
PORTOLA VALLEY SCHOOL DISTRICT

COMPLAINT FORM

Instructions: Please submit this form to the supervisor of the person or program of your complaint.
The supervisor wi]I tell the employee(s) involved that this complaint has been filed. The information you provide will be kept
confidential except as necessary to investigate and resolve your complaint.

The District’s complaint procedures are found in Board Policy 1312.1 and Rules and Regulations 1312.1 which are attached for your
review. Please note the appeal provisions and timelines involved.

Should you have any questions about the complaint policy or procedures, please contact the school site principal or the superintendent.

Complainant Information

Name Date_____________________________

Address_________________________________________ Phone________________________

School_________________________

Notice of Complaint
. •n.

Date of events this complaint is based on:______________________________________________

Please describe your complaint as specifically as possible, using date, times, names, locations or situations (use
additional paper if necessary)

. y

With whom have you conferred to resolve your complaint?

Name(s) Date -

What action or remedy are you seeking to resolve this complaint?

Signature Date





Community Relations BP 1312.1

COMPLAINTS CONCERNING DISTRICT EMPLOYEES

The Governing Board accepts responsibility for providing a means by which the public can
hold employees accountable for their actions. The Board desires that complaints be resolved
expeditiously without disrupting the educational process.

The Superintendent or designee shall develop regulations which permit the public to submit
complaints against district employees in an appropriate way. These regulations shall protect
the rights of involved parties. The Board may serve as an appeals body if the complaint is
not resolved.

(cf 13)2.2 - Complaints Concerning Instructional Materials)
(cf 1312.3- Uniform Complaint Procedures)
(cf 3515.2 - Disruptions)

The Board prohibits retaliation against complainants. The Superintendent or designee at
his/her discretion may keep a complainant’s identity confidential, except to the extent
necessary to investigate the complaint. The district will not investigate anonymous
complaints unless it so desires.

Legal Reference:
EDUCATION CODE
33308.1 Guidelines on procedureforfiling child abuse complaints
35146 Closed sessions
44031 Personnelfile contents and inspection
448)1 Disruption o,/public school activities
44932-44949 Resignation, dismissal and leaves ofabsence (rights ofemployee; procedures to Jbllow)
48987 Child abuse guidelines
GO VER?SMENT CODE
54957 Closed session; complaints re employees
54957.6 Closed session; salaries orfringe benefits
PENAL CODE
273 Cruelty or unjustifiable punishment of child
1)164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
300 Minors subject to jurisdiction ofjuvenile court

Management Resources:
CDE LEGAL AD VISORIES
0910.93 Guidelines for parents to report suspected child abuse by school district employees or other
persons against a pupil at school site (LO:4-93)

Policy PORTOLA VALLEY SCHOOL DISTRICT
adopted: August 20, 2014 Portola Valley, California



Community Relations AR 1312.1(a)

COMPLAINTS CONCERNING DISTRICT EMPLOYEES

The Superintendent or designee shall determine whether a complaint should be considered a
complaint against the district and/or an individual employee, and whether it should be
resolved by the district’s process for complaints concerning personnel and/or other district
procedures.

(cf 1312.2 - Complaints Concerning Instructional Materials)
(cf 1312.3 - Uz4form Complaint Procedures)
(cf 4144/4244/4344 - Camp laints)

To promote prompt and fair resolution of the complaint, the following procedures shall
govern the resolution of complaints against district employees:

1. Every effort should be made to resolve a complaint at the earliest possible stage.
Whenever possible, the complainant should communicate directly to the employee in
order to resolve concerns.

2. If a complainant is unable or unwilling to resolve the complaint directly with the
employee, he/she may submit an oral or written complaint to the employee’s
immediate supervisor or the principal.

3. All complaints related to district personnel other than administrators shall be
submitted in writing to the principal or immediate supervisor. If the complainant is
unable to prepare the complaint in writing, administrative staff shall help him/her to
do so. Complaints related to a principal or central office administrator shall be
initially filed in writing with the Superintendent or designee. Complaints related to
the Superintendent shall be initially filed in writing with the Board.

4. When a written complaint is received, the employee shall be notified within five days
or in accordance with collective bargaining agreements.

5. A written complaint shall include:

a. The fill name of each employee involved

b. A brief but specific summary of the complaint and the facts surrounding it

c. A specific description of any prior attempt to discuss the complaint with the
employee and the failure to resolve the matter

6. Staff responsible for investigating complaints shall attempt to resolve the complaint
to the satisfaction of the parties involved within 30 days.

7. Both the complainant and the employee against whom the complaint was made may
appeal a decision by the principal or immediate supervisor to the Superintendent or



AR 1312.1(b)

COMPLAINTS CONCERNING DISTRICT EMPLOYEES (continued)

designee, who shall attempt to resolve the complaint to the satisfaction of the person
involved within 30 days. Parties should consider and accept the Superintendent or
designee’s decision as final. However, the complainant, the employee, or the
Superintendent or designee may ask to address the Board regarding the complaint.

