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Appendix 8.1. 
 
 

 
Subject: KEY CONTROL 
 
 
1.0. PURPOSE: 
 
 To establish the policy and procedures for the coordination of a campus wide Key Control 
 Program. 
 
2.0. ORGANIZATIONS AFFECTED: 
 
 2.1. All organizational units of the University. 
 
 2.2. Auxiliary organizations operate and maintain a separate key control system and  
  provide access keys to University personnel for safety and security purposes. 
 
3.0. REFERENCES: 
 
 State Administrative Manual (SAM), Section 8580.4. 
 
4.0. POLICY: 
 
 4.1. General--An effective key control program will provide and maintain overall security of 

campus facilities and equipment through enforced procedures for key issue, return, 
replacement, and rekeying.  University keys are State property and shall not be 
duplicated.  Keys are issued by Key Control only upon written authorization of the 
appropriate Administrative Officer. 

 
 4.2. Key Assignments--The responsible Administrative Officer within each department will 

determine the type of key to be issued to an employee.  It is recommended that the 
responsible Dean or Senior Administrator be assigned a building master key; 
Department Heads be assigned an area of responsibility master key; and faculty and 
staff be assigned a key to their office and front door of the building. 

 
4.3. Unauthorized Use--The University will institute appropriate investigation and take 

appropriate action where allegations of unauthorized use of University keys are 
reported. 

 
 
 
 
Approved:     Date: 
 
 
 
 
 

  

 
Subject:  COMPLAINT PROCEDURE FOR DISCRIMINATION, HARASSMENT  

AND RETALIATION COMPLAINTS 
  FOR EMPLOYEES NOT ELIGIBLE TO FILE A COMPLAINT OR GRIEVANCE UNDER A  
  COLLECTIVE BARGAINING AGREEMENT OR WHOSE COLLECTIVE BARGAINING  
  AGREEMENT INCORPORATES THE CSU SYSTEMWIDE COMPLAINT PROCEDURE 

 
 
1.0. PURPOSE: 

To establish the policy and procedures, for the equitable and prompt response to any allegations of 
discrimination, harassment, or retaliation made by an employee, as defined in Section 5.1., who is 
not eligible to file a discrimination, harassment or retaliation complaint or grievance under a 
collective bargaining agreement or whose collective bargaining agreement incorporates the CSU 
systemwide complaint procedure for such purposes. 

 
2.0 ORGANIZATIONS AFFECTED: 

All organizational units of the University, excluding Auxiliary organizations*.   

3.0. REFERENCES: 

3.1. Office of the Chancellor Executive Order, Number 928. 

4.0. POLICY: 

4.1. This procedure provides employees the opportunity to file complaints alleging they were 
either discriminated against or harassed on the basis of a protected status or they were 
retaliated against for raising a discrimination/harassment claim, filing a 
discrimination/harassment complaint or participating in a discrimination/harassment 
investigation. 

4.1.1. This procedure is available only to employees who are not eligible to file a 
discrimination, harassment or retaliation complaint or grievance under a collective 
bargaining agreement, and employees in bargaining units whose collective 
bargaining agreements have incorporated the CSU systemwide complaint procedure 
for such purposes. 

 _______________ 
*Auxiliary organizations are governed by their own internal nondiscrimination/sexual harassment policies and 
procedures. 

 
  
 Approved:                  Date: 
 

      
 
 
 

http://www.calstate.edu/eo/EO-928.pdf�
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4.2. Should discrimination, harassment or retaliation be found to exist in any 
employment action within the CSU, all appropriate measures shall be taken to 
prevent recurrence and to remedy any effects on the claimant/complainant and 
others, if appropriate.  Furthermore, should findings be made of discrimination, 
harassment or retaliation on the part of any CSU employee, appropriate action, 
including possible disciplinary action against the perpetrator, shall be taken under 
the direction of the president. 

 
4.3. In order to use this procedure a CSU employee must assert:  

 
4.3.1. A violation of CSU's systemwide policies against discrimination, 

harassment or retaliation; and 
 
4.3.2.  The specific harm resulting from the alleged violation. 

 

5.0. DEFINITIONS: 

5.1. Employee - includes any full- or part-time CSU employee, whether permanent, 
tenured, probationary, temporary, intermittent, casual employment, or Management 
Personnel Plan employee. 

5.2. Claimant - refers to an employee who has made a discrimination, harassment or 
retaliation claim under Section 6.1. of this procedure. 

