City of Boise Title VI Complaint Process
Any person who believes she or he has been the object of unequal treatment or
discrimination, or been excluded from participation in or denied benefits of the City
of Boise’s programs, activities or services on the grounds of race, color, or national
origin may file a complaint with the City of Boise’s Title VI Coordinator within 180
days from the date of the alleged discrimination.
To be accepted, a Title VI complaint must:
•
•
•

Involve discrimination on the basis of race, color or national origin;
Allege that the discrimination was committed by the City of Boise, a
City of Boise employee, or a sub-recipient of the City of Boise; and
Be filed within 180 days from the alleged discrimination (or within 180
days of when the complainant knew, or should have known of the
discrimination).

Complaints must be in writing and signed by the complainant. If the complainant
needs assistance in reducing the complaint to writing or signing it, he or she may
request assistance from the Title VI Coordinator or may have another person write
and acknowledge the complaint on his or her behalf.
Complaints should include:
•
•
•

The name, address and phone number of the person who experienced the
discriminatory action;
The date of the alleged act of discrimination or the date when the
complainant(s) became aware of the alleged discrimination; and
A brief but specific description of the discriminatory practice or action and
any relevant facts.

The complaint should include names and contact information of any witnesses,
including city employees or contractors.
The City of Boise encourages use of its complaint form, which is available on the
City of Boise’s website at www.cityofboise.org, or by calling 208-384-3868. A sample
of the City’s complaint form is found in Appendix 4.
The complaint form must be signed or acknowledged and returned to the Title VI
Coordinator. The original complaint may be sent, faxed or e-mailed to:
Title VI Coordinator
625 W. Idaho Street
P.O. Box 500

Boise, ID 83701-0500
FAX: (208) 384-3868
TitleVICoordinator@cityofboise.org
Allegations received by telephone or TDD will be reduced to writing on a complaint
form and provided to the complainant for confirmation or revision before processing.
Once a complaint is filed, the City of Boise Title VI Coordinator will record the
complaint in a database and determine (a) whether the complaint is complete; (b) if
additional information is needed; (c) whether the City has jurisdiction; and (d)
whether the complaint is timely.
The Title VI Coordinator will notify the complainant in writing within 10 working
days either that the complaint is accepted or the complaint is not accepted. If the
complaint is not accepted, the Coordinator will state why. If the complaint is not
accepted because additional information is needed, the complainant will be notified
what information is needed.
If the complaint is accepted, the City will investigate the merits of the complaint
and will attempt to resolve it at the lowest level possible. The Title VI Coordinator
will assign an investigator to investigate the complaint.
The investigator may interview any individuals named as witnesses and any other
individuals who may have information. The investigator may review relevant
documentation. If more information is needed, the complainant has thirty days
from the date of the letter to send the requested information. If the investigator
is not contacted by the complainant or does not receive the additional information
within thirty days, the City may administratively close the case. A case may also be
closed if the complainant no longer wishes to pursue his or her case.
After the investigator reviews the complaint, she/he will issue one of two letters to
the complainant: a closure letter or a letter of finding. A closure letter summarizes
the allegations and states that there was not a Title VI violation and that the case
will be closed. A letter of finding summarizes the allegations and the interviews
regarding the alleged incident, and explains whether any disciplinary action,
additional training of the staff member or other action will occur.
Although the City strives to promptly resolve complaints, this process will differ
depending on the complexity of the complaint, the individuals involved, and other
factors. The investigation will be concluded within sixty days of receiving all
requested information.
Complaints submitted directly to a department will be forwarded to the Title VI
Coordinator for intake.

Dismissal of Complaints:
The City may dismiss a complaint and issue a closure letter for any of the following
reasons:
•
•
•
•
•

The complainant withdraws the complaint.
The complainant fails to respond to requests for additional information
needed to process the complaint.
The complaint is untimely.
The complainant cannot be located.
The complaint is determined to be legally or factually insufficient.

Appealing the Coordinator’s Written Decision:
If the complainant is not satisfied with the written decision of the Coordinator, the
complainant has 14 working days from the date of the decision to provide the
Coordinator with written notice of intent to appeal.
The appeal shall be to the Director of the involved department. The Director shall
issue a decision on the appeal within 30 working days of the notice of intent to
appeal, which shall be the final decision of the City.

