WIOA Youth Program Proposal PY18

 Workforce Development Board of Columbia & Greene Counties
[bookmark: _GoBack]Youth Program Proposal 
Program Year 2018 (August 1, 2018 – July 31, 2019)
 
Please answer the following questions and complete the following charts.
Please note: The proposal form is formatted so that the tables can expand to fit responses. 
Please identify any services to be subcontracted by partner agencies.  The contractor is held responsible for the satisfactory accomplishment of the services or activities included in such subcontracts/partnership arrangements.  The Columbia Greene Workforce Development Board (WDB) reserves the right to approve all subcontractor/partnership arrangements. Letters of Agreement are required for any and all partnerships for the proposal. 

Part I: Proposal Summary:
	Agency:
	

	Street Address:
	

	City:
	
	State:
	
	Zip:
	

	Telephone #:
	
	Fax #: 
	
	Email 
	

	Contact Person:
	
	Title:
	

	

	Name of Other Partner Agencies:
	

	County(s) to be Served:
	

	Total Dollar Amount Requested:
	

	Cost Per Participant:
	

	Name of Agency Administrator:
	

	Signature of Agency Administrator:
	


 
Part II: Demonstrated Capability & Agency Qualifications: 

1) Current Providers Only: Please be advised that the proposal award process will include a review of the success of your current contract based on the data and documentation you have already provided. You do not have to include it here. The review will include Youth Council Monitoring Reports, timely submission of all required reports (program and financial), and a comparison of your planned versus actual performance in the following areas: 
	· Enrollments
· Performance Measures
	· Expenditure levels




2) New Applicants Only: Please answer the following questions completely.
	Provide a very brief history of your agency and describe the services provided: 
	[bookmark: Text16]     

	Describe any current youth services the agency is providing. Please include number of participants:
	[bookmark: Text17]     

	If applicable, explain how this project relates to your current youth services.
	[bookmark: Text18]     

	Explain evaluation criteria your agency generally uses to measure program performance and describe the success your agency has in meeting those measures:
	[bookmark: Text19]     

	Explain how the services you intend to provide through the WIOA project fits with your agency’s mission and goals:
	[bookmark: Text20]     

	Explain how your agency has the administrative experience to operate your proposed project:
	     

	The applicant should provide details regarding their experience and qualifications with target population.
	


3) For All Applicants: Describe your staffing plan. Provide general job description and anticipated amount of time staff will be working directly with participants each week the program is in operation. If existing staff will be used, explain how new and expanded services will be coordinated with existing duties and WIOA program commitments. If new staff will be hired, outline the timeframe you will follow to hire and train staff. 

	Overall Staffing Plan

	WIOA Job Title
	Credential Requirements
(if any)
	WIOA Program Job Description 
	Estimated hours per week spent with participants

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



	Existing Staff Members

	“Regular” Job Title
	WIOA Job Title
	Outline of “Regular” Responsibilities
	Methods Used to Avoid Conflict in Meeting “Regular” versus WIOA Responsibilities 

	     
	     
	     
	

	[bookmark: Text202]     
	[bookmark: Text206]     
	[bookmark: Text210]     
	[bookmark: Text214]     

	[bookmark: Text203]     
	[bookmark: Text207]     
	[bookmark: Text211]     
	[bookmark: Text215]     

	[bookmark: Text204]     
	[bookmark: Text208]     
	[bookmark: Text212]     
	[bookmark: Text216]     



	New Staff

	Job Title
	Recruitment Procedures
	Recruitment Time Frame
	Estimated Start Date

	[bookmark: Text217]     
	[bookmark: Text220]     
	[bookmark: Text223]     
	[bookmark: Text226]     

	[bookmark: Text218]     
	[bookmark: Text221]     
	[bookmark: Text224]     
	[bookmark: Text227]     

	[bookmark: Text219]     
	[bookmark: Text222]     
	[bookmark: Text225]     
	[bookmark: Text228]     



Part III: Program Description and Design: Please answer the following questions completely. 
 
