




Dispute Resolution 

Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Henry County Schools: Complaint Procedure 

• The complaints process maybe initiated at the school or directly to the Federal Programs

Director.

• Parents, guardians, or unaccompanied youth who initiate a complaint, may do so in writing.

• Written notice should be complete, as brief as possible, and simply stated.

• The Federal Programs Director will provide a written response to the dispute within 5 school

days.

o The response will include a notice of the right to appeal, to the Superintendent of

School, the decision of the Federal Programs Director.

• If the parent, guardian, or unaccompanied youth do not agree with the decision of the Federal

Programs Director, an appeal may be filed with the Superintendent of School.

• The Superintendent will provide a written response to the appeal within 5 school days.

o The Superintendent's response will include a notice of the right to appeal his/her

decision to the Local School Board.

• If the parent, guardian, or unaccompanied youth do not agree with the decision of the

Superintendent, an appeal may be filed with the Local School Board.

• Within thirty working days of receipt of the appeal of the Superintendent's decision, the

Superintendent will present the matter to the School Board at its regular meeting or at a
special meeting called for that purpose. The Board will review the original complaint, the

response of the Federal Programs Director, the response of the Superintendent, and the

response of the complainant. In addition, the Board may, but is not required to, hear directly

from any individuals with knowledge of any relevant facts relating to the complaint.

• The School Board will either uphold the recommendation of the Superintendent or require

the District to take some other action in response to the complaint. A copy of the action of the

Board will be furnished to the complainant, either as a part of the minutes of the School Board

or as a separate written statement that will include the right to appeal to the Georgia

Department of Education. The Board will be the final reviewing authority within the system.

• If the parent, guardian, or unaccompanied youth is dissatisfied with the decision of the Local

School Board, an appeal may be filed with the Assistant Superintendent of Teacher and

Student Support at the Georgia Department of Education, 1854 Twin Towers East, Atlanta, GA

30334.
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Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Henry County Schools 

Complaint Form for Federal Programs 
Please Print 

Name of (Complainant): 

Mailing Address: 

Phone Number (home): 

Phone Number (work): 

Person/department complaint is being filed against: 

Date on which violation occurred: 

Statement that the Henry County School System has violated a requirement of a Federal statute 

or regulation that applies to an applicable program (include citation to the Federal statute or 

regulation) (attach additional sheets if necessary): 

The facts on which the statement is based and the specific requirement allegedly violated (attach 

additional sheets if necessary): 

List the names and telephone numbers of individuals who can provide additional information. 

Please attach/enclose copies of all applicable documents supporting your position. 

Signature of Complainant: Date: 

Date Received: 

Response to Claimant: 

Date of Response to Claimant: 



Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Henry County Schools - Board Policy Manual 

Board Policy 
Complaints 

Descriptor Coda: KN 

It Is the Henry County Board of Education policy that complaints relating to school matters are to be 
recognized and addressed In an orderly manner. Complaints originating at the local school level must be 
addressed at the same level. Most often the complaint can be resolved when the complainant meet with the 
professional staff member who Is directly Involved. 

A. All complaints shall be submitted In writing on the systems offfclal complaint form. The form can be
obtained at the principals office.

B, The procedures for handing complaints Involving currlculum, lnstructlon1 textual and nontextual materials, 
dlsclpllne action not covered In Polley JDD/JDE school personnel, school services, and school facllltles are as 
follows: 

1. All complaints at the local school shall be reviewed by the prlnclpal. The principal shall schedule a
conference when appropriate for all Interested parties. If the matter Is not resolved during the
conference, the complainant can request that the complaint be referred to the pr/nclpal.

2, The principal shall Investigate the compfalnt and make a decision. Contingent upon the findings, 
the principal may or may not take corrective action .. The complalnant wl!I be notified of the principals 
decision. If the complainant does not accept _the prlnclpals decision and desires referral to the 
Superfntenden�, the principal shall forward the complaint form along with the findings to the 
Superintendent. The Superintendent will not consider any complaint that has not gone through the 
above stated procedures. 

3. The superintendent shall review the complaint and relevant Information. Contingent upon the
findings, the Superintendent may or may not prescribe corrective action. If the complainant does not
accept the Superintendents decision and wishes the complaint referred to the Board, the
.Superintendent shall forward the complaint and findings to the Board, However, the Board shall not 
consider any complaint that has not gone through the stated procedures.

