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Student and Parent Complaint Procedure
Dear Students and Parents:
Student or parent complaints/concerns can be addressed by an email to the teacher. For those complaints/concerns that cannot be resolved with the teacher, the Governance Board has adopted a standard Complaint/Concern Resolution Policy.
The student or parent should first discuss and file a Level One complaint with the CLO, as dictated by the policy. However, it is our sincere desire that all complaints/concerns can be solved promptly, at the lowest level possible, and with an acceptable resolution. 
Complaint/Grievance Resolution Process
CLO - works with parent to resolve complaint.
Parent/Guardian- If your issue is resolved, the process has been completed.
Parent/ Guardian- meet with your child’s teacher to share complaint.
CEO Reviews and decides to send back to the CLO or refer to Governance Board

IF NO RESOLUTION

IF NO RESOLUTION




Parent/Guardian- may appeal to the CEO for review. 
Governance Board Reviews Complaint and Resolution Efforts




Parent/Guardian may request a referral to an external consultant for mediation. Consultant opinion is final.

Governance Board renders decision within 30 days.

IF NO RESOLUTION




Leadership Preparatory Academy
Notice of Complaint/Concern Level 1
This form must be filled out completely by a student or parent and submitted to the CLO via email to ensure receipt.
Student’s Name: _______________________________________________________________________
Address: ______________________________________________________________________________
Telephone number(s): ___________________________________________________________________
If student is represented by a parent or other adult in pursuing this complaint, please identify the person representing or assisting you:
Name: _______________________________________________________________________________
Address (If different from above): _________________________________________________________
Telephone number(s): ______________________________ Relationship: _________________________
State the date of the event or series of events causing your complaint: _____________________________
State your complaint/concern, including the individual harm alleged: (Use the back and additional sheets if necessary)
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
State specific facts that support your complaint/concern (List in detail): ___________________________
 _____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
State the remedy you seek for this complaint/concern: ________________________________________
____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Signature of student or parent: ____________________________________________________________
Date submitted: ________________________________________________________________________
Date received by CLO: __________________________________________________________________
Leadership Preparatory Academy
Notice of Complaint/Concern Level 2
This form must be filled out completely by a student or parent appealing a Level 1 decision, or lack of a timely response after Level 2 conference, to the CLO.
Student’s Name: _______________________________________________________________________
Address: ______________________________________________________________________________
Telephone number(s): ___________________________________________________________________
To whom did you last present your complaint? _______________________________________________
Date of Conference: _____________________________________________________________________
If a student is represented by a parent or other adult in pursuing this complaint, please identify the person representing or assisting you:
Name: _______________________________________________________________________________
Address (If different from above): _________________________________________________________
Telephone number(s): _______________________________ Relationship: ________________________
Please identify specifically what you disagree with in the Level 1 response and/or decision: __________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Identify the issues that you think should be addressed in the Level 2 conference: ____________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Please state the remedy you seek for this complaint/concern: ____________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Signature of student or parent: ____________________________________________________________
Date submitted: _______________________________________________________________________
Date received by the office: ______________________________________________________________
Note: Attach a copy of the Level One complaint/concern
Attach a copy of the Level One decision being appealed, if applicable.
 				
    Leadership Preparatory Academy
Notice of Complaint/Concern Level 3
This form must be filled out completely by a student or parent appealing a Level 2 decision, or lack of a timely response after Level 3 conference, to the Governance Board Chair.
Student’s Name: _______________________________________________________________________
Address: ______________________________________________________________________________
Telephone number(s): ___________________________________________________________________
Same: ________________________________________________________________________________
To whom did you last present your complaint? _______________________________________________
Date of Conference: _____________________________________________________________________
If student represented by a parent or other adult in pursuing this complaint, please identify the person representing or assisting you:
Name: _______________________________________________________________________________
Address (If different from above): _________________________________________________________
Telephone number(s): _________________________________ Relationship: ______________________
Please identify specifically what you disagree with in the Level 2 response and/or decision: __________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Identify the issues that you think should be addressed in the Level 3 conference: ____________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Please state the remedy you seek for this complaint/concern: ____________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Signature of student or parent: ____________________________________________________________
Date submitted: _______________________________________________________________________
Date received by the office: ______________________________________________________________
Note: Attach a copy of the Level One and Two complaints.
Attach a copy of the Level One and Level Two decisions being appealed, if applicable.


Leadership Preparatory Academy
Complaints/Concerns Timeline
Concerns raised by parents/guardians about school personnel should be resolved as quickly as possible.
	Step One (Level 1)
Concerns/Complaints against school personnel raised by a parent/guardian shall be resolved as quickly as possible. The first step in resolving all concerns/complaints shall be for the parent/guardian to meet with school personnel to try to identify the true issues. It is expected that the majority of issues between a parent/guardian and school personnel will be resolved at this first meeting.
	
	

	Step Two
If concerns are not resolved with school personnel at step one, the parent/guardian shall meet with the school’s CLO to try to resolve the identified issue. If no resolution is reached with the CLO, the complaint may proceed to the formal level.
	
	

	Step Three (Level 2)
The parent/guardian shall put their complaint or concern in writing using the approved forms, and submit to the site CLO. The CLO shall investigate the concern/complaint and shall respond in writing with ten (10) working days of receipt of the written complaint or concern lodged against any school personnel by a student, parent/guardian or other stakeholder in the student’s interest.
	
	

	Step Four (Level 3)
If the parent/guardian finds the CLO’s proposed resolution to be unsatisfactory, an appeal may be made to the CEO. The parent/guardian shall follow the established procedure and submit the written complaint and CLO’s written response along with any relevant/documentation to the CEO who shall respond to the parent/guardian, the CLO, and the employee within ten (10) working days of receipt of all required documentation.
	
	

	Step Five (Level 4)
If the response of the CEO is unacceptable to the parent/guardian an appeal may be submitted to the Governance Board of LPA who will respond in writing to the parent/guardian, the CLO and employee within twenty (20) working days of receipt of the appeal from the parent/guardian, with formal board action subject to the board calendar meeting.
	
	



Complaints/Concerns Timeline

Final Appeals
In every instance it is the responsibility of LPA to resolve the complaint/grievance within the organization. However if, after exhausting all steps within the organization and the complaint/concern is not resolved, the CEO will convene a mediation session with the concerned parties, utilizing a neutral mediator to resolve the issue. The results of the mediation session will be final. The neutral mediator will be chosen from a list of retired educators, who have agreed to serve in this capacity as volunteers. These educators will whenever possible, have had broad experience in the educational arena and will be representative of personnel at all levels of the school system: teaching professional, school based administrators, and system level personnel. The results of the mediation will be final. 
