
Summit Public Schools Washington​
Complaint Procedures (General) 

Many concerns can be resolved through informal conversations between the person raising the 
concern and school staff. When a concern cannot be resolved informally, Summit Public 
Schools Washington provides a formal complaint process for students, parents, and guardians 
to raise concerns about the school or its staff. 

Scope of This Procedure 

This General Complaint Procedure applies only to complaints by students, parents, guardians, 
or complainants regarding the operation or administration of Summit Public Schools 
Washington, including school programs and staff conduct. 

This procedure does not apply to complaints that are governed by separate state or federal laws 
and regulations, including but not limited to discrimination, harassment, sexual harassment/Title 
IX, special education or Section 504 services, or curriculum and instructional materials. Those 
concerns must be addressed using the applicable complaint procedure identified on the 
Complaint Procedures Hub. 

Level 1: Informal Discussion with the Staff Member 

When appropriate, a complainant may first share the concern directly with the staff member 
involved. This can be done in person, by phone, or in writing. This step is encouraged, but it is 
not required to file a formal complaint. 

The purpose of the informal discussion is to: 

●​ share the concern, 
●​ clarify expectations, and 
●​ attempt to resolve the issue informally. 

A complainant is not required to complete this step if they are uncomfortable doing so. 

Level 2: Written Complaint to the Executive Director 

If the concern is not resolved at the school level, the complainant may submit a written 
complaint to the Executive Director or their designee. 

The written complaint should include: 

●​ the name and contact information of the complainant, 
●​ the name of the staff member or program involved, 
●​ a clear description of the concern, including relevant dates, and 
●​ a suggested resolution, if the complainant has one. 

Upon receipt of the written complaint, the Executive Director or designee will: 

●​ provide copies of the complaint to the staff member, as appropriate; 

 



●​ request a response from the staff member, either in writing or in person; and 
●​ attempt to resolve the concern through a conference with the complainant, and staff 

member, when appropriate. 

The goal of the conference is to understand the concern, review relevant information, identify 
any harm, support accountability, and work toward repairing relationships and resolving the 
issue at the school level. 

The Executive Director or designee will issue a written decision to the complainant within a 
reasonable time following receipt of the written complaint. The written decision will summarize 
the concern, the review conducted, and the school’s determination. 

Level 3: Review by the Board of Directors 

If the concern is not resolved after the Executive Director (or designee) provides a written 
decision, either the complainant or the school may appeal the decision to the Summit 
Washington Board of Directors. 

To appeal, a written notice must be sent to the Secretary of the Board within 10 calendar days 
after the complainant receives the written decision. 

The Executive Director (or designee) will bring the matter to the Board. 

The Board will schedule a hearing within 20 calendar days of receiving the appeal, unless a 
different timeline is agreed to or there is good cause for delay. During the hearing, the 
complainant and the school may share relevant information, including witnesses or statements, 
as allowed by the Board. 

The Board will review the information and work toward a final decision. Any formal action by the 
Board will take place in an open meeting. Unless another timeline is agreed to, the Board will 
issue a written decision within 30 calendar days after the appeal is filed. 

If a Board action could affect a staff member’s employment, the staff member will receive written 
notice explaining their hearing rights. The staff member may request that the discussion occur in 
an open meeting. 

The written decision of the Board of Directors constitutes Summit Washington’s final 
decision under the General Complaint Procedure. 

Level 4: Complaint to the Washington State Charter School Commission (RCW 
28A.710.187; WAC 108-60) 

If the concern is not resolved after the Board of Directors issues its final decision, the 
complainant may submit a complaint to the Washington State Charter School Commission in 
accordance with RCW 28A.710.187 and WAC 108-60. 

Complaints must be filed with the Commission within 90 days of the final decision under the 
school’s complaint process. The Commission will acknowledge receipt of the complaint by 
contacting the complainant within 10 business days. 

 



For addition Information about the Commission’s complaint process, please contact the front 
desk or visit the Commission’s complaint procedure here.  

Support and Language Assistance 

Summit Washington will provide reasonable assistance to complainants who need help 
understanding this procedure, submitting a complaint, or accessing language or translation 
support. 

 

https://charterschool.wa.gov/complaint-process/


Summit Public Schools Washington​
General Complaint Form 

Please use this form to submit a general complaint about conduct or school programs or 
operations under the General Complaint Procedure. 

Do not use this form for complaints involving discrimination, harassment, intimidation, 
bullying, sexual harassment, curriculum or instructional materials, or special education 
services. 

If you are unsure which form to use, contact the school office for help. 

Section 1: Complainant Information 

Name:  
Relationship ☐ Student ​

☐ Parent/Guardian/Caregiver​
☐ Complainant 
☐ Other. Please indicate: _______________ 

Phone Number:  
Email Address:  

Section 2: Student Information (if applicable) 

Student Name:   
Grade:   
School Name:   

Section 3 Individuals Involved 

Name(s) of Individuals Involved  

Section 4: Description of the Concern 

Please describe the concern clearly. 
Include what happened, when it 
happened, and where it happened. 

 

Section 5: Steps Taken So Far 

Have you attempted to resolve this concern informally? 
☐ Yes — I spoke with the staff member 
☐ Yes — I spoke with the Executive Director 
☐ No — I was not comfortable doing so 
☐ No — Not applicable 
If yes, please briefly describe the outcome (optional): 

 



 

 

Section 6: Requested Resolution (Optional) 

If you have a suggested resolution, 
please describe it. 

 

Section 7: Acknowledgement 

By submitting this form, I understand that: 

•​ The school will review my complaint under the General Complaint Procedure; 
•​ The Executive Director or designee may share this complaint with staff involved, as 

appropriate; and 
•​ I may be contacted for additional information. 

Name:​​ ___________________________________________ 

Date:​  _______________________________________________ 

Submission Instructions 

Submit this completed form to the Executive Director or designee by email, mail, or in person. If 
you need help completing this form or need translation support, contact the school office. 

 


