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As a recipient of Federal funding from the Federal Highway Administration( FHWA) and
in accordance with 23 CFR Section 200.9, the City of Schenectady is required to have in
place a Title VI complaint procedure and maintain a complaints log.
The Title VI/Discrimination is procedure covers all complaints filed under Title VI of the
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Examples of Title VI discrimination

may include:

Denying a person any service, financial aid, or other benefit provided
under the program based on race, color, national origin, sex, age,

disability, low income or Limited English Proficiency status.
Providing a service or benefit to an individual which is inferior ( either
in quantity or quality) to that provided to others in the program.
Providing someone with a service or benefit in a manner different from
others under the program.

Restricting someone from receiving any opportunity enjoyed by others
under the program.

Establishing and implementing different standards or conditions as
prerequisites for accepting an individual into a program.
Failing to inform eligible communities to be served or benefited by the
program about the existence of the program.

II.

PROCEDURE DEFINITIONS AND ROLES OF PARTICIPANTS
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Any person who believes they have been subjected to discrimination prohibited by Title
VI of the Civil Rights Act of 1964, as amended, may file a complaint with City of
Schenectady. A complaint may also be filed by a representative on behalf of such a
person. All complaints will be referred to the Corporation Counsel for review and action.

This procedure applies to complaints filed against any program or activity funded by
either

the FHWA, the Federal

Transit Administration ( FTA), the Federal Aviation

Administration( FAA), and the Federal Railroad Administration( FRA).

The City of Schenectady cannot investigate itself and will not investigate complaints in
which it is a respondent. City of Schenectady will refer such complaints to the NYSDOT
or the appropriate USDOT entity (FHWA, FTA, FAA or FRA) that has jurisdiction over
the program or activity.
The

City

of

Schenectady

is

responsible

for the

complaints

process,

to include the

investigation of Title VI complaints and maintenance of the complaints log.
III.

STEPS IN PROCEDURE
FILING A COMPLAINT

A. Timeline for Filing a Complaint.
In order to have the complaint considered under this procedure, the complainant
must file the complaint no later than 180 days after:
The date of the alleged act of discrimination; or

Where there has been a continuing course of conduct, the date on which that
conduct was discontinued.

The Corporation Counsel or their designee may extend the time for filing or waive the
time limit, specifying in writing the reason for granting an extension.

City of Schenectady' s External Complaint Form is made available to the public at the
following link; www.cityofschenectady.com

B. Format of Complaint.

Complaints be in writing and be signed by the complainant and/ or the complainant's
representative. Complaints describe as fully as possible the facts and circumstances
surrounding the claimed discrimination and provide supporting documentation. In the
event a person makes a verbal complaint of discrimination to an officer or employee of

the City of Schenectady, the person will be interviewed by the Title VI Coordinator ( or
designee).

If necessary, the Title VI Coordinator ( or designee) will assist the person in
reducing the complaint to writing and submit the written version of the complaint to the
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person for signature. The complaint will then go forward and be reviewed in the usual
manner.

C. City of Schenectady Officials Authorized to Receive Title VI/Discrimination
Complaints.

Title VI/Discrimination Complaints may be received by the Law Department or
Personnel and Benefits Administrator.
Any other officer or employee receiving a
complaint

will

immediately

forward

it

to

the

nearest

authorized official.

All complaints received by the City of Schenectady officials will be date-stamped,
marked " Attention: Title VI Coordinator"
and immediately forwarded to the Title VI
Coordinator. The City of Schenectady will have 60 days from the date the complaint is
date stamped to complete its investigation and forward the complaint and findings to the

NYSDOT or the appropriate federal funding agency.
PROCESSING A COMPLAINT

A. Acknowledgement.

Within five( 5) days of the complaint being date- stamped, the City of Schenectady will
acknowledge, in writing, to the complainant the receipt of their complaint. At the same
time, the City of Schenectady will notify, in writing, the party charged( and the primary
recipient of the complaint, if the primary recipient is not the party charged) that a
complaint has been filed.

B. Record Keeping and Report Requirements.
The Title VI Coordinator will maintain a Title VI/Discrimination Complaints Log of
complaints filed with the City of Schenectady.
The complaints log will identify the

complainant by race, color, gender or national origin. The complaints log will include:
the nature of the complaint;

the date the complaint was filed;
the date the investigation was completed;

the date of disposition; and other pertinent information.

C. Determination of Jurisdiction and Merit.

Based on the information contained in the complaint and any additional information

requested, will determine whether the City of Schenectady has jurisdiction to process the
complaint and whether the complaint has sufficient merit to warrant an investigation.

D. Reviewing Complaints

The complaint will be reviewed by the Title VI Coordinator within 10 calendar days of
receipt to determine whether the complaint contains all the necessary information required
for the complaint to be processed. If the complaint is complete and no additional information

is needed, the complainant will be sent a letter of acceptance along with a Complainant
Consent/Release form and a Notice About Investigatory Uses of Personal Information form.
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If the complaint is incomplete, the complainant will be contacted in writing or by telephone
to obtain the additional information. The complainant will be given 15 calendars days to
respond to the request for additional information.

E. Priority Complaints.
Incoming complaints will be reviewed to determine whether the discrimination alleged

would be detrimental if not dealt with promptly; example: complaint of a minority
contractor when the contract is to be awarded in a short time. If such a determination is

made, the complaint will be given priority status. The processing, investigation, and
determination of such complaints will be fast tracked to reduce the normal completion
date of the process.

INVESTIGATING A COMPLAINT
A.

