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GEMA/HS Procedures for Processing Complaint 

 

1. A group of GEMA/HS employees will collectively act as the Complaint Coordinator for 

processing complaints of discrimination associated with this policy. 

 

2. If an employee, client, customer, program participant, or consumer of GEMA/HS or of a 

GEMA/HS subrecipient contacts a GEMA/HS employee and wishes to file a complaint 

against GEMA/HS or a GEMA/HS subrecipient concerning the implementation or 

administration of any program, activity, or service receiving federal financial assistance 

from the DOJ or DHS, the GEMA/HS employee shall instruct the complainant to file the 

complaint in writing, in accordance with the procedures above. 

 

3. Any GEMA/HS employee receiving such a complaint submitted directly to GEMA/HS, 

and any GEMA/HS employee wishing to submit such a complaint directly to GEMA/HS, 

shall route it to the Complaint Coordinator. If the complaint is against an employee of 

GEMA/HS, the complaint shall be forwarded to the Complaint Coordinator and that 

GEMA/HS employee should follow the procedures set out in HR-14, GEMA/HS’s 

Grievance Procedures Policy. 

 
4. For any complaint received by the Complaint Coordinator that is submitted directly to 

GEMA/HS, the Complaint Coordinator shall provide written acknowledgment of the 

complaint to the complainant. 

 
5. The Complaint Coordinator shall refer the complaint to the appropriate entity, which may 

include the Georgia Office of the Attorney General; the GCEO; the EEOC; the OCR; or 

the CRCL. If the Georgia Office of the Attorney General either is the agency about which 

the complaint is filed or has a conflict, the complaint shall be referred to the EEOC, OCR, 

or CRCL, as appropriate. 

 
6. Notwithstanding paragraph 5, for any complaint of discrimination concerning the 

implementation or administration of any program, activity, or service receiving federal 

financial assistance from the DOJ or DHS, GEMA/HS shall notify the OCR or CRCL, as 

appropriate, in writing of the following: 

 
a. Name of complainant 

 

b. Entity named in the complaint 

 

c. Description of the complaint of discrimination 

 

d. Steps being undertaken to investigate and resolve complaint 


