COMPLAINT PROCEDURES

The proper procedure for a parent or student to make complaints or raise concerns is to begin
with the school employee who is most immediately or directly involved in the matter, as
illustrated in the complaint procedure set forth below. There are specific procedures to address
certain complaints or concerns, such as discrimination or harassment, bullying, disciplinary
actions. Those procedures should be used where applicable.

1. Complaint procedure

Step 1. Schedule a conference with the staff person most immediately or directly involved in the
matter.

Step 2. Address the concern to the Principal if the matter is not resolved at Step 1.

Step 3. Address the concern to the Superintendent if the matter is not resolved at Step 2.

Step 4. Address the concern to the Board of Education if the matter is not resolved at Step 3.

2. Conditions Applicable to All Levels of Complaint Procedure

All information to be considered at each step should be placed in writing in order to be most
effective. Action or decisions will be expedited as quickly as possible, typically within ten (10)
calendar days, depending on the nature of the complaint and the need for prompt resolution.