Developing an Investigative Plan ( IP).

If the complaint is to be investigated, an Investigative Plan( IP) will be prepared by
the City of Schenectady staff person assigned to be the investigator.

An IP should focus only on the issues and facts relevant to the allegations in the
complaint, unless evidence indicates the need to broaden the review.

The investigator will prepare a draft IP for review by the Title VI Coordinator or
designee. The draft IP will include a narrative description of the alleged incident,
identification of persons to be interviewed, findings and recommendations for
disposition.

B. Investigation Preparation.

Before beginning the field investigation, the investigator will become familiar with all
factual and legal aspects of the complaint, send a letter of introduction to the complainant
and respondent and establish the dates and times for on- site visits, if needed, and
interviews.

C. Conducting the Investigation
As part of the investigation, the investigator will gather and analyze all relevant

documentation and conduct interviews with the complainant, respondent, witnesses

and any third parties having information relevant to the complaint. During this interview
or at an appropriate later time, the complainant will have an opportunity to refute
information or allegations provided by the respondent. To ensure the City of Schenectady
can meet the overall 60 day timeframe, the investigator will work to complete the
investigation within 40 days from the receipt of the complaint.

E. Investigation Report.

Within five( 5) days after the conclusion of the investigation, the investigator will prepare
an investigation report that includes all relevant information, findings, and

recommendations for submission to the City of Schenectady' s Law Department. The
report will include a summary of the complaint, a description of the investigation;
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findings and recommendations. The report will include as attachments all
correspondence, reports, data, written statements, and other information collected and/ or

received during the course of the investigative process. The report will be submitted to
the City of Schenectady' s Corporation Counsel for review and approval.
DISPOSITION OF A COMPLAINT

A. Approval and Notice of Finding.
The Corporation Counsel will approve or disapprove the findings and recommendations

of the investigation report within ten( 10) days of receiving the report. The disposition of
the complaint will be provided to the complainant, respondent, and primary recipient( if

not the respondent) by registered letter within five (5) days of the City of Schenectady' s
Corporation Counsel decision. A summary of the rationale supporting the disposition
made and any recommendations to any party will be
included in this Notice of Finding. The notification will advise the complainant of their

appeal rights with the U.S. Department of Transportation, or the FHWA, if they are
dissatisfied with the final decision rendered by the City of Schenectady' s Corporation
Counsel.

B.

Forward to appropriate Funding Agency
The City of Schenectady final report of the investigation with the preliminary findings
and a copy of the complaint will be forwarded to either FHWA (both, Washington
Division Office

and

Headquarters Civil Rights [ HCR] ), FTA, FAA or FRA, within 60

calendar days of the acceptance of the complaint, per 23 CFR 200.9( b)( 3).

C. Dismissal of a Complaint
A complaint will be dismissed when:
1. The complainant requests the withdrawal of the complaint;

2. The complainant fails to respond to repeated( 3) requests for additional information
needed to process the complaint, or otherwise fails or refuses to cooperate in the
investigation;

3. After reasonable attempts to contact the complainant, the complainant
cannot be located.

IV.

FORMS IN PROCEDURE'
A. Title VI/Discrimination Complaint Form
A complaint is a written or electronic statement of an allegation of discrimination and

contains a request for the receiving office to take action. Complaints should be in writing
and signed and

may be filed

by mail,

fax, in

person, or e- mail. ( APPENDIX

A)

B. Discrimination Complaint Log.
Forms are currently in the process of being translated into languages other than English.
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OCR' s Title VI Coordinator will maintain a log of Title VI complaints filed with
NYSDOT and with its sub- recipients. Each log will identify each complainant by race,
color, or national origin; the sub- recipient; the nature of the complaint; the dates the

complaint was filed and investigation completed; the disposition; the date of disposition;

and other pertinent information. Each sub-recipient processing Title VI complaints will
be required to maintain a similar log.

Title VI/ Discrimination Complaint Procedures

Page 6

APPENDICES
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APPENDIX A:

Title VI/Discrimination Complaint Form

Title VUDISCRIMINATION COMPLAINT FORM

Name

Telephone:

State

City

Address

Cell

Work

Home

Zip_

Basis of Complaint
Race
Color

Sex
National Origin

Age

Disability
Low Income
LEP

Type of Complaint
Program

Service

Benefit

Activity

Who allegedly discriminated against you?
Name
Address

State

City

Zip Code
Telephone

If an organization, what is its name?
Name of Organization
Address

City

State

Zip
Telephone

Name of Contact

How were you discriminated against?
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Where and when did the alleged discrimination occur?

Were there any other witnesses to the discrimination?

Home Telephone

Work

Title

Name

Telephone

What can the City of Schenectady do to resolve the complaint?

Have you filed your complaint with anyone else?
Who
When

Complaint number, if known

Do you have an Attorney in this matter?
Name
State

City

Address

Zip
When did you acquire
Date

Signed

Mail to:

Carl Falotico

Corporation Counsel

City of Schenectady
Schenectady, NY 12305
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APPENDIX B:

Investigative Title VUDiscrimination Complaint Log

Investigative Title VI/Discrimination Complaint Log
1.

Name of Complainant

2.

Basis of Complaint

Race

Color
Sex

National Origin

Age

Disability
Low Income
LEP

3. Name of sub- recipient of NYSDOT funds ( Respondent)
4. Nature of complaint

5. Date Investigation began
6. Date Investigation concluded

7. Disposition of Complaint (findings)
8. Date of Disposition
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