
Complaint Protocol - Employee
The purpose of this procedure is to secure, at the lowest possible level, equitable solutions to problems, which may arise affecting Employees.  Both parties agree that these proceedings will be kept as informal as may be appropriate at any level of the procedures.  Any time limits listed in this regulation may be waived with the mutual agreement of the parties involved. No reprisals shall be taken either by the employee, agency or governing board against any participant in the complaint procedure by reason of such participation.
1. Informal Procedure: A complaint should first be discussed with the employees’ immediate supervisor.  If the complaint cannot be resolved in this manner, the matter may be submitted to the formal complaint procedure.

2. Formal Procedure: Step 1. Immediate Supervisor Level – If the complaint is to be submitted to this formal procedure, the employee shall submit in writing and sign such complaint to the immediate supervisor.  A complaint shall be submitted within fifteen (15) days after the event(s) or conditions(s) on which the complaint is based or within fifteen (15) days of when the events should have been know.  The immediate supervisor shall meet with the employee and shall respond in writing to the employee within five (5) days of the receipt of the complaint.  In the event a complaint does not pertain to the immediate supervisor the complaint may be filed at step 2.
3. Step 2. Board Level:  If the answer of the immediate supervisor does not satisfactorily resolve the complaint, the employee within ten (10) days after receipt of the written answer from the supervisor submit the complaint to the governing board in writing, including the answer of the supervisor.  The governing board shall hear the complaint and shall submit a written answer to the complaint to the employee within twenty (20) days after receipt of the complaint. 
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 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.

4. Assuming that the problem is resolved, the employee 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.  Documentation will be kept on filed for one (1) year.
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