5.3. Complainant -  refers to an employee who is eligible to file, and has filed, a written 
formal discrimination, harassment or retaliation complaint under Section 6.2. of 
this procedure. 

5.4. Complaint - refers to a written formal allegation filed by a complainant under 
Section 6.2. of this procedure. 

5.5. Representative - refers to a union representative from the claimant or complainant's 
collective bargaining unit, or another individual who may serve as a representative 
of an employee entitled to such representation under the provisions of this 
procedure. 

5.6. The terms "Respond" and "File" refer to personal delivery or deposit in the U.S. 
Mail, certified with return receipt requested. If personal delivery is used, the 
calendar date of delivery shall establish the date of response or filing. If certified 
mail delivery is used, the postmark shall establish the date of response or filing. 

5.7. Campus Administrator –  Individual responsible for administering CSU policies on 
nondiscrimination, anti-harassment and non-retaliation.  The president’s designee 
for the university is the Director, Human Resources Management. 
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5.8. Investigator – May be the campus administrator or someone else designated by the 
president, provided that he/she shall be an MPP employee or an external consultant, 
who is not within the administrative control or authority of the person alleged to 
have discriminated, harassed or retaliated, and was not involved in the investigation 
at the lower level(s), if any. 

 
6.0. RESPONSIBILITIES: 

6.1. Informal Level (optional) 

6.1.1. An employee (claimant): 

6.1.1.1. May seek to meet with the campus administrator responsible for 
administering CSU nondiscrimination, anti-harassment and non-
retaliation policies, or a campus administrator designated by the 
president to determine the nature of any 
discrimination/harassment/retaliation claim and to explore a 
resolution of the claim, prior to or instead of filing a written 
Level I formal complaint as described in Section 6.2.  Such 
claimant must be given information on how to file a formal 
complaint during this meeting. 

6.1.1.2. Should request this meeting no later than twenty (20) days after 
the event giving rise to the claim or no later than twenty (20) 
days after the claimant knew or reasonably should have known 
of the event giving rise to the claim. The claimant and campus 
administrator should meet as soon thereafter as possible, but no 
later than fourteen (14) days after the claimant has requested the 
meeting. 

6.1.1.3.  May have a representative present during the discussion of the 
claim with the campus administrator. 

6.1.2. The campus administrator: 

6.1.2.1. Shall, whenever possible, attempt to resolve the claim at the 
Informal Level.  A resolution at the Informal Level shall be 
documented. 

6.1.2.2.  May decide an informal resolution is inappropriate and/or that 
the circumstances described by the claimant warrant 
investigation.  

 

 

 



 
         Number: 395  

 

 

6.1.2.3. Should invite the claimant to file a formal written complaint 
pursuant to Section 6.2. of this procedure if the campus 
administrator concludes that an investigation is warranted.  

 If the claimant decides to file a formal written complaint, the 
investigation shall be conducted pursuant to Sections 6.2. and 
6.5. of this procedure. 

If the campus administrator concludes that an investigation is 
warranted but the claimant declines to file a formal written 
complaint at this time, the investigation shall nevertheless be 
conducted. 

6.1.2.4.  Shall respond to the claimant no later than sixty (60) days after 
the meeting pursuant to Sections 6.1.1.1. and 6.1.1.2. is held, 
unless an extension of the timeline has been obtained pursuant to 
Section 6.5.6. of this procedure. 

Generally, the response should include a summary of the 
allegations, a description of the investigative process, the 
standard used to determine whether a violation of policy 
occurred, the evidence considered and a determination of 
whether the allegations were substantiated. 

The response shall inform the claimant of his/her option for 
filing a written formal complaint under Section 6.2. of this 
procedure, if he/she disagrees with the finding of the 
investigation, and the timeline for doing so. 

6.1.3. The campus shall have in place a procedure for investigating discrimination, 
harassment and retaliation claims described in Section 6.1.2.3.  The 
procedure is to be consistent with Section 6.5. of this procedure. 

