	SECTION F

GRIEVANCE PROCEDURES


Requirement
Title IX, Section 504, and Title II specify that recipients must officially adopt and publish written grievance procedures for handling complaints alleging violation.  While Title VI does not contain this specific requirement, it is implied in Section 100.6(d), “Information to beneficiaries and participants.”  It is recommended, therefore, that recipients also adopt and publish grievance procedures for Title VI.

Title VI – Section 100.6


“….and make such information available to them in such manner as the responsible Department official finds necessary to appraise such persons of the protections against discrimination assured them by the Act and its regulations.”

Content

The following “Checklist for Evaluating the Content of Grievance Procedures” may be used to develop or assess an existing grievance procedure to determine if revisions are needed.   A sample of a grievance procedure, which would apply for any of the current federal regulations, is also provided in this Section.

CHECKLIST FOR EVALUATING THE CONTENT OF GRIEVANCE PROCEDURES

Listed below are a number of questions, which may be used to evaluate the content of grievance procedures.  Questions are organized into three sections:  Initiation and filing of the grievance; processing of the grievance; and basic procedural rights.  Remember that these questions DO NOT reflect specific requirements; instead, they reflect general principles of grievance processing.  A “no” answer DOES NOT indicate a violation of a requirement, but it may indicate an area where further specification is desirable.

Initiation and Filing of Grievance

Does the grievance procedure:
	
	Yes
	No



	1.
Provide clear and adequate definitions of who may grieve, of what issues may be covered by grievances, and of the terms used throughout the procedure?
	(
	(

	2.
Cover all persons?
	(
	(

	3.
Clearly state the form and procedure for filing of ALL grievance?
	(
	(

	4.
Specify any applicable time limits in the initiation of a grievance?
	(
	(

	5. Provide for assistance to grievant in the filing/preparation/processing of a grievance?

	(
	(

	6.
Specify the responsibilities of institutional agency staff for the receipt and initial handling of grievances?
	(
	(

	7.
Provide methods of informal and prompt resolution of grievances when further processing is not needed?
	(
	(


	Processing of Grievance:

Does the grievance procedure:
	Yes
	No



	1.
State the number and levels of steps for grievance processing and the criteria for initial referral to each level?
	(
	(

	2.
State the form of grievance presentation and processing (oral/written; hearing officer/hearing panel; etc.) at each step?
	(
	(

	3.
Specify the criteria and procedures for the assignment of initial hearing levels?
	(
	(

	4.
Delineate procedures and responsibilities for notification of all parties at each processing level?
	(
	(

	5.
Delineate timelines for all activities within the grievance procedure?
	(
	(

	6.
Specify the procedures that shall be used in conducting the grievance hearings:
	(
	(

	
a.
amount of time allocated to each hearing?
	(
	(

	
b.
amount of time allocated to each party to the grievance?
	(
	(

	
c.
right of each party to representation and assistance?
	(
	(

	
d.
right of each party to present witnesses and evidence?
	(
	(

	
e.
right of each party to question witnesses?
	(
	(

	
f.
roles of persons involved in the hearing?

	(
	(

	
g.
right of grievant to determine whether hearing shall be open to the public?
	(
	(

	
h.
provisions/requirements for recording the hearing?
	(
	(

	7.
Specify any requirements for submission of written information by grievant or others?
	(
	(

	8.
State the form and timelines of the preparation of grievance decisions?
	(
	(

	9.
Clearly state the procedures and timelines for the grievant’s acceptance or appeal of grievance decisions?
	(
	(

	10.
Specify the roles and selection of persons involved in grievance processing?


	(
	(


	Basic and Procedural Rights:

Does the grievance procedure:
	Yes
	No

	1.
Provide grievant with the right to appeal to progressive levels of decision-making?
	(
	(

	2.
Provide assurances regarding the impartiality of hearing officers?
	(
	(

	3.
Provide for confidentiality of grievance proceedings if so desired by the grievant?
	(
	(

	4.
Provide for grievant’ s access to relevant institutional/agency records?
	(
	(

	5.
Provide for the protection of grievant and respondents from harass-ment and entry of information into student and personnel files?
	(
	(

	6.
Provide for confidentiality of grievance records if so desired by the grievant?
	(
	(


Dissemination of Grievance Procedures
Adopted grievance procedures should be disseminated to students, parents/guardians, employees, organizations, and others to effectively inform them about the processing of grievances.  The information must be provided on a continuing basis through the distribution of written materials and/or through periodic briefings.

Written materials through which grievance procedures may be disseminated include:


Student/Parent-Guardian/Employee Handbooks


Faculty Handbooks


Newspapers/Newsletters


Memoranda


Bulletins


Pamphlets/Brochures


School Catalogs


Course Offering Booklets/Curriculum Guides


Agency Web Site* 



Periodic briefings on grievance procedures can be done in:


Regular Student/Parent-Guardian/Staff meetings


Special meetings or assemblies


Classroom presentations


Seminars

*Agency web site may be one method of distribution, but not the ONLY method.

Maintenance of Grievance Records
The maintenance of grievance records is recommended for the purpose of documenting compliance.  Records should be kept for each grievance filed and, at a minimum, should include:

1.
The name of the grievant or complainant and their title or status.

2.
The date the grievance was filed.

3.
The specific allegation made and any corrective action requested by the grievant.

4.
The name of the respondents.

5.
The levels of processing followed and the resolution, date, and decision-making authority at each level.

6.
A summary of facts and evidence presented by each party involved.

7.
A statement of the final resolution and the nature and date(s) of any corrective or remedial action(s) taken.
A sample complaint form that could be used to initiate this record keeping process is provided for your reference at the end of this section.

