Addendum 6
CERTIFICATION
I certify that I have read and understand the Complaint Procedure as described below. I also certify that I am aware this
document contains the name, address, and telephone number of the Program Complaint Resolution Officer.

Customer Signature Date

St. Lawrence County One-Stop System
Non-Criminal Complaints and Grievances Procedure
Approved by the St. Lawrence County Workforce Investment Board: April 25, 2001

INTRODUCTION

The Workforce Investment Act (WIA) and the Rules and Regulations (667.600) require the
establishment of a complaint/grievance procedure by each Local Area, State and direct recipient
of funds under Title L.

As a customer, service provider, or interested party, this document serves to inform you of the
procedure whereby you may settle any difference or non-criminal complaint that may arise, free
from coercion, restraint, interference, discrimination or reprisal.

PROCEDURE
This is a multi-stage procedure, whose goal shall be to settle complaints on as low an
administrative level as possible.

Time extensions beyond those noted below may be arrived by mutual agreement of the parties
concerned. Should either party not adhere to the following timetable, choose not to elevate a
request to the next level, fail to respond to a written request by the Program Complaint Resolution
Officer within ten calendar days, or agree to satisfaction with the outcome of a complaint, the
complaint will be considered resolved.

You will have up to one (1) year from the date of the incident to file the complaint. Your identity
and anyone who furnishes information or assists in the investigation of the complaint will be kept
confidential to the maximum extent possible, consistent with applicable law and fairness in
handling the complaint. Once a complaint has been filed, the timeframes outlined in this
procedure are as follows.

STEP 1: When you file your written complaint, the Program Complaint Resolution Officer
(PCRO) will help you to ensure that all documents are properly filed, will gather facts, and will
attempt to resolve your complaint. If your complaint can be resolved in a way that is mutually
acceptable to all parties involved, the PCRO will notify each party in writing of the agreed upon
resolution

The PCRO's name, address, and telephone number are as follows:
Patrick Kelly, Deputy Director

St. Lawrence County Office of Economic Development

80 State Highway 310 Suite 6, Canton, NY 13617-1496
Phone: (315) 386-3276

STEP 2: If your complaint alleges a violation by the Local Area, then the Local Area Complaint
Resolution Officer (LACRO) performs the actions as outlined for the Program Complaint
Resolution Officer. The Local Area Complaint Resolution Officer’s name, address, and telephone
number are as follows: Patrick Kelly, Deputy Director, St. Lawrence County Office of Economic
Development, 80 State Highway 310 Suite 6, Canton NY 13617-1496 Phone: (315) 386-3276
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STEP 3. If you are unable to resolve your complaint, you may request a formal hearing. This
hearing must be scheduled on or before the thirtieth (30) day of your initial complaint.
a. You will receive by Certified Mail, notification of the date, time, and place of the hearing and
will be advised that:
The hearing may be rescheduled if you so request and the PCRO agrees.
You have the right to be represented by an attorney, as may the PCRO.
Y ou may produce witnesses and/or documentary evidence, as may the PCRO.
You and/or your attorney/representative, as may the PCRO, will be allowed to cross-examine
opposing witnesses or parties in accordance with the procedurally equitable agenda explained before
the hearing by the Hearing Officer.
You may withdraw your complaint prior to the hearing. This would constitute an admission of no
contest.
You will receive a final written decision within sixty (60) days of the filing of your complaint. The
decision will include a synopsis of facts, a statement of reason for the decision, a statement of
remedies to be applied, a statement that all applicable procedures have been followed, and an
explanation of the appeal procedure noted below.

STEP 4. If by the 60™ day of the initial filing of your complaint, you have not received your
written final decision, you may file a request for review by the Governor. The request must
be filed within fifteen (15) days from the date on which you should have received the written
decision. If you do not agree with your written final decision, you may file a request for
review by the Governor. The request must be filed within ten (10) days from the date on
which you receive the adverse decision. The Governor will have 30 days to issue a decision.

Your appeal should contain the same basic elements as your local complaint. These are: Your
name, address and phone number; Respondent's name, address and phone number; Nature of the
complaint; Your signature; Date signed; Information regarding the decision rendered at the formal
hearing.

You should send the information to: NYS Workforce Investment Act Hearing Officer
New York State Dept. of Labor
State Office Building Campus, Bldg. 12, Room 446
Albany, New York 12240

NOTE TO EMPLOYERS

If you are an employer, you may operate your own grievance system, or you may utilize the
grievance system established by the St. Lawrence County One-Stop System. You must inform all
participants early of the grievance procedures they are to follow, should they need them. If you
opt to use your own grievance system, you must provide copies of the grievance procedure for
review and comment by the PCRO to ensure that WIA guidelines and requirements are not
compromised. Your system must provide for, upon request by the complainant, a review of an
employer's decision by the Local Area and the Governor, if necessary. The procedure must also
have a process that allows an individual alleging a labor standard violation to submit the
grievance to a binding arbitration process if a collective bargaining agreement covering the parties
to the grievance provides for it.