 
6.2. Level I - Formal  
 

6.2.1. An employee may enter the Formal Level procedure in one of three ways:  
 

6.2.1.1. By filing a written formal complaint that was not preceded by an 
Informal Level investigation; 

 
6.2.1.2. By filing a written formal complaint at the invitation of the 

campus administrator who, having discussed the allegations with 
the employee at the Informal Level, determined that an 
investigation is warranted; or 
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6.2.1.3. In response to the results of an Informal Level investigation with 

which the employee disagrees. In the first two instances, an 
employee may file a written Formal Level I complaint with the 
president no later than:  

  • Thirty (30) days after the event giving rise to the complaint; 
or  

 • Thirty (30) days after the employee knew or reasonably 
should have known of the event giving rise to the complaint. 
In the third instance, an employee may file a written Formal 
Level I complaint with the president no later than ten (10) 
days after the Informal Level response. 

 
6.2.1.4. If the employee chooses to file a written formal complaint, 

he/she shall either complete the complaint form provided by the 
CSU (Appendix 8.1. or 8.2. as applicable) or submit a signed 
statement containing all of the information below:  

 
• The terms of the CSU systemwide policies against 

discrimination, harassment or retaliation alleged to have 
been violated and, if applicable, the reasons why the 
investigation conducted under the Informal Level procedure 
did not resolve the issue. 

 
• The specific harm resulting from the violation. 

 
  • A detailed description of the factual events giving rise to the 

complaint. 
 
  • The complainant's name, address, home and work phone 

numbers, job title, and classification. 
 
   • The name, address and telephone number of the 

representative, if any. 
 
  • The date the complaint was filed. 
 
 • The complainant's signature. 
 

6.2.2. The campus administrator shall: 

 6.2.2.1. Evaluate the allegations contained in the complaint to determine 
whether an investigation is warranted, if not done so previously. 

 6.2.2.2. Shall respond to the complainant in a timely manner, explaining 
why no investigation is conducted, if one is deemed not 
warranted. 
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6.2.3. If an investigation is deemed warranted, the investigator shall hold a 
meeting with the complainant and the complainant's representative, if any, 
at a mutually acceptable time and location. 

6.2.4. The complainant shall inform the investigator of all issues and evidence 
 known, or which could reasonably be known, to the complainant that are 
 related to the complaint. If an investigation had been conducted at the  
 Informal Level, the complainant shall discuss the complainant's specific 
 disagreements with such findings and the relevant reasons and evidence.  
 The complainant may present no additional issues after Level I. 

6.2.5. The investigator shall carefully review the issues raised by the complainant 
and conduct an investigation pursuant to Sections 6.2. and 6.5. of this 
procedure. Where an Informal Level investigation had already been 
conducted, the Level I investigation should be limited in scope to the 
complainant's specific disagreements with the findings at the Informal 
Level.  

6.2.6. The campus administrator shall respond to the complainant no later than 
sixty (60) days after the Level I filing, unless an extension of the timeline 
has been obtained pursuant to Section 6.5.6. of this procedure. 

6.2.7. Generally, the Level I response should include a summary of the 
allegations, a description of the investigative process, the standard used to 
determine whether a violation of policy occurred, the evidence considered 
and a determination of whether the allegations were substantiated. 

6.3. Level II - Formal 

6.3.1. The complainant may file a Level II complaint with the Office of the 
Chancellor no later than ten (10) days after the Level I response if the 
complainant is not satisfied with the outcome at Level I.  

 6.3.1.1. The request for a Level II review shall be in writing and shall 
detail the specific disagreements with the Level I response. 

6.3.2. The investigator shall:  

6.3.2.1. Meet with the complainant to discuss the complainant's 
disagreements with the Level I response. 

6.3.2.2. Carefully review the issues raised by the complainant and conduct 
an investigation pursuant to Sections 6.3. and 6.5. of this 
procedure.  The investigation should be limited in scope to the 
complainant's specific disagreements with the findings at Level I. 
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6.3.3. The University shall respond to the complainant no later than ninety (90) 
days after the Level II filing, unless an extension of the timeline has been 
obtained pursuant to Section 6.5.6. of this procedure.  

 Generally, the Level II response should include a summary of the 
allegations, a description of the investigative process, the standard used to 
determine whether a violation of policy occurred, the evidence considered 
and a determination of whether the allegations were substantiated. The 
Level II response shall be the final decision. 

6.4. The Office for Equity and Diversity shall: 

6.4.1. Include, as part of its training and orientation programs, information on this 
procedure. 

6.4.2. Post the information in an area where employees are likely to see it and 
distribute the information to employees on an annual basis. 

