The 4-Step
Complaint Process

are reading this bro-
chure indicates you are
not satisfied with some
portion of KCA. We re-
gret that you find your-
self in a position for
which you feel a desire
to file a formal com-

plaint.

The KCA School Board adopted a complaint
policy with Godly principles included. The
most obvious is that KCA requests that any
person wishing to complain on another em-
ployee or volunteer, should first refer to the
following scriptural references:

e Matthew 7:1-3
e Matthew 18:15-17

Then, the person complaining must attempt
to contact the person they are complaining
against directly to try and resolve the com-
plaint, except when the complaints involves
criminal wrong-doing, sexual harassment,
and/or careless behavior, which causes a risk
to human safety. In such instances, the
complainant shall notify the principal or a
board member as soon as possible.

Kingdom Christian Academy

701 Court Street
P.O. Box 695
Fulton, MO 65251

Phone: (573) 642-2117
Email: kcal995@hotmail.com

The very fact that you

Steps Required to File
a Formal Complaint

Step 1
Attempt to resolve the complaint by referring to
scripture and speaking with the employee or volun-
teer directly, except in critical instances as de-
scribed on the panel on the left side of this brochure.
(Please read Matthew 7:1-3 and Matthew 18:15-17,
before going to Step 2.)

Step 2
If your complaint is not resolved after Step 1, obtain
a copy of a Complaint/Grievance Form from the
school office.

Step 3
Complete Sections 1 through 7 on the front of the
Complaint/Grievance Form, and sign the form.

Step 4
Submit the form to the principal within seven (7)
days of the event that created your desire to file a
complaint.

What Happens Next?

The complaint will be presented to the
alleged employee or volunteer to acknowl-
edge that they were notified.

The alleged employee or volunteer will
have an opportunity to respond to your com-
plaint so that the staff has heard “both
sides” of the story.

The complaint will be investigated by the
principal, a board member, or a combination
of both. Investigations can involve inter-
viewing witnesses and studying patterns of
behavior.

Once the investigation has been com-
pleted, the principal (or the school board)
will make a determination whether the com-
plaint is valid, unsubstantiated, or false.

If a complaint is valid, disciplinary action
or training can be ordered upon the affected
employee or volunteer.

If a complaint is found to be unsubstanti-
ated, it means there was not enough evi-
dence to make a determination in one way or
the other.

If a complaint is found to be false, the
employee or volunteer will be found exoner-
ated of the charge. Employees subject to
complaints which are found to be false, may
be eligible to initiate legal remedies against
the person who wrongly accused the em-
ployee or volunteer, while reporting false
information.

Appeals

Employees or volunteers who receive an or-
der of discipline, may appeal to a Discipli-
nary Review Panel for review. The panel
shall be authorized to make recommenda-
tions to the school board, however the school
board shall be the final authority for all dis-
ciplinary action..




Christ-Centered
Education

The greatest of all ser-
vices of Kingdom Christian
Academy is to provide a
Christ-centered education
for our students and your
children.

Kingdom Christian
Academy recognizes that
in order for us to provide a
Christ-centered education,
we must require our staff,
teachers, volunteers, and
board members to live by
Christian example.

In an effort to assure
compliance, Kingdom
Christian Academy main-
tains certain policies for
the proper handling of for-
mal complaints received
against an employee or
volunteer.

This brochure was cre-
ated with the goal of sum-
marizing the process for
y O u
conven-
ience.

Timeline of Complaint Process

Day 1
Event occurs that causes desire to file a com-
plaint.

Up to 7 Days Thereafter
Deadline for complainant to file a formal com-
plaint with the principal after attempts to re-
solve the complaint directly have proven unsuc-
cessful. (If the complaint is against the princi-
pal, the complaint may be filed with a board
member.)

Up to 3 Days Thereafter
Deadline for principal or board member to in-
form the alleged employee or volunteer of the
received complaint.

Up to 3 Days Thereafter
Deadline for alleged employee or volunteer to
respond in writing to the complaint.

Next Board Meeting
(or Special Meeting)

The school board hears an unresolved com-
plaint, and any evidence relating to the com-
plaint. The investigating board member or
principal makes a recommendation to the board.
The board chooses to approve or disapprove of
the recommendation.

7 days to Appeal
a Board Determination
Deadline for a disciplined employee or volunteer
to file an appeal for disciplinary review. Ap-
peals are subject to a hearing process and final
authority rests with the school board.

Kingdom Christian Academy

701 Court Street / =
P.O. Box 695

Fulton, MO 65251

Phone: (5673) 642-2117
Email: kcal995@hotmail.com

Form KCA-0009

Kingdom
Christian
Academy

Where Academics
and Faith Unite!

How to File
A

Complaint
INVOLVING A KCA

EMPLOYEE, BOARD MEMBER,
OR VOLUNTEER




	The 4-Step Complaint Process

	Kingdom Christian Academy

	Steps Required to File

	a Formal Complaint

	Step 1

	Step 2

	Step 3

	Step 4

	What Happens Next?

	Appeals

	Christ-Centered Education

	Kingdom Christian Academy

	
How to File

	A

	Complaint

	INVOLVING  A KCA EMPLOYEE, BOARD MEMBER,  OR VOLUNTEER

	Timeline of Complaint Process

	Day 1

	Up to 7 Days Thereafter

	Up to 3 Days Thereafter

	Up to 3 Days Thereafter

	Next Board Meeting 

	(or Special Meeting)

	7 days to Appeal

	a Board Determination

	Kingdom Christian Academy



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJDFFile false

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /DAN <>

    /DEU <>

    /ESP <>

    /FRA <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /PTB <>

    /SUO <>

    /SVE <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



