
GAE/CB – Employee Grievance and Complaint Procedures 

1 

 

EMPLOYEE GRIEVANCE AND COMPLAINT PROCEDURES 

SECTION I: ADMINISTRATION   

Administration of this complaint procedure shall be the responsibility of the Office of Human Resources. 

SECTION II: DEFINITIONS  

The following definitions shall apply in this complaint procedure: 

1. The “administrative management team” includes all executive directors, deputy superintendents, 
assistant superintendents, and others designated by the Superintendent.  

2. 
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consisting of members of the administrative team within 10 days of the receipt of the “Step Two 
Complaint Form”. 

All other administrators in line of authority will be consulted as necessary. The committee will initially 
determine whether the complaint on its face merits further consideration. If this determination is negative, 
the committee shall respond to the complainant in writing with statements that support its decision. 
Otherwise, the committee will proceed as it deems necessary to obtain sufficient information with which 
to reach a decision. 

The committee will prepare a written summary of all relevant facts, being careful to state such facts fairly 
and objectively. The committee will then express its findings and conclusions. The summary of facts, 
findings, and conclusions will then provide the basis for subsequent review in the event of a further 
appeal by a complainant. 

STEP THREE 

Within five (5) days of receipt of the response of Step Two, the complainant may appeal this decision by 
submitting the “Step Three Complaint Form” to the Office of the General Counsel who serves as the 
designee for the superintendent of schools.  

The superintendent’s designee will review the written summary of the Step Two reviewing committee 
within ten (10) days of receipt of the Step Two appeal and render a written decision within fifteen (15) 
days following the review. 

SECTION IV: COMPLAINT PROCEDURE FORM DISTRIBUTION 

STEP ONE  

1. Complainant retains original copy of the written complaint and gives a copy to his immediate 
supervisor and immediate supervisor’s supervisor 

After Written Decision 

1. Copy to the complainant 
2. Copy to Office of Human Resources 
3. Copy retained by immediate supervisor and the immediate supervisor’s supervisor 

 

STEP TWO  

1. Complainant retains original copy of written appeal After Review and Written Decision 
2. Copy to the complainant  
3. Copy to Step 1 immediate supervisor and the immediate supervisor’s supervisor 
4. 
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REVIEWED: July 20, 2021  

AMENDED: August 3, 2021 


