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Complaint Policy and Procedure

The Board of Directors (“Board”) believes that Complaints from parents or other
members of the community regarding school personnel should be addressed thoroughly
and completely. The people involved should treat one another with the highest level of
respect and dignity.

Initially, Complaints shall be addressed formally or informally with the staff member.
Complaints must be made in a civil/respectful manner in order to be considered by school
personnel. Where appropriate, the Complaint should be in writing on a form developed
by the Administrator and should contain a statement of the facts and the specific outcome
desired by the parent/guardian or other person making the Complaint (“Complainant”).
The Complainant may sign the Complaint and should be given a copy. The staff member
should work with the Complainant to resolve the issue in a timely, professional, and
courteous manner. The efforts used to resolve the Complaint and the outcome should be
noted on the form. Allegations involving illegalities should be reported immediately to
the Administrator.

Complaints unresolved through a parent-staff member communication or Complaints
involving teachers or staff members should be in writing as noted above and directed to
the Administrator. The Administrator shall investigate and attempt to resolve the issue in
a fair and timely manner. The outcome should be noted on the form and further
documented by letter or email as appropriate under the circumstances. If the
Administrator cannot resolve the issue with consultation with School advisors or
consultants, the Complaint (with documented history or preceding steps) is forwarded in
written form to the Board of Directors and a copy to the School’s legal counsel.
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