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.  

 

 

The LMS Grievance Procedures were adapted from the By-Laws and Policies of ACSD#1 
(revision January 1, 2010) to reflect the governance structure of LMS. 
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Section I.  Handling Communications, Suggestions, and Complaints from the Public 
and from School Personnel.  
  
a.  Citizens' Complaints on Instructional Material. (see Appendix A)  
  
(1)  The School Director shall establish a systematic approach [ie. Individual meeting with 
complainant and sharing of “Guidelines for Adopting non-Montessori Materials” (see Appendix 
B)] to the handling of any citizen's complaint regarding material used in classroom instruction.  
When a complaint is filed against material or course of study that has been previously approved 
by the School Director, the material or course of study shall not be withdrawn from use. The 
material or course of study may or may not be removed depending on the outcome of the study 
committee's review.  The School Director shall have authority to determine the appropriateness 
of the selection and use of materials that have not been subject to LMS Board approval.  
  
(2)  The complaint should be referred to the School Director to resolve the conflict in the shortest 
time possible.  
  
(3)  The School Director shall meet with the complainant to clarify the reasons for the complaint 
and to attempt resolution.  
  
(4)  If the complaint is not resolved, the complainant may file a written complaint with the 
School Director using the form "Citizen's Complaint Regarding Material Used in Classroom 
Instruction" (see Appendix C). If more than one complaint is filed and the complaints are 
substantially alike, they shall be treated as one complaint as decided by School Director.   
  
(5) A copy of the written complaint shall be sent by the School Director who shall forward a 
copy to each LMS Board member.  
 
(6)  The School Director shall design a plan for resolving the conflict and send a copy of the plan 
to each LMS school board member.  The plan shall include forming a study committee 
consisting of the grievance committee, professional staff and/or community members.  All study 
committee proceedings shall be conducted according to Roberts Rules of Order and a quorum 
shall be required for any action(s).  Minutes of deliberations shall be kept.  The plan also shall 
include a schedule for conducting the study, informing the complainant(s), and reporting to the 
LMS Board.  
  
(7)  The plan shall be carried out in a timely manner; and upon completion of the study, the 
School Director shall meet with the complainant to explain the study committee's written 
findings.  
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(8)  Upon completion of the study, the study Committee's written report shall be referred to the 
LMS Board for review and action by the LMS Board.  The Board's action shall be binding until 
the next regularly scheduled in-depth study for that subject area.  
 
b.  Citizens' Complaints Regarding School Personnel. (See Appendix D) 
  
(1) Generally, complaints should be resolved at the first level (that is, as close to the source of 
the problem as possible).  The written complaint should go through the proper administrative 
steps, see flow chart, Appendix D.   
 
(2) If the citizen wishes to meet with the LMS Board, this meeting shall be at a regular, open 
meeting of the LMS Board under the agenda item "Audience and Communications." If the 
complainant has not gone through the proper administrative steps, the complainant will be made 
aware of the proper administrative steps and asked to utilize them. Any and all documents 
handed out at the LMS Board meeting are considered public documents. 
  
(3) The employee may request that the meeting be in executive session, and the LMS Board will 
consider the request.  
  
(4)  Complaints, other than complaints alleging violation of the law, which are not reported to the 
proper school authority within one year of the incident giving rise to the complaint will not be 
acted upon by the school. 
 
(5) Complaints made against ACSD#1 staff must follow the policies and procedures of ACSD#1.  
 
c.  Other Communications, Suggestions, or Complaints from the Public.  
  
These shall be submitted and resolved as close to the source as possible and follow appropriate 
administrative channels, see flow chart (Appendix D).   
  
d.  Communications, suggestions, and complaints from School Personnel.  
  
(1)  Communications, suggestions, and complaints from school-employed personnel shall follow 
appropriate channels--that is, those related to the employee's regular assignment.  In those 
instances where satisfactory adjustments cannot be made by the immediate supervisor, the 
School Director, the employee may submit the matter to the LMS Grievance Committee.    The 
employee is entitled to be accompanied by someone at the meetings.  The School Director, the 
Grievance Committee and the LMS Board (or designee) may request the presence of other 
persons at the meetings.  
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(2)  The following shall be the administrative procedures to implement the above Board policy:  
  
A complaint (or grievance) is defined as relating to interpretation, application, or enforcement of 
contract, law, LMS School policy or LMS Board policy.  A grievance does not include matters 
relating to an employee’s suspension or termination from employment with LMS.  
 
