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Procedure For Complaints Against District Employees By The Public
 
When someone has a complaint about a school-related matter, he/she should follow these 
procedures when filing a complaint:
 

A.  Many complaints can be resolved at the school level. However, if further steps are
necessary, a parent/guardian or citizen may contact the district administrator.  The
building principal may be included in any discussion with the complainant.

 
B. If the complainant is not satisfied with the decision and/or action by the district

administrator, he/she will be given an opportunity to appear before the Board.
Requests to appear before the Board should be made to the district administrator.

 
 
I.  Complaints Against School Employees (Other Than The District Administrator)
 

A. When a complaint is made against an employee assigned to a specific school, or 
relates to events that occurred at a specific school, the complaint shall be referred to 
the principal of that school.
 

B. All other complaints shall be referred to the employee's immediate supervisor.  If 
the complainant does not know the immediate supervisor of the employee, the 
complainant may direct the complaint to the District Administrator, who will then 
direct the complainant to the employee's immediate supervisor.  If a complaint is 
made against a building principal, the complaint shall be referred to the District 
Administrator.
 

C. Any employee against whom a complaint is made shall be informed of the nature of 
the complaint by the person to whom the complaint has been referred and shall be 
given the opportunity to respond to the complaint.
 

D. If a complaint is made against a member of a collective bargaining unit of the 
District, all applicable requirements of the Employee Handbook shall be observed.
 

E. If a complaint has been referred to a principal or a supervisor other than the District 
Administrator, the principal or supervisor shall attempt to resolve the complaint to 
the reasonable satisfaction of the complainant.  The principal/supervisor, using the 
processes described in this rule, determines if individuals are comfortable working 



together to resolve the matter at the employee level.  If one or both of the individuals 
are not comfortable solving the matter at the employee level, the principal/supervisor 
will be involved in working toward resolution.  
 
If school has not recessed for the summer, and the principal or supervisor is unable 
to resolve the complaint within ten (10) school days, the supervisor shall notify the 
complainant that he or she may seek resolution through the District Administrator.  
 
If school has recessed for the summer, and the principal or supervisor is unable to 
resolve the complaint within twenty (20) days in which the District central office 
is open for business ("work days"), the principal or supervisor shall notify the 
complainant that he or she may seek resolution through the District Administrator.  
The complainant may do so by placing both the complaint and the request for 
resolution by the District Administrator in writing and delivered to the District 
Administrator within five (5) work days of notice to the complainant by the principal 
or supervisor.   In such event, the principal or supervisor shall within five (5) work 
days of receipt of the written request prepare a written report of the nature of the 
complaint, the relevant facts surrounding the complaint, and the efforts made to 
resolve the complaint, and forward it to the District Administrator.
 

F. Upon receipt of the principal's or supervisor's report, the District Administrator, or a 
person designated by the District Administrator, shall take such action as the District 
Administrator or designee may deem necessary in order to address the complaint.  
The District Administrator or designee may conduct an investigation, including 
but not limited to, interviews with persons involved.  The District Administrator 
or designee may seek such an investigation through legal counsel or through an 
investigator retained by the District Administrator.  Subject to compliance with open 
records laws, the results of any investigation shall be confidential as a record of the 
District, provided that the District Administrator may elect to share some or all of the 
findings with the complainant and/or the employee.  In such event, all information 
which is protected under the student records laws, or any other applicable law, shall 
be redacted as necessary.
 

G. The District Administrator or designee may elect to convene meetings with the 
persons involved.  If such meetings are held, the issues discussed at the meetings shall 
be limited to those raised by the complaint, and the meetings shall be conducted in a 
civil manner according to rules established by the District Administrator.
 

H. Upon completion of his or her attempt to resolve the complaint, the District 
Administrator shall issue a written decision describing the merits of the complaint 



and any remedial action to be taken if any, or the reasons why no action will be taken. 
A copy of that decision shall be provided to both the complainant and the employee. 
If the written decision contains confidential information, such information will be 
redacted as necessary, subject to compliance with open records laws.  If the District 
Administrator concludes that the complaint has merit, and that remedial action will 
be taken, subject to compliance with the open records laws, any remedial action in 
the nature of discipline of the employee shall not be revealed to the complainant.  
The written decision shall clearly and prominently display an explanation of why 
any confidential information has been redacted, and why remedial action is not being 
revealed to the complainant.
 

