
 

POLICY NO: HR0010 - Staff Complaint and Grievances Policy 
Board Chair: D. Catchings-Smith​ Effective Date: 1/5/2022 

 

The Board of St. Louis Voices Academy of Media Arts adopts the following policy, 
effective on the date of adoption by the Board. 

STAFF COMPLAINTS AND GRIEVANCES POLICY 
 

SECTION 1.  Intent of the Policy 
 
SECTION 1.1.  The purpose of this policy is to provide a process  for employees or applicants to 
reach solutions to problems, disputes, or controversies at the lowest administrative level, as 
fairly and as expeditiously as possible. ​
​
SECTION 1.2.  This policy also addresses employees or applicants who allege discrimination or 
harassment on the basis of age, gender, race, color, religion, national origin, disability, or any 
other basis expressly prohibited by law. ​
​
SECTION 2.  Definitions 
 
SECTION 2.1.  Complaint - A complaint means any claim or grievance by an employee who is 
affected in his or her employment relationship by an alleged violation of applicable statutes, 
policies, rules, regulations, or written agreements with which the Board is required to comply.  In 
accordance with this policy, a complaint may also be filed by a job applicant. ​
​
SECTION 2.2.  Employee - Employee shall mean any person hired by the Board to perform 
services either full or part-time.​
​
SECTION 2.3.  Days - Days shall mean working days exclusive of Saturday, Sunday, or official 
holidays unless otherwise noted.​
​
SECTION 2.4.   School Leader - Employee possessing that degree of administrative authority.​
​
SECTION 2.5.   Parties in Interest - Any persons involved in the processing and investigation of 
the complaint.​
​
SECTION 2.6.  Complaint File - A file maintained by the Executive Director or their designee 
containing documents relevant to the complaint. This shall be separate from the personnel file 
and shall be open to parties in interest only.​
​
SECTION 2.7.   Board - The Governing Board of St. Louis Voices Academy of Media Arts. 
 
SECTION 2.8.  Notification - Means delivery in person to the party entitled to notification, or 
deposit in the United States Mail, certified mail, return receipt requested, to the last known 
address of the party notified. 
SECTION 3.  Procedure for Notice, Hearing Rights, Evidence Representation, Decisions, and 
Record 
 



 

SECTION 3.1 This complaint and grievance procedure is applicable to any claim by any 
employee or applicant of St. Louis Voices Academy of Media Arts who is affected in his or her 
employment relationship by an alleged violation, misinterpretation, or misapplication of statutes, 
policies, rules, regulations, or written agreements  with which the school is required to comply. 
 
SECTION 3.2  The Board will ensure that a complaint is processed as expeditiously as is 
practicable.  The initial complaint should be made in writing and should clearly state that the 
complainant wishes to utilize the Complaints and Grievances Policy, the nature of the complaint 
and specific statute, policy, rule, regulations, or written agreements that have allegedly been 
violated.  The written request should be received by the charter school’s office via certified mail 
at the following address (insert school’s address).​
​
SECTION 4.2.   The complainant and all parties in interest shall be adequately notified of the 
time and place of the initial meeting and any appeal of the initial decision in writing by hand 
delivered or certified mail.​
 
SECTION 4.3.  The complainant and the individual(s) accused of the violation shall be entitled 
to an opportunity to be heard, to present relevant evidence, and to examine witnesses.    
​
SECTION 4.4.  The Governing Board may appoint a member of the State Bar to serve as law 
officer who shall rule on all issues of law and other objections, but such attorney shall not assist 
in the presentation of the case for either party.​
​
SECTION 4.5.   At each level, an accurate record of the proceeding must be kept by mechanical 
means and all evidence shall be preserved and made available to the parties involved; all cost 
and fees shall be borne by the party incurring them unless otherwise agreed upon by the 
parties; except that the cost of preparing and preserving the record of the proceedings shall be 
borne by the Governing Board; provided however, the cost of transcribing the transcript of 
evidence and proceedings before the Board shall be borne by the party requesting same, and 
all costs of the records on appeal to the superior courts and appellate courts shall be paid by the 
party required to do so by the laws relating thereto.  
 
