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It is the policy of the District Board of Trustees that an employee.. applicant, or student claiming that a Federal Statute, Florida Statute, a State Board of Education Rule, or a Florida Gateway College policy has been violated, misapplied, or inequitably applied is entitled to file a grievance

To provide employees.. applicants, and students with the fullest opportunity to bring problems to the attention of the appropriate authority, grievance procedures have been established to ensure all employees, applicants or students receive a fair and equitable treatment of grievances. It is the right of every employee, applicant, or student to express a complaint or to secure consideration of any grievances, in complete confidentiality, without fear of reprisal or retaliation.

The grievance procedure is not designed to include disputes arising from changes in policy, rule, or procedure. Disputes arising from the suspension or dismissal of any employee classified under Rule 6A-14.041(3) FAC shall be exempt from the grievance procedures and subject to all appropriate rules and statutory regulations. Furthermore, any dispute arising from dismissal or return to annual contract of any employee holding continuing contract status shall be exempt from the grievance procedure and subject to all appropriate rules and statutory regulations, including those set forth in Rule 6A-14.0411(7) FAC



History: Adopted: 1/11/83; Effective: 1/11/83;
Revised: 7/14/87; 3/7/89, 2/13/96, 1/11/05, 10/14/08, 02/09/1O; 04/12/11; 8/7/12; 12/17/12; 02/12/13; 1/14/2020; 11/13/2025
FLORIDA GATEWAY COLLEGE

PROCEDURE
TITLE: Grievances	PAGE: 1 of 4 AUTHORITY: District Board of Trustees		DATE: See History
Below


RESPONSIBILITY: Associate Vice President of Human Resources
and/or Appropriate Vice President


NUMBER OF RELATED BOARD POLICY: 6Hx12: 6-10


A grievance involves a complaint by an employee, employment applicant, college applicant, student, participant in college sponsored activities, and other person affiliated with the college, that a Federal statute, Florida statute, a State Board of Education Rule, or a Florida Gateway College policy has been violated, misapplied, or inequitably applied. Grievances must be filed within 30 days of the incident giving rise to the complaint. For complaints regarding Discrimination or Harassment, see Policy 6Hx12:6-23. For complaints involving sexual harassment or sexual misconduct, see Policy 6Hx12:6-45. Otherwise, all grievances shall be resolved using the procedure set forth below.

I. GENERAL PROVISIONS FOR GRIEVANCES

1. All communications and decisions involved in this grievance procedure shall be in writing as provided by this procedure.
2. Failure to submit a grievance within the thirty-day time period applicable to grievances shall result in the grievance being resolved in favor of the College.
3. Failure by the College to issue a decision within the specified time limits shall result in the grievance being advanced to the next level.
4. If there is a conflict of interest at any level of the Grievance Procedure,
i.e. the complaint relates to conduct or omissions by the individual designated to receive or resolve the grievance, the complaint shall be directed to the Associate Vice President for Human Resources. If the complaint relates to the conduct or omission of the Associate Vice President for Human Resources, the complaint shall be directed to the Attorney for the Board of Trustees.
5. The grievant shall bear the cost of preparing and presenting his or her own grievance.
6. 
7. All complaints/grievances will be afforded the strictest confidentiality without fear of reprisal or retaliation.
8. A copy of the written decision rendered at each step of the form grievance
process shall be provided to the Associate Vice President of Human Resources.



II. 
Level 1.



Level2

























Level3

INITIATION OF A GRIEVANCE - STUDENT
Informal Resolution. A student having a grievance or complaint should first confer with the appropriate faculty/staff member in an endeavor to resolve the problem.
Formal Grievance. If the problem is not satisfactorily resolved informally, the student may submit a formal written grievance within five (5) days from the date of the informal resolution to the appropriate Department Head using the grievance form found at the conclusion of this procedure.

The original grievance shall be presented to the Department Head and a copy shall be provided to the Associate Vice President of Human Resources. The grievance should contain all facts or information that support the written grievance and include the Federal statute, Florida statute, State Board of Education Rule, or College policy that has been violated. The grievance should also include any supporting documentation which may be relevant, the names and contact information for any witnesses to the allegations and the requested resolution.

Within ten (10) working days following receipt of the grievance, the Department Head shall meet with the student to discuss the grievance. Within ten (10) working days following the meeting, the Department Head will issue a written response to the student.
If the grievance is of an academic nature, at any point during the grievance process, the student may rely upon the Florida Gateway College Ombudsman as a mediator. The Ombudsman mediates a decision that is related to courses and credit granted toward a degree. Detailed information concerning the procedures by which a student may appeal to the Ombudsman can be found within the College's catalog.

