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This complaint form will be routed to the appropriate college administrator for review/resolution.

STUDENT CONCERN/ COMPLAINT/ GRIEVANCE FORM

Today’s Date: | Date of Incident: \

Fond du Lac Tribal &Community College encourages you to resolve issues on your own; however, if you cannot
or have already tried unsuccessfully, please submit this form to start the complaint process. In order to submit,
please complete this form and e-mail it to: kturner@fdltcc.edu (preferred method) or complete and physically
submit to Dean of Students Office in student services room 147.

Student Name: Student ID:

Address: | City:
State: Zip:

Home # Cell # Work #

email who is your Advisor?

If your Concern, Complaint or Grievance is regarding a class, please list the following information:
Class title: Instructor name:

Are you currently taking the class? If not, when taken?

If your Concern/Complaint/Grievance is regarding something other than a Class, please list the Department or
Office: Staff Member Name(s):

Are you willing to resolve this issue through mediation? Yes OR No
OR I would like more information about mediation

FDLTCC is asking you to provide information, which includes private and/or confidential information under state and
federal law. FDLTCC is asking for this information in order to address your concern. You are not legally required to
provide the information FDLTCC is requesting; however FDLTCC may not be able to efficiently address your concern if
you do not provide sufficient information. With some exceptions, unless you consent to further release of private
information, access to this information will be limited to school officials, including faculty who have legitimate educational
interest in the information. Under certain circumstances, federal and state laws authorize release of private information
without your consent.

Types of Report/Definitions PLEASE SELECT ONE:

**GRADE APPEALS: If you have a Grade Appeal, do NOT use this form. Grade Appeal forms must be obtained
from and submitted to Academic Affairs, Don Carlson.

_____ Concern: A concern is something that relates to, is of importance or interest to or affects a student. If you have a
concern, it is an informal method of communicating something to the school. If you have a concern, you simply want
someone to know about it, but do not necessarily want someone to follow up with you. No meeting will be scheduled, but
we may follow up with you.

_____ Complaint: A complaint is initially an oral claim by a student alleging improper, unfair, arbitrary or discriminatory
treatment. The College may ask the student to submit the complaint and its details in writing for purposes of follow-up and
required College record keeping. College Policy 4.10, Part 2. If you have a complaint, you would like the appropriate
person to follow up with those involved. This includes contacting you, conducting a Fact Finding Inquiry to determine the
background, etc.

Grievance: A grievance is a written claim raised by a student, alleging improper, unfair, arbitrary, or
discriminatory action by an employee involving the application of a specific provision of a College rule/regulation or a
board policy or procedure such as:


mailto:kturner@fdltcc.edu

1. The interpretation of the specific provision of a rule or regulation, OR

2. The application of a rule or regulation in other than a uniform manner, OR

3. The application of a rule or regulation other than in accordance with the provisions of the rule. College Policy
4.10, Part 3.

Please check the box that best describes the issue.

_____ Customer Service (phones, service, other) ____ Discrimination/Sexual Harassment

____ Employee-student communication ____ | Student to Student Harassment/Sexual Violence

____ Grading (late/not returned)/Honesty ___ | Equipment (computers, etc.) or Facilities (building, etc.)
_____Instructor and/or Quality of instruction ___ | Student Conduct

____| Accommodations ____ Other (specify)

Issue:

On the lines below, please describe the issue in more detail: (include any supporting document. Attach additional pages if necessary.

Action taken so far to resolve the complaint/issue:

What would you like to see as a result of this process?

List any witnesses with contact information if possible:

|




Communication Notice: Information about your complaint and the process will be communicated via e-mail only. This
information will be communicated using the e-mail address provided by Student. By initialing here, you indicate that you
understand this communication notice and will not hold the MNSCU system, FDLTC, its President, Officers, Staff, Faculty
or anyone affiliated with the school liable should you fail to follow through with additional requests because you do not
check your e-mail. You also acknowledge that you do not hold the referenced parties responsible for communicating with
you in any other way during this process. (Initial Here)

Student Signature: Date:

PLEASE NOTE: It is violation of college policy to retaliate against a student for filing a concern, complaint or grievance.
FDLTCC will not discriminate against any person because of race, color, creed, religion, national origin, sex, disability,

age, marital status, sexual orientation, or status with regard to public assistance or membership in a local commission.
MCTC prohibits sexual harassment and sexual violence.

