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A. Students, parents, employees or other persons may report concerns or complaints to the 
school. While written reports are encouraged, a complaint may be made orally. Any employee 
receiving a complaint shall advise the director or immediate supervisor of the receipt of the 
complaint. The supervisor shall make an initial determination as to the seriousness of the 
complaint and whether the matter should be referred to the principal/director. A person may file 
a complaint at any level of the school district; i.e., lead teacher, Administration, or school 
board. However, persons are encouraged to file a complaint at the level closest to the source 
or cause of the complaint being filed.  The complainant can expect an acknowledgement of 
submission within 48 hours.  

B. The School Board hereby designates the Director to ultimately receive all complaints or 
concerns presented by students, parents, employees or other persons. However, if the concern 
or complaint involves administration, the complaint shall be filed directly with the Chairperson 
of the school board, or his/her designee by submitting the “Admin Complaint Form” found 
under “Helpful Links” on the staff drive. (https://forms.gle/e3bkCQvHeXp7pYYF8 )  Staff have 
the right to remain anonymous with the acknowledgement that anonymity may pose some 
limitations for resolution.  

C. Depending upon the nature and seriousness of the complaint, the supervisor or the 
administrator receiving the complaint shall determine the nature and scope of the investigation 
or follow-up procedures. If the complaint involves serious allegations, the matter shall promptly 
be referred to the Administration who shall determine whether an internal or external 
investigation should be provided. In either case, the Administration shall determine the nature 
and scope of the investigation and designate the person responsible for the investigation or 
follow-up relating to the complaint. The designated investigator shall ascertain details 
concerning the complaint and respond promptly to the appropriate administrator concerning 
the status or outcome of the matter.  

D. The appropriate mediator shall respond in writing to the complaining party concerning the 
outcome of the investigation or follow-up, including any appropriate action or corrective 
measure that was taken. Administration shall be copied on the correspondence and consulted 
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in advance of the written response when appropriate. If the complaint is about actions, 
decisions, or conduct of the school Director, the complaint will be initially received and handled 
by the school board chair via complaint form. The school board chair shall notify the school 
leader/director and school board members of the complaint and shall, at his/her sole discretion, 
either conduct fact-finding him/herself, appoint a three member fact-finding group of board 
members, or engage a qualified outside consultant to conduct fact-finding activities. Upon 
conclusion of fact-finding activities regarding the complaint, the information gathered in that 
process will be shared with school board members who will determine what, if any further action 
is required to resolve the matter.  


