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Questions and answers about informal 
complaints 

1. Who may make an informal complaint? 

• Any employee, former employee, or applicant for employment 
with the IVIinnesota Agricultural Extension Service may make 
an informal complaint. 

2. What is an informal complaint? 

• An informal complaint is a method to make your feelings 
known if you feel you were or are not provided equal oppor
tunity in employment. 

• Your complaint may relate to one of the five bases for com
plaints specifically stated in the EEO Plan. They are race, 
color, national origin, sex, or religion. Or, an informal com
plaint may be based on any other reason that you feel you 
were not provided equal opportunity in the employment 
situation. 

• The informal complaint usually would be less serious than a 
formal complaint and would be the kind that you or your 
EEO counselor feel could best be resolved informally. 

3. Why have an informal complaint procedure? 

• To provide fast and easy access, through the EEO counselors, 
to the complaint resolution procedures. 

• To help resolve quickly the small and irritating complaints 
before they grow into major employment problems. 

4. Who are the EEO counselors and what is their role in relation 
to informal complaints? 

• The EEO counselors are appointed by the Director of Exten
sion. They represent a cross section of staff and are located 
in all geographic areas throughout the state. They are: 
Sharon Gilsrud 
Blue Earth County Extension 

Home Economist 
Courthouse, Mankato 56001 
(507) 387-3031 

Judith Nord 
West Ottertail County Extension 

Home Economist 
406 S. Cascade, Fergus Falls 56537 
(218) 739-2271 Ext. 42 



Clorasteen Wilson 
Hennepin County Program Assistant 
16 W. 28th. St., Minneapolis 55408 
(612) 823-5241 

Gerald Sullivan 
Itasca County Extension Agent 
Courthouse, Grand Rapids 55744 
(218) 326-9466 

Thelma Baierl 
Extension Specialist Clothing 
32 North Hall 
University of Minnesota, 
St. Paul 55101 
(612) 373-0911 

William Miles 
Extension Forester 
102 Green Hall J. Eugene Ellis 

Area Extension Agent- Soils 
Courthouse Annex, Litchfield 
(612) 693-8515 

University of Minnesota, 

55355 St. Pau I 551 01 
(612) 373-0720 

Lester Loecher 
Swift County 

Assistant Extension Agent 
Courthouse, Benson 56215 
(612) 842-4761 

Roger Wilkowske 
Waseca County Extension Agent 
122 3rd. Ave. N.W. Box 70, 
Waseca 56093 
(507) 835-3610 

Terrance Courneya 
Pennington County Extension Agent 
Courthouse, Thief River Falls 56701 
(218) 681-2116 

Rachel Barrett 
Red Lake Reservation Program 
Assistant 

Redlake 56671 
(218) 679-3366 

Elaine Greenfield 
Principal Secretary, Director's Office 
240 Coffey Hall 
University of Minnesota, 
St. Paul 55101 
(612) 373-1220 

Victoria J. Johnson 
Senior Clerk Typist 
120 TSC 
University of Minnesota 
St. Paul 55101 
(612) 373-1093 

• They are available to you if you feel you have a complaint 
relating to your employment situation and you wish to resolve 
the complaint through the informal procedures. 

• The role of the counselor is to listen to your complaint, to ask 
questions to determine the nature of and the basis for the com
plaint and to provide the link between you and that other per
son or situation in the organization giving rise to the complaint, 
and to help create the environment in which the complaint 
can be discussed. 

• The EEO counselors have been trained to understand their 
role in listening, counseling, and interviewing. 

5. How do I make my informal complaint known and get it re
solved? 

• Contact any one of the EEO counselors. You don't need to 
contact the counselor who lives and works nearest you or who 



has the same kind of work as you. You may make the contact 
by letter, by phone, or personally in a face-to-face situation. 

• At that time or at another time agreed on by both of you, the 
counselor will listen to you, ask questions, and help you de
cide if there is real cause for your complaint and if you wish 
to pursue the matter further. 

• If you decide to proceed, the counselor will ask you to pro
vide a written statement describing the circumstances and 
the basis for your complaint. 

• The counselor will then contact the other person or persons 
involved in your complaint and arrange to discuss the situa
tion described in your complaint. 

• The counselor will then contact you to share the results of 
the discussion. The counselor may, if it is needed and you 
agree, arrange a face-to-face discussion involving the other 
person(s), yourself, and the counselor to try to resolve the 
complaint. 

• The counselor will attempt to help you resolve your complaint 
at the lowest possible supervisory level. 

• If your complaint is not resolved at the level where you and the 
counselor first begin, you may move up the supervisory chan
nel to any level in the organization or directly to the EEO Co
ordinator. 

