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I. Purpose
The Eastern North Carolina School for the Deaf (ENCSD) is committed to providing a fair, prompt, and accessible process for resolving concerns and grievances brought forth by employees.
Consistent with federal and state law, ENCSD ensures that all individuals, including those who are deaf, hard of hearing, or have other disabilities, can fully and meaningfully participate in the grievance process.  ENCSD will provide appropriate accommodations under the Americans with Disabilities Act (ADA), Section 504 of the Rehabilitation Act, and other applicable laws.
This policy outlines the procedures for filing, reviewing, and resolving grievances regarding school operations, personnel, programs, services, or alleged violations of legal rights.
This policy applies to all employees and applicants for employment with ENCSD.
This policy does not supersede procedures specifically established for the investigation of complaints under Title IX, bullying/harassment laws, discrimination laws, child abuse reporting laws, or other legally mandated complaint process.  When a complaint falls within a specialized procedure, ENCSD will route it accordingly and notify the complainant.

II. Definitions
· Grievance:
A formal written complaint alleging a violation of law, policy, procedure, or practice; unfair treatment; discrimination; or other concern involving ENCSD operations, personnel, or services.
· Complainant:
The individual or group submitting a grievance. This may include employees, applicants, students, parents/guardian, or community members.
· Respondent:
The individual, department, or entity alleged to have caused or contributed to the concern raised in the grievance.
· Days
School days unless otherwise specified.  When deadlines fall on weekends, holidays, or school closures, the deadline extends to the next business day.

III. General Principles
1. Accessibility
ENCSD will ensure that grievance procedures are accessible to all stakeholders.  Upon request, ENCSD will provide ADA accommodations, including interpretation and translation as needed.
2. Non-Retaliation
ENCSD prohibits retaliation against any individual who submits a grievance, participates in a grievance process, or supports another complainant.
3. Timeliness and Efficiency
ENCSD strives to address concerns promptly and equitably.  All grievances should be submitted as soon as possible following the event giving rise to concern.
4. Informal Resolution Encouraged
When appropriate, parties are encouraged to resolve concerns through informal dialogue with the administrator or staff member most closely connected to the issue. Informal resolution is not required for complaints involving discrimination, harassment, safety concerns, or alleged violations of the law.
5. Confidentiality
ENCSD will maintain confidentiality as allowed by law; however, absolute confidentiality cannot be guaranteed.

IV. Grievance Procedures
A. Level 1 - Informal Resolution
1. The complainant is encouraged to discuss the concern with the staff member or immediate supervisor.  If the complaint pertains to the supervisor the complainant should go to Human Resources.
2. If the complainant requires ADA accommodations, ENCSD will provide them at no cost.
3. The staff member or administrator will attempt to resolve the concern within five (5) days.
B. Level 2 - Formal Written Grievance
If the matter is not resolved informally, or if the complainant chooses to file a formal grievance immediately:
1. The complainant submits a written grievance to the ENCSD Human Resources Department.
2. The written grievance must include:
· Name and contact information of the complainant
· Description of the concern
· Date(s) of the event(s)
· Names of individuals involved
· Requested remedy or resolution
· Any ADA accommodations needed
3. Human Resources will acknowledge receipt within three (3) days.
4. Human Resources will conduct an investigation, which may include interviewing individuals, reviewing documents, or gathering other relevant information.
5. A written response will be provided to the complainant within fifteen (15) days.
C. Level 3 - Appeal to the Superintendent
If the complainant is dissatisfied with the level 2 decision:
1. An appeal may be filed with the Superintendent within five (5) days of receiving the Level 2 decision.
2. The superintendent/designee will review the record, may conduct additional investigation, and may meet with the complainant if appropriate or requested (with ADA accommodations provided as needed).
3. The superintendent/designee will issue a written decision within fifteen (15) days.
D. Level 4 – Appeal to the ENCSD Board of Trustees
The complainant may appeal the Superintendent’s decision to the ENCSD Board of only with the grievance alleges:
· A violation of law or state/federal regulations
· A violation of board policy
· Unfair or discriminatory treatment
· A matter significantly affecting the safety, rights, or access of students or staff
Procedure:
1. The appeal must be submitted within five (5) days of the superintendent’s decision.
2. The Board will review written materials and may, at its discretion, hold a hearing.
3. The Board’s decision is final at the school level.
ADA accommodations for Board hearings will be provided as required by law.

V. Recordkeeping and Accessibility
1. ENCSD will maintain records of grievances, responses, and resolutions for a minimum of five (5) years or longer if required by law or the North Carolina Functional Records Schedule.
2. All grievance documents will be maintained in accessible formats upon request.
3. Data will be used to improve school operations, training, and compliance efforts.

VI. Training
ENCSD will provide annual training for administrators and staff on:
· Grievance procedures
· ADA accessibility requirements
· Use of interpreters and auxiliary aids
· Non-retaliation obligations

VII. Legal References
· Americans with Disabilities Act (ADA), Titles I & II
· Section 504 of the Rehabilitation Act of 1973
· Individuals with Disabilities Education Act (IDEA)
· Family Educational Rights and Privacy Act (FERPA)
· Title VI of the Civil Rights Act of 1964
· Title VII of the Civil Rights Act of 1964
· Title IX of the Education Amendments of 1972
· Age Discrimination in Employment Act
· North Carolina General Statutes (including but not limited to):
· G.S. 115C-47
· G.S. 115C-335.7
· G.S. 115C-505
· G.S. 115C-521
· N.C. Department of Public Instruction Policies
· N.C. Office of State Human Resources Policies

Adopted:
Revised 12022025
Page 1 of 2
image1.png