1) General Program Design Overview
a) Please provide a brief overview of your project’s design by describing its basic structure and the general activities that the program will be offering. The details of your program’s design will be captured in other sections of your proposal. Please limit overview to less than 2 pages.
	







b) Numbers served: Please list numbers of participants you plan to serve during the program year, based on the month you anticipate they will enroll.
	
	Out - of-School Youth

	Number Enrolled:
	
Youth Ages 16-24

	August
	

	September
	

	October
	

	November
	

	December
	

	January
	

	February
	

	March
	

	April
	

	May
	

	June
	

	July
	

	Total
	


Please Note: Participating youth are not considered enrolled until all WIOA eligibility paperwork is completed and basic skill deficiency for those out-of-school youth without a high school or equivalency diploma has been determined by the administration of the TABE test.

c) Target Groups to Be Served, Please check all that apply. (See Page 6 of RFP for Complete Definitions of Target Groups):
	
	OUT-OF-SCHOOL

	Category
	Youth
Ages 16–24

	A school dropout. 
	[bookmark: Check135]|_|

	A youth who is within the age of compulsory school attendance, but is not attending school A recipient of a secondary school diploma or its recognized equivalent who is a low-income individual and is basic skills deficient or an English language learner. 
	[bookmark: Check144]|_|

	An individual who is subject to the juvenile or adult justice system. 
	[bookmark: Check137]|_|

	A homeless individual, child or youth, a runaway, in foster care or has aged out of the foster care system, a child eligible for assistance under section 477of the Social Security Act, or in an out-of-home placement.
	[bookmark: Check146]|_|

	An individual who is pregnant or parenting. 
	[bookmark: Check147]|_|

	An individual with a disability. 
	[bookmark: Check148]|_|

	A low-income individual who requires additional assistance to enter or complete an educational program or to secure or hold employment
	[bookmark: Check149]|_|




d) List the locations where program activities will be held. 
	Program Location 
	Program Activities
	Program Location 
	Program Activities

	
	
	
	

	
	
	
	



e) List the days of the week the program will meet, the times during the day the program will meet, the total hours per week the project meets and the total hours per week each participant will be attending.
	Meeting Days of the Week:
	
	Total Hours Per Week for Project:
	

	Meeting Times During the Day:
	
	Total Hours Per Week Per Participant:
	



f) Listed below are the required assessment activities for all youth participants. In addition, the TABE assessment is required for all out-of-school youth without a high school diploma or TASC. List any other assessment tools, instruments, or methods your program will use to gather the necessary assessment information to develop individual service strategies.  Please Note: All required assessment tools, excluding TABE tests, will be provided to all approved providers.
	Check all that apply
	Assessment Instruments
	Description

	[bookmark: Check160]|_|
	TABE (will be administered as a pre-test and a year-end post test to all out-of-school participants that do not have a high school diploma or GED/TASC at time of program entry)
	Reading and Math test to determine basic skill levels

	[bookmark: Check162]|_|
	WDB Job Holding Skills Evaluation 
	Reviews writing and speaking skills and experience regarding attendance and work ethic, as well as customer service skills and working well with co-workers and supervisors.

	[bookmark: Check157]|_|
	WDB Computer Skills Evaluation
	Reviews basic ability to use a keyboard & search the internet

	[bookmark: Check161]|_|
	WDB Career Exploration & Awareness skills
	Reviews job search and career knowledge

	|_|
	     
	     

	|_|
	     
	     



g) Listed in the chart below are program goals that can make up a youth’s Individual Service Strategy. Each of these goals relates to either the essential workplace skills, or at least one of the three performance measures. Check those categories your program will address and describe the service your program will provide to help participants reach that goal. Provide the measurement tool you will use to evaluate success and include the average length of time you expect youth to participate in your program to reach each goal.  Note: The same program activity can be designed to help participants’ reach more than one goal.
	Check all that apply
	Program Goal Related to Measurable Educational Gains
	Description of Program Service/Program Activities
	Measure for Goal Progress/ Completion
	Time Frame for Completion