6.5. General Provisions 

6.5.1. The person who conducts an investigation under this procedure may be the 
campus administrator in charge of administering CSU policies on 
nondiscrimination, anti-harassment and non-retaliation or someone else 
designated by the president, provided that he/she shall be an MPP employee 
or an external consultant, who is not within the administrative control or 
authority of the person alleged to have discriminated, harassed or retaliated, 
and was not involved in the investigation at the lower level(s), if any. All 
investigations under this procedure shall be conducted in a reliable and 
impartial manner. 

6.5.2. CSU employees are required to cooperate with the investigation, be 
forthright and honest, and keep confidential the existence and details of the 
investigation. 

6.5.3. The investigation shall include, at a minimum, formal interviews with the 
claimant/complainant and the person alleged to have discriminated or 
harassed (i.e., the respondent). 

6.5.4. Both the claimant/complainant and the respondent shall have the right to 
identify witnesses and other evidence for consideration in connection with 
the investigation; however, the investigator may decide which witnesses are 
relevant to the investigation. 

6.5.5. The claimant/complainant may have a representative present during his/her 
meeting with the campus administrator and/or the investigator to discuss the 
discrimination or harassment claim/complaint. Where the respondent is a 
CSU employee and the allegations are such that, if true, they could 
reasonably subject the respondent to discipline, then the respondent shall be 
permitted to have a representative accompany him/her to the interview. 
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6.5.6. Time Limits 

6.5.6.1. Time limits set forth herein refer to working days, which are 
Monday through Friday, excluding all officially recognized 
University holidays or closure of the campus where the 
claim/complaint originated. 

6.5.6.2. If the claimant/complainant, the respondent, the witnesses, the 
campus administrator, the investigator, or the Chancellor's Office 
designee is on an approved leave of three (3) days or more, the 
time limits shall be extended by the length of time the individual is 
absent. 

6.5.6.3. Time limits set forth herein may also be extended by mutual 
agreement. If the University requests a time extension in order to 
conduct an effective investigation and the claimant/complainant 
does not agree, the University will issue a response within the 
timeline of this procedure based on the information available at 
that time. The investigation shall continue until the University is 
satisfied its duty to respond appropriately to allegations of 
discrimination, harassment or retaliation has been discharged, 
provided the investigation is completed no later than one hundred 
twenty (120) days after the meeting is held between the claimant 
and the campus administrator or between the complainant and the 
individual designated to respond, as applicable. 

6.5.7. The CSU is not obligated under this procedure to investigate a complaint 
not timely filed under its provisions. An untimely filed complaint may not 
be re-filed. Notwithstanding the foregoing, the CSU shall investigate the 
underlying allegations in an untimely filed discrimination, harassment or 
retaliation complaint if the CSU determines the circumstances warrant 
investigation. The investigation conducted in such a circumstance does not 
resurrect the employee's complaint or permit a subsequent filing of that 
complaint. The response issued at the conclusion of the investigation will 
note that the complaint was untimely filed. The investigation shall be 
conducted under the Informal Level process of this procedure. 

6.5.8. A complainant may withdraw a complaint at any time. The complainant 
shall not be entitled to file any subsequent complaint on the same alleged 
incident under the Formal Level process of this procedure.  Although the 
complainant is barred from filing subsequent complaints on the same 
incident, the underlying allegations of a withdrawn discrimination, 
harassment or retaliation complaint shall be investigated if the CSU 
determines the circumstances warrant investigation. The investigation 
conducted in such a circumstance does not resurrect the employee's 
complaint or permit a subsequent filing of that complaint. The response 
issued at the conclusion of the investigation will note that the complaint was 
withdrawn. The investigation shall be conducted under the Informal Level 
process of this procedure. 
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6.5.9. If, after an investigation has been conducted, the president concludes it is 
reasonably likely that the CSU policy against discrimination, harassment or 
retaliation was violated, he/she will take prompt and appropriate measures 
to remedy any damage done by the violation and to prevent any further 
violations. 

6.5.10. Failure by the University to respond timely shall permit the complaint to be 
filed at the next level. 

6.5.11. By mutual agreement, the complainant and the University may consolidate 
complaints on similar issues at any level. 

6.5.12. Taking into account campus operational needs, the CSU shall provide the 
claimant and representative, if any, one (1) hour release time for preparation 
of the claim and reasonable time for presenting the claim at the Informal 
Level upon their request. 

6.5.13. Taking into account campus operational needs, the CSU shall provide the 
complainant and a representative, if any, reasonable release time for 
preparing and presenting the complaint upon their request. 