I. In the event the complainant or the employee is dissatisfied with the action taken by 
the District Administrator, the complainant or the employee may submit a written 
request that the matter be reviewed by the Board of Education.  Such a request shall 
be filed with the District Administrator within ten (10) work days of the date the 
District Administrator's decision is deposited in the mail or otherwise delivered to 
the complainant or employee and shall specify the nature and basis of the request 
for review by the Board of Education, as well as the requested action to be taken 
by the Board of Education.  Within five (5) work days of the date of receipt of such 
a request, the District Administrator shall prepare a written report to the Board of 
Education which shall include, but not necessarily be limited to, the following:
 

1. The name of the employee.
2. A brief, but specific summary of the facts surrounding the complaint.
3. A copy of the original signed statement of complaint.
4. A copy of the request for review by the Board of Education filed by the

complainant or the employee.
5. A copy of the District Administrator's written decision on the complaint.
 

The District Administrator may provide to the Board a copy of any investigatory 
report prepared in relation to the matter, in which event the report shall retain its 
confidential nature.
 
 
 

J. A copy of the District Administrator's report shall be distributed to all members of 
the Board of Education.  Thereafter, within ten (10) work days of the receipt of the 
report, if two or more members of the Board of Education request that the Board 
President call a meeting to address the matter, a closed meeting shall be scheduled 
as set forth below.  If two such requests have not been made to the Board President 
within ten (10) work days, no further action shall be taken, and the decision and 
action of the District Administrator shall stand.



 
K. In the event two or more members of the Board of Education request a meeting 

to discuss the matter, the Board of Education shall schedule a closed meeting.  
Neither the complainant nor the employee, nor representatives of those persons, 
shall be permitted to attend the meeting if it is held in closed session. The District 
Administrator and his or her representatives shall appear at the meeting to respond to 
questions raised by the Board of Education.
 

L. At its meeting, the Board of Education may adopt one or more of the following 
options:

1. The Board may direct the District Administrator to conduct additional 
investigations for review and report back to the Board at another meeting;

2. The Board may direct that persons independent of the District 
Administrator conduct additional review or investigations;

3. The Board may retain counsel separate from District counsel;
4. The Board may schedule an evidentiary hearing, in which event the 

complainant, the employee, and the District Administrator or his or her 
designee and other staff and counsel shall have the opportunity to present 
evidence and argument concerning disposition of the matter;

5. The Board may direct the final action to be taken on the complaint, in 
which event written notice of the action taken shall be furnished to the 
complainant and the employee, provided that, subject to compliance with 
open records laws, any disciplinary action against the employee shall not 
be disclosed to the complainant.

 
M. In the event the Board elects to hold an evidentiary hearing, notice of such hearing 

shall be given to the complainant, the employee, and the District Administrator no 
less than five (5) work days before the hearing.  At the conclusion of such hearing, 
the Board shall direct such further action as it deems necessary.

 
A. The Board shall, upon determining its final action to be taken on the complaint, issue 

a written decision. The complainant, the employee and the District Administrator 
will be provided with a copy of the written decision, provided that confidential 
information shall be redacted as necessary. The complainant shall be advised whether 
the Board determined the complaint had merit, and whether or not remedial action 
will be taken with respect to the complaint, but the nature of any disciplinary action 
against the employee shall not be disclosed to the complainant.  The decision shall 
clearly and prominently display an explanation of why any confidential information 
has been redacted, and why remedial action is not being revealed to the complainant.

 

II. Complaints Against The District Administrator



 
A. Complaints about the District Administrator's handling of a complaint against a 

District Employee shall not be administered as a complaint against the District 
Administrator or the District Administrator's designee, but instead as a review under 
Section I above.
 

