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STAFF COMPLAINT PROCEDURE 
 
A staff member who wishes to bring to the attention of the board a concern that is not covered by 
a contract grievance procedure may use the following complaint procedure, unless a different 
procedure is specified by board policy for a particular type of complaint: 
 

1. The employee shall first bring the matter of concern to the attention of his or her 
immediate supervisor, except as provided below for complaints involving discrimination. 

2. If, within a reasonable time, the concern has not been addressed to the employee’s 
satisfaction, the employee may seek an appointment with the superintendent to discuss 
the concern.  At this time it is the duty of the employee to inform his or her immediate 
supervisor of this action and to request that person to acquaint the superintendent with the 
particulars of the situation and any action taken regarding the employee’s complaint. 

3. If, after a reasonable time, the superintendent fails to resolve the matter to the employee’s 
satisfaction, the employee may request that the matter be placed on the agenda for 
consideration by the board of education. 

4. The board shall take appropriate action on the complaint at the next scheduled meeting. 
5. The school board shall refer all complaints to the superintendent if the above procedures 

have not been followed or if the complaint originates from within the membership of the 
board. 

6. Board members shall withhold commitment and/or opinion on any complaint until such 
time as the matter is properly placed before the board as an agenda item.  No anonymous 
complaints will be considered by the board. The superintendent shall not investigate 
anonymous complaints, except in cases involving the safety of members of the school 
community or similar compelling need. 

7. The school board may advise and counsel the superintendent on matters involving the 
exercise of administrative discretion and authority, but may defer to the superintendent’s 
judgment in such cases if the board finds that the superintendent’s decision was 
procedurally correct and within the scope of the superintendent’s authority.  

8. If a complaint involves allegations of unlawful discrimination, the employee shall submit 
it to the superintendent in writing.  The superintendent shall meet with the employee to 
discuss the complaint within ten calendar days from the date the complaint is submitted 
in written form.  The superintendent shall issue a written response to the complaint within 
ten calendar days following the superintendent’s meeting with the employee.  If the 
employee is not satisfied with the superintendent’s response, the employee may appeal to 
the board by submitting a written appeal to the superintendent’s office, addressed to the 
board, within five calendar days after receiving the superintendent’s written response.  
The board shall schedule a hearing on the record and establish a timeline to issue a 
written decision that will permit board resolution of the complaint within 60 days of the 
date it was first submitted to the superintendent. 

9. The board may, in its discretion, utilize formal hearing procedures with respect to any 
complaint. 

10.  Nothing in the above procedures shall prohibit an employee from filing a grievance 
directly with the Alaska Human Rights Commission, Equal Employment Opportunities 
Commission, or the Office of Civil Rights. 
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