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 Staff Complaints Procedures  

 

 

Employees who have complaints regarding matters, other than discrimination covered under affirmative 

action, shall use the complaint procedure as outlined below: 

 

Complaint Procedure - Resolving Process 
 

Step I. Informal Resolution - Any person wishing to lodge a complaint is encouraged to discuss the 

matter with the individual having jurisdiction or control of the situation leading to the 

complaint. 

 

Step II. Complaint - If not satisfied after Step I, Informal Resolution, a written complaint may be filed 

with the department director.  This complaint shall be made in writing within 15 working days 

following the failure of the Informal Resolution step. It should contain specific details 

covering the incident plus the desired remedy.  On receipt of the complaint, the district shall 

respond within 15 working days.  The response shall state what steps, if any, will be taken to 

resolve the problem and a time line for resolution. 

 

Step III Appeal - If the complainant is not satisfied with the disposition of the complaint, or the ESD 

fails to maintain the timeline for resolution, a written appeal may be filed within 15 working 

days with the office of the superintendent.  The superintendent shall determine whether or not 

to review the case based upon the written appeal and hold an informal hearing with all parties 

in interest and/or their representative within 15 working days of the receipt of the appeal.  

Within ten working days, the superintendent shall make a final disposition of the complaint. 

 

A record of all complaints which proceed beyond the Informal Resolution, Step I, shall be kept and 

maintained for a period of two years, including the disposition and all subsequent appeals. 

 

A copy of the form can be found on the South Coast ESD website, www.scesd.k12.or.us . 

 

http://www.scesd.k12.or.us/