The employee wishing to present a complaint must meet with his or her immediate supervisor, 
the School Director, within 15 school calendar days after the employee has actual knowledge of 
the occurrence. The School Director and employee shall attempt to resolve the problem at this 
conference.   
 
If the complaint is not resolved, the employee, within five school calendar days may request a 
meeting with the Grievance Committee of the LMS Board by completing a Grievance Form 
(Appendix E) and forwarding this to the School Director. The School Director will forward 
copies to the Grievance Committee and inform the LMS Board Chair.   
 
The Grievance Committee of the LMS Board shall determine when it will meet with the 
employee to attempt to resolve the complaint.  The Grievance Committee of the LMS Board 
shall inform the employee regarding its written recommendation to the LMS Board.   
 
(3)  The Committee's written report shall be referred to the LMS Board for review and action by 
the LMS Board.  The Board's action shall be binding.  
 
(4)  If a school employee wished to present a communication, suggestion, or complaint that is not 
job-related and s/he is submitting it as a citizen and not an employee, then s/he should follow the 
process outlined under Citizens' Complaints Regarding School Personnel or Citizens' Complaints 
on Instructional Material.  
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Section II.  Employee Grievance Procedure 
 

1. Title IX Policies. 
 

a.   Sexual Discrimination in regards to school personnel 
 
When any person feels that he/she is the victim of sexually discriminatory practices by an LMS 
staff member who is neither the School Director nor Operations Manager, he/she may report the 
incident to any co-worker that they feel comfortable contacting.  Within two days of making 
such a report, the employee and co-worker must meet with the School Director, who shall advise 
the complaining party of the procedures to be followed for a full consideration of the complaint.  
These procedures shall consist of filing with the School Director,  a full written chronological 
history of the events leading up to and including the complaint.  Upon receiving the written 
chronology, the School Director shall furnish a copy of the complaint to all persons with direct, 
first-hand knowledge of the incident and request a similar chronologically-arranged written 
statement from them regarding the matter within five business days.   
 
When the documentation is complete, the Grievance Committee of the LMS Board shall 
schedule a meeting between the complainant and the otherinvolved party or parties, no later than 
five business days from receiving the written chronologies.  All persons with direct, first-hand 
knowledge of the incident shall be allowed to review all written chronologies submitted to the 
Grievance Committee.  The Grievance Committee shall attempt to determine what happened and 
how to resolve the matter in a manner satisfactory to all involved parties.   Following a 
satisfactory resolution of the matter, the Grievance Committee shall provide a written report of 
the incident and its resolution to the LMS Board within 14 days of its decision.  
  
Should the Grievance Committee fail to reach a satisfactory resolution of the complaint at the 
meeting of the Grievance Committee, the Grievance Committee shall, within five business days 
of its meeting, prepare and submit a written report to the LMS Board outlining the situation and 
containing a recommendation, made by a majority of Grievance Committee members, on how to 
resolve the matter.  The LMS Board shall hold an informal hearing on the matter within 14 days 
of receiving the Grievance Committee’s written report.  Any party to the complaint may appear 
before the LMS Board at the informal hearing to present their case. The LMS Board shall 
provide a written decision on the matter within thirty days of the informal hearing.  
 

b. Sexual Discrimination in regards to the School Director or Operations Manager 
 
When any person feels that he/she is the victim of sexually discriminatory practices by either the 
School Director or Operations Manager, he/she may report the incident to any co-worker that 
they feel comfortable contacting.  Within two days of making such a report, the complainant and 
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co-worker shall meet with a representative of the Grievance Committee who shall advise the 
complainant of procedures to be followed for a full consideration of the complaint.  These 
procedures shall consist of filing with the Grievance Committee representative a full written 
chronological history of the events leading up to and including the complaint.  Upon receiving 
the written chronology, the Grievance Committee representative shall furnish a copy of the 
complaint to all persons with direct, first-hand knowledge of the incident(s) and shall request a 
similar chronologically-arranged written statement from them regarding the matter within five 
business days.  Copies of all written chronologies shall be delivered immediately on receipt to 
the LMS Board Chair.  
 
