E1 1312.3

Hemet Unified School District
FLOW CHART FOR UNIFORM COMPLAINTS (BP/AR 1312.3)
(EXCLUDES SEXUAL HARASSMENT COMPLAINTS)
DATE OF OFFENSE

STEP 1
Filing the Complaint
Complaints alleging unlawful discrimination
must be initiated within 6 months of
knowledge of event.




The complaint shall be presented to the
Superintendent who will forward the complaint
to the appropriate compliance officer.
District staff will assist anyone unable to put a
complaint into writing due to disability or
illiteracy

STEP 2
Mediation
Within 3 days of receiving the complaint, the
compliance officer may informally discuss with
complainant the possibility of using mediation.
If mediation is agreed to, the compliance officer will
make all arrangements.


Before initiating mediation, the compliance officer shall
ensure that all parties agree to make mediator a party to
related confidential information.
If the mediation process is unsuccessful, the compliance
officer shall proceed with investigation of the complaint.
The use of mediation shall not extend the district’s timelines
for investigating and resolving the complaint unless an
extension of time is agreed to in writing by the complainant




STEP 3
Investigation of Complaint
The compliance officer should hold an
investigative meeting within 10 days of
receiving the complaint or an unsuccessful
attempt to mediate.





The complainant shall have an opportunity to repeat
the complaint orally.
The complainant and the district shall have an
opportunity to present relevant information
Opportunity will be granted to discuss the complaint
and question each other or each other’s witnesses.

STEP 4
Response
The compliance officer shall prepare and send to
the complainant a written report of the investigation
and decision within 30 calendar days.






STEP 5
Final Written Decision

If the complainant is dissatisfied with the decision he may,
within 5 days, file the complaint in writing with the Board.
The Board may consider the matter at the next meeting or
at a special board meeting in order to meet the 60 day time
limit in which the complaint must be answered.
The Board may decide not to hear the complaint, in which
case the compliance officer’s decision shall be final.
If the Board hears the complaint, the compliance officer
shall send the Board’s decision to the complainant within
60 days of the district’s initially receiving the complaint or
within the time period specified in a written agreement with
the complainant.

The report of the district’s decision shall be in
writing (in English and the language of the
complainant if needed) and sent to the
complainant. The report shall include:








Findings and disposition of the complaint including
corrective actions, if any.
The rationale for the above disposition.
Notice of the complainant’s right to appeal the decision
within 15 days to CDE and procedures to be followed.
For discrimination complaints, notice that the
complainant must wait until 60 days have elapsed from
the filing of an appeal with CDE before pursuing civil law
remedies.
A detailed statement of all specific issues that were
brought up during the investigation and the extent to
which these issues were resolved.
If an employee is disciplined as a result of the complaint,
no information will be given as to the nature of the
disciplinary action.

APPEALS TO CDE
The complainant may appeal in writing to CDE
within 15 days of receiving district’s decision.




When appealing, the complainant must specify the
reason(s) for appealing the district’s decision and must
include a copy of the locally filed complaint and the
district’s decision.
For discrimination complaints, the complainant must wait
until 60 days have elapsed from the filing of an appeal
with CDE before pursuing civil law remedies.

