
Procedure for filing a Grievance/Appeal
· Any Grievance/Appeal must be made no more than 30 minutes after event is completed.

· To file this paperwork the Instructor will notify the Executive Director/Designee of the Executive Director the need for the paperwork. The Instructor will fill out the paperwork and file it with the Director/Designee.

· The advisor must submit in writing the exact reason that this is being filed.

· Executive Director/Designee of the Executive Director will take the grievance/appeal to the committee the Executive Director/Designee of the Executive Director has set-up for that event. 

· After the Committee rules the Executive Director/Designee of the Executive Director will notify the Instructor the results of the ruling.
· Committee will consist of leadership team and adults
Steps to a Grievance/Appeal:

Step I – Contact the Executive Director/Designee of the Executive Director of the Grievance/Appeal no more than 30 minutes after the event is completed.

Step II – Instructor fills out paperwork that Executive Director/Designee of the Executive Director gives the Instructor

Step III – Instructor delivers paperwork to the Executive Director/Designee of the Executive Director to take to a committee

Step IV – Executive Director/Designee of the Executive Director gathers committee and has them read paperwork and make ruling on it.

Step V – Executive Director/Designee of the Executive Director contacts Instructor with ruling.

Step VI – The Ruling made by the committee is FINAL

Texas Public Service Association

Grievance/Appeal Form
_______________








____________

TIME SUBMITTED








Time Event Ended
____________________________

______________________________

School Name




Event Name
____________________________

______________________________

Students name(s)




Instructor
Please describe the incident in question in detail:











































________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(Use more paper if needed)








______________________________









  Signature - Instructor
Suggestive Correction Action

Please give your suggestions for corrective action.  Please be specific.

________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Action Taken by Advisory Committee
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________










________________________










Signature - 









Committee Representative









________________________









Signature- Executive Director/Designee
