
 

Uniform Complaint Form 
BP/AR 1312.3 Revised June 20, 2018 

 
 
 

Check the appropriate box(es) 

� Discrimination Complaint  

� Harassment Complaint 

� Bullying/Intimidation Complaint  

� Charging Pupil Fees (for participation in an educational activity) 

PLEASE PRINT 
 

Complainant Name: ______________________________________________________________________ 

Home Address:  __________________________________________________________________________ 

Home Telephone:  __________________________  Work Telephone:  ___________________________ 

Date of Alleged Incident:  ________________  Location of Alleged Incident:  ___________________ 

Narrative Summary of Alleged Incident - include time, place, participants and witnesses to 

the alleged violation (If more space is needed, please attach additional sheets): 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________  

___________________________________________________________________________________________  

Desired Outcome of Investigation:  ______________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

_______________________________________________________ 
 

____________________________________________________ _____________________________ 
Complainant’s signature Date 

Complainants may, in some circumstances, have the right to appeal decisions to the California Department of 
Education, or to seek review by the U.S. Department of Education, Office of Civil Rights, or may seek civil remedies 
for allegations of employment discrimination through the U.S. Equal Employment Opportunity Commission and 
California Dept. of Fair Employment and Housing. 

For  questions  or  clarification,  you  may  contact  the  Human  Resources  Department  at  (951) 943-6369, ext. 80304. 

 



 

U niform Complaint Procedures (UCP)  

Policies and Procedures 
BP/AR 1312.3 Revised June 18, 2018  

  
Perris Union High School District  

155 E. 4th Street 

Perris, CA   92570 
(951) 943-6369 x 80302 

   
This document contains rules and instructions about the filing, investigation and resolution                       
of a Uniform Complaint Procedures (UCP) complaint regarding an alleged violation by a                         
local educational agency of federal or state laws or regulations governing educational                       
programs, including allegations of unlawful discrimination, harassment, intimidation,               
bullying and noncompliance with laws relating to pupil fees. 
  
This document presents information about how the Perris Union High School District                       
processes UCP complaints concerning particular programs or activities in which we receive                       
state or federal funding. A complaint is a written and signed statement by a complainant                             
alleging a violation of federal or state laws or regulations, which may include an allegation                             
of unlawful discrimination, harassment, intimidation, bullying and charging pupil fees for                     
participation in an educational activity. A complainant is any individual, including a person's                         
duly authorized representative or an interested third party, public agency, or organization                       
who files a written complaint alleging violation of federal or state laws or regulations,                           
including allegations of unlawful discrimination, harassment, intimidation, bullying and                 
noncompliance with laws relating to pupil fees. If the complainant is unable to put the                             
complaint in writing, due to a disability or illiteracy, Perris Union High School District shall                             
assist the complainant in the filing of the complaint. 
  
Programs or activities in which Perris Union High School District receives state or 
federal funding are: 
 
● Adult Education 
● Consolidated Categorical Aid Programs 
● Migrant Education 
● Career Technical and Technical Education and Training Programs 
● Child Care and Developmental Programs 
● Child Nutrition Programs 
● Special Education Programs 
● Safety Planning Requirements 
 
A pupil fee is a fee, deposit, or other charge imposed on pupils, or a pupil's parents or                                   
guardians, in violation of state codes and constitutional provisions which require                     
educational activities to be provided free of charge to all pupils without regard to their                             
families' ability or willingness to pay fees or request special waivers. Educational activities                         
are those offered by a school, school district, charter school, or county office of education  
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that constitute a fundamental part of education, including, but not limited to, curricular                         
and extracurricular activities. 

  A pupil fee includes, but is not limited to, all of the following: 
  

● A fee charged to a pupil as a condition for registering for school or classes, or as a 
condition for participation in a class or an extracurricular  activity, regardless of 
whether the class or activity  is elective or compulsory,  or  is for credit. 

● A security deposit, or other payment, that a pupil is required to make to obtain a 
lock, locker, book, class apparatus, musical instrument, clothes, or other materials or 
equipment. 

● A purchase that a pupil is required to make to obtain materials, supplies, equipment, 
or clothes associated with an educational activity. 