	[bookmark: Check85]|_|
	Improve Basic Skills One Functional Level 
	     
	     
	     

	|_|
	     
	     
	     
	     



	Check all that apply
	Program Goals  Related to Attainment of Degree or Credential
	Description of Program Service/Program Activities
	Measure for Goal Progress/ Completion
	Time Frame for Completion

	[bookmark: Check90]|_|
	Obtain High School Diploma
	[bookmark: Text179]     
	High School Diploma
	[bookmark: Text195]     

	[bookmark: Check91]|_|
	Obtain TASC
	     
	TASC Diploma
	     

	[bookmark: Check92]|_|
	Obtain Vocational Credential
	[bookmark: Text181]     
	[bookmark: Text188]     
	[bookmark: Text197]     

	[bookmark: Check95]|_|
	[bookmark: Text185]     
	[bookmark: Text184]     
	[bookmark: Text189]     
	[bookmark: Text200]     



	Check all that apply
	Program Goals Related to Placement in Employment or Education
	Description of Program Service/Program Activities
	Measure for Goal Progress/ Completion
	Time Frame for Completion

	[bookmark: Check93]|_|
	Obtain 
Employment
	     
	     
	     

	[bookmark: Check94]|_|
	Enroll in Post-Secondary Education 
	     
	     
	     



	Check all that apply
	Program Goals  Related to Development of Essential Workplace Skills
	Description of Program Service/Program Activities
	Measure for Goal Progress/ Completion
	Time Frame for Completion

	|_|
	Improve Career Planning & Knowledge
	     
	     
	     

	[bookmark: Check87]|_|
	Improve Job Seeking Skills
	     
	     
	     

	[bookmark: Check89]|_|
	Improve Job Holding Skills
	     
	     
	     

	|_|
	Improve Computer Skills
	     
	     
	     






h) Paid Internships/Paid Work Experience
	Describe in the space below if your program plans to coordinate with Columbia-Greene Community College to offer your participants a subsidized paid work experience. Estimate the number of participants that you expect will participate in this program element.

	     


i) Describe the strategies you will use to motivate, and/or reward positive participation in the program; and (where appropriate) describe stipend incentives and payment methods.  Attach any stipend/goals sheets that you have developed. (It is an allowable expense to provide incentives or rewards for goal completion)  
	Motivation Strategy
	Amount of Stipend/ Incentive
	Payment Methods

	     
	     
	     

	     
	     
	     



j) Out-of-School Youth who are defined as Basic Skill Deficient must be participating in an academic component. Projects will be responsible for administering the TABE as a Pre-test and as a Post-test (at the end of each program year) for Basic Skill Deficient Youth.
	Is your program planning to serve Basic Skill Deficient Youth?
	[bookmark: Check43]|_|
	Yes
	[bookmark: Check44]|_|
	No

	If yes, estimated number of Basic Skill Deficient Youth to be enrolled in your program by Educational Functioning Level at program entrance:

	Educational Functioning Level
	Number Enrolled
	Educational Functioning Level
	Number Enrolled

	Grade level:
	0.0 - 1.9
	[bookmark: Text310]     
	Grade level:
	4.0 - 5.9
	     

	Grade level:
	2.0 - 3.9
	[bookmark: Text311]     
	Grade level:
	6.0 - 8.9
	     

	Describe the types of educational opportunities that will be offered to youth and how these services will assist in increasing their skills:

	

	Explain the specific curriculum tools and resources that will be used to deliver academic activities

	




PART IV: Collaboration:

1. Public Organizations and Private Employers
a) Outreach and Recruitment Strategies. Listed below are potential outreach and recruitment strategies. Check all the resources you plan to utilize to recruit your target population. 
	Intend to Use
	Outreach and Recruitment Strategies
	Explanation and/or Examples

	[bookmark: Check151]|_|
	Departments within your own organization:
	     

	[bookmark: Check152]|_|
	Other Community Agencies/Schools:
	     

