
Addition to Discrimination and Harrassment:

Complaint Procedure
The Board designates the following individuals to serve as the District’s "Compliance Officers" (hereinafter
referred to as the "COs").

Elementary Principal
Guy Steckbauer
715-453-2126
1048 E King Road
Tomahawk, WI  54487

Director of Pupil Services
Wendy Simonis
715-453-2106
1048 E King Road
Tomahawk, WI  54487

An individual who believes s/he has been subjected to unlawful discrimination/retaliation (hereinafter
referred to as the "Complainant"), may file a complaint, either orally or in writing, with a Principal, the CO,
District Administrator, or other supervisory employees. Any complaint received regarding the District
Administrator or a Board member shall be referred to the Board’s legal counsel, who shall assume the
role of the CO for such complaints. Additionally, if the complaint is regarding a CO, the complaint shall be
reported to the District Administrator, who shall assume the role of CO for such complaints.

Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are
flexible for initiating the complaint process; however, individuals should make every effort to file a
complaint within thirty (30) calendar days after the conduct occurs while the facts are known and potential
witnesses are available. If a Complainant informs a Principal, District Administrator, or other supervisory
employees, either orally or in writing, about any complaint of discrimination or retaliation, that employee
must report such information to the CO within two (2) business days.

Throughout the course of the process, the CO should keep the parties informed of the status of the
investigation and the decision-making process.

All complaints must include the following information to the extent it is available: the identity of the
individual believed to have engaged in, or be engaging in, the discriminatory/retaliatory conduct; a
detailed description of the facts upon which the complaint is based; a list of potential witnesses; and the
resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported
charge by signing the document.

Upon receiving a complaint, the CO will consider whether any action should be taken in the investigatory
phase to protect the Complainant from further discrimination or retaliation, including, but not limited to, a
change of work assignment or schedule for the Complainant and/or the person who allegedly engaged in
the misconduct. In making such a determination, the CO should consult the Complainant to assess



his/her position to the proposed action. If the Complainant is unwilling to consent to the proposed change,
the CO may still take whatever actions s/he deems appropriate in consultation with the District
Administrator.

Within two (2) business days of receiving the complaint, the CO will initiate an investigation to determine
whether the Complainant has been subjected to unlawful discrimination/retaliation.

Simultaneously, the CO will inform the individual alleged to have engaged in the discriminatory or
retaliatory conduct (hereinafter referred to as the "Respondent"), that a complaint has been received. The
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant
policies and/or administrative guidelines, including this Policy. The Respondent must also be informed of
the opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the CO will attempt to complete an investigation into
the allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal
complaint. The investigation will include:

A. interviews with the Complainant;

B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information
relevant to the allegations, as determined by the CO;

D. consideration of any documentation or other information presented by the Complainant,
Respondent, or any other witness that is reasonably believed to be relevant to the allegations, as
determined by the CO.

At the conclusion of the investigation, the CO shall prepare and deliver a written report to the District
Administrator that summarizes the evidence gathered during the investigation and provides
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as
provided in Board policy and State and Federal law as to whether the Complainant has been subjected to
unlawful discrimination/retaliation. The CO's recommendations must be based upon the totality of the
circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence
standard will be used. The decision of the District Administrator shall be final.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the
person’s pursuit of other remedies. Use of this internal complaint procedure is not a prerequisite to the
pursuit of other remedies.

(Title IX, 34 C.F.R. 106.9, Section 504, 34 C.F.R. 104.8, Title II, 28 C.F.R. 35.106) (Policy 1422, 3122 &
4122)



Addition after Discrimination and Harrassment section:

Genetic Information Nondiscrimination Act (GINA)
All district requests for health-related information (e.g., to support an employee’s request for reasonable
accommodation under the ADA or a request for sick leave) will be accompanied by a written warning that
directs the employee or health care provider not to collect or provide genetic information.
(42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
29 C.F.R. Part 1635) (Policy 1422.02, 3122.01, 4122.02)

Addition to Family Medical Leave Act (FMLA) Section:
See Policy 1630.01/3430.01/4430.01


