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GRIEVANCE POLICY & PROCEDURES 
 
MSCS strives to be proactive in promoting positive working relationships between all members   
of the School’s community including staff members, administration, the Board, students, family 
members and visitors. 
 
The following policies apply to grievances of any type that may include, but are not limited to:  
 
Equal Employment Opportunity (EEO) violations; harassment claims; conflict with staff 
members, students, family members, and/or visitors, etc. The grievance procedures detail how 
adult members of the school community (all faculty, family members, administrators, Board 
members) are expected to express grievances about other members of the community. 
 
The administration and Board are committed to addressing and resolving conflict in a timely 
manner while following the fewest steps of the procedures below. However, if the conflict is not 
resolved at the lowest faculty or administrative level, guidelines below provide a process for 
resolving the conflict. 
 
The steps below must be followed in order to ensure that grievances are properly addressed 
and resolved: 
 
1. Address issues with those directly involved – The grievant brings the situation or concern to 
the attention of those directly involved. Should the grievant fail to begin the process at the 
lowest possible level and instead (for example) go directly to a board member with a concern 
about the School Principal, the board member will re-direct the grievant to the School Principal.  
 
2. Facilitate resolution with the assistance of the School Principal or designee – If satisfactory 
resolution is not realized after direct conversation between the conflicted parties, the situation 
must be brought to the attention of the School Principal or designee within ten (10) days of the 
initial conversation between the conflicted parties. The School Principal or designee and the 
conflicted parties will address the situation, facilitate communication, and develop goals for 
conflict resolution. The School Principal or designee will monitor the process until resolution is 
realized or until an impasse is reached. If the concern is regarding the School Principal, then the 
President of the Board or a designee will facilitate the complaint at this level. 
 
3. Prepare a written grievance for the School Principal or designee – If the grievant is not 
satisfied with the response received via the first two steps, the grievant shall prepare a formal 
written grievance to the School Principal or designee. The grievance must: 
 

a) describe the incident, decision or practice that gave rise to the complaint; 
 
b) if possible, cite the contract, policy or procedure that has been violated and/or 
rationale for concern; 
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c) describe what conflict resolution strategies were attempted via steps one and two; and 
 
d) explain what corrective action is being requested. 

 
Upon receipt of the written grievance, the School Principal or designee will address the 
situation as appropriate. It is the responsibility of the School Principal or designee to 
manage the ultimate resolution of conflicts among faculty, staff, students and family 
members except in situations that pertain to the School Principal himself/herself or to the 
School Principal’s execution of a school-wide policy or procedure. 

 
4. Provide written grievance to the Board of Directors – The grievant may request that the 
matter be brought to the attention of the Board only if the matter has not been satisfactorily 
resolved upon completion of the first three steps of the grievance process. Upon request by the 
grievant, the School Principal will forward the written grievance to the President of the Board at 
least one week prior to the next scheduled Board meeting. The President or designee will 
review the above process and ensure that the proper steps were taken before adding the issue 
to a Board meeting agenda. While the Board will hear complaints during the public comment 
period of a board meeting, formal grievances shall not be brought to the Board as a matter of 
public comments, as this does not give the Board sufficient time to consider the issue and 
address it through the grievance process. The Board will not hear grievances that do not follow 
the grievance process. 
 
The final forum for conflict resolution, after a grievant has followed the steps outlined above, will 
be at the level of the Board of Directors. 
 
 