B. Complaints against the District Administrator shall be referred to the President 
of the Board who may request that the complaint be put into writing.  The Board 
President will begin a process to determine the legitimacy of the complaint, including 
informing the District Administrator of the nature of the complaint.  At the discretion 
of the Board President, (1) a copy of the complaint may be provided to the District 
Administrator, and (2) he or she may be requested to deliver a written response to the 
Board President within a specified time of the District Administrator’s receipt of the 
complaint. 

 

The Board President may determine that a complaint is not worthy of being 
processed.  The Board President may attempt to resolve the complaint with 
the participation of the District Administrator, and may elect to investigate the 
circumstances surrounding the complaint, or to retain outside assistance for such 
investigation, including the assistance of legal counsel.  The Board President 
may also elect to call a closed meeting of the Board to discuss the circumstances 
surrounding the complaint.  

 

C. If the Board President elects not to call a meeting of the Board to discuss a complaint 
against the District Administrator, the President shall inform the members of the 
Board in writing of the nature of the complaint and the President's intended resolution 
of the complaint.  If two or more other members of the Board notify the Board 
President, within five (5) work days of the date when notice was mailed or otherwise 
delivered to them, that they desire a meeting of the Board to discuss the complaint, 
such a closed meeting shall be called.
 

D. The Board President shall not impose discipline against the District Administrator 
without formal action of the entire Board of Education.

 

E. If a meeting is called to discuss the complaint against the District Administrator, 
the meeting shall be scheduled as a closed meeting. The Board may elect to invite 
the District Administrator, the complainant, their representatives, or any of them, to 
attend the meeting or portions of the meeting.

 



F. At its meeting, the Board of Education may adopt one or more of the following 
options:

1. The Board may direct additional review or investigation of the complaint.
2. The Board may retain counsel to assist with administration of the complaint.
3. The Board may schedule an evidentiary hearing, in which event the 

complainant, and the District Administrator and their representatives 
shall have the opportunity to present evidence and argument concerning 
disposition of the matter.

4. The Board may direct the final action to be taken on the complaint, in which 
event written notice of the action taken shall be furnished to the complainant 
and the District Administrator, provided that any disciplinary action against 
the District Administrator shall not be disclosed to the complainant.

 
G. In the event the Board elects to hold an evidentiary hearing, notice of such hearing 

shall be given to the complainant and the District Administrator no less than five (5) 
work days before the hearing.  At the conclusion of such hearing, the Board shall 
direct such further action as it deems necessary.
 

H. In the event the Board meets to discuss a complaint against the District Administrator, 
it shall, upon determining its final action to be taken on the complaint, issue a written 
decision.  Both the complainant and the District Administrator will be provided with 
a copy of the written decision, provided that, subject to compliance with open records 
laws, confidential information shall be redacted as necessary. The complainant shall 
be advised whether the Board determined the complaint had merit, and whether or not 
remedial action will be taken with respect to the complaint, but, subject to compliance 
with open records laws, the nature of any disciplinary action against the employee 
shall not be disclosed to the complainant. The written decision shall clearly and 
prominently display an explanation of why any confidential information has been 
redacted, and why remedial action is not being revealed to the complainant.

 
III. EXCEPTIONS
 

A. Complaints relating to employment discrimination shall be addressed as per Board 
Policy 511.
 

B. Sexual harassment complaints shall be addressed as per Board Policy 512.
 

C. Complaints relating to instruction and instructional materials policies shall be 
addressed as per Board Policy 871 and Administrative Rule 871

 
CROSS REF: Board Policy 112, Non-Discrimination

Board Policy 251, Organization for Administrative Purposes
Board Policy 511, Equal Employment Opportunities



Board Policy 512, Sexual Harassment
Board Policy 527, Staff Complaints and Grievances
Board Policy 871, Handling Complaints about Instruction and Instructional Media 

Center Materials
Administrative Rule 251.1, Organizational Chart
Administrative Rule 411, Student Discrimination Complaint Procedure
Administrative Rule 871, Procedures for Handling Complaints about Instructional 

Media Center Materials
Administrative Rule 112, General Discrimination Complaint Procedures
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