EXPLANATION: THE “EVERY STUDENT SUCCEEDS ACT OF 2015 (P. L. 114-95)” INCLUDES AREAS THAT WILL NEED TO BE CONSIDERED WHEN A DISTRICT DEVELOPS ITS DISTRICT IMPROVEMENT PLAN.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

EXPLANATION: THE KDLA RECORDS RETENTION SCHEDULE NOW REQUIRES DISTRICT IMPROVEMENT PLANS TO BE RETAINED PERMANENTLY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION
AB01.111 AP.2

District Planning Committee

Process Guidelines

Consistent with requirements of 703 KAR 5:225 and ESSA, the Committee shall:

1. Identify data to be collected and analyzed to determine causes and contributing factors, which must include an annual review of disaggregated student assessment data and a standards-based process for measuring organizational effectiveness.

2. Review gap targets established by the Board.

3. Conduct a needs assessment that includes, but is not limited to:

· A description of the data reviewed and process used to develop the needs assessment;

· A review of the previous plan and its implementation to inform development of the new plan; and

· Perception data gathered from the administration of a valid and reliable measure of teaching and learning conditions.
· 
· 
4. Use the reporting structure required by Kentucky Administrative Regulation.

5. Summarize information for community review.

6. Schedule a public meeting at which the information is discussed by various stakeholders (Board and council members, students, District staff, and citizens).

7. Conduct required implementation and impact checks each year to evaluate plan activities and achievement of plan goals and objectives, with results to be reported to the Board.

The Committee also shall provide information and updates, as directed by the Superintendent/designee, to promote communication and coordination between the District Planning Committee and school councils.

8. Schedule a review and update of the plan at least once a year.
POWERS AND DUTIES OF THE BOARD OF EDUCATION
AB01.111 AP.2

(Continued)
District Planning Committee

Process Guidelines (continued)
9. Submit updated plan to Superintendent and Board, school staff, school councils, and the community for review and comment as directed by Policy 01.111.

10. Post updated plan on the District website no later than June 30 each year.
11. Maintain copies of the plan permanently and other documentation to illustrate compliance with state and federal requirements.
The format of the District plan shall be consistent with parameters set forth in the Adaptive System of School Improvement Support Tools (ASSIST) platform.
     
     
EXPLANATION: NEW FMLA CERTIFICATION FORM FOR USE WHEN AN EMPLOYEE REQUESTS MILITARY CAREGIVER LEAVE.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED 

PERSONNEL
$03.12322 AP.1

- Certified Personnel -

Family and Medical Leave Compliance

Required Notices

As required by law, the District shall post information and distribute notices using documents prepared by the United States Department of Labor (DOL) to implement the federal Family and Medical Leave Act. The FMLA poster provided by the DOL must be displayed in a conspicuous place at all locations where employees and applicants for employment can see it, including those work locations to which no eligible employees are assigned.

Posters, notices to provide to employees, and designated forms may be downloaded from the following (DOL) web site:

http://www.dol.gov/dol/topic/benefits-leave/fmla.htm
These include the following:

· FMLA Poster (PDF) - http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
· WH-380-E Certification of Health Care Provider for Employee’s Serious Health Condition - http://www.dol.gov/whd/forms/WH-380-E.pdf
· WH-380-F Certification of Health Care Provider for Family Member’s Serious Health Condition - http://www.dol.gov/whd/forms/WH-380-F.pdf
· WH-381 Notice of Eligibility and Rights & Responsibilities - http://www.dol.gov/whd/forms/WH-381.pdf
· WH-382 Designation Notice - http://www.dol.gov/whd/forms/WH-382.pdf
· WH-384 Certification of Qualifying Exigency for Military Family Leave - http://www.dol.gov/whd/forms/WH-384.pdf
· WH-385 Certification for Serious Injury or Illness of Covered Servicemember - http://www.dol.gov/whd/forms/WH-385.pdf
· WH-385-V Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave - https://www.dol.gov/whd/forms/wh385V.pdf

     
     
explanation: as needed to qualify for a federal title iv grant, Districts must conduct a needs assessment to identify areas of need outlined in the every student succeeds act of 2015 (p.l. 114-95).

financial implications: none anticipated

FISCAL MANAGEMENT
$04.1 AP.1

Needs Assessment

School Needs Assessment

By the end of the second month of the school year, each site administrator shall conduct and submit to the Superintendent a needs assessment. In SBDM schools the administrator shall conduct the assessment at the direction of the council.

