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I. Purpose 
 
The purpose of this policy is to establish written procedures for the Oregon Criminal 
Justice Commission (CJC) to follow when it receives a complaint alleging employment 
discrimination from an employee or applicant for employment of a CJC grant sub-
recipient who receives grant funding from the U.S. Department of Justice (DOJ). 
   
II. Policy 
 
All employees and applicants for employment of grant sub-recipients who receive 
funding from the DOJ shall be treated equally regardless of race, color, national origin, 
sex, religion, disability and age.  The CJC will ensure that grant sub-recipients comply 
with all applicable federal laws regarding employment discrimination. 
 
No person shall intimidate, threaten, coerce, discriminate, or retaliate against an 
individual for taking action or participating in an action to secure rights protected by 
these laws.    
 
This policy applies to all employees and applicants for employment of grant sub-
recipients who receive funding from any DOJ grant program. 
 
III.   Definitions       

CJC Civil Rights Complaint Coordinator (Complaint Coordinator):  The CJC Civil 
Rights Complaint Coordinator is the Grants Program Manager.  

Discrimination:   It is a discriminatory or prohibited employment practice to refuse to 
hire, promote, discharge, demote, terminate, or to retaliate against or to discriminate in 
matters of compensation or in terms, privileges, and conditions of employment against 
any persons otherwise qualified, because of race, color, sex, pregnancy or pregnancy-
related conditions, age (40 and over), religion, national origin, or disability.   
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It is a discriminatory delivery of services to exclude an individual from participation in, 
deny the benefits to or subject an individual to discrimination under any DOJ-funded 
program or activity based upon race, color, national origin, sex, religion, age, or 
disability.  
 
IV. Complaint Procedures 

1.  Employment discrimination complaints against grant sub-recipients may be filed 
using the discrimination Complaint Form provided on the CJC website 
(http://www.oregon.gov/CJC/Pages/newdrugcourt.aspx).  The CJC and its grant 
sub-recipients will provide the Discrimination Complaint Form and contact 
information for the Complaint Coordinator to any person who raises civil rights 
compliance concerns.  

Individuals who have questions about the complaint process or need assistance 
with the complaint paperwork may contact the Civil Rights Complaint 
Coordinator at 503-378-5796. 

2. A complainant must submit a copy of the Discrimination Complaint Form to the  
Complaint Coordinator listed via email as directed on the CJC’s website 
(http://www.oregon.gov/CJC/Pages/newdrugcourt.aspx) or by mail to  
 
Civil Rights Complaint Coordinator 
Oregon Criminal Justice Commission 
885 Summer St NE,  
Salem, OR 97301   
 
A complainant may request assistance from CJC staff to complete the paperwork 
and may file orally if a disability impairs the ability to file a written complaint.  
CJC employees who receive a discrimination complaint will also forward the 
complaint to the Complaint Coordinator. 
 

3. The complaint should be submitted as soon as possible but no later than (60) 
calendar days after the alleged offense. The date of filing of the discrimination 
complaint will be considered the date on which the complaint is received by CJC.  
 

4. Upon receipt, the Complaint Coordinator will provide a copy of the complaint to 
the CJC Executive Director.  The Complaint Coordinator and the Executive 
Director will evaluate whether the complaint alleges a valid claim.  If they cannot 
come to a determination about the complaint’s validity, they may forward the 
complaint to the United States Department of Justice Office of Civil Rights 
(OCR) for preliminary review. 
 
The Complaint Coordinator will administratively close the complaint if it is 
determined that it does not contain a claim of employment discrimination under 
any pertinent federal civil rights statute.    
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5. Complaints that allege a violation of federal civil rights law will then be 

forwarded to the Oregon Civil Rights Division:   
 
Oregon Civil Rights Division,  
Bureau of Labor and Industries (BOLI)  
800 NE Oregon St., Suite 1045,  
Portland, OR 97232  

 
The Complaint Coordinator shall also inform the complainant that he/she may 
also file a complaint with the Office for Civil Rights (OCR): 
 

Office of Justice Programs 
U.S. Department of Justice 
810 7th Street NW  
Washington, DC 20531. 

  
If the complaint is referred to BOLI or the OCR, the Complaint Coordinator shall 
notify the complainant of the contact information for BOLI or OCR and the date 
the complaint is considered filed. 

 
6. Within ten (10) calendar days of receiving a complaint, the Complaint 

Coordinator will notify the complainant about the status of the complaint, 
specifically whether the complaint has been referred to BOLI or the OCR or 
whether it has been administratively closed.   
 

V. Grant Sub-recipient Obligations 
 
1. A general grant condition requires that grant sub-recipients complete training and 

certify compliance with Civil Rights laws upon acceptance of a grant award.  
Grant sub-recipients must have procedures in place for responding to 
discrimination complaints that employees or applicants file directly with the grant 
sub-recipient. At a minimum, these procedures should include forwarding 
employment complaints to the Complaint Coordinator.   

 
2.  During the award process, grant sub-recipients will be provided with copies of the 

CJC Civil Rights Policies and Procedures about the employment discrimination 
procedures from the Grant Coordinators.  Grant sub-recipients are required to fill 
out and submit the Civil Rights Compliance Checklist (provided by the CJC) 
within 60 days of award and review this requirement during grant monitoring 
activities.   

 
V. Training 
 
1.  Training, complaint procedures and a summary of the responsibilities of the CJC 

employees to refer discrimination complaints to the Complaint Coordinator will 
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be available to employees through the CJC website 
[http://www.oregon.gov/CJC/Pages/newdrugcourt.aspx].  

 
2.  Compliance requirements and complaint procedures are incorporated during 

periodic grant management training for CJC staff members who manage sub-
recipient grants of Federal Grant Programs. 

  
3.  Compliance requirements and complaint procedures are distributed to all new 

CJC employees during orientation, etc. 
 
Implementation: This policy and procedure is effective as of the date signed by the 
Executive Director.   
  

 


