
POLICY                                                                                                                                              1440 
  

Complaints Concerning School Employees 
  
            The Lawrence Public Schools will make every effort to develop policies and practices that will 
promote positive, cooperative efforts among the various groups and individuals in the community in 
order to provide the best possible educational opportunities for our students.  These efforts are 
designed to develop mutual respect, confidence and support among the members of the community and 
representatives of the School District for the benefit of students. 
  

            Periodically, there will be concerns that parents may have about a particular teacher or other 
staff member.  Such concerns should be dealt with as quickly and as effectively as possible to prevent 
the escalation of misunderstanding, friction or unnecessary delay in correction where a real problem 
exists.  The Superintendent of Schools will develop and recommend for Board approval regulations to 
provide for parent complaints to be presented, heard and dealt with in a quick and efficient manner.  
Such regulations will also protect the professionalism and due process of staff members. 
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REGULATION                                                                                                                       1440-R 

Procedures for Resolving Complaints About Conduct of and/or Decisions Made by School Employees 

These regulations are intended to insure against anonymous, unreasonable or ill-considered 
complaints against employees and provide a means for adjudicating disputes between parties in a fair 
and impartial manner.   

  
            Parents and/or community members who wish to pursue complaints regarding the conduct of or 
decisions made by employees shall be advised of these procedures.  A copy of these procedures shall 
be published in student handbooks and agenda books.  Individuals with limited English speaking 
proficiency shall be provided with the opportunity for appropriate assistance at all Levels of the 
procedure.  Individuals with disabilities shall be provided reasonable accommodations in accordance 
with applicable laws and regulations. 
  
            Whenever an individual Board member or the Board as a whole receives a complaint about an 
employee’s conduct or decision, he/she or it shall withhold substantive and conclusive comment and 
shall advise the complainant of the Board’s policy that an attempt be made to resolve disputes at the 
lowest possible level.  For the purposes of these procedures, “lowest possible level” shall mean the 
employee against whom the complaint is targeted.  The Board member or Board President (for 
complaints received by the Board as a whole) shall also advise the Superintendent of Schools of the 
identity of the complainant and the nature of the complaint. 
  
            At the request of the complainant and the discretion of the Superintendent of Schools or his/her 
designee or Board, the processing of a complaint may be expedited and/or processed initially at higher 
levels in those exceptional circumstances where emergent review of the complaint is determined to be 
warranted. 
  
            Employees shall be entitled to reasonable adequate notice of and representation at meetings by 
their respective Associations when required by applicable collective bargaining agreements or laws.  In 
addition, the timelines covered by these procedures may be extended at any level with the consent of 
the complaining party. 
  
1.                  Level One:  Discussion with Employee 

Except when it is otherwise prohibited by law or is deemed inadvisable (e.g. allegations of 
child abuse or criminal activity), the complainant shall be directed to attempt to resolve the 
complaint at the lowest possible level by speaking directly with the employee about the 
problem. 
  

2.         Level Two:  Three-Way Conference with Supervisor 
If the complaint is not resolved to the satisfaction of the complainant at Level One within five 
(5) school days of the discussion or conference with the employee, the complainant must 
inform the employee’s supervisor.  The employee’s supervisor shall notify the principal (where 
applicable and when the immediate supervisor is not the principal) of all complaints received at 
Level Two.  The supervisor shall arrange to hold a three-way conference with the complainant 
and the employee within five (5) school days.  The conference may also include the principal.  
Unless the matter is resolved at the Level Two Conference, the employee’s supervisor shall 
ensure that the complainant receives a copy of these procedures and the District’s Complaint 
Form (Appendix A) immediately following the conference. 
  
  



  
  

3.         Level Three:  Review by the Superintendent of Schools 
If the complaint is not resolved to the satisfaction of the complainant at Level Two, the 
complainant may pursue the complaint by submitting the District’s Complaint Form to the 
Superintendent of Schools (“Superintendent”) within five (5) school days of receipt of the 
Complaint Form.  The Superintendent shall forward two (2) copies of the Complaint Form to 
the employee and one copy to the employee’s supervisor and the principal (where applicable 
and when the immediate supervisor is not the principal) within three (3) school days of 
receiving it. 
  
Within five (5) school days of receipt of the complaint, the employee shall acknowledge that 
he/she has received the Complaint Form by signing and returning a copy of the Complaint 
Form to the Superintendent; with the express understanding his/her signature does not indicate 
agreement with the contents of the complaint.  At the time of returning the signed copy of the 
complaint, the employee may also submit a written answer to the complaint to the 
Superintendent.  The answer shall be reviewed by the Superintendent and attached to the filed 
copy of the complaint.   
  
The Superintendent and/or his/her designee shall investigate the matter.  The Superintendent 
shall, within fifteen (15) school days of submission of the complaint, arrange a meeting or 
conference with the employee, employee’s supervisor, the principal (where applicable and 
when the immediate supervisor is not the principal) and the complainant.  Both the complainant 
and the employee shall be informed that the purpose of the meeting is to elicit facts and seek a 
resolution of the complaint.  This 15-day period shall run concurrently with the five-day period 
in which the employee is provided with the opportunity to answer the complaint.  In the event 
the Superintendent is unavailable due to his/her absence, he/she may designate another central 
office administrator to perform the duties outlined in these procedures to ensure a timely 
resolution of the complaint. 
  
