Collin County Community College

043500
PUBLIC COMPLAINTS AND HEARINGS GB
(LOCAL)

PURPOSE The purpose of this policy is to set forth complaint procedures and
provide for the prompt and equitable resolution of any complaints
by members of the public. For information about public participa-
tion in Board meetings, see BDB(LOCAL).

PROCEDURE Whenever members of the public have concerns related to the col-
lege that cannot be resolved informally, the formal processes out-
lined in this policy will be followed so that issues can be addressed
as soon as possible to allow resolution at the lowest possible ad-
ministrative level.

FORMAL-COMPLAN

PROCESS
Even after initiating the formal complaint process, individuals are
encouraged to seek informal resolution of their concerns. An indi-
vidual whose concerns are resolved may withdraw a formal com-
plaint at any time.

The process described in this policy shallwill not be construed to
create new or additional rights beyond those granted by law or
Board policy, nor to require a full evidentiary hearing or a “mini-trial”
at any level.

EXCEPTIONS Complaints for which other resolution procedures and policies are
provided shallwill be directed through those procedures and chan-
nels.

GENERAL

PROVISIONS

FILING
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_RESPONSE

_REPRESENTATIVE

CONSOLIDATING Complaints arising out of an event or a series of related events

COMPLAINTS | shallwill be addressed in one complaint. An individual shallmay not
bring separate or serial complaints arising from any event or series
of events that have been or could have been addressed in a previ-
ous complaint.

UNTIMELY FILING If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed on written notice to the individual, at any
point and without a conference, during the complaint process.

EXTENSION OF Any time limits set by these procedures, other than the timeline for

TIME the initial filing of the complaint may be extended at the discretion
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of the District President or designee. To the extent possible, com-
plaints under this policy should be resolved within 180 days from
the date the complaint is filed.
REPRESENTATIVE The complainant may designate a representative to represent

NEUTRAL THIRD
PARTY

RECORDING
MEETINGS

him/her at any level of the process by notifying the vice president
of advancement in writing. If necessary, the College may resched-
ule any meetings to include the College’s counsel. Each party
shallwill pay its own costs incurred in the course of the complaint.

A neutral third party may be designated to hear a complaint at
Level One or Level Two if deemed necessary by the vice president
of advancement.

All meetings held with the complainant in accordance with this pol-
icy shallwill be recorded by the College Bistrict-and the recordings
shallwill become part of the complaint record. The complainant
may request a copy of the recordings by submitting a written re-
quest to the V|ce preS|dent of advancementexeeumte—dmeeter—ef
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FORMAL
COMPLAINT

PROCESSLEVEL

OblE

LEVEL ONE

LEVEL TWO

(LOCAL)

An individual shall file a formal complaint using the College’s online
Complaint Form within 15 business days of the date the complain-
ant knew (or reasonably should have known) of the action that
caused the complaint.

http://www.collin.edu/hr/complaints/Public Complaints.html

The complaint must provide sufficient detailed facts to support the
allegations, otherwise it may be dismissed.

The appropriate administrator willshall investigate as necessary
and schedule a conference with the individual within 45-days15
business days after receipt of the written complaint. The adminis-
trator may set reasonable time limits for the conference.

The administrator willshall provide the individual a written response
within 15 business days following the conference. The written re-
sponse shallwill set forth the basis of the decision. In reaching a
decision, the administrator may consider information provided at
the Level One conference and any relevant documents or infor-
mation.

If the individual does not receive the relief requested at Level One
or if the time for response has expired, he or she may submit an
appeal at Level Two. The appeal notice must be submitted filed-in
writing to with-the vice president of advancement human-reseurees

ane-orgarizationabdovolepmontadvanecmont, ena-orm-orevdeod
by-the-College-District-within 45-days15 business days of the date

of the written Level One response or, if no response was received
within 45-days15 business days of the Level One response dead-
line.
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After receiving notice of the appeal, the Level One administrator
willshall prepare and forward a record of the Level One complaint
to the Level Two administrator, who will shall-be designated by the
viee-presidentvice president of advancement. The individual may
request a copy of the Level One record.

T iinal laint § | _
> Al I benitted by the individual at | One.

——Alother elle.eumlentls |eI|IeeI; upeln b?.“'e_ LevelOne-administra

The Level Two hearing-officeradministrator willshall review the
complaint within 45-days15 business days from receipt of the ap-
pealeomplaint. The hearing officer shaliwill determine if a confer-
ence is warranted, and if so, shalwill schedule a conference with
the complainant to discuss the complaint. However, there shahwill
be no express or implied right to a Level Two conference.

The Level Two hearing-officeradministrator willshal reply in writing
within 45-days15 business days from the date of receipt of the
complaint, or if a conference is held, within 45-days15 business
days from the date of meeting with the complainant. If a confer-
ence is held, the Level Two hearing-efficeradministrator may set
reasonable time limits for the conference. Further, the individual
may provide information to the hearing officer about any docu-
ments or information relied upon by the administration for the Level
One decision.

The Level Two administrator shallwill provide the individual a writ-
ten response within 45-days15 business days following the confer-
ence. The written response shalwill set forth the basis of the deci-
sion. In reaching a decision, the Level Two administrator may
consider the Level One record, information provided at the Level
Two conference, and any other relevant documents or information
as determined by the Level Two administrator. If additional investi-
gation or information is required, the Level Two administrator may
request such information or meet with individuals as necessary to
clarify the record.

The 15 business-day reply deadline may be extended if, due to the
nature of the allegation or at the hearing officer’s discretion, an in-
vestigation is appropriate-as-eutlined-herein. In these cases the
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PRESENTATION T(Q

(LOCAL)

hearing officer shallwill respond promptly, generally within 30 busi-
ness days from the date of filing the complaint. If the reply dead-
line is extended, the complainant shallwill be notified in writing.

The decision of the Level Two administrator isshall-be final and
may not be appealed.

Although the decision of the Level Two administrator is final and

BOARD

may not be appealed, any individual may present a complaint pro-
cessed under this policy to the Board regardless of the limitation in
this policy. The Board is not required to take any action concerning
this type of complaint, but is required to listen if the complaint is
presented at a public meeting. See BDB (Local) and BDB (Legal)
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