Crockett County Schools - Section 504 Complaint/Grievance Procedures

The LEA acknowledges that it is desirable to resolve employee allegations of discrimination through free
and informal communications. A request for an informal conference must be made by the grievant
within 10 calendar days after an alleged violation has occurred. A conference must be convened within
five calendar days after receipt of the request.

If the informal process fails to satisfy the grievant, a grievance may be processed as follows:

Step 1: Within five calendar days following the informal conference, the grievant shall file a grievance on
the form provided by the central office. The grievant should present the grievance in orally or in writing
to the Section 504 Coordinator. Oral complaints will be reduced to writing. Within 20 calendar days of .
the receipt of the grievance, the coordinator shall conduct a hearing regarding the complaint. All parties
involved in the grievance shall be given a five calendar day notice of the date, time and place of the
hearing. The parties shall be granted appropriate due process rights as required by law including the
right to be represented by counsel, offer testimony, present evidence, cross examine witnesses, and
appeal rulings. Within 15 calendar days of the adjournment of the hearing, the coordinator shall render
a written decision regarding the grievance.

Step 2: If the grievant is not satisfied at Step 1, the grievant may refer the grievance to the director of
schools within 10 calendar days after receipt of the Step 1 answer. The director or his designee shall
hold a de novo hearing following the same procedures as in the previous hearing.

Step 3: If the grievant is not satisfied at Step 2, the grievant may within 10 days request a Due Process
Hearing. This hearing shall follow the same procedures as required in the cases involving parents and

students.

Definitions: A “grievance” shall mean any claim by an employee that there has been a violation,
misinterpretation, or misapplication of the terms of Section 504.

Advanced Step Filing: Grievances may be initially filed at Step 1 thereby eliminating the informal
conference.

No Reprisals: No reprisals shall be taken by the Board or its agents against any individual because of
participation in this process.

Withdrawal: A grievance may be withdrawn at any level without establishing a precedent.

Time Limitations: An extension of the time limits is permissible by mutual consent of the parties at any
level

TDOE
Section 504 Guide 33| Page



Crockett County Schools Section 504 Complaint/Grievance Form

Date School -

Name ~ Phone -

Address = S

Person(s) who discriminated against you/student (Please include the individual's title):

Please provide a brief description of what happened, when it happened, and who was involved. (Please
attach additional pages, if necessary).

Explain what steps, if any, you have already taken to resolve this matter:

Describe how you would like to see this matter resolved:

Signature Print

Forward all grievances to:
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