FORMAL COMPLAINT POLICY
Formal Complaint Policy
1. Any Board Member or Staff may take a complaint.
2. The names of residents filing complaints are held in confidence from the public, unless further legal action is necessary.

3. All formal complaints must be in writing, on the appropriate form, and submitted to the Clerk’s Office.

4. The clerk will check to see if there is previous history on any complaint.

ACTION – ALL FORMAL COMPLAINTS

1. When formal complaints are received, they will be evaluated.

2. Action, or lack of action, must be documented on the complaint form, according to established policy, or existing law.

3. All parties will be notified of the action resulting from filing the complaint.  

4. In cases where there is no policy, the matter will be scheduled onto the agenda of the next regular township meeting for discussion.  If the matter is of an urgent nature, an emergency or special meeting may be held.

5. The form will be signed by the person responsible for taking action or no action on the complaint, and filed in the Clerk’s Office.

SPECIAL ACTION – PERSONNEL COMPLAINTS
When a complaint is filed about a staff member, the complaint must be in writing, and filed on the complaint form.  The staff member who is the subject of the complaint must be notified.

Two Board members will do a preliminary review, the Board will pick one member, and the staff person involved will pick the other member.

1. The two Board members will do a preliminary review and interview all of the parties involved.

2. The two Board members will then address the board as a whole at a meeting in closed session about this matter.  If the subject of the complaint wishes, this session may be in open session.

3. The assigned two Board members may or may not recommend if any action should be taken. 

4. The Town Board as a whole will determine if any action needs to be taken.  Action or no action will be in the form of a motion at the meeting and documented on the complaint form.

5. The completed formal complaint form, to be signed by the Chair and subject of the complaint , will be placed in their personnel file.

Personnel files are confidential.  Persons may view their own personnel files.  No complaints will be placed in personnel files without the subject of the complaint’s knowledge, and the approval of the Board as a whole.
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