
 

 

 

7. Complaint Procedure 

a. Any person who believes that he/she is the victim of discrimination, harassment, or who has knowledge of 

such conduct, should report that conduct directly to the Principal. Reports of policy violations may be oral or in 

writing. If a complainant is unwilling to file a written complaint, the Principal shall proceed with the 

investigation if deemed to be in the best interest of all parties and the school. In all circumstances, the person 

receiving the complaint will utilize their best efforts to resolve the allegations. 

• If a report is not in writing, an attempt should be made to acquire the complainant’s signature on the report 

form. If the alleged victim is unwilling to sign the report form attesting to the truth of the allegations therein, he 

or she should be informed that their refusal may prevent further processing of the complaint. 

• The report form shall include identities of those claimed to be involved, a description of the behaviors 

complained of, the harm caused by the conduct, and the resolution sought by the complaining party. 

b. If the initial report is directed to the Principal, the Principal shall complete the report form after interviewing 

the complainant. The Principal shall attempt to resolve the complaint directly with the parties. If the dispute is 

resolved to the satisfaction of the parties, the agreement reached shall be documented in writing with all parties 

signing and receiving copies. If terms have been met, the complaint will be closed. If terms have not been met, 

an investigation will begin. 

c. Any reports received by the persons other than employees with line authority over the complainant or 

respondent must be referred to the Principal. 

d. The Principal shall conduct an intake on all initial unresolved complaints brought to their attention. If 

attempts to informally assist the parties to reach a mutual agreement fail, the complaint shall be formally 

investigated. 

8. Investigation 

a. When conducting investigations, the Principal shall disclose his/her role as a neutral investigator rather than 

an advocate for any party. The extent of the investigation will be determined, among other factors, by the nature 

and severity of the charges, but at a minimum will include interviews with all complaints and respondents. 

b. The Principal shall promptly inform responding parties of the existence and nature of the charges filed 

against the. This can be done by providing a copy of the written complaint, the report form, or a written 

summary of the complaint. The Principal shall also inform the responding parties of their rights and 

responsibilities, in writing, during the investigation, and will provide an overview of the anticipated 

investigative process. The parties shall be informed they are not to contact each other about the complaint and 

investigation. 

c. An investigation shall be completed as quickly as practicable, but within 30 days of receipt of the complaint, 

unless extenuating circumstances require a longer period of time. All parties shall be notified of the extension of 

time. 

d. Within 10 working days of the conclusion of the investigation, the Principal shall provide all parties a written 

summary reviewing the complaint, response, evidence, and findings. The findings shall indicate whether it 

appears more likely than not that a violation of this policy occurred. This conclusion will be determined by the 

preference of the Principal. However, under no circumstances should an investigator make findings and 

conclusions of law which define the specific nature of the violations. The parties will not be provided a 

copy of the investigative report. 

e. The parties will then have 10 working days to provide written responses to the report and will have them 

considered by the Principal. 

9. Remedial Action and Discipline 

a. If a complaint is found to be factually supported in whole or in part, the Principal or his/her designee shall 



 

 

implement corrective or disciplinary action necessary to eliminate the effects of the discrimination upon the 

complaining party or other persons, similarly situated. The complainant and respondent shall be given a written 

copy of the corrective and remedial actions to be taken. 

b. Once the Principal or his/her designee has reviewed the report by the investigation along with responses filed 

by any parties, he or she shall determine whether to close the complaint, attempt conciliation between parties, or 

initiate disciplinary proceedings. 

c. If disciplinary action is recommended, the respondent shall be notified of his/her due process rights. 

d. Within 90 days following the resolution of a complaint or the imposition of sanctions resulting from a 

complaint, the Principal shall conduct a review to determine if the resolution of the case is being followed. If 

the resolution is being followed, the matter will be deemed closed. If the resolution is not being followed, the 

case shall be referred back to the Principal for further action. 

DISCRIMINATION AND HARASSMENT REPORT FORM 

The Utah County Academy of Sciences maintains a firm policy prohibiting all forms of discrimination or 

harassment based on sex, race, color, ethnic background, national origin, religion, creed, age, citizenship, 

disability, and/or status as a veteran of the Vietnam era. All persons are to be treated with respect and dignity. 

Forms of discrimination or harassment by any person, male or female, which create an intimidating, hostile, or 

offensive environment will not be tolerated under any circumstances. 

Complainant Home Address 

Work Address 

Home Phone/Work Phone 

Date of Alleged Incident(s) 

Name of person you believe discriminated against or harassed you or another person 

Office or organization that they work for 

Where did the incident(s) occur? 

Name of potential witness (es) 

Describe the incident(s) as clearly as possible, including such things as: what force, if any was used; any verbal 

statements (i.e., threats, requests, demands, etc.,); what, if any, physical contact was involved; harm it caused 

you, etc. 

(Attach additional pages if necessary) 

This complaint is filed based on my honest belief that ________________________has discriminated against or 

harassed me or another person. I hereby certify that the information I have provided in this complaint is true, 

correct and complete to the best of my knowledge and belief. 

Complainant Signature Printed Name Date of Birth 

Approved 3/19/2016 

You may also contact the federal Office of Civil Rights and find their procedures for filing a grievance at: 

https://www2.ed.gov/about/offices/list/ocr/complaintintro.html 

 

https://www2.ed.gov/about/offices/list/ocr/complaintintro.html