This document also applies to the filing of complaints which allege unlawful discrimination,                         
harassment, intimidation, and bullying against any protected group as identified under                     
Education Code section 200 and 220 and Government Code section 11135, including those                         
with actual or perceived characteristics such as age, ancestry, color, ethnic group                       
identification, gender expression, gender identity, gender, disability, nationality, national                 
origin, race or ethnicity, religion, sex, sexual orientation, or on the basis of a person's                             
association with a person or group with one or more of these actual or perceived                             
characteristics, in any program or activity conducted by a local agency, which is funded                           
directly by, or that receives or benefits from any state financial assistance. 
 
The following complaints shall be referred to other agencies for appropriate resolution and                         
are not subject to our UCP process set forth in this document unless these procedures are                               
made applicable by separate interagency agreements: 
  

● Allegations of child abuse shall be referred to County Department of Social Services 
(DSS), Protective Services Division or appropriate law enforcement agency. 

● Health and safety complaints regarding a Child Development Program shall be 
referred to Department of Social Services for Licensed facilities, and to the 
appropriate Child Development regional administrator for licensing-exempt facilities. 

● Employment discrimination complaints shall be sent to the State Department of Fair 
Employment and Housing (DFEH). 

● Allegations of fraud shall be referred to the Legal, Audits and Compliance Branch in 
the California Department of Education (CDE). 

 
The responsibilities of the Perris Union High School District 
 
Perris Union High School District has the primary responsibility to insure compliance with                         
applicable state and federal laws and regulations. We shall investigate complaints alleging                       
failure to comply with applicable state and federal laws and regulations and/or alleging                         
discrimination, harassment, intimidation, bullying and charging pupil fees for participation                   
in an educational activity and seek to resolve those complaints in accordance with our UCP                             
procedures. 

3 of 8   



 

In regards to complaints of noncompliance with laws relating to pupil fees, if Perris Union                             
High School District finds merit in a complaint a remedy will be provided to all affected                               
pupils, parents and guardians, that, where applicable, will include reasonable efforts by                       
Perris Union High School District to ensure full reimbursement to all affected pupils,                         
parents and guardians. 
  
Our UCP policies shall ensure that complainants are protected from retaliation and that the                           
identity of a complainant alleging discrimination, harassment, intimidation, and bullying                   
remain confidential as appropriate. We submitted our UCP policies and procedures to our                         
local governing board for approval and adoption (BP/AR 1312.3 adopted June 20, 2018). 
 
The person responsible for receiving and investigating complaints and ensuring our                     
compliance with state and federal laws and regulations is: 
  
Assistant Superintendent or Designee 

155 E. 4th Street 
Perris, CA  92570 

(951) 943-6369 x 80302 

  

We ensure that the person above, who is responsible for compliance and/or investigations,                         
is knowledgeable about the laws/programs that he is assigned to investigate. Complaints                       
of noncompliance with laws relating to pupil fees are filed with a principal of a school. 
  
We shall annually notify in writing our pupils, employees, parents, or guardians of our                           
pupils, the district advisory committee, school advisory committees, appropriate private                   
school officials or representatives, and other interested parties of our UCP process                       
regarding an alleged violation by a local agency of federal or state law or regulations                             
governing educational programs, including allegations of unlawful discrimination,               
harassment, intimidation, bullying and noncompliance with laws relating to pupil fees. The                       
UCP Annual Notice will be disseminated to all of the six required groups each year and will                                 
include information on how to appeal to the CDE. An appeal is a request made in writing                                 
to a level higher than the original reviewing level by an aggrieved party requesting                           
reconsideration or a reinvestigation of the lower adjudicating body's decision. 
  
Our UCP Annual Notice shall also advise the recipient of any civil law remedies that may be                                 
available under state or federal discrimination, harassment, intimidation, and bullying laws,                     
if applicable, and of  the appeal pursuant to Education Code section 262.3. Our UCP Annual                             
Notice shall be in English and the primary language, pursuant to section 48985 of the                             
Education Code, or mode of communication of the recipient of the notice. 

A copy of this UCP complaint policies and procedures document shall be available free of                             
charge. 
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Filing a complaint with the Perris Union High School District 
 
All UCP-related complaints shall be investigated and resolved within 60 calendar days of 
the district's receipt of the complaint unless the complainant agrees in writing to an 
extension of the timeline.  (5 CCR 4631) 
  
For complaints alleging unlawful discrimination (such as discriminatory harassment, 
intimidation, or bullying), the district shall inform the respondent when the complainant 
agrees to an extension of the timeline for investigating and resolving the complaint. 
  
