TOWN OF LUNENBURG
AMERICANS WITH DISABLILITIES ACT (ADA) GRIEVANCE PROCEDURES

[bookmark: _GoBack]In adherence and in conformance with the ADA Policy, the ADA Coordinator will follow the following procedure when an ADA complaint, grievance, request for program policy interpretation or clarification is received, either in writing or through a meeting or telephone call: 

1)  The department receiving the complaint, grievance, request for program policy interpretation, or clarification will make every effort to create a record regarding the name, address, and telephone number of the person making the complaint, grievance, request for program policy interpretation or clarification.
2) Within ten working days after the complaint has been received, the department receiving the complaint, grievance, request for policy interpretation, or clarification will attempt to meet with the complainant in order to resolve the complaint.  Within ten working days after the meeting a response will be sent to the complainant (if the person making the complaint is identified) in a format that is sensitive to the needs of the recipient (i.e. verbally, enlarged type face, etc.).  Copies of the complaint, grievance, request for program policy interpretation or clarification and response will be forwarded to the applicable Town Departments.  If the grievance is not resolved at this level, it will progress to the next level to the ADA Coordinator.
3) The complainant making the appeal must file a written grievance to be submitted to the ADA Coordinator within ten working days that the response was received.  Assistance in writing the grievance will be available to all individuals.  The ADA Coordinator must respond to all written grievances within ten working days in a format that is sensitive to the needs of the recipient (i.e. verbally, enlarge type face, etc).  If the grievance is not resolved at this level, it will progress to the next level.
4) If the grievance is not satisfactorily resolved by the ADA Coordinator, the individual making the complaint, grievance, request for program policy interpretation, or clarification will be informed of the opportunity to meet and speak with the Board of Selectmen, with whom local authority for final grievance resolution lies.


