
Verona Area School District 870-Rule

PROCEDURES FOR PUBLIC COMPLAINTS OR CONCERNS

The purpose of this procedure is to assist in responding to concerns and complaints presented by members of the
public against any employee, agent, representative, or official of the School District including, but not limited to,
teachers, coaches, staff, administrators, and School Board members, under OE-3.2

LEVELS OF REVIEW AND RESOLUTION

Consistent with the policy of resolution at the level most directly and appropriately involved while providing
opportunities to appeal such decisions to higher levels, complaints/concerns shall proceed through the following
steps, except as specifically noted below. Complaints/concerns are not permitted to progress to the next higher
level until effort is made to resolve the complaint/concern at the appropriate lowest level. At any point, a person
bringing a complaint/concern can request to have the resolution documented in writing.

Step 1: Teacher, Coach or Other Staff Person Directly Involved
Step 2: Building Principal/Site Administrator, Athletic/Activity Director, or Immediate Supervisor
Step 3: District Level Director (when appropriate)
Step 4: Superintendent
Step 5: School Board

In order for the District to effectively address the citizen concern, complaints under OE-3.2 and under this Rule
must be made within sixty (60) days of the event raising the complaint or concern.

STEP 1

If a member of the public has a complaint/concern, they should initiate the process with a question and/or
statement directly to the District employee, agent, representative or official most closely involved with the
situation or issue. Going straight to the source of a concern is the best way to get complete information and share
perspective. The more that can be communicated at the point of service, the greater the chances of resolving the
issue informally and satisfactorily.

STEP 2

If a member of the public is unable to satisfactorily resolve their complaint/concern through discussion with the
employee directly involved, they may request a conference with the employee and the employee’s building
principal/site administrator or other immediate supervisor if the complaint is against a building principal/site
administrator. This supervising administrator is closest to the situation or problem and will often be able to assist
or mediate a resolution to the problem or issue. Within three business days of receipt of the request, the
supervising administrator will contact the person with the complaint/concern and schedule a mutually agreed upon
date and time to discuss any unresolved complaint/concern. In order to facilitate the greatest level of
communication, the District employee directly involved should be present at this conference whenever possible.
The request for review at Step 2 must be made within fourteen (14) days of the last conversation or meeting under
Step 1.

STEP 3

If a member of the public is dissatisfied with the results of the conference under Step 2, they may request a
meeting with the District level director identified below who most logically is connected with the issue or topic in



question. This request must be made within fourteen (14) days of the conference held under Step 2. One of the
first questions that will be asked is about the attempts made to resolve the complaint/concern at Step 1 and Step 2.

Complaints/Concerns related to: Please contact:

Director of Elementary Education, Director of Secondary
Education, Director of Bilingual Education and Instructional
Equity, Curriculum, Instruction and Testing

Assistant Superintendent of Academic
Services

Transportation, Purchasing, Business Services, Budgets,
District Maintenance, Indoor Environmental Quality, School
Safety/Security, Coaches, Athletics, Extra-Curricular
Activities/Clubs

Assistant Superintendent for Business
Services

Special Education, Section 504, Homeless Students,
Counseling, Psychology or Social Work Services, Health
Services, School Behavior and Discipline Programs; Director
of Special Education, Director of Pupil Services

Assistant Superintendent for Student
Services

Bilingual Programs, English Learners, Title I Programming,
Civil Rights, Matters Related to Transgender Students or Staff

Director of Bilingual Programs and
Instructional Equity

Personnel Issues, Human Resource Policies/Procedures,
District Hiring Process, Contract Administration, Collective
Bargaining

Director of Human Resources

Food Services, School Meal Programs, Student Wellness Director of Nutrition Services

Technology Issues, including Acceptable Use Policies, Internet
Access and Filtering, and Electronic Device Insurance

Director of Technology and Personalized
Learning

If a member of the public is not sure who to contact, or if any of the above persons are not immediately available,
they should contact the District Office and office staff will make sure to put the person in touch with the best
person available to help resolve the complaint/concern.

