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The names, titles, and contact information of these individuals will be published 
annually: 

~ in the parent and staff handbooks. 

( ) in the School District Annual Report to the public. 

on the School District's web site. 

() on each individual school's web site. 

() in the School District's calendar. 

() 

The Compliance Officers will be available during regular school/work hours to 
discuss concerns related to unlawful harassment, to assist students, other members 
of the District comm.unity, and third parties who seek support or advice when 
informing another individual about "unwelcome" conduct, or to intercede informally 
on behalf of the individual in those instances where concerns have not resulted in 
the filing of a form.al complamt and where all parties are in agreement to participate 
in an informal process. 

Compliance Officers shall accept complaints of unlawful harassment directly from 
any member of the School District community or a visitor to the District, or receive 
complaints that are initially filed with a school building administrator. Upon receipt 
of a complamt either directly or through a school building administrator, a 
Compliance Officer will begin either an informal or formal process (depending on the 
request of the member of the School District community alleging harassment or the 
nature of the alleged harassment}, or the Compliance Officer will designate a specific 
'individual to conduct such a process. In the case of a formal complaint, the 
~ompliance Officer will prepare recommendations for the Superintendent or will 
oversee the preparation of such recommendations by a designee. All members of the 
~cb.ool District community must report incidents of harassment that are reported to 
them to the Compliance Officer within two (2) business days of learning of the 
mcident. 
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Any Board employee who directly observes unlawful harassment of a student is 
obligated, in accordance with this policy, to report such observations to one of the 
Compliance Officers within two (2) business days. Thereafter, the Compliance 
Officer or designee must contact the student, if age eighteen (18} or older, or the 
student's parents if under the age eighteen (18), within two (2} business days to 
advise s/he/fut:m of the Board's intent to investigate the alleged misconduct, 
including the obligation of the Compliance Officer or designee to conduct an 
investigation following all the procedures. outlined for a formal complaint. 

~vestigation and Complaint Procedure (See Form 1662 Fl) 

Any employee or other member of the School District comm.unity or third party (e.g., 
visitor to the District) who believes that s/he has been subjected to unlawful 
harassment may seek resolution of his/her complaint through either the informal or 
form.al procedures as described below. Further. a process for investigating claims of 
harassment and a process for rendering a decision regarding whether the claim of 
legally prohibited harassment was substantiated are set forth below. 

Due to the sensitivity surrounding complaints of unlawful harassment, timelines are 
fie~ble for initiating the complaint process; however, individuals should make every 
effort to file a complaint within thirty (30) calendar days after the conduct occurs 
p.rbile the facts are !mown and potential witnesses are available. Once the formal 
complaint process is begun, the investigation will be completed in a timely manner 
(ordinarily, within fifteen (15) business days of the complaint being received). 

The inform.al and formal procedures set forth below are not intended to interfere 
with the rights of any individual to pursue a complaint of unlawful harassm.ent or 
retaliation with the United States Department of Education Office for Civil Rights or 
Equal Employment Opportunity Commission ("EEOC"). 

Informal Complaint Procedure 

The goal of the informal ·complaint procedure is to stop inappropriate behavior and 
to investigate and facilitate resolution through an informal means, if possible. The 
jn:formal complaint procedure is provided as a less formal option for a student, other 
member of the School District community, or third party who believes s/he has been 
unlawfully harassed or retaliated against. This informal procedure is not required 
as a precursor to the filing of a formal complaint and will only be utilized where the 
parties (alleged target of harassment and alleged harasser{s)) agree to participate in 
such process. 
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Employees, other members of the School District community, or third parties who 
believe that they have been unlawfully harassed or retaliated against may proceed 
immediately to the formal complaint process and individuals who seek resolution 
through the informal procedure may request that the informal process be terminated 
at any time to move to the formal complaint process. 

However, all complaints of harassment involving a District employee, any other adult 
member of the School District community, or a ··third party against a student will be 
formally investigated. Similarly, any allegations of sexual violence will be formally 
investigated. 

