From Pennridge School Board Policy 103.1

COMPLAINT PROCEDURE

This complaint procedure is in addition to and does not prevent
parents/guardians from using any option in the procedural safeguards
system.[10]
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A student or parent/guardian who believes s/he has been subject to conduct
that constitutes a violation of this policy is encouraged to immediately report
the incident to the Section 504 building administrator.

A school employee who suspects or is notified that a student has been subject
to conduct that constitutes a violation of this policy shall immediately report
the incident to the Section 504 building administrator.[52]

If the Section 504 building administrator is the subject of a complaint, the
student, parent/guardian or employee shall report the incident directly to the
district’s Section 504 Coordinator.

The complainant or reporting employee is encouraged to use the report form
available from the Section 504 building administrator, but oral complaints
shall be acceptable. Oral complaints shall be documented by the Section 504
building administrator.

Step 2 - Investigation

The Section 504 Coordinator shall ensure that the individual assigned to
investigate the complaint has an appropriate understanding of the relevant



laws pertaining to discrimination issues and this policy and how to conduct
investigations.

Upon receiving a complaint of discrimination, the Section 504 building
administrator shall immediately notify the district’s Section 504 Coordinator.
The Section 504 Coordinator shall authorize the Section 504 building
administrator to investigate the complaint, unless the Section 504 building
administrator is the subject of the complaint or is unable to conduct the
investigation.

The investigator shall work with the Section 504 Coordinator to assess the
anticipated scope of the investigation, who needs to be interviewed and what
records may be relevant to the investigation.

The investigator shall conduct an adequate, reliable and impartial
investigation. The complainant and the accused may suggest additional
witnesses and provide other evidence during the course of the investigation.
When the initial complaint involves allegations relating to conduct which took
place away from school property, school-sponsored activities or school
conveyances, the investigation may include inquiries related to these
allegations to determine whether they resulted in continuing effects such as
harassment in school settings.

The investigation may consist of individual interviews with the complainant,
the accused, and others with knowledge relative to the incident. The
investigator may also evaluate any other information and materials relevant to
the investigation.

If the investigation results in a determination that the conduct being
investigated may involve a violation of criminal law, the Section 504 building
administrator shall inform law enforcement authorities about the
incident.[10][52][53][54]

The obligation to conduct this investigation shall not be negated by the fact
that a criminal investigation of the incident is pending or has been concluded.


http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=27&sctn=9&subsctn=0

The investigation and its results shall be confidential to the extent possible
and there shall be no retaliation against any individual who participates in the
investigation of a complaint under this policy.

Step 3 - Investigative Report

The Section 504 building administrator shall prepare and submit a written
report to the Section 504 Coordinator within fifteen (15) days, unless
additional time to complete the investigation is required. The report shall
include a summary of the investigation, a determination of whether the
complaint has been substantiated as factual and whether it is a violation of
this policy, and a recommended disposition of the complaint.

The complainant and the accused shall be informed of the outcome of the
investigation, including the recommended disposition.[30][31][32][33]

Step 4 - District Action

If the investigation results in a finding that the complaint is founded and
constitutes a violation of this policy, the district shall take prompt, corrective
action to ensure that such conduct ceases and will not recur. District staff
shall document the corrective action taken and, where not prohibited by law,
inform the complainant.

Disciplinary actions shall be consistent with the Student Code of Conduct,
Board policies and administrative regulations, district procedures, applicable
collective bargaining agreements, and state and federal laws.

Appeal Procedure

1. If the complainant is not satisfied with a finding of no violation of the
policy or with the recommended corrective action, s/he may submit a
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http://www.law.cornell.edu/uscode/text/20/1232g
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written appeal to the district’s Section 504 Coordinator within fifteen
(15) days.

. The Section 504 Coordinator shall review the investigation and the
investigative report and may also conduct a reasonable investigation.

. The Section 504 Coordinator shall prepare a written response to the
appeal within fifteen (15) days. Copies of the response shall be provided
to the complainant, the accused and the Section 504 building
administrator who conducted the initial investigation.