• During this process, the counselor will keep confidential all of 
the discussions and information you share. 

6. What are the other important rules or policies to know about 
in relation to informal complaints? 

• All employees shall be free from any or all restraint, coercion, 
or reprisal (on the part of supervisors or co-workers) during 
the process of making a complaint known and having it resolved 
or making an appeal regarding the decision on a complaint. 
This policy applies with equal force after a complaint has been 
resolved. 

• When an informal complaint is received by a counselor, the 
counselor will prepare a written statement to the EEO Coordina
tor advising the coordinator of the circumstances of the com
plaint and describing the attempts taken or planned to resolve 
the complaint. If the complaint has been satisfactorily resolved, 
this will be stated in writing. If the complaint is resolved later, 
the counselor will so state in writing to the coordinator. These 
statements will be placed in a confidential file in the office of 
the coordinator. 

• Informal complaints will be dealt with by the counselors, and 
the coordinator if necessary, within 10 days after the coordina-



tor receives the initial statement from the counselor. If the 
complaint is not resolved within this time period, the complain
ant is justified in moving to the next supervisory level. 

• In any situation, where the person with the complaint feels 
he or she could or would not receive proper consideration at 
the immediate supervisory level, the complainant may, and 
without prejudice, move up the supervisory channel or directly 
to the EEO Coordinator. 

• If these informal procedures do not provide a resolution to the 
complainant's satisfaction, the complainant may file a formal 
complaint. 

Provisions for this explanation of the Equal Employment Oppor
tunity Program are provided for in: 

1. Title 7--Agriculture, Subtitle A--Office of the Secretary, Part 
18--Equal Employment Opportunity in the State Cooperative 
Extension Services. Federal Register, Vol. 33, No. 169, Thurs
day, August 29, 1968. 

2. Program for Equal Employment Opportunity in the Agricul
tural Extension Service of the University of Minnesota. Feb
ruary 1972. 



Questions and answers about formal 
complaints 

1. Who may file a formal complaint? 

• Any employee, former employee, or applicant for employment 
with the Minnesota Agricultural Extension Service may fife a 
formal complaint. 

• Also, a complaint of general discriminatory employment prac
tices may be filed by any of the above or by another organiza
tion. For this kind of general complaint, the Director of Exten
sion may request the complainant to furnish names of persons 
who are adversely affected by the alleged discriminatory employ
ment practices. 

2. What is a formal complaint? 

• A formal complaint relates to an employment situation in which 
the person making the complaint feels that he or she was not 
provided with equal opportunity in employment. 

• The person making a formal complaint must feel that equal 
opportunity in employment was not provided because of his or 
her race, color, national origin, sex, or religion. 

• The person making a formal complaint may have used the in
formal complaint procedures and found them unsatisfactory or 
the person may feel that the nature of the complaint warrants 
starting with a formal complaint. 

3. How do I file a formal complaint? 

• A formal complaint is made in written form, must be signed by 
the person making the complaint, it should describe the circum
stances of the complaint, and it is to indicate whether the alleged 
discrimination was based on race, or color, or national origin, or 
sex, or religion. 

• The formal complaint is to be sent to: 

Equal Employment Opportunity or 
Coordinator 

240 Coffey Hall 
University of Minnesota 
St. Paul, Minnesota 55101 

Secretary of Agriculture 
U.S. Department of Agriculture 
Washington, D.C. 20250 



• A formal complaint must be submitted within 90 days of 
the conduct causing the complaint. This time limit may be 
extended, for good reasons, by the Director of the Agricul
tural Extension Service or the Secretary of Agriculture. 

4. If I file a formal complaint, how is it resolved? 

• Whether sent to the EEO Coordinator or to the Secretary of 
Agriculture, a formal complaint is placed before the Director 
of the Minnesota Agricultural Extension Service for his deci
sion or adjudication. 

• After the formal complaint is placed before the director, he 
may ask the EEO Coordinator to request additional informa
tion from the complainant or assign an employee (trained in 
investigative and information gathering skills) to gather addi
tional information relating to the complaint. 

• The Director of Extension will review the content of the for
mal complaint and any other information gathered on the 
complaint and will make a decision on the case within 30 
days of receipt of the formal complaint and advise the com
plainant of the decision. 

5. What about a hearing--is this possible if I make a formal com
plaint? 

• Yes, it is possible to have a hearing in relation to a formal com
plaint. 

• A hearing may be requested by the person making the com
plaint or by the EEO Coordinator. 

6. How is a hearing conducted and what happens as a result of a 
hearing? 

• The hearing is arranged for by the E EO Coordinator, during 
working hours and usually in the county where the alleged dis
crimination occurred. 