When a resolution of the complaint is not reached at the meeting or conference, the 
Superintendent shall provide the complainant, employee, the employee’s immediate supervisor 
and/or principal the opportunity to submit a written summary of their respective positions 
regarding the dispute within five (5) school days of the conference.  The failure to submit a 
written summary shall not be held against any party.  The Superintendent shall forward a 
written response to the complainant, the employee and the employee’s supervisor within ten 
(10) school days of the meeting or five (5) school days after receipt of the parties’ written 
summaries, whichever is sooner. 
  

4.         Level Four:  Appeal to the Board of Education 
If the complainant is not satisfied with the response of the Superintendent at Level Three, the 
complainant may appeal the Superintendent’s decision by submitting a written request to the 
District Clerk within five (5) days of receipt of the Superintendent’s decision.  When the whole 
Board is not required by law to hear the appeal, the Board shall assign a designated committee 
of three (3) board members, including one member who shall serve as chair, to review the 
complaint.  With the exception of personnel actions adverse to employees and matters requiring 
action by the full Board, the Committee shall be authorized to make decisions on behalf of the 
Board.  The Committee shall be authorized to make recommendations to the full Board with 
respect to personnel actions against employees (except actions to terminate or transfer  
  
  



employees which must be recommended by the Superintendent pursuant to law).  Any matter 
requiring a hearing before the full Board shall not be referred to the Committee. 
  
Upon receipt of the appeal, the Committee shall review all papers filed related to the complaint 
and determine whether to hold a hearing.  The committee shall, at its discretion, hold a 
conference among its members or a hearing with the involved parties no later than twenty (20) 
calendar days following the Board’s receipt of the appeal.  At any hearing, the complaining 
party shall be entitled to bring up to two (2) representatives, not including parents/guardians.  
The complainant and the employee who is the target of the complaint (when applicable) shall 
receive reasonable advance notice of a hearing, if one is scheduled.  Through the 
Superintendent, the Committee may request that administrative staff members appear at the 
hearing.  The purpose of the hearing shall be to allow the parties involved a reasonable amount 
of time to present their respective positions.  Cross-examination of parties or staff members 
shall not be permitted. 
  
Within five (5) school days of the conference or hearing, the Board Committee shall issue a 
written decision through its chairperson to (1) dismiss the appeal (2) grant the relief requested 
in whole or in part; or (3) refer the matter to the full Board with a recommendation when such 
recommendation may adversely affect an employee.  All members of the Board shall receive 
notice of the Committee’s determination or recommendation.  The Board shall act to affirm, 
modify or reject the recommendation of the Committee as soon as reasonably possible.  The 
deliberations by the Board shall be conducted in accordance with the provisions of the Open 
Public Meetings Act, other applicable laws and employees’ collective bargaining agreements. 
  
The Board’s determination on an appeal shall be forwarded to the employee, Superintendent, 
employee’s supervisor and principal within five (5) school days of its action.  The complainant 
shall also be advised of such action to the extent appropriate and permissible by law. 
  
Resolution of Complaint Regarding Employee’s Conduct 
At the conclusion of the investigation of any complaint and/or appeal to the Board, a complaint 
that is found to be without merit or basis in fact shall not be placed in the employee’s personnel 
file. 
  
If the complaint is substantiated, a copy of the Complaint Form and the final written decision 
shall be placed in the employee’s personnel file in accordance with applicable provisions of 
collective bargaining agreements. 
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                                                                                                                                    Form-1440 

Procedures for Resolving Complaints About Conduct of and/or Decisions Made by School 

Employee’s (cont’d) 

Lawrence Union Free School District 

Complaint Form 

This form is to be used for complaints submitted against district staff in accordance with the complaint 

procedure of the Lawrence U.F.S.D. 

  

Staff Member:  ____________________________________________________________ 
                                                            (Last Name)                             (First Name) 
  
Person Filing the Complaint:      ________________________________________________ 
                                                            (Last Name)                 First Name) 
  
Address: ________________________________________________________________ 
                        (City)                                       (State)                                      (Zip) 
  
Telephone:  __________________________                          ________________________ 
                                    (Home)                                                                        (Work) 
  
Date of Incident or Decision: ________________________________________________ 
  
1.                  Specific conduct of employee or decision of employee that you believe was inappropriate or 

adversely affected you or your child. 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
  

2.                  Reasons you believe the employee’s conduct was inappropriate or employee’s decision was 
unfair or improper. 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 



Complaint Form – Page 2 

  
3.                  Details of pertinent incidents or situations including date and time of incident if possible, if 

applicable: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
  
(Additional sheets may be attached to provide further explanation.) 
  

4.                  Incident witnessed by: _______________________________________________ 
  
5.                  Submit any documentation related to the complaint that you wish to have considered in 

reviewing your complaint. 
  

Name:  ___________________________________________________________________ 
  
Address(es) if known:  _______________________________________________________ 
  
Telephone number(s) if known: _________________________________________________ 
                                                            (Home)                                    (Work) 
  

6.                  Redress/Resolution Sought: 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
  
This complaint is being submitted according to the procedures specified in the district policy 
manual (copy attached). 
  
Signature of complaining person:  ______________________________________ 
  
Date:  ____________________________________________________________ 
  
Received by: __________________________            Date:    __________________ 
  
(Form R-1440) 


