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Grievance Procedure  

  
All reports of harassment will be held in confidence subject to all applicable laws and any relevant provisions 
in the district's collective bargaining agreements. 

Consistent with federal and state law, and all applicable provisions in the district's collective bargaining 
agreements, the following procedures shall be employed in handling any report, investigation and remedial 
action concerning allegations of sexual or other forms of  harassment: 

Informal Complaints 

Level I:  
The complainant shall discuss the alleged discriminatory act or practice with the Civil Rights Officer or 
administrator/manager. Employees who believe they have been subjected to harassment are to report the 
incident to their immediate supervisor as soon as possible or within (40) calendar days. Should the 
immediate supervisor be the alleged harasser, the report shall be made to the next level of management. 
Incidents of harassment may be reported informally or through the filing of a formal complaint. 
 
Employees who believe they have been subjected to harassment may request that an informal meeting be 
held between themselves and the appropriate supervisor. The purpose of such a meeting will be to discuss 
the allegations and remedial steps available.  Any employee who makes an oral complaint of harassment to 
personnel will be provided a copy of this regulation and a complaint form, and will be encouraged to submit a 
written complaint. Failure to provide a written complaint will not, however, preclude investigation and 
attempted remediation, if necessary, of the complaint. 
 
The supervisor will  promptly discuss the complaint with the alleged harasser. Should the harasser admit to 
the allegations, the supervisor is to obtain a written assurance that the unwelcome behavior will stop. 
Depending on the severity of the charges, the supervisor, may recommend that further disciplinary action be 
taken. Thereafter, the supervisor is to prepare a written report of the incident and inform the complainant of 
the resolution. The complainant is to indicate on the supervisor's report whether or not he/she is satisfied with 
the resolution. 
 
If the complainant is satisfied with the resolution, the incident will be deemed closed. However, the complaint 
may be reopened for investigation if a recurrence of  harassment is reported. The supervisor is to inform the 
complainant to report any recurrence of the harassment or any retaliatory action that might occur. 

Should the complainant be dissatisfied with the resolution, he/she is to file a formal written complaint. 

If during the supervisor's informal attempt to resolve the complaint, the alleged harasser admits to the 
allegations but refuses to give assurance that he/she will refrain from the unwelcome behavior, the 
supervisor is to file a formal report with the Civil Rights Officer. The report is to indicate the nature of the 
complaint, a description of what occurred when the supervisor informed the alleged harasser of the 
allegations against him/her, the harasser's response to the allegations, and a recommendation that stronger 
corrective measures be taken. This report should be accompanied by a formal complaint. 



Should the alleged harasser deny the allegations, the supervisor is to inform the complainant of the denial 
and state that a formal written complaint will be required for further formal investigation. The supervisor will 
file a report with the Civil Rights Officer on what has transpired to date. If the complainant submits a formal 
complaint, a copy of it should accompany the supervisor's report with a recommendation for further action. 

Formal Complaints 

Formal complaints may be submitted either to initially report any incidence of harassment, or as a follow-up 
to an unsatisfactory resolution of an informal attempt to resolve a complaint. 

Level II:  
The complainant shall, within forty (40) calendar days of the alleged incident, on forms provided, put the 
complaint in writing and file it with the Civil Rights Officer.  The formal written complaint will consist of any 
appropriate forms and a copy of any applicable supervisor reports.  If the Civil Rights Officer is the alleged 
harasser, the complaint should be forwarded directly to the Superintendent or his/her designee. Within five 
(5) working days of the complaint a conference must be held. Within five (5) working days following the 
conference, the complaint must be resolved to the satisfaction of both parties or referred to the 
Superintendent of Schools. The Civil Rights Officer shall notify the Superintendent and must notify the 
complainant of progression to Level III.  
 
At the conclusion of the investigation, the investigator shall provide a written report to the Superintendent, 
or other appropriate personnel, summarizing the results of the investigation and recommended disposition 
of the matter. Under normal circumstances, the Superintendent will respond to the investigation within ten 
(10) business days after receiving notification of the results from the investigator. If there is reasonable 
cause to believe that sexual or other forms of harassment have occurred, the Superintendent or his/her 
designee shall take all reasonable steps to ensure that the harassment ceases and will not re-occur.  
Steps may include discipline of employees 
 
Level III:  
Within ten (10) working days after receipt of such complaint, the Superintendent must hold a hearing; and 
within five (5) working days of the hearing, resolve the complaint, negotiate a long-term solution or refer the 
matter to the Board of Education for consideration. 
 