When the written chronologies are complete, the Grievance Committee of the LMS Board shall 
schedule a meeting between the complainant and the other involved person(s), no later than five 
business days from receiving the written chronologies.  All persons with direct, first-hand 
knowledge of the incident shall be allowed to review all written chronologies submitted to the 
Grievance Committee.  The Grievance Committee shall attempt to determine what happened and 
how to resolve the matter in a manner satisfactory to all involved parties.   Following a 
satisfactory resolution of the matter, the Grievance Committee shall provide a written report of 
the incident and its resolution to the LMS Board within 14 days of its decision.  
 
Should the Grievance Committee fail to reach a satisfactory resolution of the complaint at the 
meeting of the Grievance Committee, the Grievance Committee shall, within five business days 
of its meeting, prepare and submit a written report to the LMS Board outlining the situation and 
containing a recommendation, made by a majority of Grievance Committee members, on how to 
resolve the matter.  The LMS Board shall hold an informal hearing on the matter within 14 days 
of receiving the Grievance Committee’s written report.  Any party to the complaint may appear 
before the LMS Board at the informal hearing to present their case. The LMS Board shall 
provide a written decision on the matter within thirty days of the informal hearing.  
     

c. Proceedings to be Kept Confidential and without Reprisals. 
 

All proceedings set for the in this Section II, Part 1, subparagraphs a. and b. shall be kept 
confidential at every level of the proceedings.  Any reprisals of any kind taken against the 
complainant or any participate in the grievance proceedings outlined above in subparagraphs a. 
and b. are strictly prohibited.  
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Section III.  Student Grievance Procedure 
In further conformity with Title IX, the following procedure will be used in reference to 
questions or complaints raised by students of the school dealing specifically with sex 
discrimination.  
  
a.  "Grievance" shall mean a complaint which has been filed by a student or by a student's parent, 
on the student's behalf, dealing specifically with Title IX.  Copies of the Title IX law will be 
made available to the complainant(s) by the School Director’s office.  Normal channels of 
communication, from student to teacher to administrator shall be used whenever reasonable, in 
seeking clarification of questions of concern to the student, before the grievance procedure shall 
be used.  
  
b.  The primary purpose of this procedure is to secure, at the earliest level possible, equitable 
solutions to a claim or a complaint if the claim is justifiable.  The proceedings shall be kept 
confidential at each level of this procedure.  
  
c.  The number of days indicated at each level shall be regarded as a maximum, and every effort 
shall be made to expedite the process.  However, the time limits specified may be extended by 
mutual agreement of the complainant and the administration.  In the event a complaint is filed on 
or after May 1, the time limits stated hereafter shall include all calendar days so that the matter 
may be solved before the close of the school term or as soon as possible thereafter.  
  
d.  When a student feels that he/she is the victim of sexually discriminatory practices, the student 
may contact her/his teacher, the person with whom the student has a complaint, or a school 
assigned Title IX coordinator.  If the complaint is not promptly resolved, the student may 
continue as outlined below.  
  
e.  Present a formal claim in writing (including all supporting statements and evidence) to the 
Grievance Committee of the LMS Board as soon as reasonably possible.  A representative may 
accompany the complainant or the parent if desired.  The Grievance Committee of the LMS 
Board shall conduct a conference with all parties with direct, first-hand knowledge of the 
incident(s).  Within ten (10) school days after receiving the written complaint, a written decision 
by the Grievance Committee of the LMS Board shall be delivered to the complainant stating all 
the supporting reasons and evidence leading to that decision.  
  
