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UNIFORM	
  COMPLAINT	
  PROCEDURE	
  
	
  
Envision	
  Schools	
  has	
  developed	
  a	
  comprehensive	
  complaint	
  and	
  investigation	
  
procedure	
  to	
  address	
  all	
  complaints	
  and	
  concerns	
  regarding	
  an	
  Envision	
  Schools	
  
campus	
  or	
  employee.	
  Under	
  the	
  direction	
  of	
  Envision	
  Schools	
  Board	
  of	
  Directors,	
  the	
  
Principal	
  of	
  the	
  school	
  involved	
  is	
  responsible	
  for	
  investigation,	
  remediation,	
  and	
  
follow-­‐up	
  on	
  matters	
  submitted	
  to	
  Envision	
  Schools	
  through	
  this	
  procedure.	
  	
  A	
  
parent,	
  student,	
  or	
  community	
  member	
  may	
  complete	
  the	
  Uniform	
  Complaint	
  Form	
  
(attached),	
  which	
  initiates	
  an	
  investigation	
  and	
  resolution	
  by	
  the	
  principal	
  or	
  
his/her	
  designee.	
  	
  If	
  the	
  complaining	
  party	
  is	
  unsatisfied	
  with	
  the	
  resolution,	
  he/she	
  
may	
  appeal	
  to	
  the	
  CEO	
  of	
  Envision	
  Schools	
  by	
  sending	
  a	
  letter	
  with	
  relevant	
  details	
  
and	
  this	
  original	
  Uniform	
  Complaint	
  Form	
  to:	
  185	
  Berry	
  Street,	
  Suite	
  220,	
  San	
  
Francisco,	
  CA	
  94107.	
  	
  The	
  CEO	
  or	
  his/her	
  designee	
  will	
  investigate	
  any	
  appeal	
  and	
  
make	
  a	
  final	
  determination	
  within	
  14	
  days	
  of	
  receipt	
  of	
  the	
  appeal	
  unless	
  postponed	
  
for	
  good	
  cause.	
  
-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­-­	
  
This	
  form	
  may	
  be	
  completed	
  and	
  submitted	
  when	
  a	
  person	
  or	
  organization	
  believes	
  
the	
  school	
  has	
  violated	
  an	
  applicable	
  federal	
  or	
  state	
  law	
  or	
  regulation	
  governing	
  an	
  
Envision	
  Schools	
  campus	
  or	
  employee.	
  
	
  
DATE:	
  ______________________________________________________	
  
	
  
	
  
TO:	
   ______________________________________________________	
  
	
   Principal	
  
	
   ______________________________________________________	
  
	
   Address	
  
	
   ______________________________________________________	
  
	
   City,	
  State,	
  Zip	
  
	
  
	
  
FROM:	
  ______________________________________________________	
  
	
   Name(s)	
  
	
   ______________________________________________________	
  
	
   Address(es)	
  
	
   ______________________________________________________	
  
	
   Telephone	
  Number(s)	
  
	
  
	
  
Situation	
  or	
  person	
  addressed	
  in	
  this	
  compliant:	
  ________________________________________	
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NATURE	
  OF	
  THE	
  COMPLAINT:	
  
	
  
This	
  should	
  be	
  a	
  description	
  in	
  your	
  own	
  words	
  of	
  the	
  grounds	
  of	
  your	
  complaint,	
  
including	
  all	
  names,	
  dates,	
  and	
  places	
  necessary	
  for	
  a	
  complete	
  understanding	
  of	
  
your	
  concern.	
  	
  Please	
  also	
  include	
  the	
  outcome	
  or	
  resolution	
  you	
  are	
  requesting.	
  	
  
Please	
  feel	
  free	
  to	
  use	
  additional	
  pages	
  as	
  necessary,	
  to	
  fully	
  describe	
  your	
  concern.	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
________________________________________________________________________________________________	
  
	
  
	
  
I	
  certify	
  that	
  the	
  above	
  information	
  is	
  true	
  and	
  accurate	
  to	
  the	
  best	
  of	
  my	
  
knowledge.	
  
	
  
Signature	
  of	
  Originator	
   	
   	
   	
   	
   	
   	
   	
   Date	
  
	
  
	
  
Signature	
  of	
  Originator	
   	
   	
   	
   	
   	
   	
   	
   Date	
  
	
  
	
  
Signature	
  of	
  Originator	
   	
   	
   	
   	
   	
   	
   	
   Date	
  


