SHORTER COLLEGE
()

STUDENT GRIEVANCE POLICY AND PROCEDURES

Students may email grievances/complaints to
studentcomplaint@shortercollege.edu.
You may also call 1-888-374-6305.

Student Grievances

A grievance is a formal complaint made by a student arising from an alleged action of the College or any
of its faculty members, administrators, staff or students. Such action is one that is claimed to be
unauthorized or unjustified and adversely affects the status, rights, or privileges of the student, including

actions based on race, color, religion, gender, sexual orientation, ethnicity, age or disability.

Any student who has a complaint shall make a reasonable effort to resolve the matter on an informal
basis before initiating a grievance. Student may request a grievance hearing. A grievance hearing
committee will be organized and a committee decision will be presented to the Dean of Student Affairs,

Dean of Academic Affairs, and President.

All student grievances proceeding correspondence will be handled via email or otherwise documented
and placed in a secure file. An electronic copy of all correspondence will also be maintained. Copies of
this information will be placed in the student’s official school file.

Student Grievance Policy

A grievance shall herein be defined as any act allegedly depriving a student of any the rights set forth in
the statement of “Student Rights and Responsibility”, or any State Federal, or local codes.

Student Grievance Procedure

Informal Action

The student (or group of students), who believes that an injustice has been done to him/her
(them), shall first attempt to resolve the complaint by informal discussion with the employee(s)

involved.
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If the problem is not resolved in Step 1, an informal discussion should take place with the person
at the lowest level of authority directly above the person(s) at which the complaint is directed,

where authority exists to take corrective action.

The Dean of Student Affairs shall attempt to resolve the problem through informal meeting and
discussion among the pertinent parties while remaining neutral on all issues involved. This
informal meeting and discussion will attempt to involve the levels of administration concerned with
the problem and should be completed within ten (10) school days. In the event the informal

procedure fails, the formal procedure would be implemented.

Formal Action

The grievant may obtain a student grievance form from the office of the Dean of Student Affairs.
After completion of this form, specifying the time, place, nature of the complaint and remedy or
correction requested, it should be submitted to the Student Affairs Dean. This request must be
submitted within (5) five school days after the failure of the informal procedure. A day is defined

as any day Monday through Friday that all normal college business is conducted.

The Dean of Student Affairs shall call a meeting of the Student Grievance Hearing Committee.
This committee is comprised of the Dean of Student Affairs, the administrative designee, the
Faculty Senate President or designee, and the Student Government President or designee. The
Dean of Student Affairs serves as chair of the committee and shall not have a vote on the
committee’s decision. The Faculty Senate selects four voting members and submits names to the
Dean of Student Affairs. The administrative designee shall serve as the Hearing Committee
Executive Secretary, a voting member of the committee, and shall keep necessary records of the
hearings. Grievance Committee members are to deal with all grievances in a confidential manner,

except when both parties agree to a public hearing.

Formal Hearing

The Student Grievance Hearing Committee shall conduct its proceedings according to the

following procedures:

The Student Grievance Hearing Committee must meet within ten (10) school days after informal

action has been completed and grievant has requested a formal hearing.
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The chair must notify both parties involved within five (5) school days before the hearing along
with the written complaint, a copy of the Statement of Student Rights and Responsibilities, and a

copy of the Grievance Policy.

Four members shall constitute a quorum by which business may proceed. The quorum must

include at least one student member, one faculty member, and one administrative member.

Both parties shall have the right to present personal statements, testimonies, evidence, and
witnesses. Each party shall have the right to be present, to be accompanied by the person of this

choice, and to question witnesses who are present.

The Student Grievance Hearing Committee shall discuss the charge, hear the testimony,

examine the witnesses, and receive all available evidence to the charge.

The hearing shall be closed to the public unless otherwise agreed upon in writing by both parties.

The Student Grievance Hearing Committee shall make decisions in private. The Committee shall
record all findings and decisions. Copies of the findings and decisions, including majority and
minority reports, are to be sent to each party and the College President. The Committee’s

decision shall be final unless appealed.

A recording of the proceedings shall be kept in a confidential file in the Office of Student Affairs
and shall be available upon request to parties directly from the personnel files of the participants.

After a period of four years, the grievance file shall be destroyed.

Reprisals of any kind will not be taken by the Board of Trustees or any of its agents, any party of

interest, or any other participant in the grievance procedure by person of such participation.

Evidence and testimony given in each case presented shall not be the sole cause of initiating or

filing further grievances.

If the grieved party does not respond within the time limits defined herein, the grievance is

considered terminated and no further action will be taken.
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The number of working days indicated at each step herein should be considered a maximum and
every effort must be made to expedite the process. Time limits may be extended by mutual

consent in writing or by decision of the Student Grievance Hearing Committee.

The Student Grievance Hearing Committee should attempt to reach a decision by discussion and

consensus on a workable solution. Voting should be the last course of action.

The Appeal Process

If either party is dissatisfied with the recommendation of the Student Grievance Hearing Committee,
he/she may appeal within ten days to the college president, if the President is not a party to the
grievance. If the President is a party to the grievance, and the other party is dissatisfied with the
recommendation of the Hearing Committee, an appeal may be submitted directly to the Board of

Trustees.

Upon receiving the findings and recommendations of the Hearing Committee, and after examination of

the appeal as requested by either party, the president may accept or reject the committee’s decision.

If the President rejects the committee’s decision, he/she shall submit his/her decision with the stated
reasons for the objection to the Student Grievance Hearing Committee within ten school days. The
Student Grievance Hearing Committee shall reconsider its decision within five school days and resubmit it

to the president for his/her final decision.