	[bookmark: Check153]|_|
	General 
Advertising:
	     

	[bookmark: Check154]|_|
	Parents/Guardians/
Adults:
	     

	[bookmark: Check155]|_|
	Employers:

	[bookmark: Text113]     

	[bookmark: Check156]|_|
	Other:

	[bookmark: Text114]     


b) All youth must be introduced to the services available at the Workforce New York Career Center, located at Columbia-Greene Community College. Indicate below, by checking all appropriate boxes, how you intend to introduce these services.
	Check all that apply
	Activity
	Explanation

	[bookmark: Check96]|_|
	Field Trip
	     

	[bookmark: Check97]|_|
	Guest Speaker
	     

	[bookmark: Check98]|_|
	Website: www.columbiagreeneworks.org
	     

	[bookmark: Check99]|_|
	Written Materials
	[bookmark: Text264]     

	[bookmark: Check100]|_|
	[bookmark: Text368]     
	[bookmark: Text265]     


c) The program design under WIOA includes "effective connections to employers, including small employers, in in-demand industry sectors and occupations". Please complete the Employer Participation Chart below.  Identify the employers you will work with during this project and their role (add more rows if necessary).  In demand industry sectors and occupations are listed on the website: www.columbiagreeneworks.org.
	 
Name of Employer
	Check All That Apply

	
	Internships
	Job Shadowing
	Field Trips
	Guest Speaker
	Job Placement
	Other (specify)

	     
	|_|
	[bookmark: Check8]|_|
	[bookmark: Check15]|_|
	[bookmark: Check22]|_|
	|_|
	[bookmark: Text303]     

	     
	|_|
	[bookmark: Check9]|_|
	[bookmark: Check16]|_|
	[bookmark: Check23]|_|
	|_|
	[bookmark: Text304]     

	     
	|_|
	[bookmark: Check10]|_|
	[bookmark: Check17]|_|
	[bookmark: Check24]|_|
	|_|
	[bookmark: Text305]     

	     
	|_|
	[bookmark: Check11]|_|
	[bookmark: Check18]|_|
	[bookmark: Check25]|_|
	|_|
	[bookmark: Text306]     

	     
	|_|
	[bookmark: Check12]|_|
	[bookmark: Check19]|_|
	[bookmark: Check26]|_|
	|_|
	[bookmark: Text307]     

	     
	|_|
	[bookmark: Check13]|_|
	[bookmark: Check20]|_|
	[bookmark: Check27]|_|
	|_|
	[bookmark: Text308]     

	     
	|_|
	[bookmark: Check14]|_|
	[bookmark: Check21]|_|
	[bookmark: Check28]|_|
	|_|
	[bookmark: Text309]     


2. Required Program Elements 
a) Below are 10 of the fourteen (14) WIOA-required program elements that must be available to youth.  The other 4 program elements will be offered by the WIO at Columbia-Greene Community College. Proposals must provide the alternative secondary school services, or drop-out recovery service element. Proposals can select which of the other nine elements they also chose to provide.  All elements must be available to local youth either directly or through partnerships or referrals with other agencies. Check “Yes” if your program will offer the service. Check “No” if your WIOA program will not offer the service. Identify the name of the service provider to whom you will refer appropriate youth so they can participate in that Program Element, if necessary.
	Required Program Element
	Yes
	No
	The following program offers this service:

	1. Tutoring, study skills training, instruction and evidence-based dropout prevention and recovery strategies. 
	[bookmark: Check101]|_|
	|_|
	     

	2. Alternative secondary school services, or dropout recovery services, as appropriate 
	|_|
	|_|
	     

	5. Education offered concurrently with and in the same context as workforce preparation activities and training for a specific occupation or occupational cluster. 
	|_|
	|_|
	     

