GBK
STAFF CONCERNS AND COMPLAINTS

The Superintendent is responsible for developing effective means of resolving differences that
may arise among employees; reducing potential areas of concern; and establishing and
maintaining recognized channels of communication between staff, administration and the Board.
The formal procedures for managing a concern or complaint are as follows. These procedures
help to ensure that concerns are addressed quickly and fairly and give each employee an
opportunity to present and review complaints and concerns.
1. Contact the person who is most directly involved and ask to speak to them. If the individual
is not available, leave a message including your daytime and evening telephone numbers.
2. If the concern has not been resolved, contact the individual’s supervisor. Complaints that
are brought directly to the supervisor will be redirected to step one.
3. If the concern still has not been resolved, contact the Superintendent’s department. If
contact begins at the Superintendent’s department, it will be referred to step one.
4. If the concern has not been satisfactorily resolved, the complainant may appeal the
Superintendent’s decision. This appeal will be heard by the Board of Trustees through
written correspondence to the Chair. Neither the Board, a committee of the Board nor a
Trustee will consider or act on a complaint that has not been explored at the appropriate
administrative level. They also may not contact staff directly in a personal attempt to resolve
the problem. A member of the Board of Trustees may assist the complainant in making the
appropriate contacts required to complete steps one to three.
a. When a written concern is received that names a staff member, the individual named
will be notified and provided with a copy of the written concern and given an
opportunity to provide an explanation and written response.
b. At any point in the complaint process, the individual named has the right to have an
advocate present.
5. All correspondence to the Chair of the Board of Trustees is reviewed at a Board meeting. All
personnel matters are dealt with in camera.
6. The Board of Trustees’ decision will be provided in writing to the parties involved in the
complaint.
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