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PUBLIC  CONCERNS / COMPLAINTS

ABOUT  PERSONNEL

Required  Information

The following information concerning a complaint is required:

�    The name(s) of the person(s) making the complaint.

�    Whether the person(s) making the complaint represents an individual or a group.  If
a group is represented, information shall be provided about the nature of the group
and the manner in which the group has reviewed and taken a position on the matter.

�    Whether the person(s) making the complaint has discussed the problem with the
employee in question.

�    A summary of the complaint(s) and of the above three (3) items.

Processing  of  Complaint(s)  Following  

Written  Summation

The complaint shall be presented to the employee toward whom it is directed, together
with a suggested solution, personally and in writing, by the person(s) filing the complaint.
It is the responsibility of the employee's supervisor to keep the Superintendent informed
as the matter is reviewed at the various administrative levels.

The employee will have a minimum of five (5) working days in which to reply to the
complaint at each administrative level at which the matter is reviewed.

If the complaint is not resolved between the originator of the complaint and the employee,
the complaint shall be reviewed by the employee's supervisor.  Until the matter is
resolved, it may be reviewed at each successive administrative level.

The Superintendent shall be the final level of review.


