Operating Procedure No. 4220P
Community Relations
COMPLAINTS CONCERNING STAFF OR PROGRAMS PROCEDURE
Most complaints can be resolved by informal discussions between the individual making the complaint and the appropriate staff member. Should the matter not be resolved, the staff member’s supervisor will attempt to resolve the issue through a conference with the with the complainant and the staff member.

A. The following procedures apply to the processing of a complaint which cannot be resolved in the manner described above;
B. [bookmark: _GoBack]If the problem is not satisfactorily resolved at the department level, the complainant should file a written complaint with the superintendent-designee that describes the problem, and a suggested solution. The superintendent-designee should send copies to the appropriate supervisor and staff member;
C. The supervisor and staff member will respond to the superintendent-designee in writing or in person; and
D. The superintendent-designee will then attempt to resolve the matter through a conference with the complainant, staff member, and supervisor.

If the matter is still not resolved, the superintendent-designee will present the issue to the Superintendent.

The Superintendent will attempt to make a final resolution of the matter.
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