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COMPLAINT PROCEDURE

NOTICE TO STUDENTS:  Complaints filed on behalf of or by a student against a school must be postmarked within one year of the student’s last date of attendance.

Licensed institutions are recognized by the Oregon Department of Education as being responsible for certain standards of quality. It is the mutual goal of the Oregon Department of Education and the institution you are attending to provide educational training programs of quality. When problems arise, students should make every attempt through the formal complaint procedure within the institution to find a fair and reasonable solution by taking the following steps. Please note the dates that you completed steps 1, 2, and 3.

	1.
	Discuss the problem thoroughly with the teacher.
	Date:
	     

	
	If there is no resolution continue to procedure 2.
	
	

	
	
	

	2.
	Discuss the problem with the school manager or director.
	Date:
	     

	
	If there is no resolution continue to procedure 3.
	
	

	
	
	

	3.
	Discuss the problem with the owner of the school.  
	Date:
	     


Unless the complaint is a violation of a state or federal law or administrative rule, the decision of the school is final. If your complaint alleges a violation of state or federal law or administrative rule, you may appeal to the Oregon Department of Education by completing the following steps:

1. The complainant will complete the complaint form attached; or

2. Submit a letter of complaint that contains the following information:

· Complainant’s name, address, and phone number;

· School name, address, and phone number;

· Listing of statute, rule or law the complainant alleges the school has violated;

· Nature of complaint, such as failure to refund tuition, misrepresentation, or other unfair business practice as specified in the law or rules;

· Facts detailing dates of attendance, termination date, date of occurrence, names, addresses, and positions of school officials contacted, financial loss, if any, and any other pertinent information;

· An explanation of what efforts have been taken to resolve the problem with the school, if any; and

· Copies of pertinent documents, such as the enrollment agreement, catalog, advertisements, etc.

Upon receipt of the complaint or other allegation that an institution has failed or is failing to comply with the provision of the law, the Superintendent shall notify the institution of the nature of such allegations and shall investigate the facts surrounding the allegations.

The Superintendent shall notify the complainant and the school of the findings resulting from the investigation.

NOTICE OF COMPLAINT

Complaints filed on behalf of or by a student against a school must be

 postmarked within one year of the student’s last date of attendance.
	Complainant Name:
	     

	
	(Print or Type)
	

	Complainant Address:
	     

	Home/Message Phone:
	     
	Work Phone:
	     

	School Name:
	     

	School Address:
	     

	School Phone:
	     


	1.
	Give specific information as to which law the school has violated. Please review the Oregon Administrative Rules, Division 45, and list the number of the rule. Please link to http://arcweb.sos.state.or.us/rules/OARS_500/OAR_581/581_045.html to download a copy of the rules.)

	
	Statute or Rule Number:
	

	
	     


	
	

	
	

	
	

	
	

	2.
	Explain below the nature of the complaint such as failure to refund tuition, misrepresentation, or other unfair business practice.  (Attach additional sheets, if necessary.)

	
	     


	
	

	
	

	
	


	3.
	Provide the following details:
	

	
	Dates of attendance:
	     

	
	Date of termination:
	     

	
	Date(s) of occurrence:
	     

	
	Financial loss (if any):
	     

	
	
	

	4.
	Did you follow the school’s internal complaint process?     FORMCHECKBOX 
 Yes
     FORMCHECKBOX 
 No


	
	If yes, explain what efforts have been taken:
	

	
	     

	
	

	
	

	
	If no, why not:
	

	
	     

	
	

	
	

	
	

	
	

	
	Names and positions of school officials contacted (i.e., teacher, director, or others involved 

from the school):

	
	NAME
	
	POSITION

	
	     
	
	     

	
	     
	
	     

	
	     
	
	     

	
	     
	
	     


	5.
	Names of other students involved or who have the same problem:
(Optional)

	
	     

 FORMTEXT 


	
	

	
	

	
	

	
	
	
	

	6.
	Copies of pertinent documents, such as the enrollment agreement, catalog, advertisements, financial aid papers, etc.  (Attach copies to complaint form.)

	
	     

	
	
	
	     

	
	Signature
	
	Date


Please mail to:

Oregon Department of Education

Private Career School Licensing Unit

Attn:  Shirley Arvin

255 Capitol Street NE

Salem, OR  97310-0203

(503) 947-5751
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