If the school has developed a strategic plan or improvement plan, items identified in those plans should help determine needs. As the school develops its improvement plan, as outlined by the Department of Education, the needs assessment will assist in determining the contents of that plan.

Guidelines for School Assessments

The annual needs assessment shall identify existing programs, strengths of the school, and where needs exist. Examples of needs to be addressed are:

1. Instructional program

2. Student support services (counselors, music teachers, etc.)

3. Major equipment (science, technology, etc.)

4. Major maintenance (roof, heating and cooling, painting, door replacement, etc.)

Documents to be Reviewed

In preparing the District needs assessment, the Superintendent shall include a review of pertinent information, including but not limited to:

· Student academic assessment results (state-mandated tests, AP scores, nationally normed tests, SAT, ACT, etc.)

· Student noncognitive variables (attendance, drop-out rates, retention rates, etc.)

· District strategic plan or recommendations from the District’s long-range plan

· Goals and objectives established by the Board and those set out in statute

· Needs assessments of individual schools

· Capital outlay needs of the District, including major maintenance needs

· Personnel salaries (Specific salary increases should not be included in the needs assessment.)

· Recommendations of accrediting associations such as the Southern Association for Elementary and Secondary Schools

· Staffing levels (The needs assessment should review staffing and programs included or funded in the schools’ and District budgets.)

FISCAL MANAGEMENT
$04.1 AP.1


(Continued)

Needs Assessment

Presentation to the Board

By December 1 the Superintendent shall have completed the District needs assessment, tabulated the results, and presented a summary report to the Board for its review and utilization in developing budget priorities. The report shall include the estimated cost for each item, and costs shall be within the revenues available to the District.

The Superintendent, at his/her discretion, may involve a committee to assist in development of the District needs assessment.

District Needs Assessment (ESSA Title IV)
As needed to qualify for a federal Title IV grant, the District needs assessment must be conducted once every three (3) years as specified in Every Student Succeeds Act of 2015 (ESSA). The needs assessment shall be done with input from stakeholders, including, but not limited to: parents, teachers, principals, school and community leaders, local government representatives, and others with relevant and demonstrated expertise in the area. The assessment shall examine needs for improvement of the following:
1. Access to, and opportunities for, a well-rounded education for all students;
2. School conditions for student learning in order to create a healthy and safe school environment; and
3. Access to personalized learning experiences supported by technology and professional development for the effective use of data and technology.
Reference:

20 U.S.C. § 7116(d)
     
     
EXPLANATION: THERE IS NO REQUIREMENT FOR SCHOOL DISTRICTS TO PROVIDE CHILD SAFETY RESTRAINT SYSTEMS ON BUSES FOR PRESCHOOL STUDENTS UNLESS THEY ARE PROVIDING DISTRICT TRANSPORTATION TO A HEAD START PROGRAM. 

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

TRANSPORTATION
K06.32 AP.1

Eligibility for Transportation

Students With Disabilities

The need for special transportation for students with disabilities must be determined by the ARC or Section 504 Team and stated in the student’s Individual Education Plan (IEP) or Section 504 Plan.

Career and Technical Students

High school students attending an area career and technical school or extension center are eligible to be transported from the high school to the career and technical school. Transportation will be provided by the District in accordance with state regulations.

Distance Limitations

Three (3)- and (4)-year-old preschool children and students with disabilities are not required to meet the distance specifications in Policy 06.32 to be eligible for school transportation.

Preschool Transportation


When the parent/guardian, or a person authorized by the parent/guardian to accept the child, is not present upon midday or afternoon delivery, the child shall be returned to the school upon completion of the route. The parent/guardian shall be notified of the child’s location and shall be responsible for pick up.

Upon the third (3rd) time the assigned adult is not present to receive the child, the parent(s)/guardian will be requested to provide transportation for the child.