The compliance officer shall maintain a record of each complaint and subsequent related 
actions, including steps taken during the investigation and all information required for 
compliance with 5 CCR 4631 and 4633. 
  
All parties involved in the allegations shall be notified when a complaint is filed and when 
a decision or ruling is made. However, the compliance officer shall keep all complaints or 
allegations of retaliation or unlawful discrimination (such as discriminatory harassment, 
intimidation, or bullying) confidential except when disclosure is necessary to carry out the 
investigation, take subsequent corrective action, conduct ongoing monitoring, or maintain 
the integrity of the process.  (5 CCR 4630, 4964) 
  
All complainants shall be protected from retaliation. 
 

Step 1: Filing Complaint 

 

The complaint shall be presented to the compliance officer who shall maintain a log of 
complaints received, providing each with a code number and a date stamp.  

All complaints shall be filed in writing and signed by the complainant.  If a complainant is 
unable to put a complaint in writing due to conditions such as a disability or illiteracy, 
district staff shall assist him/her in the filing of the complaint.  (5 CCR 4600)  

Complaints shall also be filed in accordance with the following rules, as applicable: 

1.  A complaint alleging district violation of applicable state or federal law or regulations 
governing the programs specified in the accompanying Board policy (item #1 of the 
section "Complaints Subject to the UCP")   may be filed by any individual, public agency, or 
organization.  (5 CCR 4630) 

2.  Any complaint alleging noncompliance with law regarding the prohibition against 
requiring students to pay student fees, deposits, and charges or any requirement related 
to the LCAP may be filed anonymously if the complaint provides evidence, or information 
leading to evidence, to support an allegation of noncompliance. A complaint about a 
violation of the prohibition against the charging of unlawful student fees may be filed with 
the principal of the school or with the Superintendent or designee. However, any such 
complaint shall be filed no later than one year from the date the alleged violation 
occurred.  (Education Code 49013, 52075; 5 CCR 4630) 
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3.  A complaint alleging unlawful discrimination (such as discriminatory harassment, 
intimidation, or bullying) may be filed only by a person who alleges that he/she personally 
suffered the unlawful discrimination or by a person who believes that an individual or any 
specific class of individuals has been subjected to it. The complaint shall be initiated no 
later than six months from the date when the alleged unlawful discrimination occurred, or 
six months from the date when the complainant first obtained knowledge of the facts of 
the alleged unlawful discrimination. The time for filing may be extended for up to 90 days 
by the Superintendent or designee for good cause upon written request by the 
complainant setting forth the reasons for the extension.  (5 CCR 4630) 

4.  When a complaint alleging unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying) is filed anonymously, the compliance officer shall 
pursue an investigation or other response as appropriate, depending on the specificity 
and reliability of the information provided and the seriousness of the allegation. 

5.  When the complainant of unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying) or the alleged victim, when he/she is not the 
complainant, requests confidentiality, the compliance officer shall inform him/her that the 
request may limit the district's ability to investigate the conduct or take other necessary 
action. When honoring a request for confidentiality, the district shall nevertheless take all 
reasonable steps to investigate and resolve/respond to the complaint consistent with the 
request. 
 

Step 2:  Mediation 

 
Within three (3)  business days after the compliance officer receives the complaint, he/she 
may informally discuss with all the parties the possibility of using mediation. Mediation 
shall be offered to resolve complaints that involve more than one student and no adult. 
However, mediation shall not be offered or used to resolve any complaint involving an 
allegation of sexual assault or where there is a reasonable risk that a party to the 
mediation would feel compelled to participate. If the parties agree to mediation, the 
compliance officer shall make all arrangements for this process. 
 
Before initiating the mediation of a complaint alleging retaliation or unlawful 
discrimination (such as discriminatory harassment, intimidation, or bullying), the 
compliance officer shall ensure that all parties agree to make the mediator a party to 
relevant confidential information.  The compliance officer shall also notify all parties of the 
right to end the informal process at any time. 

If the mediation process does not resolve the problem within the parameters of law, the 
compliance officer shall proceed with his/her investigation of the complaint. 