The President shall send his/her final decision to both parties and the Faculty Senate within five school
days. An appeal of the president’s decision may be submitted to the Board of Trustees by either party. If
unresolved, the appeal must be submitted within ten school days after the president’s decision. The
Board may review the appeal at its earliest reasonable opportunity before making a final determination of

the matter on the college level.

In the event that a student, faculty or staff member matriculates through the adopted and approved
grievance process, outlined in the Human Resource Manual, Student Handbook, and/or Faculty and Staff
handbook, and believes that the resolution reached remains unacceptable, the student has the right to
escalate said grievance by filing a complaint with a relevant and appropriate government agency outside
of the Shorter College campus.

One such agency is the Transnational Association of Christian Colleges and Schools (TRACS). The
student may reach TRACS by mail at P. O. Box 328, Forest, VA 24551: by Telephone at (434)-525-9539;
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or by E-mail at info@tracs.org. The above process may be followed related to any relevant and
appropriate government agency.

Another agency is the Arkansas Department of Higher Education. Students must follow the institution’s
published student grievance process before contacting the Arkansas Department of Higher Education
(ADHE). Grievances regarding student grades or conduct violations are governed entirely by institutional
policy and Arkansas law and will not be considered by ADHE. If a student must report an unresolved
grievance, the student may contact ADHE at ADHE_Info@adhe.edu. Resolutions by ADHE are final.
Students must submit a written grievance to ADHE. The grievant also must provide written documentation
from the college/university verifying that the institution’s appeal process has been followed.

Institutions must inform ADHE of all unresolved formal grievances annually.
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SHORTER COLLEGE STUDENT COMPLAINT/GRIEVANCE FORM

Student Grievances

A grievance is a formal complaint made by a student arising from an alleged action of the College or any of its faculty
members, administrators, staff or students. Such action is one that is claimed to be unauthorized or unjustified and
adversely affects the status, rights, or privileges of the student, including actions based on race, color, religion,
gender, sexual orientation, ethnicity, age or disability.

Student Information

Student Name:

Address: City/State/Zip:
Student ID#: Semester & Year:
Home Phone Number: Work Phone Number:
Cell Phone Number: Email address:

Complaint/Grievance Information

Reprisals of any kind will not be taken by the Board of Trustees or any of its agents, any party of interest, or any
other participant in the grievance procedure. To do so constitutes a violation of college policy.

Name of Individual and/or department against whom the complaint/grievance is filed:

Describe your complaint/grievance in detail. Include date/s of occurrence (be as specific as Possible). Attach
additional sheets, if necessary, along with any documentation that will help describe and substantiate the
complaint. Are there any witnesses who should be interviewed? If yes, list names and contact information.

Students are encouraged to discuss their concerns and complaints through informal conferences with the
appropriate instructor or campus administrator. Have you made an attempt to resolve this complaint or
grievance with the individual and/or department involved? oYes o No

If yes, describe the outcome: (Attach any additional comments, if necessary)

What outcome do you hope to achieve after talking with the appropriate college official(s)? Attach additional
sheets, if necessary.

| understand that information contained in the grievance form will be held confidential to the extent possible.
Grievance information may be shared with college officials in order to conduct a thorough investigation. | hereby
declare that the information on this form is true, correct, and complete to the best of my knowledge. | understand
that any misrepresentation of information may result in disciplinary actions, accordance with college disciplinary
policies.

Signature: Date:
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ARKANSAS DEPARTMENT OF HIGHER EDUCATION
STUDENT GREIVANCE POLICY
Students must follow the institution’s published student grievance process before contacting the Arkansas
Department of Higher Education (ADHE). Grievance policies can usually be found in the academic

catalog, student handbook, or institution’s website.

Grievances regarding student grades or conduct violations are governed entirely by institutional policy
and Arkansas law and will not be considered by ADHE.

If a student must report an unresolved grievance, the student may complete the student complaint form at
http://www.adhe.edu/students-parents/colleges-universites/student-grievance-form/. Resolutions by
ADHE are final.

Students must submit a written grievance to ADHE using the form. The grievant also must provide written
documentation from the college/university verifying that the institution’s appeal process has been
followed.

Institutions must inform ADHE of all unresolved formal grievances annually.

You may submit the attached form to Arkansas Department of Higher Education.
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ARKANSAS DEPARTMENT OF HIGHER EDUCATION
STUDENT COMPLAINT FORM

Name:

Address:

Phone number:

E-mail address:

Affiliation with institution named below:

___current student ___former student

___parent or guardian of student

other

Institution:

Degree level and major of student:

Date of attendance at institution:

Start: End:

Have you gone through institution’s formal complaint process?

If yes, attach documentation that you have gone through the complaint process.

If no, please explain in your detailed complaint description why you were unable to complete the
complaint process. ADHE will only address complaints after the student has exhausted his or
her appeals at the institutional level.

Complaint Description

Describe your complaint in detail, including the names of any faculty or staff you contacted
about the complaint.

Give titles and contact information for the faculty of staff you contacted.

Will you be submitting additional documentation regarding this complaint?
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By submitting this form, | affirm that | am a current or former student of the institution named
above or the parent or guardian of a current or former student who is currently under age 18
and under my legal guardianship. | agree to allow the Arkansas Department of Higher
Education to submit a copy of my complaint to the above named institution for a response. |
further authorize the institution to transmit student records related to me or the individual under
my guardianship affected by the institution’s actions to the Arkansas Department of Higher
Education for review. The information | have provided to the Arkansas Department of Higher
Education is complete, true, and correct to the best of my knowledge.

Print name:

Signature:

Date:
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