Children in Foster Care

The Superintendent will appoint a Point of Contact (POC) to coordinate activities relating to the District’s provision of services to children placed in foster care, including transportation services, when the District is notified by the Cabinet for Health and Family Services in writing that the Cabinet has designated its foster care POC for the District. The Superintendent may appoint the District POC prior to such notice from the Cabinet.

The District will collaborate with the Cabinet when transportation is required to maintain children placed in foster care in a school of origin outside their usual attendance area or District when in the best interest of the student. Under the supervision of the Superintendent/designee, the District POC will invite appropriate District officials, the Cabinet POC, and officials from other districts or agencies to consider how such transportation is to be promptly arranged and funded in a cost effective manner. The arrangement and funding will be in accordance with the Cabinet’s authority to use child welfare funding when required to maintain children in foster care in their school of origin when in the best interest of the student.
TRANSPORTATION
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(Continued)

Eligibility for Transportation

Children in Foster Care (Continued)

If there are additional costs to be incurred in providing transportation to maintain a student in the school of origin, the District will provide transportation to such school if:

· The Cabinet agrees to reimburse the District for the cost of such transportation;

· The District agrees to pay for the cost of such transportation; or

· The District and the Cabinet agree to share the cost of such transportation.

Definitions

“Foster Care” means 24-hour care for children placed away from their parents, guardians, or person exercising custodial control or supervision and for whom the Cabinet has placement care and responsibility. 

“School of origin” means the school in which a child is enrolled at the time of placement in foster care.

While “Best Interest” is not defined in ESSA, that determination shall take into account all relevant factors, including consideration of the appropriateness of the current educational setting, and the proximity to the school in which the child is enrolled at the time of foster care placement.1
References:

1Non-Regulatory Guidance: Ensuring Educational Stability for Children in Foster Care
 KRS 605.120

 922 KAR 1:350

 42 U.S.C. § 675(4)(A)

 20 U.S.C. § 6311(g)(1)(E)

 20 U.S.C. § 6312(c)(5)

 P. L. 114-95, (Every Student Succeeds Act of 2015)

     
     
EXPLANATION: THIS IS TO CLARIFY THE PROCESS FOR PARENTS TO FOLLOW TO REQUEST SPECIAL DIETARY SERVICES FOR THEIR CHILD AND OUTLINES DISTRICT RESPONSIBILITIES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

SUPPORT SERVICES
$07.1 AP.11

Food Allergies and Special Dietary Needs

The District School Nutrition Program shall provide modified menus or food preparation for students as required by their individual education plan (IEP), Section 504 plan, or health plan.

The District School Nutrition Program shall be informed of any student who is unable to consume the meals normally served at the school in which s/he is enrolled.
Nutrition Program services shall provide for substitution of food items based on child-specific medical guidance.
Parent Responsibilities
Parents requesting dietary accommodations for their child shall:
1. Notify the school principal of any food allergy or special dietary need related to a disabling condition or medical necessity.

2. Provide a written statement containing medical information from a medical authority  authorized to practice within the State of Kentucky as noted in the student’s IEP, 504 plan or health plan.

3. Provide updated medical information as requested by the District.

4. Participate in any meetings or discussions regarding the student’s meal plan.

5. Notify the school of any changes relating to the food allergy or special dietary need.

School Site Responsibilities

1. Inform school nutrition personnel who to notify when they receive a request from a parent or student for accommodations related to food allergies.
2. Identify children requiring special dietary modifications

3. Refer a student with known or suspected special dietary needs for special services as required by law and shall notify the Special Education Director, Section 504 Coordinator, school nurse or health services assistant, as appropriate, given the nature of the medical requirement or disabling condition known or suspected.

4. Make staff and the student aware of precautions needed related to field trips, classroom parties, allergy alert identification, intervention strategies, and other issues necessary to promote student safety.

5. Communicate plan requirements to all potential plan implementers, such as designated School Nutrition staff, the student’s teachers, etc.

6. Monitor and update the IEP, Section 504 plan, or health plan as needed.
Food & Nutrition Services Responsibilities
1. Provide food item services and/or substitutions for students based on medical need. Menus will not be modified based on personal preference.

2. Provide training to school nutrition personnel on how to react to food allergies and food-related emergencies and how to modify menus.

