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EQUAL OPPORTUNITY NOTIFICATION AND COMPLAINT PROCEDURE

EQUAL OPPORTUNITY IS THE LAW

It is against the law for WorkSource Atlanta (“WSA”), a recipient of Federal financial assistance, to discriminate on the
following bases: Against any individual in the United States, on the basis of race, color, religion, sex (including pregnancy,
childbirth, and related medical conditions, sex stereotyping, transgender status, and gender identity), national origin
(including limited English proficiency), age, disability, or political affiliation or belief, or, against any beneficiary of,
applicant to, or participant in programs financially assisted under Title | of the Workforce Innovation and Opportunity Act,
on the basis of the individual's citizenship status or participation in any WIOA Title I-financially assisted program or
activity.

WorkSource Atlanta must not discriminate in any of the following areas: deciding who will be admitted, or have access,
to any WIOA Title I-financially assisted program or activity; providing opportunities in, or treating any person with regard
to, such a program or activity; or making employment decisions in the administration of, or in connection with, such a
program or activity.

WorkSource Atlanta takes all reasonable steps to ensure communications with individuals with disabilities are as effective
as communications with others. This means that, upon request and at no cost to the individual, recipients are required
to provide appropriate auxiliary aids and services to qualified individuals with disabilities.

What To Do If You Believe You Have Experienced Discrimination
If you think that you have been subjected to discrimination under a I0A Title I-financially assisted program or activity,
you may file a complaint within 180 days from the date of the alleged violation with either:

Ruth Alvarez-Moon, EEO Officer Director, Civil Rights Center
WorkSource Atlanta Office of External Enforcement
818 Pollard Boulevard, SW, Suite 209 U. S. Department of Labor
Atlanta, GA 30315 200 Constitution Avenue, NW, Room N-4123
Phone: (404) 546-3000 Washington, DC 20210
Email: ramoon@atlantaga.gov Phone: (202) 693-6500

Fax: (202) 693-6505 (limit 15 pages)
TCSG OWD Compliance Director Email: CRCExternalComplaints@dol.gov
1800 Century Place, NE, Suite 150
Atlanta, GA 30345-4304 Or as directed on the CRC website at:
Phone: (404) 679-1371 www.dol.gov/crc
Email: wioacompliance@tcsg.org

e If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of
Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see
address above).

e [f the recipient does not give you a written Notice of Final Action within 90 days of the day onwhich you filed
your complaint, you may file a complaint with CRC before receiving that Notice. However, you must file your
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CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the day on which
you filed your complaint with the recipient).
e If the recipient does give you a written Notice of Final Action on your complaint, but you are
dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file your
CRC complaint within 30 days of the date on which you received the Notice of Final Action.

Who Can File A Complaint
e Aperson, or any specific class of individuals, that has been or is being discriminated against based on race, color,
religion, sex (including pregnancy, childbirth, and related medical conditions, transgender
status, and gender identity), national origin (including limited English proficiency), age, disability, political
affiliation or belief, citizenship status, or participation in any WIOA Title |-financially assisted
program or activity as prohibited by WIOA or this part.

e Either the person, or any specific class of individuals, that has been discharged, intimidated, retaliated against,
threatened, coerced, or discriminated against because the individual has filed a complaint alleging a violation of
the nondiscrimination and equal opportunity provisions of WIOA or furnished information to, or assisted or
participated in any manner in, an investigation, review, hearing, or any other activity related to any of the
following:

What Must Be Included In Your Complaint
Each complaint must be filed in writing, either electronically or in hard copy, and must contain the following

information:

e The complainant's name, mailing address, and, if available, email address (or another means of
contacting the complainant).

e The identity of the respondent (the individual or entity that the complainant alleges is responsible for the
discrimination).

e A detailed description of the complainant's allegations.

e The written or electronic signature of the complainant or the written or electronic signature of the
complainant's representative.

Your Right to Representation
Both the complainant and the respondent have the right to be represented by an attorney or other individual of their

choice.

