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Howard County Office of Human Rights

Procedural Check List



To the Complainant:___________________________________________



You are filing an official Charge of Discrimination against the Respondent, ___________________________________________ .  This means you are claiming that this person or organization violated Howard County law.  

The Howard County Code makes it against the law for an employer, housing provider, place of public accommodation, loan institution or law enforcement agency to discriminate against you because of your race, creed, religion, handicap, color, sex, national origin, age, occupation, marital status, political opinion, sexual orientation, personal appearance, familial status, gender identity or source of income (source of income is for housing cases only).  

You are referred to as the Complainant.  The person or organization you are filing against is called the Respondent.  It is against the law for a respondent to retaliate against you for filing a Charge of Discrimination, being a witness in a discrimination case or opposing discrimination. 
 
If you are filing an employment Charge that meets certain criteria, a copy of your Charge will automatically be sent to the U.S. Equal Employment Opportunity Commission (EEOC).

This document explains how your Charge will be handled, what you can expect to happen and who you should contact to ask questions or give information about the case.  

One of our staff members will go over this checklist with you.  Please show that you understand this information by initialing each paragraph, and by signing and dating the bottom of the last page.  

You will be given a copy of this document.


Authorization of the Charge

______________After you sign your Charge, it will be assigned to an Investigator.  This is the person you need to talk to if you have any questions about your case.

______________The Administrator of the Office of Human Rights will review your Charge. Within 15 days of filing, the Administrator will decide whether or not to authorize your Charge for investigation.  The Respondent may be contacted in making this decision.  

______________ By signing this document, you authorize the Administrator to correct any typographical or minor grammatical errors as necessary to perfect your Charge (provided that any modifications do not change the meaning or intent of the language contained in your Charge).

______________If the Administrator decides that the facts do not indicate that a violation may have occurred, the Administrator will dismiss your Charge.  

______________If your Charge is dismissed, you will be sent a letter by certified mail.  This letter will explain why the Charge was dismissed.  It will also tell you what steps you can take to appeal the Administrator’s decision.  

 Serving the Charge

______________Your Charge will be mailed to the Respondent soon after it is filed.  The name of the Investigator assigned to the case will be contained in this letter.  A copy of this letter will be sent to you by first class mail (or by email if you ask us to and provide us with your current email address).  

______________If your Charge is authorized by the Administrator, a second letter will be sent to the Respondent asking for information.  You will also receive a copy of this letter, but you don’t need to respond to that letter.  You may call the Investigator assigned to your case if you have questions, or if you want to give the Investigator witness names or more information about the case.   

______________Because the Respondent may need additional time to answer the request for information, months may go by before you are contacted by the investigator.     


 Contact with the Office of Human Rights

______________It is important for you to immediately tell us if you change your address and telephone number.  You must also give us your current email address if you want to receive information that way. It is also your responsibility to give us the name and telephone number of someone who will always know how to reach you.  If you do not do this and we cannot reach you, we will have to proceed with the case without your input.  You can call (410) 313-6430 to report changes in your telephone number, address or email address.  

______________You can amend your Charge at any time during the investigation.  This means that you can add an additional reason for believing you have been discriminated against, or add additional acts of discrimination as long as these additions have some connection to your original Charge. 


The Investigation  

______________The Investigator is neutral.  The Investigator does not represent you or the Respondent.  The Investigator’s job is to look at all sides of the case in order to make a fair decision based on the facts.

______________You will be told what the Respondent says in response to your Charge.  You will be able to give your side of the story.  The Investigator may ask you for permission to tape record your statements.   

______________During the investigation, evidence will be gathered and reviewed.  Evidence usually consists of documents and witness testimony.  The Investigator may interview witnesses provided by you and/or witnesses provided by the Respondent.  The Investigator will decide what evidence is needed and who will be interviewed. In some cases the Investigator will visit the site where the act(s) occurred.  

______________In disability cases the Investigator may have to contact your doctor in order to obtain information about your medical condition.  This is why you are asked to sign a medical release form.

______________It is difficult to say how long an investigation will take.  However, the Howard County Code says that written findings shall be issued within 180 days.  (The time frame for housing cases is 100 days).  Because of our case load, these time periods may be extended. 


Possible Outcomes  

______________Once a Charge is authorized we offer mediation to help resolve the case.  Mediation is a meeting called for the purpose of reaching a settlement.  The case will go to mediation only if both you and the Respondent agree to mediate.  

______________Anytime during the investigation, you and the Respondent may enter into an agreement to resolve or settle the case.  

______________You can withdraw your Charge at any time.  This must be done in writing.  This office will provide you with a withdrawal form.  

______________If no settlement can be reached, you will be sent a report called Written Findings with a copy to the Respondent.  This report will be sent to you by Certified Mail.  It may also be sent to you via first class mail or email if we have your email address.  The Written Findings say whether there is reasonable cause or no reasonable cause (probable cause or no probable cause in housing cases) to believe that the Respondent discriminated against you.

 ______________Reasonable cause means that, based on the evidence, it is likely that the Respondent discriminated against you.  No reasonable cause means that the evidence did not support your claim.  

______________If you receive a no reasonable cause finding (no probable cause in housing cases) you can appeal.  The written findings will explain how you can request an appeal hearing by the Howard County Human Rights Commission. 

_______________In employment cases that have also been filed with the U.S. Equal Employment Opportunity Commission (EEOC), you may request EEOC to perform a “substantial weight review” if you are not satisfied with the outcome of your case.  You must do this in writing within 15 days of the closure of your case.  Again this procedure will be explained to you in writing at the close of the case. 

________________If you receive a reasonable cause finding (or probable cause finding in a housing case) the Investigator will attempt to conciliate or settle the matter.  The investigator will ask you to list what you believe you deserve in order to remedy the discrimination.  The Investigator is able to advise you as to what remedies are available under the law.   If the matter is settled, a Conciliation Agreement may be prepared for you, the Respondent and the Administrator to sign.  

________________If the case cannot be settled, it will be sent to the Human Rights Commission for a public hearing.  If the case reaches this stage, you are advised to seek the aid of a lawyer in presenting your case. 

________________This is not a list of all the procedures that may apply to your case.  It is only a list of answers to questions frequently asked by complainants.  


Case Name:______________________________________________________________

Intake Investigator:________________________________________________________

Complainant Signature:____________________________________________________

Date:___________________________________________________________________    