3. Maintain special dietary information on each student identified as having special dietary needs and update this information as needed.

     
     
EXPLANATION: THE “EVERY STUDENT SUCCEEDS ACT OF 2015 (P. L. 114-95)” REQUIRES DISTRICTS TO NOTIFY PARENTS OF THEIR RIGHT TO REQUEST AND RECEIVE INFORMATION REGARDING STATE OR DISTRICT ASSESSMENT POLICIES. 

FINANCIAL IMPLICATIONS: COST OF PROVIDING NOTICES

CURRICULUM AND INSTRUCTION
$08.222 AP.21

ESSA Assessment Notification
Annual Notification - Option to Request Assessment Information

To: ______________________________________________________________________________

Parent’s Name
FROM:___________________________________________________________________________

School Name
rEGARDING: ____________________________________________________________________

Student’s Name 
DATE:____________________
GRADE:_______________________________
Dear Parent/Guardian,
Because our District receives federal funds for Title I programs as a part of the Every Student Succeeds Act (ESSA), you may request information addressing any State or District policy regarding student participation in any assessments mandated by ESSA, by the State or District. If you would like to request this information, please contact _____________________________ by phone at ___________________________ or by e-mail at __________________________. 

Sincerely, _________________________________
Principal/designee
     
     
explanation: the “every student succeeds act of 2015 (P. L. 114-95)” and McKinney-Vento Act require districts to eliminate barriers to the IMMEDIATE ADMISSION of homeless youth and foster children. the district is to work with the local child welfare agency and/or other agencies to obtain any necessary enrollment documentation after the student is enrolled.

FINANCIAL implications: none anticipated

STUDENTS
$09.12 AP.1

Student Enrollment and Homeless/Immigration Status

Immigrant Status

The Principal/designee shall notify school staff that a student’s right to enrollment does not depend on his/her or the parent/guardian’s immigration status.

School personnel should not engage in any practice that would inhibit or discourage an unauthorized alien student or any other student from attending.

Homeless Students

The term “homeless” shall refer to children and youths who lack a fixed, regular and adequate nighttime residence and includes those that are:

1. Sharing the housing of other persons due to loss of housing, economic hardship or a similar reason;

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative adequate accommodations;

3. Living in emergency or transitional shelters;

4. Abandoned in hospitals;

5. Residing in a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings;

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations or similar settings; and/or

7. Migratory children who are living in the previously described circumstances.
Guidelines for Enrollment

1. In general, only minimal information, such as name and age, can be required to enroll any student in school.
2. Types of reliable proof of a student’s identity and age may include, but are not be limited to: 

· Passport

· Military identification or immigration card

· Baptismal certificate

· Copy of the record of baptism that has been notarized or duly certified and reflects the date of the student’s birth

· Any religious record authorized by a religious official

· Recording of the student’s name and birth in a family Bible or other religious text

STUDENTS
$09.12 AP.1


(Continued)

Student Enrollment and Homeless/Immigration Status

Guidelines for Enrollment (continued)

· Notarized statement from the parents or another relative or guardian as to the date of the student’s birth

· Prior school record indicating the date of the student’s birth

· Driver’s license or learner’s permit

· Adoption record

· Affidavit of identity and age 

· Any government document or court record reflecting the date of the student’s birth

· Oral proof when the native language of a parent or guardian is not a written language.

3. A student’s exact date of birth (month, day and year) is not required for initial enrollment.
4. When a student is an unaccompanied homeless youth, appropriate staff of emergency shelters, transitional shelters, independent living programs and street outreach programs may offer proof of age and identity of a student for initial enrollment purposes.
5. The District homeless student coordinator shall work with the local child welfare agency, the school last attended, or other relevant agencies to obtain essential records that are not in existence so that enrollment shall not be delayed or denied.
6. To the extent possible, the District homeless student coordinator shall attempt to provide required notices to non-English speaking parents via written language understandable to the general public and in the native language or other mode of communication of the parent with documentation of the attempt. If the native language of the parent is not a written language, the coordinator should take steps to ensure that the notice is translated orally or by other means so that the parent understands the content of the notice and that there is written evidence of the translation to the extent possible with documentation of the attempt.
     