If the complainant is not satisfied with the resolution of his/her complaint, he/she can appeal to the Board of                   
Education. The appeal must include a copy of the original complaint, the specific action or inaction being                 
appealed and a proposed resolution. 

  
Level IV:  
The Board of Education, Superintendent and the Civil Rights Officer shall proceed to accordance with 
appropriate laws or regulations. 

 
Remedial Action 

If the investigation reveals that sexual or other forms of harassment have occurred, appropriate sanctions 
will be imposed in a manner consistent with any applicable law and collective bargaining agreements. 
Depending on the gravity of the misconduct, these may range from a reprimand up to and including 



dismissal from employment. When applicable, any lost employment benefits or opportunities will be 
restored to the victims. 

Anyone subjecting complainants or witnesses to any form of retaliation will also be subject to disciplinary 
action in the manner prescribed by law and consistent with any applicable provisions in the district’s 
collective bargaining agreements.  

Post Remedial Action 

Following a finding of sexual or other forms of harassment, victims may be periodically interviewed by the 
appropriate supervisory personnel to ensure that the harassment has not resumed and that no retaliatory 
action has occurred. These follow-up interviews may continue for an appropriate period of time. A report 
will be made of any victim's response. 

Complaint Records 

Complainants should receive a copy of any resolution reports filed by the supervisor concerning his/her 
complaint. Copies should also be filed with the employment records of both the complainant and the 
alleged harasser. 

Investigation in the Absence of a Complainant 

The Board will, in the absence of a victim's complaint, ensure that an investigation is commenced by the 
appropriate individuals, upon learning of, or having reason to suspect, the occurrence of any sexual 
misconduct. 

Alternate Complaint Procedures 
  
In addition to filing a harassment complaint through the procedures set forth in this regulation, an 
employee may choose to exercise other options, including but not limited to filing a complaint with an 
outside agency or filing a private lawsuit. A charge of harassment may be investigated by the Office for 
Civil Rights of the United States Department of Education, which may be contacted as follows: 
  

Office for Civil Rights/U.S. Department of Education  
8th Floor 
5 Post Office Square, Suite 900 
Boston, MA 02109-3921 
Telephone (617) 289-0111  Email: ocr.boston@ed.gov 

 
Informal Appearance of Staff Member Before the  Board 
  
Employees may request an "informal appearance'' before the Board of Education for an opportunity to 
dissuade the Board from its determination not to offer  reemployment. 
  
Procedures 

  
A. A request in writing to the Board must be made by the staff member for a written statement of                    
reasons within thirty (30) calendar days from the receipt of the Board's official notification of failure to                 
renew employment. 
  



B.   The Board of Education must present a written statement of reasons to the staff member within fifteen 
(15) calendar days of its receipt of the formal request for said reasons. 
  
C. The staff member, having requested and received a written statement of reasons, must make a timely                 
request for an appearance before the Board of Education. 
  
D.  The staff member's informal appearance before the Board of Education is not an adversarial 
proceeding. 
  
E.  The proceeding is not intended to be protracted. The Board of Education will find it necessary to 
exercise discretion regarding the reasonable length of time of the proceeding, depending upon specific 
circumstances in each instance. 
  
F.  The individual staff member must receive adequate written notice of the date and time when the 
informal appearance is scheduled. 
  
G. The staff member may be represented by counsel or an individual of the staff member's own choice                  
before the Board of Education, and may present witnesses on his/her behalf. 
  
H.   Such witnesses need not present testimony under oath, and should not be cross-examined by the 
Board of Education. 
  
I. Witnesses should be called into the meeting to address the Board of Education one at a time and                   
should be excused from the meeting after making their statements. 
  

J.   If the Board of Education has refused employment for proscribed reasons (i.e., race, color, religion, 
etc.) or in violation of Constitutional rights, such as free speech, or if the Board of Education was arbitrary, 
capricious or abused its discretion, and the staff member is able to prove allegations, then the staff 
member may file a Petition of Appeal before the  appropriate judicial body which will result in a full 
adversary  proceeding. 
  
Refer to the Agreement between the Ledyard Board of Education and the Ledyard Education Association 
for information concerning the formal grievance procedure of certified personnel. 
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