6.5.14. Where it is necessary for the complainant or his/her representative to have 
access to specific information for the purpose of investigating a complaint, 
the complainant or his/her representative shall make a written request for 
such information to the appropriate administrator. The complainant or 
his/her representative shall have access to information within the policies 
and procedures and laws governing confidentiality and privacy that are 
relevant to any issue raised in the complaint. This provision does not 
authorize a complainant access to the personnel files of another without the 
written consent of that person. 

7.0. PROCEDURES: 

7.1. Informal Level (optional) 

7.1.1. Prior to or instead of filing a written Level I formal complaint as described 
in Section 6.2. an employee (claimant) may seek to meet with the campus 
administrator responsible for administering CSU nondiscrimination, anti-
harassment and non-retaliation policies, or a campus administrator 
designated by the president to determine the nature of any 
discrimination/harassment/retaliation claim and to explore a resolution of 
the claim. Such claimant must be given information on how to file a formal 
complaint during this meeting. 

7.1.2. The claimant should request this meeting no later than twenty (20) days 
after the event giving rise to the claim or no later than twenty (20) days after  
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the claimant knew or reasonably should have known of the event giving rise 
to the claim. The claimant and campus administrator should meet as soon 
thereafter as possible, but no later than fourteen (14) days after the claimant 
has requested the meeting. 

7.1.3.  The employee may have a representative present during the discussion of 
the claim with the campus administrator. 

7.1.4. Whenever possible, the campus administrator shall attempt to resolve the 
claim at the Informal Level.  A resolution at the Informal Level shall be 
documented. 

7.1.5.  The campus administrator may decide an informal resolution is 
inappropriate and/or that the circumstances described by the claimant 
warrant investigation. The campus administrator should invite the claimant 
to file a formal written complaint pursuant to Section 6.2. of this procedure 
if the campus administrator concludes that an investigation is warranted.  

7.1.6. If the claimant decides to file a formal written complaint, the investigation 
shall be conducted pursuant to Sections 6.2. and 6.5. of this procedure. 

7.1.7. If the campus administrator concludes that an investigation is warranted but 
the claimant declines to file a formal written complaint at this time, the 
investigation shall nevertheless be conducted. 

7.1.8. The campus administrator shall respond to the claimant no later than sixty 
(60) days after the meeting pursuant to Sections 6.1.1.1. and 6.1.1.2. is held, 
unless an extension of the timeline has been obtained pursuant to Section 
6.5.6. of this procedure. 

7.1.8.1. Generally, the response should include a summary of the 
allegations, a description of the investigative process, the 
standard used to determine whether a violation of policy 
occurred, the evidence considered and a determination of 
whether the allegations were substantiated. 

The response shall inform the claimant of his/her option for 
filing a written formal complaint under Section 6.2. of this 
procedure, if he/she disagrees with the finding of the 
investigation, and the timeline for doing so. 

7.1.9. The campus shall have in place a procedure for investigating discrimination, 
harassment and retaliation claims described in Section 6.1.2.3.  The 
procedure is to be consistent with Section 6.5. of this procedure.  
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7.2. Level I - Formal  
 

7.2.1. An employee may enter the Formal Level procedure in one of three ways:  
 

7.2.1.1. By filing a written formal complaint that was not preceded by an 
Informal Level investigation;  

 
7.2.1.2. By filing a written formal complaint at the invitation of the 

campus administrator who, having discussed the allegations with 
the employee at the Informal Level, determined that an 
investigation is warranted; or 

  
7.2.1.3. In response to the results of an Informal Level investigation with 

which the employee disagrees. In the first two instances, an 
employee may file a written formal Level I complaint with the 
president no later than:  

  • Thirty (30) days after the event giving rise to the complaint; 
or  

  • Thirty (30) days after the employee knew or reasonably 
should have known of the event giving rise to the complaint. 
In the third instance, an employee may file a written formal 
Level I complaint with the president no later than ten (10) 
days after the Informal Level response.  

7.2.1.4. If the employee chooses to file a written formal complaint, 
he/she shall either complete the complaint form provided by the 
CSU (Appendix 8.1. or 8.2. as applicable) or submit a signed 
statement containing all of the information below: 

• The terms of the CSU systemwide policies against 
discrimination, harassment or retaliation alleged to have 
been violated and, if applicable, the reasons why the 
investigation conducted under the Informal Level procedure 
did not resolve the issue. 

