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EMPLOYEE HARASSMENT
Complaint Procedure

All school personnel of the District are required to be familiar with, and comply with, the policy
of the District prohibiting sexual harassment.  This policy prohibits school personnel from
sexually harassing other school personnel.  Once each year, all school personnel will be
reminded, in writing, of the sexual harassment policy and complaint procedures.

Policy Dissemination

1. All school personnel will receive a copy of the policy and administrative rules on
sexual harassment when hired.

2. Information will be posted at each workplace advising school personnel of the policy
and the procedures for filing a complaint.

3. All administrators will be provided an in-service program in which an understanding
of sexual harassment, the Board policy and complaint procedures and importance of
vigilance will be emphasized.

Administrative Procedure

All written complaints of harassment will be investigated.  A file of the complaint, investigation,
findings and actions will be prepared and maintained by the building principal.  Repeated or
particularly serious violations of this harassment policy will have serious consequences, and may
result in referral to the appropriate authorities.

The complainant should be informed that certain harassment is required to be reported to State
agencies and he/she will be informed if further action must be taken.

Complaint Procedure

School personnel who believe they are the victims of sexual harassment may discuss their
concerns with any administrator who will advise them to report their concerns, in writing, to the
Director of Pupil Services, who is also the Title IX Coordinator.  Complaints are to be filed in a
timely manner but not more than six months following the alleged event.  The administrator
hearing the oral concern will contact the Title IX Coordinator about the issue within 5 working
days and provide written documentation of the discussion with the grievant.  The Title IX
Coordinator will follow up with the complainant requesting that a written complaint be filed for
documentation and in order to initiate an investigation.
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The following procedure will be used:

1. The grievant may discuss the complaint with an administrator who will advise
the grievant to report the complaint in writing to the Title IX Coordinator.  The
administrator will provide notification of the discussion  and facts shared within 5
working days to the Title IX Coordinator, who will follow up to secure a written
report from the grievant.

2. The grievant shall report the complaint, in writing, to the Director of Pupil
Services, who is also the Title IX Coordinator. The Title IX Coordinator, upon
receiving a written complaint, shall immediately undertake an investigation of the
suspected infraction.  The Title IX Coordinator will review with the appropriate
persons, the facts comprising the alleged harassment.  Within 15 working days
after receiving the written complaint, the Title IX Coordinator shall decide the
merits of the case, determine the action to be taken, if any, and report in writing
the findings and the resolution of the case to the grievant.

3. If the grievant is dissatisfied with the decision of the Title IX Coordinator, s/he
may within 15 working days, appeal the decision in writing to the District
Administrator. The District Administrator, upon receiving a written complaint,
shall immediately undertake an investigation of the suspected infraction.  The
District Administrator will review with the appropriate persons, the facts
comprising the alleged harassment.  Within 15 working days after receiving the
complaint, the District Administrator shall decide the merits of the case,
determine the action to be taken, if any, and report in writing the findings and the
resolution of the case to the grievant and the Title IX Coordinator.

4. If the grievant is dissatisfied with the decision of the District Administrator, s/he
may within 15 working days, appeal the decision in writing to the School Board.
The Board shall hear the appeal at its next regular meeting, or a special meeting
may be called for the purpose of hearing the appeal.  In either case, the Board
must hear the appeal within 30 calendar days of its receipt.  The Board shall make
its decision in writing within 15 working days after the hearing.  Copies of the
written decision shall be mailed or delivered to the grievant the District
Administrator and the Title IX Coordinator.

Legal Reference:  Wis. Stat. 111.32(13); Wis. Stat. 111.36(1)(b).
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