Operating Procedure No. 1000P Non-Discrimination
Foundations

NON-DISCRIMINATION PROCEDURE

Puget Sound Educational Service District (PSESD) is committed to becoming an Antiracist Multicultural Organization. PSESD recognizes and values the racial and cultural diversity of its staff and believes this diversity strengthens the agency, stimulates creativity, promotes the exchange of ideas, and enriches staff engagement. We take personal responsibility to do our best work to support the quality, equity and effectiveness of educational programs through partnerships with K-12 education, early learning, higher education, and public and private organizations - motivated by a deep desire to ensure that every child has the opportunity to reach their fullest potential. PSESD is committed to creating and maintaining a community that is free from all forms of discrimination, including harassment, differential treatment, failure to accommodate, and retaliation for participation in civil rights protected activity. 
PSESD has policies that prohibit all forms of discrimination, harassment, and retaliation and is committed to providing equal access to educational and employment opportunities for all individuals. 
Operating Procedure No. 1000P Non-Discrimination provides a means of filing a formal concern/complaint alleging discrimination, in which the individual(s) feel like they have been excluded from PSESD’s benefits, services or programs on the basis of race, color, or national origin as provided in Title VI, Section 601 of the 1964 Civil Rights Act.
The procedure also describes the process that will be used to investigate and promptly resolve concerns/complaints.

The Civil Rights Coordinator is the initial point of contact for all concerns/complaints. They are responsible for overseeing and guiding the complainant through the concern/complaint process. The Civil Rights Coordinator manages files and records of concerns/complaints and is responsible for coordinating with all parties involved to ensure the concern/complaint is processed efficiently and correctly. 

Maxine Broussard Upchurch
Executive Director, Human Resources
800 Oakesdale Ave SW, Renton, WA 98056
Phone (425) 917-7625 or FAX (425) 917-7683
Email mbroussard-upchurch@psesd.org 





WHO CAN FILE A DISCRIMINATION CONCERN/COMPLAINT
Anyone who believes that they or a class of persons have been discriminated against may file a concern/complaint with PSESD. The person or organization filing the concern/complaint need not be a victim of the alleged discrimination but may complain on behalf of another person or group. A complainant filing on behalf of or pertaining to another person(s) is responsible for securing any necessary written consent from that individual.  Concerns/complaints shall be in writing and signed by the individual filing the concern/complaint or the representative of the individual with a concern/complaint and shall include contact information for the individual with a concern/complaint or their representative.

FILING OF 
A person (or the authorized representative of a person) who believes that they have been discriminated against may file a concern/complaint with PSESD.
The concern/complaint should:
1. be in writing;
2. be filed within 60 days of an alleged violation (except as otherwise indicated in the following paragraph);
3. describe with specificity the action(s) by PSESD or an employee of PSESD that allegedly result in discrimination in violation of 40 C.F.R. Parts 7;
4. describe with as much detail as possible the discrimination that allegedly has occurred or will occur as the result of such action(s); and
5. identify the parties impacted or potentially impacted by the alleged discrimination.
PSESD may request additional information from the individual filing the concern/complaint if this information is needed to meet the concern/complaint requirements described above. PSESD may waive requirement two (2) in its discretion, in order to address allegations of potential discrimination caused by pending actions at the earliest appropriate and feasible juncture; or, for good cause, to address concerns/complaints filed more than 60 days after an alleged violation. 
In the event of needing language services, appropriate assistance will be provided to individuals. More information can be found at PSESD’s Operating Policy No. 4218 Language Access
Person(s) who believe they or a class of persons have been discriminated against and need more information, help with submitting a concern/complaint, or an accommodation if you require an alternate means of submission may call or email the Civil Rights/Nondiscrimination Coordinator, (contact information listed above).
Concerns/complaints may be submitted by email or mail to the information to the Civil Rights Coordinator or utilizing the fillable PSESD Non-Discrimination Concern/Complaint Form available at https://www.psesd.org/about-psesd/psesd-policies. 

Within 10 days of receiving a written concern/complaint, PSESD will provide the individual that filed the concern/complaint with written notice of receipt. At this time, PSESD may request any additional information needed to meet the concern/complaint requirements above. Within 10 days of receiving any additional information, PSESD will create a case file containing all information in relation to the concern/complaint and will provide the complainant with written notice that the concern/complaint is complete.

DETERMINATION OF JURISDICTION AND INVESTIGATIVE MERIT
PSESD, based on information in the concern/complaint and other information available, will determine if it has jurisdiction to pursue the matter and whether the concern/complaint has sufficient merit to warrant an investigation. A concern/complaint shall be regarded as meriting investigation unless: 
a. It clearly appears on its face to be frivolous or trivial;
b. Within the time allotted for making the determination of jurisdiction and investigative merit, PSESD voluntarily concedes noncompliance and agrees to take appropriate remedial action or reaches an informal resolution with the concern/complaint;
c. Within the time allotted for making the determination of jurisdiction and investigative merit, the individual filing the concern/complaint withdraws the concern/complaint; or 
d. It is not timely, and good cause does not exist for waiving the timing requirement.

If the Civil Rights Coordinator determines the concern/complaint submittal warrants further investigation, the Coordinator shall review the alleged facts to determine the course of the investigation. The investigation may include interviews of PSESD employees, other relevant witnesses, or others named in the concern/complaint. Relevant PSESD employees shall make themselves available as necessary. 

DISPOSITION OF CONCERNS/COMPLAINTS
Within 120 days of accepting a written concern/complaint, PSESD will respond in writing to the complainant with resolution including whether discrimination is found and a description of the investigation process. During the investigation, PSESD will consider information that is credible and convincing.

RETALIATION PROHIBITED
PSESD is committed to fostering an environment where individuals can invoke these concerns/complaints procedures without fear of retaliation or reprisal. PSESD explicitly prohibits retaliation against any individual for any purpose, including for the purpose of interfering with any right or privilege guaranteed under any state or federal statutes or regulations because that individual has filed a concern/complaint or has testified, assisted, or participated in any way in an investigation, proceeding, or hearing of any kind or has opposed any practice made unlawful under any state or federal statutes or regulations. Prohibited retaliatory acts include intimidation, threats, coercion, or discrimination against any such individual or group. Any concern regarding retaliation should be reported to the Civil Rights/Nondiscrimination Coordinator and will be handled promptly and fairly pursuant to PSESD’s Non-Discrimination Procedure.

REVIEW OF CONCERN/COMPLAINT PROCEDURE
PSESD intends to periodically review this concern/complaint procedure on an annual basis to ensure prompt and fair resolution of discrimination concern/complaint. In evaluating the effectiveness of the procedure and the need for additional measures. PSESD will assess the feedback from agency staff and the public.  
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