 
  • The specific harm resulting from the violation. 

 
  • A detailed description of the factual events giving rise to the 

complaint. 
 
  • The complainant's name, address, home and work phone 

numbers, job title, and classification. 
 
   • The name, address and telephone number of the 

representative, if any. 
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  • The date the complaint was filed. 
 
  • The complainant's signature. 
 

7.2.2. The campus administrator shall evaluate the allegations contained in the 
complaint to determine whether an investigation is warranted, if not done so 
previously. 

7.2.3. If an investigation is deemed not warranted, the campus administrator shall 
respond to the complainant in a timely manner, explaining why no 
investigation is conducted. 

7.2.4. If an investigation is deemed warranted, the investigator shall hold a 
meeting with the complainant and the complainant's representative, if any, 
at a mutually acceptable time and location. 

7.2.5. The complainant shall inform the investigator of all issues and evidence 
known, or which could reasonably be known, to the complainant that are 
related to the complaint. If an investigation had been conducted at the 
Informal Level, the complainant shall discuss the complainant's specific 
disagreements with such findings and the relevant reasons and evidence. 
The complainant may present no additional issues after Level I. 

7.2.6. The investigator shall carefully review the issues raised by the complainant 
and conduct an investigation pursuant to Sections 6.2. and 6.5. of this 
procedure. Where an Informal Level investigation had already been 
conducted, the Level I investigation should be limited in scope to the 
complainant's specific disagreements with the findings at the Informal 
Level.  

7.2.7. The campus administrator shall respond to the complainant no later than 
sixty (60) days after the Level I filing, unless an extension of the timeline 
has been obtained pursuant to Section 6.5.6. of this procedure. 

7.2.8. Generally, the Level I response should include a summary of the 
allegations, a description of the investigative process, the standard used to 
determine whether a violation of policy occurred, the evidence considered 
and a determination of whether the allegations were substantiated.  

7.3. Level II - Formal 

7.3.1. The complainant may file a Level II complaint with the Office of the 
Chancellor no later than ten (10) days after the Level I response if the 
complainant is not satisfied with the outcome at Level I. 

 7.3.1.1. The request for a Level II review shall be in writing and shall 
detail the specific disagreements with the Level I response. 
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7.3.2. The investigator shall:  

7.3.2.1. Meet with the complainant to discuss the complainant's 
disagreements with the Level I response.  

7.3.2.2. Carefully review the issues raised by the complainant and conduct 
an investigation pursuant to Sections 6.3. and 6.5. of this 
procedure. The investigation should be limited in scope to the 
complainant's specific disagreements with the findings at Level I. 

7.3.3. The University shall respond to the complainant no later than ninety (90) 
days after the Level II filing, unless an extension of the timeline has been 
obtained pursuant to Section 6.5.6. of this procedure.  

 Generally, the Level II response should include a summary of the 
allegations, a description of the investigative process, the standard used to 
determine whether a violation of policy occurred, the evidence considered 
and a determination of whether the allegations were substantiated. The 
Level II response shall be the final decision. 

7.4. The Office for Equity and Diversity shall: 

7.4.1. Include, as part of its training and orientation programs, information on this 
procedure. 

7.4.2. Post the information in an area where employees are likely to see it and 
distribute the information to employees on an annual basis. 

7.5. General Provisions 

7.5.1. The person who conducts an investigation under this procedure may be the 
campus administrator in charge of administering CSU policies on 
nondiscrimination, anti-harassment and non-retaliation or someone else 
designated by the president, provided that he/she shall be an MPP employee 
or an external consultant, who is not within the administrative control or 
authority of the person alleged to have discriminated, harassed or retaliated, 
and was not involved in the investigation at the lower level(s), if any. All 
investigations under this procedure shall be conducted in a reliable and 
impartial manner. 

7.5.2. CSU employees are required to cooperate with the investigation, be 
forthright and honest, and keep confidential the existence and details of the 
investigation. 

7.5.3. The investigation shall include, at a minimum, formal interviews with the 
claimant/complainant and the person alleged to have discriminated or 
harassed (i.e., the respondent). 

7.5.4. Both the claimant/complainant and the respondent shall have the right to 
identify witnesses and other evidence for consideration in connection with  
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the investigation; however, the investigator may decide which witnesses are 
relevant to the investigation. 

