
Procedural Checklist

To the Complainant *  :  

	  *   You have just filed a charge of discrimination. You have sworn under oath, that you believe the respondent has discriminated against you on one or more bases that Title 20 of the State Government Article, Annotated Code of Maryland (hereinafter “Title 20”), the civil rights statute of the state of Maryland, protects.   The State of Maryland Commission on Civil Rights investigates complaints of discrimination in the areas of employment, housing and public accommodation.  

· Specifically, charges filed by complainants in the area of employment may claim they have been harmed because of their race, color, gender, religion, disability, age, national origin, marital status, sexual orientation, genetic information and/or in retaliation for participating in or protesting a protected activity, (e.g., example complaining about race discrimination).  

· In the area of housing, a discrimination complaint may be filed on the bases of race, color, religion, gender, familial status, national origin, marital status, sexual orientation, disability or genetic information.
· Public accommodations charges may be filed on the bases of race, creed, sex, age, color, national origin, marital status, sexual orientation, disability or genetic information. 
  *      You should have a clear understanding about what is happening, what to expect and who to contact during the investigation of your charge.  This checklist is provided for your reference and as a tool to guide you through the MCCR process. Though we have tried to include each procedure, please feel free to ask for more information if you need it. 

  *     A MCCR staff member will review this document with you during the intake process.  Please acknowledge that you understand the information below, by initialing the appropriate paragraphs and signing and dating the bottom of the last page.  MCCR staff will give you a copy of this document. 


RE:  MEDIATION
_____ I have been offered the opportunity to mediate my concerns prior to investigation. I understand how the MCCR Mediation Program works and I have declined participation. I want an investigation to begin.  

_____ I have been offered the opportunity to mediate my concerns prior to investigation.  I understand how the MCCR Mediation Program works and I have agreed to participate.  I understand that under this election, the MCCR will postpone its investigation until it is determined that the parties cannot resolve the dispute under the auspices of the MCCR Mediation Program.  The Commission will schedule a mediation conference that will occur at a place and time that is convenient for all parties.  


_____ I have been informed about the remedies available under Title 20 and applicable federal statutes.

RE: SERVICE
_____ I understand that the Commission’s staff will provide notice of my complaint by serving a copy of my complaint upon the Respondent shortly after the date of filing.
_____ I understand that once my charge is served and I have not elected the Mediation Program, my case will have been transferred out of the intake division and into an investigative division.  

_____ Once assigned to an investigative division, the investigative supervisor will request information from the Respondent prior to assigning the case to an investigator. Because the Respondent frequently requires additional time to respond to the Agency's requests for information, a period of time may elapse prior to my receiving contact from an investigator. 

RE:  CONTACT WITH THE COMMISSION
_____ I further understand that it is my responsibility to keep the Commission’s staff informed of any changes in my address and/or telephone number.  It is also my responsibility to provide staff with the name and telephone number of someone who has a telephone number that is different from my own, who will always know how to reach me.  I may report changes to the agency at (410) 767-8600 or (800) 637-6247.   
_____ I understand that I may amend my charge to add a basis or an issue as long as additional acts which constitute discriminatory practices under Title 20 relate to the subject matter of the original complaint.

_____ I understand that the MCCR will notify me by mail once the complaint has been assigned to an investigative unit.  This notice will contain the name and telephone number and e-mail address of the investigative unit’s supervisor.  I understand that I may contact the supervisor if an emergency arises or additional information becomes available.

RE:  THE INVESTIGATION
_____ I understand that the investigator is a neutral party (not an advocate) assigned to investigate all sides of the allegations in order to prepare an impartial finding of fact (a report) in my case.
_____ I understand that during an investigation, evidence that supports or refutes my claim will be gathered and reviewed.  The investigator will determine what evidence is needed, and based on legal analysis, whether it is likely that discrimination occurred.    The investigator will also interview witnesses to the alleged act(s) of discrimination.  In some cases, the investigator will visit the site where the alleged violation occurred.
            If I receive a No Probable Cause decision, I may appeal the decision by writing to Cleveland L. Horton II, Deputy Director, MCCR, Suite 900, 6 St. Paul Street, Baltimore, Maryland 21202 to request a reconsideration of the decision.  I must do so within fifteen (15) days of the date that the decision was mailed.  Once my case is reviewed, my case will either be returned to the investigator for further investigation or closed by the MCCR.

