Extra - Curricular Complaint Resolution Procedure
Introduction
This procedure has been developed for the purpose of establishing and maintaining  communication between the school, parents / guardians, and students for the resolution of concerns related to extra-curricular activities and programs. This procedure is a means by which concerns / problems with extra-curricular activities in can be resolved.

In order to maintain a positive atmosphere and assure that the proper channels of communication will not be circumvented, a procedure has been outlined for the use of the participants, parents / guardians, advisors / coaches / directors, administration and school board. 

In order to maintain compliance with this procedure, anonymous complaints, either in verbal or written form, will not be considered except as mandated by state and federal regulations. All concerns or complaints about extra-curricular activities / programs or the advisors / coaches / directors of those programs should be addressed through Step I, II and III of the Extra-curricular Complaint Resolution Procedure   

Step I

If a student and/or parent / guardian has a concern about an extra-curricular program, decision, and/or the advisor / coach / director  of the program they shall.

A.
Schedule a meeting to speak personally with the advisor / coach / director regarding the incident, decision, or action that is under question at that time. This meeting shall be scheduled at a mutually convenient time within two (2) school days from the date that the complaint has been officially submitted to the advisor / coach / director. This should not be done immediately before or after a contest, event, and/or practice.

B.
Those participating in the conference are to address themselves to the problems / concerns related to themselves only. In order to be in compliance with the "Privacy in Information Act", issues related to other participants are not to be discussed.

C.
The advisor / coach / director will complete a written summary of the conference which will include any resolution / decisions reached in the conference. The advisor / coach / director will give / mail a 
copy of the summary to the participants in the conference and the Director of Activities within five (5) school days.

Step II
If any party believes there is a further need for discussion of issues mentioned in Step I, they may request a continuation of the process in Step II.

A.
The participant, parent / guardian or advisor / coach / director should, within three (3) school days after receipt of the written summary of the meeting in Step I, submit a written request to initiate Step II. The form for this step will be obtained from the Activity Office and shall be returned to the Director of Activities within two (2) school days in order to resolve the issue as soon as possible

B.
After submitting the written form to the Director of Activities, a conference will be arranged within two (2) school days between the student participant and/or the parent / guardian to meet with the advisor / coach / director, Director of Activities and a Building Administrator with the intent to resolve the issue



C.
Those participating in the conference are to address themselves to the problems / concerns related to themselves only. In order to be in compliance with the "Privacy in Information Act", issues related to other parties are not to be discussed. Concerns or issues not raised in Step I will not be considered for discussion

D.
The Director of Activities will complete a written summary of the conference which will include the concerns stated by those individuals in attendance and any resolution / decisions reached in the conference. The Director of Activities will give / mail a copy of the summary to the participants in the conference within five (5) school days and forward a copy of the summary, along with the Extra-Curricular Complaint Resolution Form to the Director of Human Resource.


Step III
If any party believes there is a further need for discussion of issues mentioned in Step II, they may request a continuation of the process in Step III.



A.
An appointment may be requested, within five (5) school days

after receipt of the written summary of the meeting in Step II, with the Director of Human Resources.



B.
Those participating in the conference are to address themselves to the problems / concerns they stated in Step II and related to themselves only. In order to be in compliance with the "Privacy in Information Act", issues related to other parties are not to be discussed. Concerns or issues not raised in Step I will not be considered for discussion

C.
After securing information from the student participant and/or the parent / guardian, advisor / coach / director, and Director of Activities, the Director of Human Resources will complete a written summary of the conference which will include the concerns stated by those individuals in attendance and any resolutions / decisions he/she has reached. The Director will give / mail a copy of his/her final decision to all the parties within five (5) school days. The Director's decision shall conclude the resolution process.

