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GRIEVANCE PROCEDURE 

Section I
The following grievance procedure is established to meet the requirements of Section 504 of the Rehabilitation Act as amended, Title VI of the Civil Rights Act of 1964, as amended, and the Americans with Disabilities Act of 1990 (ADA). According to these laws, Project Sentinel certifies that all citizens shall have the right to submit a grievance on the basis of disability in policies or practices regarding employment, services, activities, facilities, or benefits provided by Project Sentinel. 
Section II
The section 504 coordinator, on request, will provide a copy of Project Sentinel’s grievance procedure and investigate all complaints in accordance with this procedure. When filing a grievance, citizens must provide detailed information to allow an investigation, including the date, location and description of the problem. The grievance must be in writing and

must include the name, address, and telephone number of the complainant. 

Complaints must be signed and sent to:
	Sara Cottrell


Name/Title of Coordinator 
	1490 El Camino Real, Santa Clara, CA 95050


Address  
	408-414-5310


	7-1-1


Telephone Number (TTY) 

Upon request, alternative means of filing complaints, such as personal interviews or a tape recording, will be made available for individuals with disabilities upon request. The client must also be informed that accompaniment by an advocate (e.g., co-worker, friend, family member, etc.) at each step of the grievance process is permissible and that the complaint may be withdrawn by the client at any time. The complaint should be submitted by the complainant or his/her designee as soon as possible, but no later than 90 days after the alleged violation. 

If an employee has a work-related problem, the employee should first discuss it with his/her immediate supervisor. It is expected that maximum effort will be made to resolve the problem at that level. In the event that complaint is not resolved, the employee should bring the problem to the attention of the Section 504 Coordinator. If a resolution is not achieved, the employee may file a written grievance procedure. 
Step 2
Within 15 calendar days after the meeting, the Section 504 Coordinator will respond in writing. Where appropriate, the response shall be in a format accessible to the complainant (such as large print or audio tape). The response will explain the position of the Section 504 Coordinator and offer options for resolving the complaint. If the response by the Section 504 Coordinator does not satisfactorily resolve the issue, the complainant or his/her designee may appeal the decision of the 504/ADA coordinator. Appeals must be made within 15 calendar days after receipt of the response. Appeals must be directed to the agency Executive Director.
Step 3

Within 15 calendar days after receiving the appeal, the Executive Director will meet with the complainant to discuss the complaint and to discuss possible resolutions. Within 15 calendar days after the meeting, the Executive Director will provide a response in writing. Where appropriate, the response shall be in a format accessible to the complainant. The response shall be accompanied by a final resolution of the complaint. 
If the complainant remains unsatisfied, he/she may appeal through a signed written statement to the Project Sentinel Board of Directors within 15 calendar days of his/her receipt of the Executive Director’s response in Step Two. In an attempt to resolve the grievance, the board shall meet with the concerned parties and their representatives within 15 calendar days of the receipt of such an appeal. A copy of the board’s disposition of the appeal shall be sent to each concerned party within 15 calendar days of this meeting.

The 504/ADA Coordinator shall maintain the files and records of Project Sentinel pertaining to the complaints filed for a period of three years after the grant is closed out.
Other Complaint Procedures (Step 4)
All individuals have a right to a prompt and equitable resolution. Individuals or classes of individuals who believe they have been subjected to discrimination based on disability have several ways to file a grievance:
· Use the grievance procedure provided by Project Sentinel.
· File a complaint with any agency that provides funding to the public entity.

· File with one of the eight federal agencies designated in the Title II ADA regulations.

Under Title II, filing a grievance with the public entity’s ADA coordinator, filing a complaint with a federal agency, or filing a lawsuit may be done independently of the others. Individuals are not required to file either a grievance or complaint to bring a lawsuit. Lawsuits may be filed at any time. The following are three of the eight agencies where a Title II complaint can be filed:

Department of Justice (DOJ)

Coordination and Review Section

Civil Rights Division

PO Box 66118

Washington, DC 20035-6118

Assistant Secretary for Fair Housing and Equal Opportunity

Department of Housing and Urban Development (HUD)

451 7th Street SW, Room 5100

Washington, DC 20410

Office for Civil Rights

Office for Civil Rights

Department of Health and Human Services

330 Independence Avenue SW

Washington, DC 20201
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June 2017


