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responding party are true. 
 
Witness: Any individual who has first-hand knowledge and/or is an eyewitness to the 
incident(s), circumstances or situation(s) which lead to the grievance and can provide specific 
and factual information during a grievance hearing. 

 
III. INFORMAL RESOLUTION OF 
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Steps in the Informal Process Involving College Employees: 
 
Step 1: The student will submit an Informal Grievance or Complaint Form to notify the college’s 
Grievance Officer of the actions or incident involving a college employee that negatively affected the 
student on the grounds listed above. The student must submit the Informal Grievance or Complaint 
Form to the college Grievance Officer no later than the last day of finals week of the following quarter 
from the initial date the grievable action took place or from the initial date the student became aware 
of the grievable action. If the incident happens during the summer quarter, the student would have 
until the last day of finals week of the following fall quarter to submit their Informal Grievance or 
Complaint Form.   
 
Step 2: The student shall communicate with the faculty member, administrator or classified staff 
person that allegedly took actions that negatively affected the student in order to resolve the dispute 
informally.  
 
Step 3: If the dispute is unresolved after Step 2, the student shall communicate with the faculty 
member’s division dean, or the supervisor of the administrator or classified person. 
 
Step 4: If the dispute is unresolved after Step 3, the student shall communicate with the vice president 
of that dean’s or supervisor’s division. 
 
Step 5: Within the thirty (30)  workday limit as outlined above, if the student does not feel that the 
matter can be resolved after completing Steps 2-4 an official Formal Grievance Hearing Request 
From may be filed with the Grievance Officer. The Grievance Officer will advise the student of their 
rights and assist the student, if necessary, in the final preparation of the Formal Grievance Hearing 
Request form. 
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2. The grievant is a student as defined in these procedures, which include 

applicants and former students; 
 

3. The grievant is personally and directly affected by the alleged grievance; 
 

4. The grievance was filed in a timely manner; 
 

5. The grievance is clearly not frivolous, clearly not without foundation, or 
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grievants shall make the first presentation, followed by the respondent or respondents. 
The grievant(s) may present rebuttal evidence after the respondent(s)' evidence. The burden 
shall be on the grievant or grievants to prove by substantial evidence that the facts alleged 
are true and that a grievance has been established as specified above.
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D. Appeal and President’s Decision. 

!
A student prejudiced by a decision of the Grievance Hearing Committee shall be 
entitled to appeal that decision to the President of the college.  
 
The appeal shall be made in writing to the President within thirty (30) calendar days of 
receipt of the Grievance Hearing Committee’s decision. The President shall review the 
appeal and the Grievance Hearing Committee’s findings and conclusions and render a 
decision. Within seven (7


