
IB Complaint Procedures and Processes
Portage Central High School

The Portage Public School district has a variety of procedures and policies that ensure that
students and other stakeholders have the ability to file formal complaints and/or to appeal
decisions made by the school administration. This includes our IB Diploma Programme. These
policies apply equal to all students at Portage Central HS.

In addition to these formal policies, the DP Coordinator routinely analyses the outcomes of
formal IB assessments. If needed, the DP Coordinator works with students and families to
determine when it might be in a students best interest to request an Enquiry Upon Results
(EUR). When these appeals are initiated by the school or the DP Coordinator, the school
assumes the costs of any failed EUR.

Students and families are always allowed to request an Enquiry Upon Results when they feel
that their work has been scored unfairly. If an EUR is initiated by a student or family, the cost of
the regrade is assumed by the party that requested the EUR. The following policies have been
approved by the Portage Public Schools Board of Education and are included in the Student
Handbook and Student Code of Conduct that each student and family receives upon starting
school at Portage Central HS.

District Complaints/Appeals Procedure ( from Student Handbook )

APPEAL PROCESS Students, parent(s)/guardian(s) have the right to appeal decisions.
Students, parents or guardians should first speak to the teacher or coach. If further discussion is
necessary, the assistant principal / IB Coordinator / or the athletic director is the next level of
contact. A parent may then schedule a meeting with the building principal. The Assistant
Superintendent of Instruction and Assessment is the final step in the appeal process except in
the case of long term suspension (greater than 10 days) or expulsion, which may be appealed
to the Board of Education.

The Appeal/Complaints procedure is the same whether it is an academic or discipline issue.

EQUAL EDUCATION OPPORTUNITY (Page 7)

It is the policy of this District to provide an equal education opportunity for all students. Any
person who believes that s/he has been discriminated against on the basis of his/ her race,
color, disability, religion, gender, or national origin, while at school or a school activity should
immediately contact the School District's Compliance Officer listed below:

Brad Galin, Director of Human Resources
269-323-5174

Complaints will be investigated in accordance with the procedures as described in



Board Policy 2260. Any student making a complaint or participating in a school
investigation will be protected from any threat or retaliation. The Compliance Officer
can provide additional information concerning equal access to educational opportunity.

DISCIPLINE DUE PROCESS RIGHTS (Page 16-17)

Before a student may be suspended or expelled from school, there are specific procedures that
must be followed. Suspension from School When a student is being considered for a
suspension of ten (10) days or less, the administrator in charge will notify the student of the
charges.

The student will then be given an opportunity to explain his/her side and the administrator will
then provide the student the evidence supporting the charges. After that informal hearing, the
principal will make a decision whether or not to suspend. If a student is suspended, s/he and
his/her parents will be notified of the reason for and the length of the suspension.

The suspension may be appealed, within two (2) school days after receipt of the suspension
notice. The request for an appeal must be in writing. During the appeal process, the student
shall not be allowed to remain in school. The appeal shall be conducted in a private meeting
and the student may be represented.

When a student is suspended, s/he may make-up work missed. Any learning that cannot be
made up such as labs, field trips, skill-practices, or any learning that the student chooses not to
make-up may be reflected in the grades earned.

NON-DISCRIMINATION (Page 24-25)

The Portage Public Schools Board of Education has affirmed that "...no person shall, on the
basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any education program or activity..." and, therefore, encourage students to
take courses based on their interest, potentials, and abilities rather than past stereotyping cast
upon them due to gender. The Superintendent of Schools has designated the Director of Human
Resources as the person to coordinate the District's efforts and to comply with and carry out its
responsibilities under Title IX and the Elliot Larsen Civil Rights Act. This person also is 25
responsible for ensuring the investigation of any complaint that alleges non-compliance with or
alleging any actions that would be prohibited. [Refer to “Civil Rights Legislation”, page 48]

GRIEVANCE PROCEDURE (Page 61-62)

• TITLE VI OF THE CIVIL RIGHTS ACT OF 1964
• TITLE IX OF THE EDUCATION AMENDMENT ACT OF 1972
• TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1973
• SECTION 504 OF THE REHABILITATION ACT OF 1973
• AGE DISCRIMINATION ACT OF 1975



Section I
Any person believing that the Portage Public Schools or any part of the school organization has
inadequately applied the principles and/or regulations of (1) Title VI of the Civil Rights Act of
1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation
Act of 1973, (4) the Age Discrimination Act of 1975, and (5) Title II of the Americans with
Disability Act of 1990 may bring forward a complaint, which shall be referred to as a grievance,
to the local Civil Rights Coordinator at the following address: District Legal Counsel c/o the
Superintendent’s Office Portage Public Schools 8107 Mustang Dr. Portage, MI 49002 (269)
323-5148

Section II
The person who believes a valid basis for grievance exists shall discuss the grievance
informally and on a verbal basis with the local Civil Rights Coordinator, who shall in turn
investigate the complaint and reply with an answer to the complainant within five (5) business
days. The complainant may initiate formal procedures according to the following steps.

Step 1: A written statement of the grievance signed by the complainant shall be submitted to the
Local Civil Rights Coordinator within five (5) business days of receipt of answers to the informal
complaint. The coordinator shall further investigate the matters of grievance and reply in writing
to the complainant within five (5) days. 62

Step 2: A complainant wishing to appeal the decision of the Local Civil Rights Coordinator may
submit a signed statement of appeal to the Superintendent of Schools within five (5) business
days after receipt of the Coordinator’s response. The superintendent shall meet with all parties
involved, formulate a conclusion, and respond in writing to the complainant within ten (10)
business days.

Step 3: If unsatisfied, the complainant may appeal through a signed, written statement to the
Board of Education within five (5) business days


