
APPENDIX B - NOTICE TO RESPONDENT 

College Letterhead 

To:     , Responding Party 

From: Melissa Loiodice, Vice President for Human Resources 

Subject: Affirmative Action Discrimination Complaint 

Date:   

This is to notify you that on _________________ a complaint alleging a violation of the College’s 
Policy on Affirmative Action was filed against you with the College.  A copy of the complaint is 
attached, as is a copy of the complaint procedure.  Within ten (10) days of your receipt of this 
notice, please submit to me a written response to the complaint.    

I will be contacting you to schedule an appointment to discuss this matter.  Please be advised that 
it is unlawful to retaliate against a student, employee or any other person for filing a complaint or 
for cooperating in an investigation related thereto. 

All reasonable efforts will be made to maintain confidentiality during the complaint procedure in 
accordance with the Policy on Affirmative Action.  Further, if any disciplinary sanctions are 
imposed as a result of an investigation under this Policy, all such sanctions shall be regarded as an 
administrative action subject to all terms and conditions of applicable collective bargaining 
agreements. 

All questions concerning this matter should be addressed to the College official referenced above.  
Further, all parties to a complaint may have a personal advisor (for union employees this may be 
a union representative) assist them throughout the process. 