TO BE COMPLETED BY A COLLEGE ADMINSTRATOR

Date of initial investigation/informal meeting:

Findings:

Resolution/Comments:

College Signature: Date:
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(Minnesota State Colleges and Universities Board Policy 1B.1)

Fond du Lac Tribal and Community College and the Minnesota State Colleges and Universities are committed to a policy of
nondiscrimination in employment and education opportunity. No person shall be discriminated against in the terms and conditions of
employment, personnel practices, or access to and participation in, programs, services, and activities with regard to race, sex, color,
creed, religion, age, national origin, disability, marital status, status with regard to public assistance, sexual orientation, or membership
or activity in a local commission as defined by law.

Harassment of an individual or group on the basis of race, sex, color, creed, religion, age, national origin, disability, marital status,
status with regard to public assistance, sexual orientation, or membership or activity in a local commission has no place in a learning
or work environment and is prohibited. Sexual violence has no place in a learning or work environment. Further, Fond du Lac Tribal
and Community College and the Minnesota State Colleges and Universities shall work to eliminate violence in all its forms. Physical
contact by designated system, college, and university staff members may be appropriate if necessary to avoid physical harm to persons
or property.

This policy is directed at verbal and physical conduct that constitutes discrimination/ harassment under state and federal law and is not
directed at the content of speech. In cases in which verbal statements and other forms of expression are involved, Fond du Lac Tribal
and Community College and the Minnesota State Colleges and Universities will give due consideration to an individual’s
constitutionally protected right to free speech and academic freedom. The system office, colleges and universities have implemented a
process to review complaints of discrimination/harassment or sexual violence. This policy supersedes all existing system, college, and
university nondiscrimination policies.

Affirmative Action Officer: Damien Paulson 879-0795 (Room 133)
Americans with Disabilities: Shelia Sumner 879-0715 (Room 141)
Sexual Harassment Officers: Keith Turner 879-0805 (Room 147)

Zero Tolerance of Campus Violence: Keith Turner 879-0805 (Room 147)

Complaints

A complaint is an informal claim by a student, group of students, or the student government regarding alleged improper, unfair,
arbitrary, or discriminatory treatment. A complaint may become a grievance if it is not mutually resolved and if the complaint falls
within the definition of a grievance.

Any student or group of students may present or discuss a complaint with the employee(s) whose actions give rise to the complaint,
and/or with the administrator to whom the employee(s) reports. The student may have a representative in attendance for any such
discussion.

Complaint Procedure

This procedure is to be used when a student has a concern about her/his education at the college. The procedure an accuser should
follow is to complete an incident form, or contact Dean of Students. The objective of the procedure is to resolve problems as quickly
and efficiently as possible at the level closest to the student so the student’s educational progress can continue. Nothing within this
process precludes a student from seeking legal counsel at any step. Both the accuser and accused may be accompanied throughout the
campus process by an advisor of their choice. The accuser has the option to notify and seek assistance from law enforcement and
campus authorities but is not required to do so.

The student should bring the concern to an appropriate staff or faculty member. If the student is uncomfortable with approaching the
college employee directly, he/she may select an advocate inclusive of a counselor, minority advisor, or other staff member. The staff
member or members attempt to work with the student and any other persons who are involved to respond to the problem within seven
(7) days, not including weekends and holidays. If the complaint is not answered satisfactory, the student may follow a grievance using
the following procedure.
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Complaints

A complaint concerning sexual or relationship violence is a report for the application of the specific provision of a rule or regulation,
the application of a rule or regulation in other than a uniform manner, or the application of a rule or regulation other than in
accordance with the provisions of the rule or regulation. All evidence will be preserved and handed over to the proper authorities until
the complaint is resolved.

In all instances that follow, the term “days” does not include Saturdays, Sundays, holidays or breaks in the academic year.

Student Complaint Process:

Any student attending Fond du Lac Tribal and Community College has the right to file a complaint under the Minnesota Higher
Education Board Policy 3.8. A student may file a complaint, which is a written claim raised by a student or group of students alleging
sexual or relationship violence by a student or an employee of Fond du Lac Tribal Community College, an incident of sexual or
relationship violent in nature on the college campus or off campus college activity. No retaliation of any kind shall be taken against a
student for participation in the filing of a complaint. These procedures shall also protect and honor the confidentiality of the victim and
alleged assailant.

