HOWARD COUNTY TITLE VI COMPLAINT FORM AND PROCEDURES

Title VI Public Notice

Howard County, its transportation providers and contractors are committed to ensuring that no person is
excluded from participation in, or denied the benefits of its transportation services on the basis of race, color,
or national origin, as protected by Title VI in Federal Transit Administration (FTA) Circular 4702.1IB. If you
need further information or feel you are being denied participation in or being denied benefits of the transit
services provided by Howard County’s transportation contractor, Regional Transportation Agency (RTA), or
otherwise being discriminated against because of your race, color, national origin, gender/ age, or disability,
you may file a complaint up to 180 days from the date of the alleged incident.

To file a complaint or for additional information on Howard County’s nondiscrimination policies and proce-
dures contact:

Howard County Title VI Manager
Howard County Office of Transportation
3430 Court House Drive

Ellicott City, MD 20143

transportation @howardcountymd.gov
410-313-4312

Title VI Complaint Procedures

Any individual may exercise his or her right to file a complaint with Howard County if that person believes
that he or she has been subjected to unequal treatment or discrimination in the receipt of benefits or services.

A person may also file a complaint directly with the Federal Transit Administration, Office of Civil Rights,
Attention: Title VI Program Coordinator, East Building, 5" floor — TCR, 1200 New Jersey Avenue SE,
Washington, DC 20590.

Procedures

1. Any individual, group of individuals or entity that believes they have been subjected to discrimination
on the basis of race, color, or national origin may file a written complaint with the Howard County Title
VI Manager.

The complaint is to be filed in the following manner:

a. A formal complaint must be filed within 180 calendar days of the alleged occurrence.

b. The complaint should include:
o the complainant’s name, address, and contact information (such as., telephone number, email
address)



e the date(s) of the alleged act of discrimination (if multiple days, include the date when the
complainant(s) first became aware of the alleged discrimination and the date on which the
alleged discrimination was discontinued or the latest instance)

o adescription of the alleged act of discrimination
the location(s) of the alleged act of discrimination (include vehicle number if appropriate)

¢ an explanation of why the complainant believes the act to have been discriminatory on the basis
of race, color, or national origin

o if known, the names and/or job titles of those individuals perceived as parties in the incident

e contact information for any witnesses

e indication of any related complaint activity (i.e., was the complaint also submitted to MDOT
MTA or FTA?)

c. The complaint shall be submitted to the Title VI Manager in person, via mail or email at:

Transit Planning Manager

Howard County Office of Transportation
3430 Court House Drive

Ellicott City, MD 20143
transportation@howardcountymd.gov

d. Inthe case where a complainant is unable or incapable of providing a written statement, a verbal
complaint of discrimination may be made to the Title VI Manager.

Upon receipt of the complaint, the Title VI Manager will immediately:

a. notify MDOT MTA (no later than 3 business days from receipt)
b. notify the Howard County Authorizing Official
C. ensure that the complaint is entered in the complaint database.

Within 3 business days of receipt of the complaint, the Title VI Manager will contact the complainant
by telephone to set up an interview.

The complainant will be informed that they have a right to have a witness or representative present
during the interview and can submit any documentation he/she perceives as relevant to his/her
complaint.

If MDOT MTA has assigned staff to assist with the investigation, the Title VI Manager will offer those
staff an opportunity to participate in the interview.

The alleged discriminatory service or program official will be given the opportunity to respond to all
aspects of the complainant's allegations.

The Title VI Manager will determine, based on relevancy or duplication of evidence, which witnesses
will be contacted and questioned.

The investigation may also include:

a. investigating contractor operating records, policies, or procedures

b reviewing routes, schedules, and fare policies

C. reviewing operating policies and procedures

d reviewing scheduling and dispatch records

e observing behavior of the individual whose actions were cited in the complaint.


mailto:transportation@howardcountymd.gov

10.

11.

12.

13.

All steps taken and findings in the investigation will be documented in writing and included in the
complaint file.

The Title VI Manager will contact the complainant after the investigation (but prior to writing the final
report) and give the complainant an opportunity to give a rebuttal statement at the end of the
investigation process.

After the investigation and within 60 days of the interview with the complainant, the Title VI Manager,
will prepare a report that includes a narrative description of the incident, identification of persons
interviewed, findings, and recommendations for disposition. This report will be provided to the
Authorizing Official, MDOT MTA, and if appropriate Howard County’s legal counsel.

The Title VI Manager will send a letter to the complainant notifying them of the outcome of the
investigation. If the complaint was substantiated, the letter will indicate the course of action that will be
followed to correct the situation. If the complaint is determined to be unfounded, the letter will explain
the reasoning, and refer the complainant to MDOT MTA in the event the complainant wishes to appeal
the determination. This letter will be copied to MDOT MTA.

A complaint may also be dismissed for the following reasons:
a. the complainant requests the withdrawal of the complaint
b. an interview cannot be scheduled with the complainant after reasonable attempts

c. The complainant fails to respond to repeated requests for additional information needed to process
the complaint

Complaint Form

Please see next page
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Appendix C
TITLE VI COMPLAINT FORM
Section I:
Name:
Address:
Telephone (Home): Telephone (Work):
Electronic Mail Address:
L Print Audio T
Accessible Format Hge @ uceo Jape
Requirements? TDD Other
Section II:
Are you filing this complaint on your own behalf? Yes* No
*If 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 ag- Yes No

grieved party if you are filing on behalf of a third party.

Section II1:

I believe the discrimination I experienced was based on (check all that apply):

[ ] Race [ ] Color [ ] 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) who discriminat-
ed against you (if known) as well as names and contact information of any witnesses. If more space is need-

ed, please use the back of this form.

Section IV

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

Yes
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Section V

or State court?
[]Yes []Yes

Have you filed this complaint with any other Federal, State, or local agency, or with any Federal

If yes, check all that apply:

[ ] Federal Agency:
[ ] Federal Court:

[ ] State Court:

[ ] State Agency

[ ] Local Agency

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

Name:

Title:

Agency:

Address:

Telephone:

Section VI

Name of agency complaint is against:

Contact person:

Title:

Telephone number:

You may attach information that you think is relevant to your complaint.

Signature and date required below

Signature

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

Howard County Title VI Manager
Howard County Office of Transportation
3430 Court House Drive

Ellicott City, MD 20143

Date
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