
DISCRIMINATION COMPLAINT PROCEDURE

Discrimination Complaint Procedure

William Rainey Harper College (College) prohibits discrimination against any individual on the basis of race, color, religion, sex, national
origin, ancestry, age, marital status, sexual orientation, physical or mental disability or unfavorable discharge from military service. This
procedure will address complaints involving employee to employee, employee to student, and student to employee. Employees of third party
vendors and contractors working with William Rainey Harper College and visitors are subject to compliance with Harper College’s policy on
discrimination.

Definitions
Complainant – individual submitting a complaint of discrimination Responding Party – individual who is named to have performed the alleged
discrimination in a complaint

Reporting Party – Individual who are the authors of the submitted complaint. This person may or may not be involved in the situation, but
provided information being used to communicate the matter via a report

Both bias and discrimination involve treating people differently based on certain characteristics, but they differ in scope, manifestation and
intention. Here's a breakdown of their differences:

Bias

1. Nature:
Internal: Bias refers to an inclination, prejudice or predisposition towards or against something or someone. It is an internal tendency
that can be conscious or unconscious.

2. Types:
Explicit Bias: When a person is aware of their prejudices and attitudes toward certain groups.
Implicit Bias: When a person harbors attitudes or stereotypes unconsciously, influencing their behavior and understanding without their
awareness.

3. Manifestation:
Subtle: Bias often manifests in subtle ways, such as favoring certain individuals in everyday interactions, making quick judgments, or
having preconceived notions.

4. Examples
a. Preferring to hire graduates from one's own alma mater.
b. Assuming someone's interests or skills based on their gender.

Discrimination

1. Nature:
External: Discrimination is the external manifestation of bias. It involves actions that treat people unfairly or unjustly based on certain
characteristics like race, gender, age, religion, disability, etc.

2. Types:
Direct Discrimination: When someone is treated less favorably explicitly because of a particular characteristic.
Indirect Discrimination: When policies or practices that seem neutral have a disproportionately negative impact on certain groups.

3. Manifestation:
Overt Discrimination is often evident through policies, actions, language, and treatment that disadvantage certain groups. It is a
behavioral manifestation of bias with tangible effects.

4. Examples:
a. Refusing to hire someone because of their racial background.
b. Denying housing opportunities based on sexual orientation.
c. Implementing company policies that disadvantage employees with disabilities.
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Reporting a Bias Incident
Student claimant(s) or witnesses to a bias incident should contact the office of Student Engagement or the campus Non-Discrimination
Compliance Officer (NDCO) and/or submit an online referral. (Online referral form can be found HERE). Employees or other claimants or
witnesses to the incident should contact the office Human Resources or the campus NDCO and/or submits an online referral. (Online referral
form can be found HERE)

Reporting a Discrimination Incident

The purpose of the discrimination complaint procedure is as follows:

• to advise individuals who believe that they have been subjected to discrimination on how to proceed with a discrimination complaint;
• to ensure that such complaints are resolved in a manner which is just, prompt and confidential.

Non-Discrimination Compliance Officer

The College's Non-Discrimination Compliance Officer (NDCO) is the college’s Chief Human Resources Officer (CHRO). In the event of
absence of the CHRO, the college’s Executive Vice President of Finance and Administrative Services will serve as the NDCO. The NDCO
will be responsible for the investigation of complaints of alleged discrimination within the guidelines of existing legislation, College policy and
appropriate contracts.
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Initial Contact

An individual who believes they are the victim of discrimination might choose to communicate these concerns to a trusted member of faculty
or staff. The initial contact could also occur when a bias incident, as reported to the Chief Human Resources Officer and the Vice President
of Diversity, Equity and Inclusion, is deemed a potential discriminatory incident. A discriminatory complaint may also arise out of a Title
IX matter or a general student complaint. In these events, the college employee must listen to the individual’s concerns and instruct the
individual to contact the NDCO. A victim of discrimination may also file a formal complaint of discrimination following the process below. The
NDCO is the only person authorized to initiate and conduct a discrimination investigation.

Informal Discussion

Before filing a report, the affected individual is encouraged to discuss their concerns with the NDCO. This private discussion is the first step
in the resolution procedure. It allows for sharing of information in hopes of achieving mutual resolution between/among parties. If resolution is
not achieved, the NDCO will provide the affected individual with instructions on how to file a formal complaint of discrimination.

Filing and Resolution of a Complaint of Discrimination

A formal investigation of a claim of discrimination will be undertaken by the NDCO upon receipt of a written complaint.

The following procedures shall be used for investigating complaint(s) of discrimination.

Within 21 calendar days of the alleged discriminatory act or conduct, the complainant should:

• Submit a specific and detailed written complaint setting forth the nature of the alleged discrimination;
• Identify the person(s) against whom the complaint is being filed;
• Identify the dates that the alleged discriminatory action occurred;
• Identify potential witnesses to the alleged discrimination
• Indicate remedy or relief sought.

The written complaint may be filed online or or delivered to Harper College, 1200 West Algonquin Road, Room A-321, Palatine, IL 60067.
Additionally, persons wishing to submit complaints through online or electronic means should contact the NDCO for guidance and additional
information regarding access to available online reporting forms.

Upon receipt of the written complaint, the NDCO will inform the individual, responding party, of which the complaint has been filed against
with a Notice of Investigation (NOI). The NOI may be delivered to the individual electronically via Harper College email. The reporting
individual will be supplied a copy of the notice of investigation. If the party receiving the NOI is represented by a collective bargaining
agreement, the responding party may request a copy of the NOI to be delivered to their union representative. The NDCO will appoint an
investigator, who could be an independent third-party or a qualified member of the human resources department. The investigator will
conduct an interview with the complainant and additional individuals as deemed appropriate. Such investigation may include, but is not
limited to:

• interviewing the party(ies) alleged to have committed the discriminatory act;
• interviewing witnesses identified by the complaining or accused party;
• and reviewing documents relevant to the complaint.

The investigator will provide the NDCO a confidential report with regard to the investigation. The report will describe the facts and
testimonies collected during the investigation and may state whether or not the investigator believes a violation of the College's non-
discrimination policy has occurred. The investigator’s report will be completed within 30 calendar days of receipt of the complaint. Such time
may be extended for an additional 30 calendar days if necessary.

Within 15 calendar days of receipt of the investigator’s report, the NDCO will issue an Outcome Letter to the complainant and individuals
accused of discriminatory action. The Outcome Letter will contain a summary of the complaint and the NDCO’s ruling as to whether
discrimination in the form of a violation of existing legislation, College policy, collective bargaining agreement or appropriate contracts has
occurred.

A copy of the investigator’s report and Outcome Letter will be maintained in the college’s case management system. Any finding that results
in sanctions or discipline will be placed in the employee’s personnel file.

Appeals

Appeals of the NDCO’s Outcome Letter may be considered for the following reasons:

• A procedural error in the investigation process which would substantially affect the outcome of the investigation.
• New evidence or information has come to light that was not available or accessible during the investigation which would substantially

affect the outcome.
• Concern of a conflict of interest with a person involved in the investigation.

Either party may appeal in writing the decision of the Outcome Letter by filing a written appeal to the Executive Vice President or Provost
within five calendar days of receipt of the Outcome Letter. The Executive Vice President or Provost shall respond within 30 calendar days of
receipt of the appeal. Decisions of the Executive Vice President or Provost are final.
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