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A.
Definitions

1.
A “complaint” is a formal written allegation by an employee or applicant for employment who has been adversely affected by a violation of any equal employment opportunity law or policy applicable to the La Puente Valley R.O.P.


2.
A “complainant” is an employee or applicant for employment.


3.
A “day” is a day in which the central administrative office of the R.O.P. is open.

B.
Informal Level

1.
Before filing a formal written complaint, the complainant shall attempt to resolve it by an informal conference with their immediate supervisor.  An applicant for employment shall direct the complaint to the personnel department.

C.
Formal Levels

1.
Step 1

a.
Within twenty (20) days after the occurrence of the act or omission, or within twenty (20) days after the complainant knew or reasonably should have know of the act or omission giving rise to the complaint, the complainant must present such complaint in writing to the Superintendent or designee.


b.
This statement shall be a clear, concise statement of the complaint, the circumstances involved, the decision rendered at the informal conference, under B above, and the specific remedy sought.


c.
The Superintendent or designee shall communicate a decision to the complainant in writing within fifteen (15) days after receiving the complaint.  If the Superintendent or designee does not respond within the time limits, the complainant may appeal to the next step.


d.
Within the above time limits, either party may request a personal conference with the other party.
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2.
Step 2

a.
In the event that the complainant is not satisfied with the decision at Step 1, the complainant may request that the complaint be submitted to the Joint Board.  Such request must be in writing and filed within ten (10) days after receipt of the decision at Step 1 with the Superintendent.


b.
The Joint Board may schedule a conference to discuss the complaint.  The decision of the Joint Board shall be final. 