The use of mediation shall not extend the district's timelines for investigating and 
resolving the complaint unless the complainant agrees in writing to such an extension of 
time. If mediation is successful and the complaint is withdrawn, then the district shall take 
only the actions agreed upon through the mediation. If mediation is unsuccessful, the 
district shall then continue with subsequent steps specified in this administrative 
regulation. 

 

6 of 8   



 

Step 3: Investigation of Complaint 

 
Within 10 business days after the compliance officer receives the complaint, the 
compliance officer shall begin an investigation into the complaint. 

Within one (1) business day of initiating the investigation, the compliance officer shall                         
provide the complainant and/or his/her representative with the opportunity to present the                       
information contained in the complaint to the compliance officer and shall notify the                         
complainant and/or his/her representative of the opportunity to present the compliance                     
officer with any evidence, or information leading to evidence, to support the allegations in                           
the complaint. Such evidence or information may be presented at any time during the                           
investigation 

In conducting the investigation, the compliance officer shall collect all available 
documents and review all available records, notes, or statements related to the complaint, 
including any additional evidence or information received from the parties during the 
course of the investigation. He/she shall individually interview all available witnesses with 
information pertinent to the complaint, and may visit any reasonably accessible location 
where the relevant actions are alleged to have taken place. At appropriate intervals, the 
compliance officer shall inform both parties of the status of the investigation.  

To investigate a complaint alleging retaliation or unlawful discrimination (such as 
discriminatory harassment, intimidation, or bullying), the compliance officer shall 
interview the alleged victim(s), any alleged offenders, and other relevant witnesses 
privately, separately, and in a confidential manner. As necessary, additional staff or legal 
counsel may conduct or support the investigation.  

A complainant's refusal to provide the district's investigator with documents or other 
evidence related to the allegations in the complaint, failure or refusal to cooperate in the 
investigation, or engagement in any other obstruction of the investigation may result in 
the dismissal of the complaint because of a lack of evidence to support the allegation. 
Similarly, a respondent's refusal to provide the district's investigator with documents or 
other evidence related to the allegations in the complaint, failure or refusal to cooperate in 
the investigation, or engagement in any other obstruction of the investigation may result 
in a finding, based on evidence collected, that a violation has occurred and in the 
imposition of a remedy in favor of the complainant.  (5 CCR 4631)  

In accordance with law, the district shall provide the investigator with access to records 
and other information related to the allegation in the complaint and shall not in any way 
obstruct the investigation. Failure or refusal of the district to cooperate in the investigation 
may result in a finding based on evidence collected that a violation has occurred and in 
the imposition of a remedy in favor of the complainant.  (5 CCR 4631) 

The compliance officer shall apply a "preponderance of the evidence" standard in 
determining the veracity of the factual allegations in a complaint. This standard is met if 
the allegation is more likely to be true than not. 
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Step 4: Response 

 
Unless extended by written agreement with the complainant, a final decision shall be sent 
to the complainant within 60 calendar days of the district's receipt of the complaint. 
Within 30 calendar days of receiving the complaint, the compliance officer shall prepare 
and send to the complainant a written report, as described in the section "Final Written 
Decision" below. If the complainant is dissatisfied with the compliance officer's decision, 
he/she may, within five business days, file his/her complaint in writing with the Board. 
 
The Board may consider the matter at its next regular Board meeting or at a special Board 
meeting convened in order to meet the 60-day time limit within which the complaint 
must be answered. When required by law, the matter shall be considered in closed 
session.  The Board may decide not to hear the complaint, in which case the compliance 
officer's decision shall be final. 
  
If the Board hears the complaint, the compliance officer shall send the Board's decision to 
the complainant within 60 calendar days of the district's initial receipt of the complaint or 
within the time period that has been specified in a written agreement with the 
complainant.  (5 CCR 4631) 
  
In resolving any complaint alleging unlawful discrimination (such as discriminatory 
harassment, intimidation, and bullying), the respondent also shall be sent the 
district's decision and, in the same manner as the complainant, may file a 
complaint with the Board if dissatisfied with the decision. 
 
 

Step 5: Final Written  Decision 

 

The district's decision on how it will resolve the complaint shall be in writing and shall be 

sent to the complainant and respondent.  (5 CCR 4631) 

  
NOTICE 

  

The complainant has a right to appeal the district's decision within fifteen (15) calendar 

days to the California Department of Education (CDE). 

1430 N. Street 
Sacramento, CA  95814 

916-319-0929 
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