4. The Board wlll review the complaint, findings and related Information and may, If It s needed,
request add!tlonal Information from the complainant and other persons, The Board will Issue Its
decision on the complaint, and Its decision wlll be final.

C, The procedures for handling complaints against principals, central office department heads, and other 
central office personnel are as follows: 

1. Any complaint against a principal 01· central office person shall be discussed with the principal or
central office persons first.

2, Any unresolved complaint Involving a principal or central office department head wlll be filed with 
the superintendent If the complainant so desires. The Superintendent will follow the procedures In B 3 
and B 4 above, 

3. Any unresolved complaint Involving personnel within a central office department wlll be fifed with
the department head. Complaints not resolved by the department head wlll be referred to the 
Superintendent If the complainant so desires. The Superintendent wlll follow the procedures In B 3
and 84 above.

Henry county Schools Date Adopted: 3/1/1986 

Georgia Code Description 

O.C.G.A, 20-02-0984,3 PSCwPreUmlnary lovestlgatioos of violations
o.c.G.A. 20-02-1160 I BOE trllmnal power to de.termine local school controversies; appeals· special ed

provisions 

https:/feboard.eboardso!utlons.com/ePollcy/PrlntGenerator.aspx?PC=KN&Sch=4088&.S=4088&C=K&RevNo=1.11[1/15/2009 2:44:36 PM] 
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A. Grounds for a Complaint

Federal Programs Operating Procedures Manual 

Mary Elizabeth Daivs, Superintendent 

GaDOE Complaint Procedures 

Any individual, organization, or agency ("complainant") may file a complaint with the Henry County

School Board if that individual, organization, or agency believes and alleges that a violation of a Federal

statute or regulation that applies to a program has occurred. The complaint must allege a violation that

occurred not more than one (1) year prior to the date that the complaint is received, unless a longer

period is reasonable because the violation is considered systemic or ongoing.

B. Federal Programs for Which Complaints Can Be Filed

1. Title I, Part A: Improving Basic Programs Operated by Local Educational

Agencies

2. Title I, Part D: Prevention and Intervention Programs for Children and Youth Who

Is Neglected, Delinquent, or At-Risk

3. Title II, Part A: Teacher and Principal Training and Recruiting Fund

4. Title II, Part D: Enhancing Education Through Technology

5. Title Ill, Part A: English Language Acquisition, Language Enhancement, and Academic

Achievement

6. Title IV, Part A, Subpart 1: Safe and Drug Free School and Communities

7. Title IX, Part E, Subpart 1, Section 9503: Complaint Process for Participation of

Private School Children

C. Filing a Complaint

A formal complaint must be filed in writing to the Henry County Schools' superintendent or his/her 

designee. 

The complaint must include the following: 

1. A statement that the LEA has violated a requirement of a Federal statute or regulation that

applies to an applicable program;

2. The date on which the violation occurred;

3. The facts on which the statement is based and the specific requirement allegedly violated

(include citation to the Federal statute or regulation);

4. A list of the names and telephone numbers of individuals who can provide addition information;

5. Copies of all applicable documents supporting the complainant's position; and

6. The address of the complainant.
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D. Investigation of Complaint

Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Within ten (10) days of receipt of the complaint, the Superintendent or his/her designee will issue a 

Letter of Acknowledgement to the complainant that contains the following information: 

1. The date the Department received the complaint;

2. How the complainant may provide additional information;

3. A statement of the ways in which the Department may investigate or address the Complaint; and

4. Any other pertinent information.

If additional information or an investigation is necessary, the Superintendent will have sixty (60) days 

from receipt of the information or completion of the investigation to issue a Letter of Findings. If the 

Letter of Findings indicates that a violation has been found, corrective action will be required and 

timelines for completion will be included. Either the 30-day or the 60-day time lines outlined above may 

be extended, if exceptional circumstances exist. The Letter of Findings will be sent directly to the 

complainant. 

E. Right of Appeal

If the complaint cannot be resolved at the local level, the complainant has the right to request review of 

the decision by the Georgia Department of Education. The appeal must be accompanied by a copy of 

the Superintendent's decision and include a complete statement of the reasons supporting the appeal. 