	6. Leadership development opportunities, including community service and peer-centered activities. 
	|_|
	|_|
	     

	8. Adult mentoring for a duration of at least 12 months 
	|_|
	|_|
	     

	10. Comprehensive guidance and counseling
	|_|
	|_|
	     

	11. Financial literacy education 
	|_|
	|_|
	     

	12. Entrepreneurial skills training 
	|_|
	|_|
	     

	13. Services that provide labor market and employment information about in-demand industry sectors or occupations available in the local area. 
	|_|
	|_|
	     

	14. Activities that help youth prepare for and transition to post-secondary education and training 
	|_|
	|_|
	     



Part V: Outcomes: 
1. Performance Measures (see Page 12- 13 of RFP).
The following measures have established outcome levels for PY 18:
	Employment Rate 2nd Quarter After Exit

	A. Total Number of Youth Participants 
	     

	B. Total Number of Youth Participants in employment, post-secondary education and/or advanced training/occupational skills training 4 to 6 months after exiting the program:
	     

	C. Attainment of a Positive Outcome: [Divide: B/A)]
	     

	Employment Rate 4th Quarter After Exit

	A. Total Number of Youth Participants
	     

	B. Total Number of Youth Participants in employment, post-secondary education and/or advanced training/occupational skills training a year after exiting the program:
	     

	C. Attainment of a Positive Outcome: [Divide: B/A)]
	     

	Credential Attainment 4th Quarter After Exit

	A. Total Number of Youth Participants who are enrolled in an education program at any time during their participation in the program.
	     

	B. Total Number of Youth Participants who attain a credential by the time they exit the program and are employed or enrolled in a post-secondary education during the 4th quarter after exit:
	     

	C. Attainment of a Degree or Certificate: [Divide: B/A)]
	     



For PY 18 the following measures do not have established outcome levels. This is a baseline year.
	Measurable Skills Gain

	A. Total Number of Youth Participants who are enrolled in an education program at any time during their participation in the program.
	     

	B. Number who increase one or more educational functioning levels during the Program Year
	     

	C. Increased Educational Functioning Level Percentage: (Divide: B/A)
	     

	Median Earnings 2nd Quarter After Exit

	D. Total number of youth who exited in that quarter that are not in school
	     

	E. Total earnings of those employed in 2nd quarter after exit quarter:
	     

	F. Earnings: (Divide: B/A)
	     



2. OTHER MEASURES
	Career Zone & Essential Workplace Skills 

	A. Total Number of Youth Participants 
	     

	B. Total Number of Youth Participants who have a Career Zone Account and have completed at least five activities related to job search, career planning, and financial literacy:
	     

	C. Attainment of a Positive Outcome: [Divide: B/A)]
	     





ASSURANCES AND CERTIFICATIONS
 
The bidder certifies by submission of a proposal that all specifications will be met, and further understands that these specifications will become part of a contract for provision of these services should a contract be awarded.  If there are any exceptions to the specifications, applicants must request in writing and secure written agreement from the WIB for waivers.
 
All applicants funded, whether public or private, commercial or not for profits, will be required to submit an audit.  Commercial organizations will have the option of auditing the contracted for program by submitting an organization wide audit.  This will be determined during negotiations.  Other providers will submit A‑128 or A‑133 audits as appropriate.
 
Participants/enrollees who are disabled must be able to attain a competency level during training sufficient so as to enable them to complete training and be placed in a job upon termination from the WIOA funded program.
 
Bidders must implement a system for monitoring participant time and attendance in the program.  Documentation of attainment of the minimum training hours and competencies may be required for payment.
 
Bidders may be required to list WIO as an additional insured on the general liability, umbrella and fidelity bond insurance policies.  If there is a fee for this, include the cost in the budget proposed.  Bidders will be required to maintain appropriate insurance coverage.
 
Equipment purchased with contract funds whether by a commercial or non-commercial organization will be the property of the State of New York.  All equipment will be placed on the WIOA inventory managed by the Workforce Office.  Leasing arrangements for property of staff must be competitively procured and approved during negotiation of the contract.
 