Including Information about USDOE Complaint Procedures 

Students, parents or representatives of education institutions may, at any time, contact the enforcement offices of the United States Department of Education/OCR to file a complaint or obtain assistance on a problem or assistance to prevent civil rights problems.  Educational agencies have no obligation to provide USDEO/OCR information; however, if they do provide the information in their agency grievance procedure, it must be accurate. 

It is not appropriate to direct appeals of the decisions of local agencies to USDOE as a step in a local agency grievance procedure.  Any contact with USDOE/OCR may occur at any time in the process, and would result in a “new complaint” with USDOE/OCR, regardless of the complainant’s use of the local procedure, or exhaustion their appeals of the local decision. 
OCR regional offices can provide assistance with questions on national policy, Freedom of Information requests for information that is national in scope, or with requests for publications or other assistance that is not available online.

The OCR office for Michigan is located at:

The OCR National Headquarters is located 

at:

Cleveland Office 




U.S. Department of Education

Office for Civil Rights




Office for Civil Rights

U. S. Department of Education


Customer Service Team

600 Superior Avenue East, Suite 750

400 Maryland Avenue, SW

Cleveland, OH   44114-2611



Washington, DC   20202-1100

Telephone:  216-522-4970



Telephone:  1-800-421-3481


FAX:            216-522-7573



FAX:            202-246-6840

TDD:           877-521-2172



TDD:            877-521-2172

Email:         OCR.Cleveland@ed.gov

Email:          OCR@ed.gov

EXAMPLES
	GRIEVANCE PROCEDURES

FOR

TITLE VI OF THE CIVIL RIGHTS ACT OF 1964

TITLE IX OF THE EDUCATION AMENDMENT ACT OF 1972

SECTION 504 OF THE REHABILITATION ACT OF 1973

TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1990

Section 1
Any person believing that the North Pole Independent School District or any part of the school organization has inadequately applied the principles and/or regulations of (1) Title VI of the Civil Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation Act of 1973, or (4) Title II of the Americans with Disabilities Act of 1990 may bring forward a complaint, which shall be referred to as a grievance to: 



Civil Rights Coordinator 



North Pole Independent School District



Administration Building



P. O. Box 1234



Cold, Michigan   48467


(555) 222-444

Section II
The person who believes a valid basis for grievance exists shall discuss the grievance informally and on a verbal basis with the Civil Rights Coordinator, who shall in turn investigate the complaint and reply with an answer within five (5) business days.  
If the complainant feels the grievance is not satisfactorily resolved, they may initiate formal procedures according to the following steps.

Step 1

A written statement of the grievance signed by the complainant shall be submitted to the Civil Rights Coordinator within five (5) business days of receipt of answers to the informal complaint.  The coordinator shall further investigate the matters of grievance and reply in writing to the complainant within five (5) business days.

Step 2
A complainant wishing to appeal the written (or Step 1) decision of the local Civil Rights Coordinator may submit a signed statement of appeal to the Superintendent of Schools within five (5) business days after receipt of the Coordinator’s response.  The Superintendent shall meet with all parties involved, formulate a conclusion, and respond in writing to the complainant within ten (10) business days.

Step 3
If still unsatisfied, the complainant may appeal through a signed, written statement to the Board of Education within five (5) business days of receiving the Superintendent’s response in Step 2.  In an attempt to resolve the grievance, the Board of Education shall meet with the concerned parties and their representative within forty (40) days of the receipt of such an appeal.  A copy of the Board’s disposition of the appeal shall be sent to each concerned party within ten (10) days of this meeting.  The decision of the Board of Education shall be final.
=====================================================================

The local Coordinator, on request, will provide the complainant with a copy of the district’s grievance procedure and investigate all complaints in accordance with this procedure.

A copy of each of the Acts and the regulations on which this notice is based may be found in the Civil Rights Coordinator’s office.




SAMPLE COMPLAINT RECORD FORM
	COMPLAINT 
( Title VI     (  Title IX     (  Section 504     (  Title II

Name: 







Date  






Address:  

(Street)




(City)




(Zip)

Telephone:  











(Home)



    (School or Work Location)

Status of person filing complaint:

       Student



Employee







       Parent/Guardian


Other


Statement of Complaint (include type of discrimination charged and the specific incidents in which it occurred):






Signature of Complainant:  

Date Complaint Filed:  

	Signature of person receiving complaint:  

Date Received:  





Complaint Number:  

Complaint Authority:  



	Submit all copies to the local Civil Rights Coordinator.  The person receiving the complaint will sign receipt, date and number the complaint.  One copy will be returned to the complainant, one copy will be sent to the school or department affected by the complaint, and one copy will be retained by the Civil Rights Coordinator.

DISTRIBUTION:
1st copy – Civil Rights Coordinator




2nd copy – School/Department




3rd copy – Complainant


� (Condensed from) U.S. Department of Health, Education, and Welfare, Title IX Grievance Procedures:  An Introductory Manual.  Contract 300-75-0256, National Foundation for the Improvement of Education, Washington, D.C., pg. E-1 and E-2.
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