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LAKEWOOD SCHOOL DISTRICT #306 
ADMINISTRATIVE PROCEDURES 

BOARD POLICY #4220 
 

Complaints Concerning Staff or Programs 
Most complaints can be resolved by informal discussions between community 
members and the staff member. Should the matter not be resolved, the 

principal/employee’s supervisor shall attempt to resolve the issue through a 
conference with the community member and the staff member.   

 
The following procedures apply to the processing of a complaint which cannot be 
resolved in the manner described above; 

A. If the citizen does not receive satisfaction and wishes to pursue the matter 
further they will then be asked to submit a formal complaint in writing to the 

principal or immediate supervisor of the employee.   
 

B. The principal or immediate supervisor will then try to resolve their concern 

and will respond in writing within five working days. If the problem is not 
satisfactorily resolved at the building/department level, the community 

member should file a written complaint with the superintendent which 
describes the problem, and a suggested solution. The superintendent or 
designee should send copies to the principal and staff member; 

 
C. The principal and staff member will respond to the superintendent/designee 

in writing or in person; and 
 

D. The superintendent/designee will then attempt to resolve the matter through 

a conference with the citizen, staff member, and principal.  
 

If the citizen does not receive satisfaction from the superintendent/designee and 
they wish to pursue the matter further, they will then be asked to inform the Board 
of Directors, in writing, of their desire to meet with the board to try to resolve their 

concerns.  
 

All written requests shall contain the following information: 
1. The nature of the complaint. 
 

2. The person(s) with whom the complainants have worked to alleviate 
their concern. 

 
3. The remedy sought. 

 
If the complaint is against a staff member, the board may discuss the complaint in 
executive session. The staff member may request that the board discuss the issue 

in an open meeting. The board will attempt to make a final resolution of the matter. 
Any formal actions by the board must take place in an open meeting. If such action 

may adversely affect the contract status of the staff member, the board will give 
written notice to the staff member of his/her rights to a hearing. 
 

 



Procedure 4220P 
 
 

Federal Programs Citizen Complaint Procedures 
Chapter 392-168 WAC 

 

Complaints Against School Districts, Educational Service Districts (ESDs), 
or Sub-grantees 

These complaint procedures apply to federal programs authorized under the 
Elementary and Secondary Education Act (ESEA), including Title I, Part A: 
Improving Academic Achievement of the Disadvantaged. 

Anyone Can File a Complaint 
A written complaint must be filed with the Office of Superintendent of Public 

Instruction (OSPI) and must include:  
1. A statement that a school district, an ESD, or a subgrantee has violated a 

federal or state law or regulation that applies to a federal program authorized 

under the ESEA. 
2. A description of what happened and why it violates a federal program 

requirement in state or federal law or regulation. 
3. Name and address of the complainant.  
4. Expected resolution. 

5. Name and address of the school district, ESD, or subgrantee that is alleged 
to have violated the law or regulation. 

Investigation and Response by the District, ESD, or Subgrantee 
After receiving the complaint, OSPI will refer it to the educational entity for 

investigation.  The school district, ESD, or subgrantee must designate an employee 
to investigate the complaint. The designated employee must respond in writing to 
OSPI with documentation of the investigation within 20 calendar days after receipt 

of the complaint. The response to OSPI should either deny the allegations in the 
complaint and the basis for the denial, or propose the reasonable corrective actions 

to correct the violation. 

OSPI Investigation and Response 
OSPI will provide the complainant a copy of the school district, ESD, or 

subgrantee’s response to the complaint. The complainant will then have an 
opportunity to submit additional information about the allegations in the complaint. 

OSPI will review all relevant information, and may conduct an on-site investigation.   
 
OSPI will make an independent determination as to whether the district, ESD, or 

subgrantee is in violation of any federal program requirement. OSPI will issue a 
written decision to the complainant, which will include findings of fact, conclusions, 

and reasonable corrective measures necessary to correct any violation. OSPI will 
issue this decision within 60 calendar days after receiving the complaint, unless 
exceptional circumstances of a particular complaint require additional time. All 

corrective actions must be instituted within 30 calendar days after OSPI’s decision. 
 

Note: The complainant and the educational entity involved (i.e., district, ESD, 
subgrantee) may agree, in writing, to waive the timelines provided in these rules. 
Waiver of the timelines must be communicated to OSPI within 10 calendar days. 

 



Procedure 4220P 
 
 

Complaints Against OSPI 
 

Anyone Can File a Complaint 
A written complaint must be filed with OSPI and must include:  

1. A statement that OSPI has violated a federal or state law or regulation that 
applies to a federal program. 

2. A description of what happened and why it violates a federal program 

requirement in state or federal law or regulation. 
3. Name and address of the complainant. 

4. Expected resolution. 
 
OSPI Investigation and Response   

After OSPI receives the complaint, OSPI will designate an employee to investigate 
the complaint. The investigation must start within 10 calendar days after OSPI 

receives the complaint. The designated employee will provide the State 
Superintendent with a written report of the results of the investigation within 60 
calendar days after receiving the complaint. 

 
The State Superintendent must respond in writing to the complainant within 10 

calendar days after receiving this report. The response will state that the 
allegations are denied and the basis for the denial, OR the reasonable corrective 
measures deemed necessary to correct any violation. Any corrective measures 

must be instituted within 30 calendar days from the date of this response. 
 

Note: The State Superintendent and the complainant may mutually agree to 
extend the time limits in these rules. If exceptional circumstances exist with respect 
to a particular complaint, the State Superintendent may unilaterally extend the 

timelines for cause upon written notice to the parties. 

 

Appeals  
If the complainant is not satisfied with OSPI’s response to a complaint, the 
complainant may file an appeal directly with the Secretary of the U.S. Department 

of Education at www.ed.gov. 
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