GRIEVANCE PROCESS FOR STUDENTS
CONCERNS NOT RELATED TO INSTRUCTION:
   If the student has a general question or concern that is not related to the classroom, he/she may make a written complaint which must include all pertinent information to the Dean of Students/operating Dean at the location he/she attends.  The College Due Process steps will be followed.
INFORMAL CONCERN PRETAINING TO INSTRUCTION:
   Students have a right to appeal any College decision that they believe to have an adverse effect on their pursuit of an education or participation in College programs.  If a student has a specific concern about the classroom management or program procedures/guidelines, the following steps should be taken at the campus the student attends:
1. The student, in most cases, should discuss the concern with the person the grievance is addressing, the person closest to the situation; except for sexual harassment situations (see Sexual Harassment Procedure).  If students have a concern about an e-learning course they should email the instructor or contact the Distance Learning department by email at distancelearning@hindscc.edu.
2. If the issue is not resolved, the student should ask to meet jointly with the person the grievance is addressing and the Program Director/Department Chairperson.  If the concern is still not resolved a formal grievance may be made in writing to the appropriate instructional Dean and/or operating Dean. 
FORMAL GRIEVANCE RELATED TO INSTRUCTION:   
3. The instructional Dean and/or operating Dean will confirm that the student has followed the chain of command:  Student to Faculty Member to Program Director/Chairperson to District Director (if applicable) to e-Learning Dean (if involving a distance learning course) to Assistant Dean-Instructional to Dean-Instructional.
4. The Assistant Dean-Instruction and/or Dean-Instructional will provide a written review of the complaint.
5. If the issue is still not resolved after the previous steps have been completed, the student may request a formal hearing before the Local Student Affairs Committee.  The Committee Chairperson will respond to the request for a formal hearing within three (3) working days of the written request to set a time for the hearing.
6. If the issue is still not resolved, the student may request the written appeal to be forwarded to the next level, the District Appeals Committee.  In the event new information is introduced, it must be reviewed by the local committee to be included in the appeal.  In all cases, the appeal process will assure due process for both the instructor and the student.  The District Dean of Students will administer the process and communicate the Committee’s finding(s).  In the event that the student is not satisfied with the outcome of this decision an appeal may be made first to the Campus Vice President and then to the College President.


HINDS COMMUNITY COLLEGE
LETTER OF COMPLAINT
CHECK ONE:    
[bookmark: Check1][bookmark: Check2][bookmark: Check3]		|_| Jackson Campus-ATC	|_| Rankin Campus	|_| Raymond Campus
[bookmark: Check4][bookmark: Check5]		|_| Jackson Campus-N/AHC	 |_| Utica Campus	|_| Vicksburg Campus
		|_| Distance Learning (online course)
Name: Click here to enter text.
College ID# or SS#: Click here to enter text.
Mailing Address: Click here to enter text.
City, State, and Zip Code: Click here to enter text.
Telephone Numbers: (Home): Click here to enter text.   (Cell): Click here to enter text.
Course: Click here to enter text.  (EX: ENG 1113 RYYA)  Instructor: Click here to enter text.
Semester: Click here to enter text.
Please explain in detail why you are filing this complaint.
Click here to enter text.





Electronic Signature: By entering my birth date and initials here, I give Hinds Community College permission to request documents necessary to verify the contents of this complaint. 

Birth date: Click here to enter text.                                Initials: Click here to enter text.
Birth Date Required                                                     	 Initials Required 

FOR OFFICE USE ONLY!!
Click here to enter text.







Office of Civil Rights Compliance
Official Hinds CC Notice of Non-discrimination Statement:
Hinds Community College offers equal education and employment opportunities and does not discriminate on the basis of race, color, national origin, religion, sex, age, disability or veteran status in its programs and activities. The following person has been designated to handle inquiries regarding the non-discrimination policies: Dr. George Barnes, Vice President for Administrative and Student Services, 34175 Hwy 18, Utica, MS 39175; 601.885.7001.
Official Hinds CC Disability Support Services Statement:
Hinds Community College provides reasonable and appropriate accommodations for students with disabilities. Disability Services staff members verify eligibility for accommodations and work with eligible students who have self-identified and provided current documentation. Students with disabilities should schedule an appointment with the designated Disability Services staff member on their respective campuses to establish a plan for reasonable, appropriate classroom accommodations.  For a full list of contact information for each Hinds campus, please visit http://www.hindscc.edu/compliance/Default.aspx.
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