STEP, Inc. Transportation
Title VI Complaint Procedure

STEP Transportation grants equal access to its programs and services to all citizens. This document
serves to make customers and potential customers aware of their rights to such access, and
serves to educate citizens so that they may understand the civil rights laws that protect their
receipt and benefit of such services as defined by Title V1 of the Civil Rights Act of 1964.

WHAT IS TITLE VI? Title VI is a section of the Civil Rights Act of 1964 requiring that "No
person in the United States shall on the grounds of race, color or national origin, be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under any
program or activity receiving federal financial assistance.” Note that Title VI does not address
gender discrimination. It only covers race, color and national origin. Other Civil Rights laws
prohibit gender discrimination.

STEP TRANSPORTATION TITLE VI COMPLAINT AND INVESTIGATION
PROCEDURES

These procedures cover all complaints filed under Title VI of the Civil Rights Act of 1964 for
alleged discrimination in any program or activity administered by STEP Transportation. These
procedures do not deny the right of the complainant to file formal complaints with other State or
Federal agencies or to seek private counsel for complaints alleging discrimination. Every effort
will be made to obtain early resolution of complaints at the lowest level possible. The option of
informal mediation meeting(s) between the affected parties and STEP may be utilized for
resolution. Any individual, group of individuals or entity that believes they have been subjected
to discrimination prohibited under Title VI and related statutes may file separate complaints.

Any person who believes she or he has been discriminated against on the basis of race, color, or
national origin by STEP, Inc. Transportation (hereinafter referred to as “STEP, Inc.”) may file a
Title VI complaint by completing and submitting the agency’s Title VI Complaint Form(See
Appendix A). STEP, Inc. investigates complaints received no more than 180 days after the alleged
incident. STEP, Inc. will process complaints that are complete.

Once the complaint is received, STEP, Inc. will review it to determine if our office has jurisdiction.
The complainant will receive an acknowledgement letter informing her/him whether the complaint
will be investigated by our office.

STEP, Inc. has 60 days to investigate the complaint. If more information is needed to resolve the
case, STEP, Inc. may contact the complainant. The complainant has 15 business days from the
date of the letter to send requested information to the investigator assigned to the case. If the
investigator is not contacted by the complainant or does not receive the additional information
within 15 business days, STEP, Inc. can administratively close the case. A case can be
administratively closed also if the complainant no longer wishes to pursue their case.



After the investigator reviews the complaint, she/he will issue one of two letters to the complainant:
a closure letter or a letter of finding (LOF). A closure letter summarizes the allegations and states
that there was not a Title VI violation and that the case will be closed. An LOF summarizes the
allegations and the interviews regarding the alleged incident, and explains whether any disciplinary
action, additional training of the staff member, or other action will occur. If the complainant
wishes to appeal the decision, she/he has 10 days after the date of the letter or the LOF to do so.

1. If the Complainant is dissatisfied with STEP’s resolution of the complaint, he/she has the
right to file a complaint in the time allotted by law with:
Federal Transit Administration Region 3
1760 Market Street Suite 500
Philadelphia, PA 19103-4124
(215) 656-7100 (telephone)
(215) 656-7260 (fax)

POSTING OF PUBLIC NOTICE

Public notice of Title VI Policy and Complaint Procedures is posted in each vehicle and at the
STEP Administrative Offices, 2138 Lincoln Street, Williamsport, PA 17701.



STEP, Inc. Transportation
Title VI Complaint Form

STEP, Inc. Transportation Title VI Complaint Procedure is made available in the following locations:

Agency website, either as a reference in the Notice to Public or in its entirety

Hard copy in the central office

Available in appropriate languages for LEP populations, meeting the Safe Harbor Threshold.
Other,

OooOooo

Name:

Address:

Telephone (Home): Telephone (Work):

Electronic Mail Address:

Accessible Format Large Print Audio Tape
_Regquirements? TDD Other

Are you fllihgbthns“cbmplalnt on yb‘urél\)v‘nwbé‘havlhf?m. ' B Yes* v' No

*|f you answered "yes" to this question, go to Section IIl.

If not, please supply the name and relationship of the person for
whom you are complaining:

Please explain why you have filed for a third party:

Please confirm that you have obtained the permission of the Yes No

aggrieved party if you are filing on behalf of a third party.
| believe the discrimination | experienced was based on (
[]1Race [1Color [ ] National Origin
Date of Alleged Discrimination (Month, Day, Year):.

Explain as clearly as possible what happened and why you believe you were discriminated against.
Describe all persons who were involved. Include the name and contact information of the person(s) whd
discriminated against you (if known) as well as names and contact information of any witnesses. If more
space is needed, please use the back of this form. ‘

check all that apply):

Have you previously filed a Title VI complaint with this agency?
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Section Ve

Havr??yod ‘filed.this co'mplai'nt with any othér Féderél, Stéte, ‘o'r Idéal ager{éryr,”b‘r with ény Iééderéi & VS'tatré
court?

[IYes [1No

If yes, check all that apply:

[ ] Federal Agency:
[ ] Federal Court: [ ] State Agency:
[ ] State Court: [ ] Local Agency:

Please provide information about a contact person at the agency/court where the complaint was filed.

Name:
Title:

Agency:
Address:

Telephone:

‘Name of agency complaint is against:

Contact person:
Title:

Telephone number:

You may attach any written materials or other information that you think is relevant to your
complaint.

Signature and date required below:

Signature Date

Please submit this form in person at the address below, or mail this form to: s

Jean M. Myers

Human Resources Operations Director
STEP, Inc.

2138 Lincoln Street

Williamsport, PA 17701

Email: jimmyers@stepcorp.org
Phone: 570-601-9522

Fax: 570-601-9517
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