
Complaint Protocol - Public
The following procedures are to be utilized by persons who have complains or concerns.  Discussion at all levels shall be courteous and constructive.

1. Any time limits listed in this regulation may be waived with the mutual agreement of the parties involved.

2. It is vital that every effort is made to resolve concerns at the lowest level closest to the concern feasible (e.g., employee, supervisor, etc.) Prior to contacting the immediate supervisor, the complainant should make every reasonable effort to resolve the problem with the individual against whom the complaint is lodged.  If the complainant remains unsatisfied after speaking to the employee involved, the complainant may request the name of the employee’s supervisor and take the complaint to the supervisor.

3. If a complaint comes first by phone, in person, or in writing, to the supervisor of the person who is the subject of the complaint, the supervisor will listen courteously and try to resolve the problem.  The supervisor shall then immediately inform the employee of the complaint.  The employee shall be made aware of the specific concerns and given the opportunity to comment, explain and present facts in response to the complaint.  The supervisor may suggest a conference between the complainant and the employee who is the subject of the complaint, and if advisable, other personnel who might contribute to a resolution.  The supervisor will inform the complainant of progress towards resolution of the complaint within five (5) days.  At this time, timelines for resolution can be mutually established.
4. Assuming that the problem is resolved, the complainant may request written documentation of the resolution from the supervisor who will comply with this request within ten (10) working days.  No specific disciplinary action taken against an employee may be disclosed.  The employee in questions will receive a copy of any written documentation sent to the complainant, and the supervisor will keep a copy on filed for one (1) year.

5. If the complainant is dissatisfied with the actions taken by the supervisor, he/she shall be asked if he/she would like to complete a written complaint form, which shall be available at the site.  If the complainant requires assistance in completing this form, the supervisor shall provide such assistance.  This form should be submitted within fifteen (15) working days.  If submitted at the site level, it shall immediately be sent to the agencies governing board, along with any appropriate documentation. If the form is sent directly to the governing board, a copy will be sent to the supervisor.

6. The governing board may request additional information from the supervisor as appropriate.  The governing board will investigate the matter and the complainant shall receive a written response within ten (10) working days, and file copy shall be kept.  The employee in question and his/her supervisor will receive a copy of any written  documentation sent to the complainant, and the supervisor will keep a copy of the complaint and its response on file in his/her office for one (1) year.

7. The governing board shall:

a. Advise the individual employee involved of the nature of the complaint and shall be given every opportunity for explanation, comment, and presentation of facts, as he/she understands them.

b. The administration, the person who made the complaint or the employee may request an Executive Session of the governing board for the purpose of a more complete study and discussion.
c. During the Executive session to study a complaint, the governing board shall observe the following:

i. All individuals concerned, shall be present for the purpose of presenting additional fact, making further explanation, and clarifying issues.

ii. Rumors shall not be presented or discussed.

iii. The governing board shall conduct the meeting in a fair and just manner

iv. The employee may be represented by a person of his/her own choosing.

v. The governing board may request a disinterested third party to act as mediator in helping reach a mutually satisfactory solution.

Effective 10/8/04

Updated 10/8/04


Page 9a