SECTION 4.6 The overall time frame from the initiation of the complaint until rendition of the 
decision by the Governing Board and notification thereof to the complainant shall not exceed 
thirty (30) days. In no instance shall there be more than ten (10) calendar days between the 
most recent alleged act about which a complaint may be filed and the first written notice of 
complaint is received nor shall there be more than ten (10) calendar days between the decision 
at any level and the date the appeal to the next level is received. ​
​
SECTION 4.7.   Decisions at each level shall be in writing and dated. Each decision shall 
contain findings of fact and reasons for the particular resolution reached. The decision reached 
at each complaint level shall be sent to the complainant by certified mail or hand delivered by a 
person designated by the Executive Director within twenty (20) business days of the hearing.​
​
SECTION 4.8.  The decision at each level shall be delivered to the complainant and the affected 
parties by a person designated by the Executive Director either by (1) being hand delivered or 
(2) being deposited in the U.S. Mail (certified mail, return receipt requested). Notice to the 
complainant shall be deemed to have been made on the date of hand delivery or on the date of 
deposit in the U.S. Mail by certified mail, return receipt requested to the address stated in the 
complaint or, if not contained in the complaint, to the last known address of the complainant on 
file with the Governing Board. 



 

 
SECTION 4.9. If the complainant is dissatisfied with the review of the supervisor's decision, he 
or she must forward an appeal to the (insert title) within ten (10) working days. The appeal shall 
be in writing and include the reason(s) for the appeal. The (insert title) will notify the School 
Leader or his/her designee that a timely appeal has been received. A copy of all complaints 
involving appeal reviews will be forwarded to (insert title).   
 
SECTION 4.10 The complainant and the individual(s) alleged to be in violation are entitled to 
the presence of an individual of his/her choice to assist in the presentation of the complaint at 
the Governing Board level.  At the Board level nothing shall prevent the Board from having an 
attorney present to serve as the law officer who shall rule on issues of law and who shall not 
participate in the presentation of the case for the School Leader or the complainant.  
 
SECTION 4.11. The Board, when hearing an appeal from the initial hearing, shall hear the 
complaint de novo. The complainant cannot present additional evidence at the Governing Board 
level of the complaint process, unless it is determined by the School Leader presiding over the 
complaint that such evidence is relevant to the issues presented at the initial hearing and such 
evidence was either not made available by the administration or not discoverable by the 
complainant or unless it is presented and received in writing to the person presiding over the 
complaint at least five (5) days prior to the set date for the Governing Board hearing.  A 
committee of the board will conduct the appeal proceeding within fifteen (15) working days and, 
within twenty (20) working days after the conclusion of the proceeding, will render a final 
decision.  
 
SECTION 4.12.  The time limits specified in this complaint procedure will be observed and 
applied strictly and will not be extended without the prior written consent of the employee and 
the applicable level of supervision responsible for the review. If an employee fails to comply with 
any time limit, the complaint shall be deemed automatically withdrawn and the proceeding 
terminated. 
 
SECTION 5.  Prohibited Reprisal Provision 
 
SECTION 5.1.  No reprisals of any kind shall be taken by the Board or by any member of the 
administration against any complainant as a result of participation in the complaint process. 
​
SECTION 6.  Collection of Information 
​
SECTION 6.1.  Nothing in this policy shall be construed to limit any other fact finder or decision 
maker from using any equitable means available to establish the truth or the circumstances 
pertinent to the complaint, provided that the complainant shall have an opportunity to respond to 
any information considered by the decision maker in reaching a conclusion. 
 

A model grievance procedure can be found at the following link: 
http://dese.mo.gov/sites/default/files/Model_Grievance_Procedure_and_Forms.pdf 
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