7.5.5. The claimant/complainant may have a representative present during his/her 
meeting with the campus administrator and/or the investigator to discuss the 
discrimination or harassment claim/complaint. Where the respondent is a 
CSU employee and the allegations are such that, if true, they could 
reasonably subject the respondent to discipline, then the respondent shall be 
permitted to have a representative accompany him/her to the interview. 

7.5.6. Time Limits 

7.5.6.1. Time limits set forth herein refer to working days, which are 
Monday through Friday, excluding all officially recognized 
University holidays or closure of the campus where the 
claim/complaint originated. 

7.5.6.2. If the claimant/complainant, the respondent, the witnesses, the 
campus administrator, the investigator, or the Chancellor's Office 
designee is on an approved leave of three (3) days or more, the 
time limits shall be extended by the length of time the individual is 
absent. 

7.5.6.3. Time limits set forth herein may also be extended by mutual 
agreement. If the University requests a time extension in order to 
conduct an effective investigation and the claimant/complainant 
does not agree, the University will issue a response within the 
timeline of this procedure based on the information available at 
that time. The investigation shall continue until the University is 
satisfied its duty to respond appropriately to allegations of 
discrimination, harassment or retaliation has been discharged, 
provided the investigation is completed no later than one hundred 
twenty (120) days after the meeting is held between the claimant 
and the campus administrator or between the complainant and the 
individual designated to respond, as applicable. 

7.5.7. The CSU is not obligated under this procedure to investigate a complaint 
not timely filed under its provisions. An untimely filed complaint may not 
be re-filed. Notwithstanding the foregoing, the CSU shall investigate the 
underlying allegations in an untimely filed discrimination, harassment or 
retaliation complaint if the CSU determines the circumstances warrant 
investigation. The investigation conducted in such a circumstance does not 
resurrect the employee's complaint or permit a subsequent filing of that 
complaint. The response issued at the conclusion of the investigation will 
note that the complaint was untimely filed. The investigation shall be 
conducted under the Informal Level process of this procedure. 

7.5.8. A complainant may withdraw a complaint at any time. The complainant 
shall not be entitled to file any subsequent complaint on the same alleged  
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 incident under the Formal Level process of this procedure.  Although the 
complainant is barred from filing subsequent complaints on the same 
incident, the underlying allegations of a withdrawn discrimination, 
harassment or retaliation complaint shall be investigated if the CSU 
determines the circumstances warrant investigation. The investigation 
conducted in such a circumstance does not resurrect the employee's 
complaint or permit a subsequent filing of that complaint. The response 
issued at the conclusion of the investigation will note that the complaint was 
withdrawn. The investigation shall be conducted under the Informal Level 
process of this procedure. 

7.5.9. If, after an investigation has been conducted, the president concludes it is 
reasonably likely that the CSU policy against discrimination, harassment or 
retaliation was violated, he/she will take prompt and appropriate measures 
to remedy any damage done by the violation and to prevent any further 
violations. 

7.5.10. Failure by the University to respond timely shall permit the complaint to be 
filed at the next level. 

7.5.11. By mutual agreement, the complainant and the University may consolidate 
complaints on similar issues at any level. 

7.5.12. Taking into account campus operational needs, the CSU shall provide the 
claimant and representative, if any, one (1) hour release time for preparation 
of the claim and reasonable time for presenting the claim at the Informal 
Level upon their request. 

7.5.13. Taking into account campus operational needs, the CSU shall provide the 
complainant and a representative, if any, reasonable release time for 
preparing and presenting the complaint upon their request. 

7.5.14. Where it is necessary for the complainant or his/her representative to have 
access to specific information for the purpose of investigating a complaint, 
the complainant or his/her representative shall make a written request for 
such information to the appropriate administrator. The complainant or 
his/her representative shall have access to information within the policies 
and procedures and laws governing confidentiality and privacy that are 
relevant to any issue raised in the complaint. This provision does not 
authorize a complainant access to the personnel files of another without the 
written consent of that person.  

8.0. APPENDICES: 

8.1. Complaint Form. 

8.2. ADA Complaint Form. 

 8.3. Systemwide Employment Discrimination Complaint Procedure.

http://www.calstatela.edu/univ/admfin/procedures/395/395_appendix_8_1.pdf�
http://www.calstatela.edu/univ/admfin/procedures/395/395_appendix_8_2.pdf�
http://www.calstate.edu/HR/ComplaintTimeline.pdf�
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