8. Before any Board consideration of a complaint, the Superintendent or designee shall
submit to the Board a written report concerning the complaint, including but not
limited to:

a. The frill name of each employee involved

b. A brief but specific summary of the complaint and the facts suounding it,
sufficient to inform the Board and the parties as to the precise nature of the
complaint and to allow the parties to prepare a response

c. A copy of the signed original complaint

d. A summary of the action taken by the Superintendent or designee, together
with his/her specific finding that the problem has not been resolved and the
reasons

9. The Board may uphold the Superintendent’s decision without hearing the complaint.

10. All parties to a complaint may be asked to attend a Board meeting in order to clarify
the issue and present all available evidence.

Ii. A closed session may be held to hear the complaint in accordance with law.

(cf 9321 - Closed Session Purposes and Agendas)
(cf 9323 - Meeting Conduct)

12. The decision of the Board shall be final.

Any complaint of child abuse or neglect alleged against a district employee shall be reported
to the appropriate local agencies in accordance with law, Board policy and administrative
regulation.

‘cf 5141.4 - Child Abuse Prevention and Reporting)

Regulation PORTOLA VALLEY SCHOOL DISTRICT
approved: August 20, 2014 Portola Valley, California



Community Relations BP 1312.2(a)

COMPLAINTS CONCERNING INSTRUCTIONAL MATERIALS

The Governing Board uses a comprehensive process to adopt district instructional materials
that is based on selection criteria established by law and Board policy and includes
opportunities for the involvement of parents/guardians and community members.
Complaints concerning the content or use of instructional materials, including textbooks,
supplementary instructional materials, library materials, or other instructional materials and
equipment, shall be properly and fairly considered using established complaint procedures.

(cf 6161.1 - Selection and Evaluation ofInstructional Materials)
(cf 6161.11- Supplementary Instructional Materials)
‘cf 6163.1 - Library Media Centers)

Parents/guardians are encouraged to discuss any concerns regarding instructional materials
with their child’s teacher and/or the school principal. If the situation remains unresolved, a
complaint may be filed using the process specified in the administrative regulation.

The district shall accept complaints concerning instructional materials only from staff,
district residents, or the parents/guardians of children enrolled in a district school.

When deliberating upon challenged materials, the Superintendent andlor review committee
shall consider the educational philosophy of the district, the professional opinions of teachers
of the subject and of other competent authorities, reviews of the materials by reputable
bodies, the teacher’s stated objectives in using the materials, community standards. and the
objections of the complainant.

Complainants are encouraged to accept the Superintendent’s or review committee’s decision.
However, if the complainant finds that decision unsatisfactory, he/she may appeal the
decision to the Board.

(cf 9322 - Agenda/Meeting Materials)

The district’s decision shall be based on educational suitability of the materials and the
criteria established in Board policy and administrative regulation.

frf 6144 - Con troversial Issues,)
(cf 9000- Role of the Board)
(cf 9005 - Governance Standards)

When any challenged instructional material is reviewed by the district, it shall not be subject
to further reconsideration for 12 months, unless the Superintendent determines that
reconsideration is warranted.

Complaints related to sufficiency of textbooks or instructional materials shall be resolved
pursuant to the districts Williams uniform complaint procedure at AR 1312.4.

(cf 1312.1- Complaints Concerning District Employees)
(cf 1312.3 - Unfbim Complaint Procedures)



BP 1312.2(b)

COMPLAINTS CONCERNING INSTRUCTIONAL MATERIALS (continued)

‘cf 1312.4 - Williams Unform Complaint Procedures)

Legal Reference;
EDUCATION CODE
18112 Exclusion of books by governing board
35010 Control ofdistrict; prescription and enJthtement of rules
35186 Williams Uniform Complaint Procedures
44805 Enforcement ofcourse ofstudies; use of textbooks, rules and regulations
51501 Subject matter reflecting on race, color, etc.
60000-60005 Instructional materials, legislative intent
60040-60048 Instructional requirements and materials
60119 Public hearing on sufficiency ofmaterials
60200-60206 Elementary school materials
60226 Requirements for publishers and manufacturers
60400-60411 High school textbooks
60510-60511 Donation ofsale ofobsolete instructional materials

Management Resources:
OLIFORNIA DEPAR TMENT OF EDUCATION PROGRAM AD VISORIES
1002.90 Selection ofInstructional Materials. CIL: 90/91-02
CALIFORNIA DEPARTMENT OF EDUC’A HON PUBLICATIONS
Standards for Evaluation of Instructional Materials with Respect to Social Content. 1986 edition.
revised 2001
WEB SITES
CSBA: http://wwwcsha.org
Caljfornia Department ofEducation, Curriculum and Instruction: http://www.cde.co.gov/ci

Policy PORTOLA VALLEY SCHOOL DISTRICT
adopted: August 20, 2014 Portola Valley, California