• The presiding person for the hearing is the chairperson of the 
Agricultural Extension EEO Committee and the hearing panel 
is made up of the chairperson and five other people selected 
from the membership of the EEO Committee. 

• Essel\tially what happens at a hearing is that the person who has 
filed the complaint and the person charged with discrimination 
are pr0vided the opportunity to present their side of the case 
to the panel hearing the case. The opportunity for questions 
and cro'~ examination is also provided. 



• At the conclusion of the hearing, the panel will consider all the 
information and evidence presented and the chairperson will 
submit, within 30 days, a proposed decision to the Director of 
Extension including findings of fact, conclusions, and recom
mendations. 

• Please refer to or request "Rules of Procedures for EEO Hearings" 
from the EEO Coordinator, 240 Coffey Hall, University of Minne
sota, St. Paul, Minnesota 55101 for complete and detailed pro
cedures governing a hearing. 

7. As I understand it, the hearing panel does not make a decision 
regarding the complaint--they make a recommendation to the 
Director of Extension. Is That Right? 

• That is correct--the responsibility for the decision rests with 
the director. 

8. How does the director make the final decision and how is the 
complainant informed? 

• The director will review the entire file regarding the complaint 
including the transcript of the hearing and the recommendation 
of the panel. 

• The director then will either approve the recommended deci
sion of the panel, make a decision somewhat different than the 
recommendation, or request the EEO Coordinator to gather 
additional information needed to make a decision. 

• Before the end of 10 days, after receiving the recommendation 
from the hearing panel, the director will inform the complainant 
of the decision which has been made or the status of the case if 
more information is being gathered. 

• The director will also inform the complainant of his or her 
right to request, in writing, a review by the Secretary of Agri
culture if the complainant is not satisfied with the decision. 
Such a request for a review must be made with in 30 days after 
receiving the decision of the Director. 

9. What are the other important rules or policies to know about 
in relation to formal complaints? 

• During the time a formal complaint is being resolved and includ
ing a hearing, a complainant has the right of representation. If 
this right is exercised, the complainant indicates in writing the 
name of the individual or organization who will represent him 
or her. Any costs involved in securing representation is the 
responsibility of the complainant. 

• If the person indicated as counsel for the complainant is an em
ployee of the Department of Agriculture or the Agricultural 



Extension Service--that person as well as the complainant shall 
be allowed a reasonable amount of time with pay for the pur
pose of appearing at a hearing or conciliation effort. These 
same rights are also available to any person whose alleged con
duct is the cause of the complaint. 

• If a formal complaint is being decided without a hearing and 
the Director of Extension does not advise the complainant of 
the decision within 30 days the complainant may request are
view of the case by the President of the University. 

• If the complainant requests a review by the Secretary of Agri
culture (because of not being satisfied with the director's deci
sion on the complaint) the secretary may request the entire · 
file from the director, order further investigation by the Office 
of the Inspector General of USDA, or hold a hearing in order 
to be able to make a judgment as to whether the director's de
cision on the complaint was proper. The secretary's decision 
will be sent in writing to the director and a copy shall also be 
sent to the complainant. 

10. Is there an alternative to filing discriminatory employment 
complaints, on the basis of race, color, national origin, sex, or 
religion other than through the Agricultural Extension Service? 

• Yes, there is. Minnesota law, under statues in Chapter 363, pre
vents discrimination in employment on the basis of race, color, 
creed, religion, national origin, or sex. The Minnesota Depart
ment of Human Rights has the responsibility for the enforce
ment of this law and complaints or charges of discrimination in 
employment may be filed by contacting this state agency. Their 
address and phone number: 

State Office Building 
St. Paul, Minnesota 55101 
(612) 296-2931 

Provisions for this explanation of the Equal Employment Oppor
tunity Program are provided for in: 

1. Title 7--Agriculture, Subtitle A--Office of the Secretary, Part 
18--Equal Employment Opportunity in the State Cooperative 
Extension Services. Federal Register, Vol. 33, No. 169, Thurs
day, August 29, 1968. 

2. Program for Equal Employment Opportunity in the Agricultural 
Extension Service of the University of Minnesota. February 
1972. 

Issued in furtherance of cooperative extension work in agriculture and home economics, 
acts of May 8 and June 30, 1914, in cooperation with the U.S. Department of Agriculture. 
Roland H. Abraham, Director of Agricultural Extension Service University of Minnesota, 
St. Paul, Minnesota 55101. We offer our programs and facilities to all people without re
gard to race, creed, color, sex, or national origin. 