f.  If the complainant deems it desirable to carry the complaint beyond the decision reached in 
subparagraph e. above, the student may, within ten (10) school days, file a complaint with the 
LMS Board.  The LMS Board may ask the complainant to appear before them in executive 
session.  The LMS Board shall make a final determination within thirty (30) calendar days of 
receiving the complaint.  
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g.  In subparagraphs d., e., and f. above, the complainant and all others with direct, first-hand 
knowledge of the incident(s), shall be given the opportunity to be present and to be heard.  All 
decisions of the LMS Board shall be issued in writing and shall include supporting reasons.  
Copies of all decisions and recommendations shall be furnished promptly to all parties involved.  
  
h.  Students with grievances covered by laws enforced by the Office of Civil Rights have the 
option of filing a complaint with the Office for Civil Rights at the State or Regional level.  
  
i.  No reprisal of any kind shall be taken by or against the complainant or participant(s), by 
reason of such participation, in the grievance procedure. 
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Appendix A: Flow Chart for Grievance Procedures 
Re: Instructional Material 

Laramie Montessori School 

 

Pre-grievance 
Steps  

•Meet with School Director to discuss complaint, discuss Guidelines for Adopting non-Montessori 
Materials and attempt resolution.  

Grievance is 
recieved  

•Contact School Office for Grievance Form (Citizen's Complaint regarding Material Used in 
Classroom Instruction) and start the process which is confidential 
•Form is given to School Director 
•School Director forwards a copy to LMS Board and Grievance Cmmittee 

Fact Finding/ 
Meetings 

• School Director forms a Study Committee consisting of grievance committee, professional staff 
and/or community member.  
• School Director formulates a plan, a copy of which is shared with LMS Board.  
• The study committee conducts studies and hold meetings. 

Resolution 

• Study Committee provides written findings to the LMS Board, at the regular board meeting.  
•If the seriousness of the findings warrants it, based on opinion of Grievance Committee Chair, a 
special meeting is scheduled. 
•School Director meets with the complainant to explain the findings of the Study Committee.  

Appeal 

 
•If one of the parties does not like the recommendation of the Study Committee, appeal is made to 

the Board  who will have all the written documentation. Process to follow mirrors Step 3 and 4 
with the LMS Board in place of the Study Committee. 
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Appendix B: Guidelines for Adopting non-Montessori Materials: 

Is there a need for a supplementary material? Upon what data is this need based? Please describe.  

 

 

 

 

Does the supplementary material take the place of a Montessori material? If so, why is it more 
advantageous to use this non-Montessori material?  

 

 

 

Does the supplementary material provide an opportunity for control of error inherent in the material so 
students can check themselves?  

 

 

 

Does the supplementary material allow students to go at their own pace?  

 

 

Is the supplementary material student-directed or teacher-directed? If teacher-directed, explain how 
the implementation will impact the Montessori curriculum.  
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Appendix C: Grievance Form 

Citizen Complaint Regarding Material Used in Classroom Instruction 

 

 

 

Name:   
 
 

Address:  
 
 

  
 
 

Home Phone:  
 

Work Phone:  
 

Cell Phone:  
 

Email:   
 

Best way to 
Contact: 

 

 

* A copy of this complaint shall be provided to all of the parties involved.  

 

Our mission is to support the development of the 
whole child through an authentic Montessori 
environment that honors the child’s intrinsic 
motivation to learn and supports each individual’s 
unique intellectual, physical, social and emotional 
development.  



   1/15/2014 
 

Specific Complaint (Please include all important information such as location, names, dates, who was 
present, to whom it was reported.):  

 

 

 

 

 

 

 

 

 

Have you had a conference with the LMS staff involved?  
Check one or more and indicate date and time. 
 
___ Yes  Telephone: ________________  Conference / In-person: : _________________ 

 

___ No If no, when would you be available to have a conference with the employee and/or 
administration?  

Date(s): ____________________________ Time(s): ___________________________________ 

Have you had a conference with the LMS School Director?  
Check one or more and indicate date and time. 
 

___ Yes  Telephone: ________________  Conference / In-Person: _________________ 

 

___ No If no, when would you be available to have a conference with the employee and 
administration?  

Date(s): ____________________________ Time(s): ___________________________________ 
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Describe in detail the collaborative efforts LMS teachers and staff may target to remedy the situation.   