Complaint Step Procedures and Time Lines

A student may file a complaint at any time.

Any student can obtain a Complaint Form in Dean of Students office.

Fill out the form completely. Be very specific, listing person(s) involved, time(s), date(s), and location(s) of the incident(s) alleging
any improper, unfair, arbitrary, or discriminatory action by any employee involving the application of a specific provision of a
college or university rule/regulation or board policy or procedure. If you choose to have a designee, you must sign the release of
information form attached to the complaint form.

Return the completed form to the office of the Dean of Students and Student Affairs. The Dean of Students and Student Affairs has
seven working days in which to respond to the complaint. If the complaint is of academic nature the vice president of academic
affairs will be consulted for input into the situation. A written explanation will be given to the student and student designee giving
notice of the Administration’s decision within seven days. If not resolved to the satisfaction of all parties involved, the complaint
will proceed to the appeal process. Students found to be responsible for a conduct violation shall be provided an avenue of appeal
within the institution. In addition, in cases involving sanctions of suspension for ten days or longer, students shall be informed of
their right to be contested case hearing under Minnesota state statute 14. Refer to the form for step five appeal process. Refer to
MnSCU board policy here.

The Vice President of Administration and Student Affairs and the student designee will schedule meetings to talk to the
complaintant and the person who is the subject of the complaint. Written notification will be provided to the accuser regarding
options available such as changes to: academic schedules, on-campus housing, transportation, and on-campus work situations. For
the accused protective measures, refer to the Student Code of Conduct due process section. A student has the right to
representation at any meeting and may request a mediator of their choice: student, instructor, Student Senate Complaint
coordinator, or other.

Records and minutes agreed upon by all parties involved will be kept on all meetings and discussions and may be consulted for
future reference.

Written summaries/agreements of the parties involved will follow any discussion.

The complaint procedure shall include an opportunity to appeal a complaint decision. The individual to whom an appeal is directed
should be identified by the college or university for the issue(s) in question. If the complaint involves a college or university rule or
regulation, a student may appeal an official complaint through procedural steps up to the President or designee. The decision of the
President or designee is final and binding. If the complaint involves a board policy or the actions of a college or university
President, a student may further appeal the college or universal decision through the Chancellor to the Board. The decision of the
Board is final and binding.

The Dean of Students will make sure that confidentiality of report is maintained throughout the process. Incident reports shall be kept

under the direction of Dean of Students for a period of time as appropriate by college document retention. The incident reports, the
referral process, actions taken and incident closure will be assessed on a regular basis by the President and Vice President of
Academic Affairs for accuracy, proper procedure, and timeliness. The report will be issued a control number and will be stored either
electronically or on paper depending upon the submittal source and will be the responsibility of the Dean of Students. Refer to the
Campus Safety Report located on our website fdltcc.edu.

Student Petitions

Students wishing to request a waiver of a college rule or regulation for unusual or unforeseen circumstances should complete a
“Student Petition.” Forms may be obtained at the records office or from counselors. Completed forms should be submitted to the Vice
President of Administration and Student Affairs.


http://www.mnscu.edu/board/procedure/308p1.html
http://www.mnscu.edu/board/procedure/308p1.html
http://www.fdltcc.edu/aboutfonddulac/policies/studentconductcode.shtml

Campus Security

Fond du Lac Tribal and Community College encourages all students and college community members to be fully aware of the safety
issues on the campus and to take action to prevent and to report illegal and inappropriate activities. Personal awareness and applying
personal safety practices are the foundation of a safe community.

Pursuant to the Student Right to Know and Campus Security Act, Fond du Lac Tribal and Community College monitors criminal
activity and publishes a Campus Security Report, maintains a three-year statistical history on campus, and at off-campus property or
facilities owned or used by Fond du Lac Tribal and Community College or recognized college organizations. The College will
distribute a copy of this report to each current student and employee.

Fond du Lac Tribal and Community College currently has a variety of policies and procedures relating to campus security, and
expressly reserves the right to modify them or adopt additional policies or procedures at any time without notice. Such changes may
appear in successive issues of this report.



