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This regulation applies to employee complaints regarding the written 
policies or administrative regulations of Sweetwater Union High School 
District.  These procedures are not applicable where a more specific 
regulation provides review procedures, where a negotiated agreement 
provides a grievance procedure, or where a specified method of review is 
prescribed by law. 

 
I. Definition 
 

The following definitions shall apply to this regulation: 
 

A.  Complaint 
 

An allegation by an employee of a violation, misapplication, or 
misinterpretation of one or more written policies or 
administrative regulations and adopted procedures of the 
Sweetwater Union High School District resulting in adverse 
conditions personally affecting the employee. 
 

B.  Complainant 
 

The employee filing the complaint. 
 

C.  Workday 
 
A day on which the administration center of the Sweetwater Union 
High School District is open for regular business. 

 
II.  General 
 

A. The intention of these procedures is to secure, at the lowest 
possible administrative level, prompt and equitable solutions to 
a complaint within proceedings which are as informal and 
confidential as possible. 

 
 
 
B. A complaint must be initiated within five (5) workdays after the  

act or condition giving rise to the occurrence of the complaint. 
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C. An employee may request to be accompanied by a representative or 
another employee at any step of the complaint procedure. 

 
D. The administrator will schedule a meeting within the time limits 

described in this procedure unless impractical due to authorized 
absence of any relevant participant.   

 
III.  Informal Conference 

 
An employee with a complaint will present within five (5) workdays 
all alleged facts related to the alleged complaint to his/her 
immediate supervisor or principal.  An attempt shall be made to 
resolve the alleged complaint at this level. 

 
IV.  Formal Proceedings 
  

Should solutions to the complaint proposed at the informal 
conference not satisfy the complainant, he/she may attempt to 
resolve the matter through the following process: 
 
A.  Step One 
 

1. In the event the complaint, as defined hereinabove, is not 
resolved by informal conference and the complainant wishes 
to pursue the complaint further, the complainant may reduce 
the complaint to writing and present it to his/her 
supervisor or principal within six (6) workdays following 
the informal conference. 

 
2. The immediate supervisor or principal, within six (6) 

workdays after receipt of the written complaint, shall meet 
with the complaining employee to further discuss the 
complaint. 

 
3. Within seven (7) workdays of this meeting, the supervisor or 

principal shall render a written decision to the employee. 
 

B.  Step Two 
 

1. If the complainant is not satisfied with the decision 
rendered pursuant to step one, the complaint may be appealed 
by the complainant within seven (7) workdays of the decision 
of the supervisor or principal to the executive director of 
personnel services. 

 
 

2. A meeting between the complainant and the executive director 
of personnel services or his/her designee will be arranged 
to discuss the complaint.  The meeting will be held within 
ten (10) workdays from the date the complaint is received by 
the executive director of personnel services. 

 



REGULATION: 2226.1 Page 3 of 3 
 

3. The executive director of personnel services or his/her 
designee shall render within ten (10) workdays after this 
meeting, a written decision to the employee. 

 
4. The decision of the executive director of personnel 

services, or his/her designee shall be final and binding on 
the parties. 

 
 
 
 
 
 
 
 
 
 
 
 
   
 