     
EXPLANATION: THE BOARD MAY DESIGNATE A STUDENT’S ADDRESS AS DIRECTORY INFORMATION UNDER FERPA; HOWEVER, UNDER THE MCKINNEY-VENTO ACT, INFORMATION REGARDING A STUDENT’S LIVING SITUATION IS NOT CONSIDERED DIRECTORY INFORMATION. AS A RESULT, INFORMATION ABOUT A STUDENT’S LIVING SITUATION MUST BE PROVIDED THE SAME PROTECTIONS AS OTHER NON-DIRECTORY, PERSONALLY IDENTIFIABLE INFORMATION (PII) CONTAINED IN STUDENT EDUCATION RECORDS UNDER FERPA.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS
AP09.14 AP.12

Student Directory Information Notification

Consistent with the Family Educational Rights and Privacy Act (FERPA), parents (or students 18 or older) may direct the District not to disclose directory information listed below. We are required to disclose a student’s name, address, and telephone listing at the request of Armed Forces recruiters or institutions of higher education, unless a parent or student who has reached age 18, requests that this information not be disclosed. Information about the living situation of a homeless student is not considered directory information.
_______________________
Date

Dear Parent/Eligible Student,

This letter informs you of your right to direct the District to withhold release of student directory information for _______________________________________________. Following is a list of items that the District considers 

Student’s Name
student directory information. If you wish information to be withheld, please choose one (1) of the two (2) options below in both Sections I and II. Choose Option 1 if the District may not release any item of directory information; Option 2, if the District may release only selected items of information. Then check those items that may be released. Please be advised that parents cannot prevent the school from using directory information on District-issued ID cards or badges.
If we receive no response within thirty (30) days of the date of this letter, all student directory information will be subject to release without your consent. If you return this signed form on time, we will withhold the directory information consistent with your written directions, unless disclosure is otherwise required or permitted by law. Once there has been an opt-out of directory information disclosure, the District will continue to honor that opt-out until the parent or the eligible student rescinds it, even after the student is no longer in attendance.
	Student Directory Information Listing

	Section I

Release to Third Parties other than Armed Forces Recruiters and Institutions of Higher Education
(Parent or student who has reached age 18 may sign below to direct the District to withhold information in this section.)
	Section II

Armed Forces Recruiters & Institutions of Higher Education

(Parent or student who has reached age 18 may sign below to direct the District to withhold information in this section.)

	Choose one of the Options below:

( Option 1: The District MAY NOT RELEASE ANY information listed below.

( Option 2: The District MAY RELEASE ONLY the information checked below.
	Choose one of the Options below:

( Option 1: The District MAY NOT RELEASE ANY information listed below.

( Option 2: The District MAY RELEASE ONLY the information below.

	If you choose Option 2, check the item(s) of information listed below that the District may release.
	

	( Student’s name

( Student’s address

( Student’s school email address ( Student’s telephone number

( Student’s date and place of birth

( Student’s major field of study

( Information about the student’s participation in officially recognized activities and sports
	( Student’s weight and height (if a member of an athletic team)

( Student’s dates of attendance

( Degrees, honors and awards the student has received

( Student’s photograph/picture

( Most recent educational institution attended by the student

( Grade level
	· Student’s name

· Student’s address

· Student’s telephone number (if listed)


NOTE: If directed to withhold a student’s name, grade level, or photograph, THAT information will not be included in any school OR DISTRICT publication released to the public. a Parent wishing to permit SUCH information about his/her child (name, picture, etc.) to be included in a school or district publication (yearbook, sports program, etc.) that is sold for fund-raising purposes must provide written consent for such purposes.