As an initial course of action, if an individual feels that s /he is being unlawfully 
ha;rassed and s/he is able and feels safe doing so, the individual should tell or 
otherwise inform the harasser that the conduct is unwelcome and must stop. Such 
direct communication should not be utilized in circumstances involving sexual 
violence. The complaining individual should address the allegedly harassing 
conduct as soon after it occurs as possible. The Compliance Officers are available to 
support and counsel individuals when taking this initial step or to intervene on 
behalf of the individual if requested to do so. An individual who is uncomfortable or 
unwilling to inform the harasser of his/her complaint is not prohibited from 
otherwise filing an informal or a formal complaint. In addition, with regard to 
pertain types of unlawful harassment, such as sexual harassment, the Compliance 
Officer may advise against the use of the inform.al complaint process. 

An individual who believes s/he has been unlawfully harassed may make an 
informal complaint, either orally or in writing: 1) to a teacher, other employee, or 
building administrator; 2) directly to one of the Compliance Officers; and/ or 3) t o the 
Superintendent or other District-level employee. 

All informal complaints must be reported to one of the Compliance Officers who will 
either facilitate an informal resolution as described below on bis/her own, or 
appoint another individual to facilitate an informal resolution. 
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The School District's .informal complaint procedure is designed to provide employees, 
other members of the School District community, or third parties who believe they 
are being unlawfully harassed with a range of options designed to bring about a 
resolution of their concerns. Depending upon the nature of the complaint and the 
wishes of the individual claiming unlawful harassment, informal resolution may 
involve, but not be limited to, one or more of the following: 

A. Advising the individual about how to communicate the unwelcome 
nature of the behavior to the alleged harasser. 

B. Distributing a copy of the anti-harassment policy as a reminder to 
the individuals in the school building or office where the individual 
whose behavior is being questioned works or attends. 

C. If both parties agree, the Compliance Officer may arrange and 
facilitate a meeting between the individual claiming harassment and 
the individual accused of harassment to work out a mutual 
resolution. Such a meeting is not appropriate in circumstances 
involving sexual violence. 

While there are no set time limits within which an informal complaint must be 
resolved, the Compliance Officer or designee will exercise his/her authority to 
attempt to resolve all informal complaints within fifteen (15) business days of 
receiving the informal complamt. Parties who are dissatisfied with the results of the 
informal complaint process may proceed to file a formal complaint. And, as stated 
above, parties may request that the informal process be terminated at any time to 
move to the formal complaint process. 

All materials gene:rated as part of the informal complaint--pFeeess 1-•lill be retained by 
the Compaanee Offieors in aee&danee with. tbs Board's records :retention policy: 
8£l4.for Student Reeo:rds policy. (See Policy 8310 and Policy 8330) 

Formal Complaint Procedure 

If a complaint is not resolved through the informal complaint process, if one of the 
parties has requested that the informal complaint process be terminated to move to 
the formal complaint process, or if the individual elects to file a formal complaint 
initia1:Iy, the formal complaint process shall be implemented. 
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An individual who believes s/he has been subjected to offensive 
conduct/harassment/retaliation hereinafter referred to as the "Complainant'\ may 
file a formal complaint, either orally or in writing, with a teacher, Principal, the 
Compliance Officer, Superintendent, or other District employee. Due to the 
sensitivity surrounding complaints of unlawful harassment and retaliation, 
timelines are flexible for initiating the complaint process; however, individuals 
should make every effort to file a complaint within thirty (30) calendar days after the 
conduct occurs while the facts are lmown and potential witnesses are available. If a 
Complainant informs a teacher, Principal, Superintendent, or other District 
employee, either orally or in writing, about any complaint of harassment or 
retaliation, that employee must report such information to the Compliance Officer or 
designee within two (2) business days. 

Throughout the course of the process, the Compliance Officer should keep the 
parties informed of the status of the investigation and the decision making process. 

All formal complaints must include the following information to the extent it is 
available: the identity of the individual believed to have engaged in, or be engaging 
in, offensive conduct/harassment/retaliation; a detailed description of the facts 
upon which the complaint is based; a list of potential witnesses; and the resolution 
sought by the Complainant. 