           If I receive a Probable Cause decision, the investigator will attempt to conciliate (settle) the matter by determining the appropriate remedies available under the law and preparing a Conciliation Agreement for the parties' signatures.  If the Respondent fails to conciliate the matter, the case is then recommended for public hearing.
 RE:  DISABILITY ISSUES
           I have signed a release of information to permit the MCCR to obtain medical records relative to my claim.

_____  To the best of my knowledge, I am qualified to perform the essential functions of the job in question, with or without an accommodation. I further understand that it is MY responsibility to request of my employer a reasonable accommodation if I need one to be able to perform the essential functions of the job.
_____ I understand the concept of a reasonable accommodation.
RE:     POSSIBLE OUTCOMES  
_____ I understand that the results of the staff’s investigation will be set forth in a written report which will chronicle the facts found to exist and the conclusions drawn.  The findings will be served on (sent to) all parties to the complaint.  The Commission’s staff will determine whether, based on the totality of factual circumstances known at the time of the decision, probable cause or no probable cause exists to believe that a discriminatory act has occurred.  Depending on the complexity of the case, it is difficult to give an exact time when the investigation of a complaint will be concluded.
_____ I understand that at any time before the issuance of a written finding of facts, the parties may enter into a negotiated settlement, and that if successful, will result in a written agreement setting forth the terms of the settlement and the withdrawal of the complaint.
_____ I understand that I may withdraw my complaint at any time and that I must do so in writing.
_____ I understand that the Commission may administratively close my case under circumstances which may include the absence of information that establishes my whereabouts, the determination that statutory requisites have not been met or my failure to cooperate with the requests of Commission staff.
_____ I understand that upon receipt of a No Probable Cause Written Finding pertaining to a housing charge filed under Title VIII and/or Title 20, if I am not satisfied that the Maryland Commission on Civil Rights (MCCR) has thoroughly investigated my case, I have the right to appeal the determination in writing to Cleveland L. Horton II, Deputy Director, MCCR, Suite 900, 6 St. Paul Street, Baltimore, Maryland 21202 to request a reconsideration of the decision. I must do so within fifteen (15) days of the date that the decision was mailed.  Once my case is reviewed, my case will either be returned to the investigator for further investigation or closed by the MCCR.
_____I understand that upon receipt of a No Probable Cause Written Finding pertaining to an employment charge filed under the Title VII, ADEA and/or Title 20 federal and state statutes, or an appeal thereof, I may request that the Equal Employment Opportunity Commission (EEOC) perform a "substantial weight review" of my case.  I may exercise this right of review if I am not satisfied that the Maryland Commission on Civil Rights (MCCR) has thoroughly investigated my case.  I must file this written request for review with the EEOC within fifteen (15) days of receipt of the finding. I also understand that if I am not satisfied that the Maryland Commission on Civil Rights (MCCR) has thoroughly investigated my case, I have the right to appeal the determination in writing to Cleveland L. Horton II, Deputy Director, MCCR, Suite 900, 6 St. Paul Street, Baltimore, Maryland 21202 to request a reconsideration of the decision. I must do so within fifteen (15) days of the date that the decision was mailed.  Once my case is reviewed, my case will either be returned to the investigator for further investigation or closed by the MCCR.
_____I understand that I may request a "Notice of Right to Sue" letter from the EEOC.  The "Notice of Right to Sue" will enable me to take my case directly to federal court.  I may obtain the "Notice of Right to Sue" by writing Pinkey Lucas, State and Local Liaison, EEOC, 10 S. Howard Street, Baltimore, Maryland 21202.  Once approved, the EEOC will issue me a "Notice of Right to Sue" letter. I then have ninety days to file in court and should have secured legal counsel to assist me. I understand that this right is applicable only in cases involving a violation of Title VII.  
The foregoing procedures are by no means exhaustive, but reflect answers to the questions our Complainants ask most frequently.

[Case Name] ______________________________________________________

[Case No.]  _____________________

Signature_______________________________     Date_____________________
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