_________________________________________________
__________________

Parent/Student Signature
Date

     
     
EXPLANATION: CONSIDER REMOVING “SCHOOL ATHLETICS” FROM FEE WAIVER EXAMPLE TO CLARIFY WAIVERS DON’T APPLY TO EXTRACURRICULAR ACTIVITIES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

EXPLANATION: 702 KAR 3:220 REQUIRES ALL DISTRICTS HAVE PROCEDURES IN PLACE FOR STUDENTS TO APPLY FOR WAIVER OF FEES. THIS DOCUMENT IS BEING SENT AS AN OPTION TO MEET THAT REQUIREMENT.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS
$09.15 AP.21

Application for Waiver of Fees

	Student’s Name ______________________________ ____________________ __________________


Last Name
First Name
Middle Initial
Student’s Address __________________________________________ _________ _____________


City
State
ZIP Code
Student’s Age ______ Date of Birth _______ Sex _______ Student’s Phone Number __________
School ___________________ Grade _______ Homeroom/Classroom ____________________


Name of Parent/Guardian _______________________________________________________________

Address of Parent/Guardian _____________________________________________________________

Home Telephone __________________
If none, number of nearest neighbor ____________________

In the chart below, list the Name, Birthdate, School, and Grade for all other children in the home:

	Name
	Birthdate
	Grade
	School Attending

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment Status of Parent/Guardian:

Mother:
( Employed
( Unemployed

Employer’s Name ____________________________ Address ____________________
Father:
( Employed
( Unemployed

Employer’s Name ____________________________ Address ____________________

Gross Family Income from last Income Tax Return ________________________

1. Is the family presently receiving or eligible to receive any type of financial aid from the Kentucky Cabinet for Health & Family Services? 
( YES
( NO

2. If your child is granted free/reduced price meal status, do you grant permission for school food service personnel to disclose that information to the following District personnel for the sole purpose of determining if your child is eligible for a fee waiver for such activities as textbook rental and field trip fees, etc.?

· School administrators

· Other District personnel, such as activity sponsors, who do not otherwise have access to information in connection with the School Nutrition program.
( YES
( NO
STUDENTS
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(Continued)

Application for Waiver of Fees

3. If your child is eligible under the Community Eligibility Provision (CEP), do you grant permission for the FRAM coordinator to disclose that information to the following District personnel for the sole purpose of determining if your child is eligible for a fee waiver for such activities as textbook rental and school athletic and field trip fees, etc.?

· School administrators

· Other District personnel, such as activity sponsors, who do not otherwise have access to information in connection with the Community Eligibility Provision.
( YES
( NO
· Failure to sign this consent statement will not affect your child’s eligibility or participation for the program.

· The recipient will be required to maintain confidentiality of the information.

Comments: ___________________________________________________________________________

_________________________________________________________
__________________________


Parent/Guardian’s Signature
Date

Application ( approved
( denied ____________________________________ _________


Central Office Designee’s Signature
Date

     
     
EXPLANATION: THE OFFICE OF CIVIL RIGHTS REQUIRES DISTRICTS TO HAVE A COMPLAINT PROCESS REGARDING WEBSITE ACCESSIBILITY. THIS NEW FORM MEETS THAT REQUIREMENT.

FINANCIAL IMPLICATIONS: PRINTING COSTS

COMMUNITY RELATIONS
$10.5 AP.24
Website Accessibility Complaint and Grievance Form

Date of Complaint/Grievance:________________________

Complainant Name:__________________________________________________________


(Please Print)

Address:_____________________________________________________________________

Email:_______________________________________________________________________

Phone:_________________
_______________________
_______________________

Website address (or location) of accessibility problem:_______________________

_____________________________________________________________________________

Description of the problem encountered: _____________________________________

_____________________________________________________________________________

Solution desired: ____________________________________________________________

Signature:___________________________________________________________________
Thank you for bringing this matter to the District’s attention. You may be contacted if more information is needed to process your complaint/grievance. The investigation process is typically completed within fifteen (15) working days from the date it was received.

The complaint or grievance will be investigated by the Superintendent/designee. The complainant shall be contacted no later than five (5) working days following the date the District receives the information. The procedures to be followed are:

· An investigation of the complaint shall be completed within fifteen (15) working days. Extension of the time line may only be approved by the Superintendent.
· The investigator shall prepare a written report of the findings and conclusions within five (5) working days of the completion of the investigation.
· The investigator shall contact the complainant upon conclusion of the investigation to discuss the findings and conclusions and actions to be taken as a result of the investigation.
A record of each complaint and grievance shall be maintained at the District office. The record shall include a copy of the complaint or grievance filed, report of findings from the investigation, and the disposition of the matter.
     
     