I 

Jf the Complainant is unvv.illing or unable to provide a written statement includmg 
the information set forth above, the Compliance Officer shall ask for such details in 
an oral interview. Thereafter, t.he Compliance Officer will prepare a written 
summary of the oral interview, and the Complainant will be asked to verify the 
accuracy of the reported charge by signing the document. 

Upon receiving a formal complaint, the Compliance Officer will consider whether any 
action should be taken in the investigatory phase to protect the Complainant from 
further harassment or retaliation, including, but not limited to, a change of work 
assignment or schedule for the Complainant and/ or the alleged harasser. In 
µ:iaki.ng such a determination, the Compliance Officer should consult the 
Complainant to assess his/her agreement to the proposed action. If the 
Complainant is unwilling to consent to the proposed change, the Compliance Officer 
may still take whatever actions s/he deem appropriate in consultation with the 
Superintendent. 
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Within two (2) business days of receiving the complaint, the Compliance Officer or a 
designee will initiate a formal investigation to determine whether the Complainant , LI 
has been subjected to offensive conduct/harassment/retaliation. 4-)~ ~A 
~~t an-invt:sligati:on--ttr.dess directed tcrdcrso4,y fue Compttauee 9ffi.ce:t. G....,.,j '-:' 

Simultaneously, the Compliance Officer will inform the :individual alleged to have~ 
engaged in the harassing or retaliatory conduct, hereinafter referred to as the 
"Respondent", that a complaint has been received. The Respondent will be informed 
~bout the nature of the allegations and provided with a copy of any relevant 
Administrative Guidelines, including the· Board's Anti-Harassment Policy. The 
Respondent must also be informed of the opportunity to submit a written response 
to the complaint within five (5) business days. 

Although certain cases may require additional time, the Compliance Officer or a 
designee will attempt to complete an investigation into the allegations of 
harassment/retaliation within fifteen (15) business days of receiving the formal 
complaint. The investigation will include: 

A. interviews with the Complainant; 

B. :interviews with the Respondent; 

C. interviews with any other witnesses who may reasonably be 
expected to have any information relevant to the allegations; 

D. consideration of any documentation or other information presented 
by the Complainant, Respondent, or any other witness that is 
reasonably believed to be relevant to the allegations. 
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At the conclusion of the investigation, the Compliance Officer or the designee shall 
prepare and deliver a written report to the Superintendent that summarizes the 
evidence gathered during the investigation and provides recommendations based on 
the evidence and the definition of unlawful harassment as provided in Board policy 
and State and Federal law as to whether the Complainant has been subjected to 
unlawful harassment. The Compliance Officer's recommendations roust be based 
upon the totality of the circumstances, inclucling the ages and maturity levels of 
those involved. In determining if discriminatory harassment or retaliation occurred, C...rr)° 
a preponderance of evidence standard will be used. --{ )-'nl:e-Compl:i:ance 6ffi.cer may P.7 

.,&.onsult with__ the Board's le~I~ ~e fiuaUzjng tbe----l'eF'ert to·· the 
_ _§u.perinten dem 

Absent extenuating circumstances, within five {5) business days of receiving the 
report of the Compliance Officer or the designee, the Superintendent must either 
issue a final decision regarding whether the complaint of harassment has been 
substantiated or request further investigation. A copy of the Superintendent's final 
decision Vlil1 be delivered to both the Complainant and the Respondent. 

If the Superintendent requests additional investigation, the Superintendent must 
specify the additional information that is to be gathered, and such additional 
investigation must be completed within five (5) business days. At the conclusion of 
the additional investigation, the Superintendent must issue a final written decision as described above. 

( J The decision of the Superintendent shall be final. 

OR 

A Complainant or Respondent who is . dissatisfied with the final decision of 
the Superintendent may appeal through a signed written statement to the 
Board within five (5) business days of his/her receipt of the date of the 
Superintendent's final decision. 

In an attempt to resolve the complaint. the Board shall meet with the 
concerned parties and their representative within twenty (20) business 
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) business 
days of this meeting. The decision of the Board will be final . 

. j {END OF OPTIO~S] 


