


















(g) The complainant or the complainant's designee must sign the letter of complaint.

(3) If the complainant is unable to write a complaint, the Coordinator should be
contacted for assistance. Nitro is committed to providing open access to its services to 
persons with limited ability to speak or understand English; if requested by the 
complainant, the Coordinator will arrange language translation services. 

(4) The signed and dated complaint should be sent to the following address:

City of Nitro 
Attn: Non-Discrimination Coordinator, Mayor Dave Casebolt

PO Box 308 Nitro, VW 25143 
Telephone: (304) 755-0702 

(5) A letter acknowledging receipt of the complaint will be issued to the complainant
within five (5) business days of its receipt by the Coordinator. 

(6) If the complaint is outside of the jurisdiction of Nitro, within ten (10) business days
after receipt of the complaint by the Coordinator will notify the complainant of Nitre's lack 
of jurisdiction to address the complaint. The complainant will be notified of the name and 
contact information for the appropriate agency with jurisdiction, if known. 

(7) Complaints, within Nitre's jurisdiction, will be investigated promptly and impartially;
a preponderance of the evidence standard will be applied to the complaint investigation. 
Reasonable measures will be taken to preserve any information that is confidential. At a 
minimum, the investigation will: 

(a) Identify and review all relevant documents, practices, and procedures.
(b) Identify and interview persons with knowledge of the alleged discrimination-for

example, the person making the complaint, witnesses, or anyone identified by the 
complainant, anyone who may have been subjected to similar activity, or anyone with 
relevant information. 

(8) The Coordinator will review the complaint and may solicit additional information from
the complainant. If the additional information is requested and not received within thirty 
(30) days, the case may be closed. The case may be closed if the complainant no longer
wishes to pursue the case.

(9) The Coordinator will also provide the respondent(s), such as a subrecipient of
federal funds, an opportunity to respond in writing to the allegations in the complainant, 
along with providing any relevant documents, and names of persons with relevant 
knowledge. 

(10) Upon completion of the investigation, the Coordinator will prepare a final report for
the Mayor or the Mayor's designee. The investigation process and final report should be 





(b) Public Participation Policy
(c) Limited English Proficiency Plan
(d) Access for Persons with Disabilities Plan

At minimum, staff must understand Nitro's non-discrimination policies, their purpose, 
implementation, processes, and how stakeholders may file a complaint with Nitro's non­
discrimination coordinator(s). All new employees will be made aware of interpretive 
services Nitro utilizes for interactions with LEP stakeholders. 

Ill. Training and Accountability 

New staff members will receive a training session with Nitro's non­
discrimination coordinators. 

This nondiscrimination orientation will emphasize that compliance with non-discrimination 
statutes is a condition of employment. Training includes an overview of Federal Civil 
Rights Laws, EPA nondiscrimination regulation, Nitro's nondiscrimination statement, 
nondiscrimination program elements, as well as who the nondiscrimination coordinators 
are and their role. 

IV. Monitoring Non-Discrimination Practices

Nitro will review its non-discriminations practices and policies during the fourth fiscal 
quarter of every year. This review includes an agency wide all staff meeting. Staff will 
review, evaluate, and discuss current nondiscrimination implementation practices. 

A "refresher'' of Nitro non-discrimination policies and practices will be given to all staff 
members. Followed by a dialog to ensure staff continue to understand and follow Nitro's 
non-discrimination policy. 

Following is the Nondiscrimination Policy Training, Employee Acknowledgement Form 












