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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

NON-DISCRIMINATION

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Allen County Community College is committed to a policy of non-discrimination on the basis of race, sex, religion, color, national origin, age, political affiliation, past participation in the discrimination complaint act or disability in admissions, educational programs, activities and employment.

1.02
The final responsibility for ensuring equal opportunity rests with the Board of Trustees and the President of the college.

1.03
The responsibility for implementation of the policy is assigned to the Affirmative Action Officer.  It is the responsibility of the Affirmative Action Officer to provide leadership that is necessary for attainment of the goals and objectives of the affirmative action program.

2.00
SPECIFIC STATEMENTS

2.01
To ensure compliance with the policy for non-discrimination, periodic review and modification of policies and procedures shall be conducted.

2.02
Forms and time lines designed to provide the information in a standardized form shall be developed.

2.03
Violation of this policy of non-discrimination may result in disciplinary action up to and including termination of employment.

II.
PROCEDURES

3.00
APPLICATIONS

3.01
During the spring semester each year, the Affirmative Action Officer shall be responsible for coordinating a review of all admission, counseling, testing, recruiting, and employment materials, policies, procedures, and forms to ensure compliance with Title VI, Title IX, and Section 504.
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3.02
The Affirmative Action Officer shall submit, to the president, a report containing all findings along with recommendations for modification on or before May 1, each year.





3.03
The president shall be responsible for ensuring that the recommendations receive due consideration and for taking actions necessary to insure equal opportunity.

III.
COMPLAINTS

4.00
ABOUT DISCRIMINATION

4.01
Complaints by an employee should be addressed to the employee’s supervisor, the appropriate vice president, or the compliance coordinator.  Complaints by a student should be addressed to the appropriate vice president or the compliance coordinator.  Complaints by any other person alleging discrimination should be addressed to the appropriate vice president or the compliance coordinator.  Complaints about discrimination will be resolved through the following complaint procedure:

a.
A complaint should be filed in writing and contain the name and address of the person filing the complaint.  The complaint should briefly describe the alleged violation.

b.
A complaint should be filed within 30 days after the complainant becomes aware of the alleged violation, unless the conduct forming the basis for the compliant is ongoing.

c.
If appropriate, an investigation shall follow the filing of the compliant.  If the complaint is against the President, the Board shall appoint an investigating officer.  In other instances, the investigation shall be conducted by the compliance coordinator.  The investigation shall be informal but thorough.  All interested persons, including the complainant and the person against whom the complaint is lodged, will be afforded and opportunity to submit evidence, written or oral, relevant to the complaint to the investigator.

d.
A written determination of the complaint’s validity and a description of the resolution shall be issued by the investigator, and a copy forwarded to the complainant no later than 30 days after the filing of the complaint.

e.
Records relating to complaints filed and their resolution shall be maintained in a confidential manner by the compliance coordinator.
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f6.
The complainant may appeal the resolution of the complaint to the President or to the Board of Trustees if the complaint was against the President.  The request to appeal the resolution shall be made within 10 days after the date of the written resolution of the complaint at the lower level.  The appeal officer shall review the evidence gathered by the investigator’s report, and shall afford the complainant and the person 

against whom the complaint is filed an opportunity to submit further 

evidence, orally or in writing, within 10 days after the appeal is filed.  The appeal officer will issue a written determination of the complaint’s validity and a description of its resolution within 10 days after the appeal is filed.

g.
Use of this complaint procedure is not a prerequisite to the pursuit of any other remedies.

4.02
ABOUT POLICY

The President shall report any unresolved complaint about policies to the Board at the next regular scheduled board meeting.

4.03
ABOUT CURRICULUM

The President shall report a failure to resolve any complaint about curriculum to the board at the next regularly scheduled board meeting.

4.04
ABOUT INSTRUCTIONAL MATERIALS

The Vice President shall report any unresolved complaint about instructional materials to the President immediately after receiving the complaint.

4.05
ABOUT FACILITIES AND SERVICES

The President shall report any unresolved complaint about facilities and services to the Board at the next regularly scheduled board meeting.

4.06
ABOUT PERSONNEL

The President or the Vice President involved shall report any unresolved complaint about personnel to the Board at the next regularly scheduled board meeting. 

Adopted:  1973
Revised:   1997
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