Formal Grievance (Vice President Level) The student may appeal the decision of the Department Head made in Level 2 by submitting a written notice of appeal to the appropriate Vice President. The notice of appeal must include a statement explaining why the grievant is appealing the Level 2 decision. The notice of appeal must be submitted with all supporting documents to the Vice President with a copy to the Associate Vice President of Human Resources within ten (10) working days from the date of the last

action concerning the grievance. If necessary, the Vice President will meet with the grievant within ten (10) working days after receipt of the written appeal and will provide a written disposition to the student within ten (10) working days of the meeting. The decision of the Vice President shall be final.



Ill.	INITIATION OF A GRIEVANCE BY A CURRENT EMPLOYEE


Level 1





Level2





















Level3

Informal Resolution. An employee having such a complaint should first confer with his or her immediate supervisor in an effort to resolve the problem. It is the responsibility of the supervisor to make every reasonable effort to resolve the employee's concern utilizing the rules and procedures of the College.

Formal Grievance.If the problem is not satisfactorily resolved informally or if the employee is not satisfied with the outcome,, the employee may submit a formal written grievance, within five (5) days to the Department Head using the grievance form found at the conclusion of this procedure

The original grievance shall be presented to the Department Head and a second copy shall be provided to the Associate Vice President of Human Resources The grievance should contain all facts or information that support the written grievance and include the Federal statute, Florida statute, State Board of Education Rule, or College policy that has been violated. The grievance should also include any supporting documentation which may be relevant, the names and contact information for any witnesses to the allegations and the requested resolution.



Within ten (10) working days following receipt of the grievance, the Department Head shall meet with the employee to discuss the grievance. Within ten (10) working days following the meeting, the Department Head will issue a written response to the employee.


Formal Grievance (Vice President Level) The employee may appeal the decision of the Department Head made in Level 2 by submitting a written notice of appeal to the appropriate Vice President. The notice of appeal must include a statement explaining why the grievant is appealing the Level 2 decision. The notice of appeal must be submitted with all supporting documents to the Vice President with a copy to the Associate Vice President of Human Resources within (10) working days from the date of the last action

concerning the grievance. If necessary, the Vice President will meet with the grieving employee within ten (10) working days after receipt of the written appeal and will provide a written disposition to the employee within ten (10) working days of the meeting. The decision of the Vice President shall be final.


IV.



Level 1.




Level2


















Level 3

INITIATION OF A GRIEVANCE - Other (Employment Applicants, Admission to College Programs Applicants, Participants in College Sponsored Activities, and Other Persons Affiliated with the College):
Informal Resolution. An individual having such a complaint should
first confer with the appropriate Department Head in an effort to resolve the problem. If there is a conflict of interest with this person, the complainant shall be directed to the appropriate Vice President or Associate Vice President of Human Resources.
Formal Grievance. If the problem is not satisfactorily resolved informally or if the employee is not satisfied with the outcome, the complainant may submit a formal written grievance, within five (5) days to the appropriate Department Head using the grievance form found at the conclusion of this procedure

The original grievance shall be presented to the Department Head and second copy provided to the Associate Vice President of Human Resources. The grievance should contain all facts or information that support the written grievance and include the Federal statute, Florida statute, State Board of Education Rule, or College policy that has been violated. The grievance should also include any supporting documentation which may be relevant, the names and contact information for any witnesses to the allegations and the requested resolution.

Within ten (10) working days following receipt of the grievance, the Department Head shall meet with the employee to discuss the grievance. Within ten (10) working days following the meeting, the Department Head will issue a written response to the employee.

Formal Grievance (Vice President Level) The complainant may appeal the decision of the Department Head made in Level 2 by submitting a written notice of appeal to the appropriate Vice President. The notice of appeal must include a statement explaining why the grievant is appealing the Level 2 decision. The notice of appeal must be submitted with all supporting documents to the Vice President with a copy to the Associate Vice President of

Human Resources within (10) working days from the date of the last action concerning the grievance. If necessary, the Vice President will meet with the grievant within ten (10) working days after receipt of the written appeal and will provide a written disposition to the grievant within ten (10) working days of the meeting. The decision of the Vice President shall be final.


The Civil Rights & Compliance Officer for the College is:

Cassie Buckles, Associate Vice President of Human Resources, Building 001, Room 116
149 SE College Place Lake City, Florida 32025 Telephone: 386-754-4313


History: Adopted:	Effective:	Revised: 2/13/96, 12/1/04, 10/14/08, 02/02/09; 02/28/11; 12/17/12; 03/19/13; 1/8/20; 2/28/22; 01/08/26
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