 

 

 

 

 

 

What action or suggestions do you have to remedy the situation?  

 

 

 

 

 

 

I acknowledge receipt of Laramie Montessori School’s Grievance Procedures.  

 

___________________________________         ____________________________________ 

Complainant   Date   Complainant (optional)   Date 

 

TO BE COMPLETED BY GRIEVANCE COMMITTEE CHAIR 

Date Received:  ___________________________ By: ___________________________ 

Date Resolved: __________________________  

 

Date conveyed to Board Chair & Director: ___________________________ 
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Appendix D: Flow Chart for Grievance Procedures 

Laramie Montessori School 

 

Pre-Grievance 
Steps 

•Meet with LMS employee to attempt resolution 
•Meet with LMS employee and/or LMS Director to attempt resolution 

Grievance is 
recieved  

•Contact School Office for Grievance Form and start the process which is confidential 
•Form is given to School Director, sealed in an envelope 
•School Director gives sealed envelope to Chair of the Grievance Committee 
•Grievance Commitee notifies LMS Board Chair that a grievance has been received.  
•Form / letter is copied and given to Director and other parties involved. School Director and other parties are 

given time to create a written response.  

Fact Finding/ 
Meetings 

• Grievance committee members, aggrieved party and school personnel involved read forms/letters 
• Meeting is held with both sides present to listen and ask questions.  
•Grievance committee members listen or mediate based on need 

Resolution 

• Resolution and move forward 
• If no resolution is found, Grievance Committee provides a written recommendation to the LMS Board, at the 

regular board meeting.  
•If the seriousness of the grievance and/or recommendation, based on opinion of Grievance Committee 

Chair, warrants an immediate action, a special meeting is scheduled. 

Appeal 

 
•If one of the parties does not like the recommendation of the Grievance Committee, appeal is made to the 

Board  who will have all the written documentation. Process to follow mirrors Step 3 and 4 with the LMS 
Board in place of the Grievance Committee. 
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Appendix E: Grievance Form 

 

 * A copy of this complaint shall be provided to all of the parties involved. 

Name:   
 
 

Address:  
 
 

  
 

Home Phone:  
 

Work Phone:  
 

Cell Phone:  
 

Email:   
 

Best way to 
Contact: 

 

 

General Areas of Concern: Please circle all that apply (below are some broad examples). 

Issues with Curriculum     Issues with Student Behaviors 

Issues with School Policies    Issues with Communication (or lack thereof) 

Issues with Student Support    Issues with teacher/staff performance 

 

Specific Complaint (Please include all important information such as location, names, dates, who was 
present, to whom it was reported.):  

Our mission is to support the development of the 
whole child through an authentic Montessori 
environment that honors the child’s intrinsic 
motivation to learn and supports each individual’s 
unique intellectual, physical, social and emotional 
development.  
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Have you had a conference with the LMS staff involved? 
(Check one or more and indicate date and time.) 
 
___ Yes  Telephone: ________________  Conference / In-person: : _________________ 

 

___ No If no, when would you be available to have a conference with the employee and/or 
administration?  

Date(s): ____________________________ Time(s): ___________________________________ 

Have you had a conference with the LMS School Director?  
(Check one or more and indicate date and time. 
 
___ Yes  Telephone: ________________  Conference / In-Person: _________________ 

 

___ No If no, when would you be available to have a conference with the employee and 
administration?  

Date(s): ____________________________ Time(s): ___________________________________ 

 

 

Describe in detail the collaborative efforts LMS teachers and staff may target to remedy the situation.   
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What action or suggestions do you have to remedy the situation?  

 

 

 

 

 

 

 

I acknowledge receipt of Laramie Montessori School’s Grievance Procedures.  

 

___________________________________         ____________________________________ 

Complainant   Date   Complainant (optional)   Date 

 

TO BE COMPLETED BY GRIEVANCE COMMITTEE CHAIR 

Date Received:  ___________________________ By: ___________________________ 

Date Resolved: __________________________  

Date conveyed to Board Chair & Director: ___________________________ 
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