The complaint must be addressed to: 

Georgia Department of Education 

Office of Legal Services 

205 Jesse Hill Jr. Drive SE 

2052 Twin Tower East 

Atlanta, GA 30334 
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Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Henry County Board of Education 

Fraud Administrative Regulations 

Purpose: To ensure that the reporting of suspicion of fraudulent activity the Henry County 

Board of Education ensures employees, clients and providers of confidential channels to 

report suspicious activities. 

Definitions: 

Fraud: 

Statement of 

Administrative 

Regulations: 

Confidentiality: 

A false representation of a matter of fact, whether by words or by conduct, or 

by concealment of that which should have been disclosed, that is used for the 

purpose of misappropriating property and/or monetary funds from federal 

grants. 

Henry County Board of Education thoroughly and 

expeditiously investigates any reported cases of suspected 

fraud to determine if disciplinary, financial recovery and/or 

criminal action should be taken. 

All reports of suspect fraud must be handled under the strictest 

confidentiality. Only those directly involved in the investigation should be given 

information. Informants may remain anonymous but should be encouraged to 

cooperate with the investigators and should provide as much detail and 

evidence of alleged fraudulent act as possible. 
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Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Grant Fraud Indicators 

A significant amount of federal dollars Is lost each year to grant fraud. As a result of the recently 
enacted American Recovery and Reinvestment Act of 2009 (ARRA), grant spending will Increase 
significantly. This guide Is designed to help those Ga DOE employees who administer and 
monitor grants aware of possible grant fraud indicators. 

What is a Grant? 
Grants are an important tool used by government agencies to aChleve goals, They are legal 
Instruments through which funds are transferred to support a public purpose. 

According to www.usaspendlng.gov: 

"A federal grant Is an authorized expenditure to a non-federal entity for a defined public or 
private purpose In which services are not rendered to the federal government." Grants are 
categorized as either formula or project grants. Formula grants are awarded to state or local 
governments, In accordance with distribution formulas prescribed by.law or administrative 
regulation for activities of a continuing nature not confined to a specific project. Project grants 
are funded for specific projects to be completed within a fixed or known period of time. 
Projects can include fellowships, scholarships, research, training, experiments, evaluations, 
planning, technical assistance, surveys, and construction. 

· General Grant Fraud Indicators
These Indicators may Indicate fraud, waste, or abuse related to grant funded programs. The
existence of such Indicators does not. necessarily mean that problems are present, but that the
program may require additional scrutiny, follow-up, or analysis.

1. An underperformlng or falling grant program. Grantee is dishonest about performance
or completion of tbe grant.

2. A program that by its design or purpose is difficult to objectively assess or track. For
instance, a grant to buy equipment Is easier to monitor than a program to Increase
awareness about a partlcular issue.

3, A grantee that is unresponsive to reporting requirements or requests from GaDOE, or 
others to provide documentation or other Information about the status of their 
program. Grantee has lengthy unexplained delays In producing requested 
documentation. 

4. "Ghost" or non-existent employees. This is dlffi�ult to ascertain but excessively high
administrative costs or high employee counts may be Indicators.

Gulde 2: Grant fraud Indicators 
Georgta Department of Education 

Kathy Cox, State Superintendent of Schools· 
May 2009 • Page 1 of s 
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Federal Programs Operating Procedures Manual 

Mary Elizabeth Davis, Superintendent 

Procedures and Responsibilities 

1. Anyone suspecting fraud concerning federal programs should report their
concerns

to Henry County Board of Education at: 
33 N. Zack Hinton Parkway, McDonough, Georgia 30253. Concerns may be 
reported directly to the Superintendent. 

2. Any employee with Henry County Board of Education
(temporary staff, full-time staff and contractors) who

receives a report of suspected fraudulent activity must report this information 
within the next business day. You are to contact Internal Investigations at the 
Board Office (Superintendent's Office). Employees have the responsibility to 
report suspected fraud. All reports can be made in confidence. 

3. The Henry County Board of Education shall conduct investigations of employees,
providers, contractors, or vendors.

4. If necessary, you will be contacted for additional information.

5. Periodic communication through meetings should emphasize
the responsibilities and channels to report suspected fraud.

All Title I paid staff will sign and date the fraud policy at the Annual Title I meeting. 
Sessions will be provided that will review the procedures regarding fraud, waste, and abuse. 
Information will remain on file in the Title I office. All schools in the district are required to 
review these policies with all staff as well. This information will also be sent to the Title I 
office for documentation. 

These procedures include all federal programs including Homeless and N&D. 
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