Within three business days of the receipt of the complaint/concern, the District level director will contact the
person with the complaint/concern to arrange a mutually agreed upon date and time to discuss the
complaint/concern. The meeting should be scheduled as soon as possible after the receipt of a verbal or written
complaint/concern as to not delay the investigative process. If the complaint/concern is expressed verbally, the
director will require that it be submitted in writing and provided at the scheduled meeting.

Unless additional time is needed to gather information, the District level director will provide a written response
to the complaint/concern no later than ten business days after this meeting. If additional time is required to gather
information related to the complaint/concern or investigative process, the District level director will communicate
this with the complainant, documenting the conversation in a follow up communication.



If a member of the public filing the complaint/concern or the person about whom a complaint/concern has been
expressed are dissatisfied with the written decision of the District level director at Step 3, they may appeal to the
Superintendent. Such an appeal should be in writing and made within fourteen (14) days of the decision at Step 3.
The written appeal shall include at least all prior decisions made and a statement of the complaint/concern and
reason(s) for the appeal. Within three business days of receipt, the Superintendent will contact the persons directly
involved and arrange mutually agreed upon dates and times to consider the complaint/concern. Issues at Step 4
will be reported to the Board as information. The Superintendent will provide a written response within fifteen
business days after the Superintendent conducts any additional investigation that he/she deems necessary to make
a decision on the complaint. The Superintendent will submit a final decision to the persons directly involved and
the School Board.

STEP 5

If any party remains dissatisfied following the decision at the Superintendent level, they may appeal to the School
Board within fourteen (14) days of the Superintendent’s decision at Step 4. A Board appeal must be in writing and
include at least a statement of the complaint, specific reasons for the appeal and all previous steps taken to resolve
the complaint. This appeal should be addressed to the Board President via email or U.S. mail and sent to the
Office of the Superintendent, 700 N. Main, Verona WI 53593. Based on consideration of the written appeal, the
Board has the discretion to accept or reject the matter for further review. If the Board rejects the matter for further
review, the Superintendent’s decision shall be final. If the Board accepts the matter for review, the Board will
consider the appeal at a future Board meeting. Depending on the specific nature of the complaint/concern, such
meetings may be held in open or closed session in accordance with the Wisconsin Open Meetings law. At the
review meeting, the Board may act in its discretion and determine what, if any, additional information and/or
argument it needs to make a decision. Unless additional time is needed to gather information, within fifteen
business days after this meeting, the Board will issue a written decision and provide the decision to all persons
directly involved. The Board’s decision will be final.

The following are exceptions to the levels of review outlined above:

1. Concerns of a school-wide nature should begin at Step 2 with the building principal/site administrator.
2. Concerns about issues related to transportation should begin at Step 3 with the Assistant Superintendent

for Business Services.
3. Concerns about anything related to site or District websites should be referred directly to the Public

Information Officer.
4. Concerns specifically about a building principal/site administrator should be addressed to the Director of

Elementary Education or the Director of Secondary Education, after a conference with the building
principal/site administrator seeking to resolve the issue. Concerns related to an assistant principal should
be addressed to their building principal supervisor at Step 2 if they are not able to be resolved directly
with the assistant principal.

5. Concerns specifically about a member of the Central Office Administrative leadership team (e.g.,
Directors) should be addressed to the Superintendent (Step 4), and will be routed to the appropriate
Assistant Superintendent, if necessary, after a conference with the administrator in which the person has
sought to resolve the issue.

6. Concerns specifically about the Superintendent should be addressed to the Board President (Step 5), if
necessary, after a conference with the Superintendent seeking to resolve the issue.

7. Concerns related specifically to the following issues or programs have separate procedures for resolving
complaints:

● Programs for Students with Disabilities (See Policy 342.1, Special Education Policy, and
Procedure Handbook, and Procedural Safeguards Under the Individuals with Disabilities
Education Act Notice)

● Selection and Review of Instructional Materials (See Policy 361 and 361-Rule)



● Student Nondiscrimination (See Policies 411 and 411-Rules)
● Employee Nondiscrimination (See Policy 511 and 511-Rule)
● Student and Employee Harassment (See Policy 512, 411-Rule, and 511-Rule)
● Bullying (See Policy 443.8 and 443.8-Rule)
● Employee Complaints and Grievances (See Policy 525 and Current Employee Handbook)
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