
ROSEVILLE CITY SCHOOL DISTRICT 
Personnel Services 

COMPLAINTS CONCERNING DISTRICT EMPLOYEES 
(BP 1312.1 & AR 1312.1 Attached) 

Please complete all information 

Person Filing Report:                                                                                  Today’s Date:  _________________ 

Address: __________________________________________________________________________________ 

City, Zip Code:  Telephone # Day:______________________ 
Telephone # Evening: ___________________ 

Parent’s Name, if not Person Filing Report:  ______________________________________________________   

Your Student’s Name: _________________________________________Grade: ________________________ 

Other Student(s) Involved: ______________________________________School Attending:_______________ 

Employee(s) Involved (Full Name(s)): __________________________________________________________  

Date(s) of Incident: _________________________________________________________________________ 

If you need additional space, you may attach a separate sheet of paper to this complaint form. 

Statement of Complaint:  
(Please make a brief but specific summary of the nature of the complaint and the facts on which you are 
basing the complaint.  Specify facts, dates and other pertinent information.) 

#4304 RCSD/Personnel 12/2017



Specific description of prior attempts to resolve this matter:  Have you met with principal/supervisor? 

Suggested remedy or correction requested:  What do you want as a result of filing this complaint? 

Signature:  Date: _________________________ 

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

FOR DISTRICT USE ONLY: 

Person Receiving Complaint: ________________________________________________  Date Received: _________ 

Date   Time 

 Made Contact with Principal/Administrator      ____________ ________________ 

 Made Contact with Complainant  ____________ ________________ 

 Response to Complainant    ____________                     ________________  

Comment: ________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

Outcome: ________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 
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Policy 1312.1: Complaints Concerning District EmployeesPolicy 1312.1: Complaints Concerning District Employees Status:Status: ADOPTED

Original Adopted Date:Original Adopted Date: 10/15/2015 | Last Revised Date:| Last Revised Date: 09/12/2019 | Last Reviewed Date:| Last Reviewed Date: 09/12/2019

The Board of Education recognizes its accountability to the public for the quality of the district's educational program
and the performance of district employees. The district shall provide a process by which a complaint submitted by
any person regarding an employee can be resolved impartially, expeditiously, and with minimal disruption to district
operations and the educational program.

When a concern regarding an employee is presented during a Board meeting or to an individual Board member or
employee outside of a Board meeting, the complainant shall be informed of the appropriate complaint procedure.

Any complaint regarding the Superintendent shall be initially filed in writing with the Board. The Board shall consult
with legal counsel or appoint an appropriate agent to conduct the investigation.

The Superintendent or designee shall determine whether a complaint against any other employee 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. Any complaint of child abuse
or neglect alleged against a district employee shall be reported to the appropriate local agencies in accordance with
law and BP 5141.4 - Child Abuse Prevention and Reporting. Any complaint alleging that an employee engaged in
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying) in district programs and
activities shall be filed in accordance with BP/AR 1312.3 - Uniform Complaint Procedures. Any complaint by an
employee, job applicant, volunteer, intern, or independent contractor alleging unlawful discrimination or harassment
by an employee shall be filed in accordance with AR 4030 - Nondiscrimination in Employment.

Any complaint subject to this policy and the accompanying administrative regulation shall be investigated by the
principal, the employee's immediate supervisor, the Superintendent or designee, legal counsel, agent of the Board,
and/or other appropriate person who is not the subject of the complaint or subordinate to the employee charged in
the complaint. The complainant and the employee shall have an opportunity to present information relevant to the
complaint.

A complaint that is filed anonymously may be investigated by the Superintendent or designee depending on the
specificity and reliability of the information.

If a complainant requests confidentiality, the Superintendent or designee shall inform the complainant that the
request may limit the district's ability to investigate the employee's conduct or take other necessary action.
However, the Superintendent or designee shall take all reasonable steps to investigate and resolve the complaint
without divulging the complainant's identity.

The Board prohibits retaliation against complainants.

Appeals

If either the complainant or the employee submits an appeal of the Superintendent's decision to the Board, the
Board shall determine whether to uphold the Superintendent's decision without hearing the complaint, appoint an
appeals committee to advise the Board, or hear the appeal itself.

If the Board decides to hear the complaint, the matter shall be addressed in closed session in accordance with
Government Code 54957 unless the employee requests that it be heard in open session. The Board shall review the
original complaint and additional information provided by the Superintendent or designee regarding the steps taken
to resolve the issue.

The Board's decision shall be final.

Board Policy Manual
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Regulation 1312.1: Complaints Concerning District EmployeesRegulation 1312.1: Complaints Concerning District Employees Status:Status: ADOPTED

Original Adopted Date:Original Adopted Date: 10/15/2015 | Last Revised Date:| Last Revised Date: 09/12/2019 | Last Reviewed Date:| Last Reviewed Date: 09/12/2019

Every effort should be made to resolve complaints regarding district employees at the earliest possible stage. Any
person who complains about a district employee shall be encouraged to resolve the matter informally through direct
communication with the employee whenever possible.

If a complainant is unable or unwilling to resolve the complaint directly with the employee, the complainant may
submit a written complaint to the principal or other immediate supervisor of the employee. Complaints related to a
principal or district administrator shall be initially filed in writing with the Superintendent or designee. If the
complainant is unable to prepare the complaint in writing, administrative staff shall provide assistance in the
preparation of the complaint.

A written complaint shall include the full name of the employee involved, a brief but specific summary of the
complaint and the facts surrounding it, and a description of any prior attempt to discuss the complaint with the
employee and the failure to resolve the matter.

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

1. When a written complaint is received, the employee who is the subject of the complaint shall be notified
within five days or in accordance with the collective bargaining agreement.
 

2. The principal or other immediate supervisor of the employee shall investigate and attempt to resolve the
complaint to the satisfaction of the parties involved within 30 days. A complaint against a school or district
administrator shall be investigated by the Superintendent or designee. The investigation may include
interviews of the employee, complainant, or witnesses as necessary and/or a review any documentation
relevant to the complaint.
 

3. Both the complainant and employee shall be notified in writing of the final decision regarding the resolution of
the complaint.
 

4. Either the complainant or the employee against whom the complaint was made may appeal the decision. A
decision by the principal or immediate supervisor may be appealed to the Superintendent or designee, who
shall attempt to resolve the complaint to the satisfaction of the parties involved within 30 days. Either the
complainant or the employee may appeal the Superintendent's decision to the Board of Education.
 

5. If the decision is appealed to the Board, the Superintendent or designee shall submit to the Board the following
information:
 

a. The full name of each employee involved
 

b. A brief but specific summary of the complaint and the facts surrounding 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 and the reasons that the problem has
not been resolved
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