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How to File a Non-Criminal Complaint: 

Each Complaint must be in writing and signed by the complainant or his/her representative 

with electronic signature capture available. The complainant's name and address must be 

included, or another means of contact specified. 

Each complaint must include a statement disclosing whether any proceedings involving the 

complaint have been commenced or concluded before any federal, state, or local authority, 

and if so, the date of the commencement or conclusion; the name and address or the authority 

and the style of the case; and the provisions of the Act, regulations, grant, or other agreements 

under the Act believed to have been violated. 

Upon receipt of a grievance, the appropriate respondent representative shall send 

acknowledgement of receipt of the grievance to all parties by certified mail, return receipt 

requested. The acknowledgment resolution and the grievance shall outline the steps to be 

taken to resolve the matter, notify all parties of the right to request a hearing, advise of 

attempt to reach an informal resolution, and provide a synopsis of issues to be decided. 

Administrative Investigation: 

If a hearing is not requested, the appropriate official shall conduct an administrative fact

finding investigation. The investigation shall include opportunities for all parties to submit an 

in-depth position statement, including documentary supportive data and/or records, access to 

a review of appropriate official records, interview of principal parties, and an opportunity for all 

parties to offer rebuttal to information received, and written decision. Written decisions, 

resulting either from a hearing or an administrative fact-finding investigation, shall be issued 

within 60 days of the date the respondent representative received the complaint. 

Written decisions shall be sent by certified mail, return receipt requested, and must contain 

the following: a statement assuring all steps included in the grievance procedure have been 

adhered to in accordance with provisions of the Act, remedies being offered, if appropriate; 

summary; and advisement of the right to appeal the decision, by request, for review and/or 

hearing by the state, as appropriate. 

Hearing Procedures: 

The following hearing procedures shall apply to grievances at local level. The administrative 

hearing shall be informal. Technical rules of evidence shall not apply to hearings conducted 

pursuant to these procedures. Hearsay evidence shall be admissible at the discretion of the 
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