resolution between complainant and respondent. Once a situation has been successfully mediated, the case is closed and the complainant receives communication indicating case closure.
Information may be shared with the City of Medford’s Commission for Persons with Disabilities and/or Human Rights Commission by way of case description and resolution progress.
If a resolution cannot be reached and/or requires elevation to a State and/or Federal agency, the appropriate agency will be shared with the complainant along with contact information.
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