Timeline for Processing Your Complaint

e All discrimination-based complaints must be filed within one hundred and eighty (180) days of the alleged
discrimination.

e A response from WSA shall be issued within ninety (90) days of the complaint’s filing.

e The resolution shall be the written Notice of Final Action.

e Options for Complaint resolution shall include alternative dispute resolution (ADR).

e If the complainant is dissatisfied with the resolution of his/her complaint by WSA or the Technical College
System of Georgia, Office of Workforce Development (“OWD”), the complainant may file a new complaint with
CRC within thirty (30) days of the date on which the complainant receives the Notice of Final Action.
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e If WSA or OWD fails to issue the Notice of Final Action within ninety (90) days of the date on which the
complaint was filed, a new complaint may be filed with CRC within thirty (30) days of the expiration of the ninety

(90) day period (in other words, within one hundred and twenty (120) days of the date on which the original
Complaint was filed).

Required Elements of WorkSource Atlanta’s Response to Your Complaint
WorkSource Atlanta will issue a written Notice of Final Action on complaints within 90 days of the date on which the
complaint is filed that must include the following elements:
e |nitial, written notice to the complainant that contains the following information:
An acknowledgment that WSA has received the complaint; and
Notice that the complainant has the right to be represented in the complaint process; and
Notice of rights contained in the EO Notice; and
Notice that the complainant has the right to request and receive, at no cost, auxiliary aids and services,
language assistance services, and that this notice will be translated into the non-English languages as
required in §§38.4(h) and (i), 38.34, and 38.36.
e A written statement of the issue(s) provided to the complainant includes the following information:
> Alist of the issues raised in the complaint; and
> For each such issue, a statement whether WSA will accept the issue for investigation or reject the issue,
and the reasons for each rejection.
e A period for fact-finding or investigation of the circumstances underlying the complaint.
e A period during which WSA attempts to resolve the complaint. The methods available to resolve the complaint
must include alternative dispute resolution (ADR).
» The complainant may attempt ADR at any time after the complainant has filed a written complaint with
the recipient, but before a Notice of Final Action has been issued.
» The choice whether to use ADR or the customary process rests with the complainant.
> A party to any agreement reached under ADR may notify OWD or CRC in the event the agreement is
breached. In such circumstances, the following rules will apply:
=  The non-breaching party may notify OWD or CRC within 30 days of the date on which the non-
breaching party learns of the alleged breach: and
=  QOWD or CRC must evaluate the circumstances to determine whether the agreement has been
breached. If OWD or CRC determines that the agreement has been breached, the complaint will
be reinstated and processed in accordance with WSA's procedures.
= |f the parties do not reach an agreement under ADR, the complainant may file a complaint with
OWD, or CRC as described in §§38.69 through 38.71.
e A written Notice of Final Action, provided to the complainant within 90 days of the date on which the complaint
was filed, that contains, for each issue raised in the complaint, a statement of either:
» The recipient's decision on the issue and an explanation of the reasons underlying the decision; or
» A description of the way the parties resolved the issue; and,
> Notice that the complainant has a right to file a complaint with CRC within 30 days of the date on which
the Notice of Final Action is received if the complainant is dissatisfied with the recipient's final action on
the complaint.

YVVYVY
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COMPLAINTS OF FRAUD
In cases of suspected fraud, abuse, or other alleged criminal activity, you should direct your concerns to the
Office of Inspector General, U.S. Department of Labor, at 1-866-435-7644 or inspector.general@oig.ga.gov.

COMPLAINTS AGAINST PUBLIC SCHOOLS
If the complaint is not resolved informally and it involves public schools of the State of Georgia, the grievance
procedure will comply with WIOA and OCGA 20-2-1160.

I certify that | have received a copy of WorkSource Atlanta’s Equal Opportunity Notice and Complaint
Procedure. | have read and understand the above information and acknowledge so with my signature.

Print Name
Customer’s Signature Date
Parent’s Signature (as applicable) Date

Updated April 1, 2022 — WSA
Updated August 7, 2019 — TSCG
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