The bidder hereby assures and certifies that they will comply with regulations, policies, guidelines, and requirements under Public Law 97‑300 as amended, and related administrative issuances by the Governor and/or the New York State Department of Labor, as well as OMB Circulars No. A‑102 and No. A‑87 in all services to be conducted under the program.
 
The Bidder warrants that no person or selling agency has been employed or retained to solicit or secure a potential contract upon an agreement or understanding for a commission, percentage, and brokerage of a contingent fee.
 
Fiscal record keeping shall comply with all generally accepted standards of accounting practices. Such compliance shall be prospectively from the date of applicability to such contract or sub contract.
 
The Bidder shall permit any authorized representative of the Columbia Greene Workforce Office, State, or the Comptroller General of the United States to examine and make copies of any document, papers, or records relating to compliance under any contract.  The Bidder shall retain all records, including financial, statistical, property and participant reports as well as supporting documentation, for a minimum of three years after the final payment under any contract or until such time as is required to resolve any audit questioned costs.
The Bidder certifies that costs for work that may be performed under any contract or subcontract directly related to the RFP are not duplicative of any costs charged against another contract in force.
 
The Bidder shall procure all goods and services through competitive means or approved local practices when utilizing subcontracts.  The Bidder shall ensure that all subcontracts are in conformance with WDB and/or State and/or State and/or Federal policies and procurement regulations.
 
The Bidder agrees that it will not perform any religious proselytizing or political propagandizing in connection with the performance of contracts resulting from this RFP.  The Bidder's employees, volunteers, and trainees will not be assigned to conduct religious or political activities or instruction.
 
A Bidder shall have prior to full execution of any financial agreement a written grievance procedure which shall be maintained during the term of the agreement that fully meets Sections 144 and 167 of Public Law 97‑300 as amended, as well as Subpart E, Section 627 of the WIOA Regulations.
 
It is the policy of the Administrative Entity of the Columbia Greene Workforce Development Area that any Service Provider under the Workforce Innovation and Opportunity Act shall make provisions for program participants to lodge complaints relative but not limited to such issues as discrimination, equal opportunity, age discrimination, disciplinary action, unsatisfactory working conditions, payment of wages, or other job or training related grievances.   It is advised that maximum effort be extended in the settlement of program participants' complaints or allegations during the informal state with participants being advised of their rights and the procedure of lodging a grievance as well as the associated rights and procedure for appealing a decision.  A WRITTEN RECORD OF ALL INFORMAL AND/ OR FORMAL CONFERENCES SHALL BE MAINTAINED.  Attached are the Workforce Office Discrimination Complaint Procedure and the Complaint Form for your review. 
 
 Governing Authority:
 
All programs funded under this request for proposal are governed by the provisions of the Workforce Innovation and Opportunity Act and the applicable policies established by the United States Department of Labor, the New York State Department of Labor and the Columbia Greene Workforce Office.
 
Conflict of Interest:
 
All applicable conflict of interest statutes govern the selection and awarding of contracts under this request for proposal.  Additionally these statutes apply to sub recipients in regard to hiring of staff in conjunction with the operation of their contract.
 
 CERTIFICATION, NONINTERFERANCE OF THE SCHOOL DAY
(for use only with in school programs operating during the school day)
  
Established under the Workforce Investment Act, with the intent carried on through WIOA:  “No funds shall be used to provide an activity for eligible youth who are not school drop outs if participation in the activity would interfere with or replace the regular academic requirements of the youth.”
 
If your WIOA youth program will operate during the school day your signature below indicates that the WIOA activity will not take youth away from any required academic school district activity.
 
[bookmark: Text457]      
District Administrator
 
[bookmark: Text458]      
School District/Date
Columbia-Greene Workforce New York Career Center
Columbia Greene Community College
4400 Rt. 23 Hudson, NY


Grievance Procedure
(Other than a Discrimination Complaint)

If you feel you have been treated unfairly, you may file a written complaint stating how your rights were violated.  You must file within one year of the violation.  No one may act against you for filing or giving information about a complaint.

Step 1: How is a complaint filed?
If you have a complaint about discrimination, refer to the Discrimination Complaint Procedure. This includes, but is not limited to, discrimination on the basis of sex, race, color, religion, national origin, political affiliation or belief, disability, citizenship or age.  Other complaints should be filed with the Workforce New York Career Center.  The Career Center will try to solve your problem within 10 days.

Step 2: How is a hearing held?
If you are not satisfied with their suggestion on resolving your complaint, you may request a hearing by writing to the Workforce New York Career Center.  The agency will hold a hearing within 30 days of the date it receives the complaint.  The agency will make its decision within 60 days of the date the complaint is received.

Step 3: How is a State Review requested?
You may ask for a review of the agency’s decision under C.F.R. Section 627.503 by writing to:

		New York State Department of Labor
		Governor W.  Averell Harriman
		State Office Building Campus
		Building 12
		Albany, NY  12240

You must make your request within 10 days of receipt of the adverse decision.

The Governor or his representative will decide within 30 days.  This decision is final.

Step 4: How is a Federal Review of Complaint requested?

Usually, the Governor’s decision is final, but if the Governor does not decide within 30 days, you may ask for a Federal Review by writing to:

		United States Department of Labor
		201 Varick Street
		Room 755
		New York, NY  10014
 
DISCRIMINATION COMPLAINT PROCEDURE
Workforce Office, Columbia Greene Community College
4400 Route 23, Hudson, NY 12534 
518-828-4181 ext. 5510
 
If you feel you have been treated unfairly, you may file a written complaint stating how your rights were violated.  If you need assistance to understand and participate in the complaint procedure assistance will be provided.  
 
Step 1: How is a complaint filed?
If you have a complaint about discrimination on the basis of sex, race, color, religion, national origin, political affiliation or belief, disability, citizenship or age, you should:
Complete the US Department of Labor, Complaint Information Form within 180 days from when the alleged discrimination occurred; this form is available in the Workforce Investment Office at Columbia Greene Community College.   
 
Step 2:  What happens next?
The Workforce Office will notify you in writing that the complaint has been received. All efforts to resolve the complaint through the Workforce Office will be made.  You will be notified if there is a determination of non-jurisdiction of the complaint, meaning the Workforce Office does not have the authority to handle the case.  Within 90 days of the filing of the complaint there will be a written Notice of Final Action.  If you are not satisfied with the result of the complaint you may file your complaint with the Civil Rights Center within 30 days of the date the Notice of Final Action was issued. 

The US Department of Labor, Complaint Information Form should be mailed to:
 
		U.S. Department of Labor
		Civil Right Center (CRC)		
		200 Constitution Avenue, N.W.  Room N-4123
		Washington, D.C.  20210
 
Question: How does the complaint get resolved?
Again, all efforts will be made to resolve the complaint locally. The local Equal Opportunity Officer is Maureen Boutin.  If local discussions do not resolve the issue, a confidential mediator could work with both parties to resolve the situation.  The complainants would choose if they would like to use Alternative Dispute Resolution Through Mediation (ADR).  The customary procedures to resolve the complaint would be followed if both parties do not agree with the ADR.  
 
Question: What happens if one of the parties’ breaks or breaches the agreement reached through the Alternative Dispute Resolution?
The non-breaching party can file a complaint with the Civil Right Center within 30 days of learning of the breach.
 
Question: What else do I need to know?
Complainants also have the right to file a discrimination complaint at the federal level using the address above or at the state level using the address listed below.  If you are interested please request more information from the NYS Department of Labor, Division of Equal Opportunity Development regarding the NYS DOL procedures on handling complaints.
				Division of Equal Opportunity Development 
NYS Department of Labor
State Office Building Campus Building 12 Room 540
Albany, NY 12240
Telephone: 518-457-1984 TDD: 1-800-662-1220, Voice: 1-800-421-1220
 
FOR YOUTH ONLY: I have received a copy of the Discrimination Complaint Procedure and the Grievance Procedure.


________________________________________________________________________________
Signature/Date 
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