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In this policy, the terms “complaint” and “grievance” shall have the same meaning. 

Guiding Principles 

OLLU Education Department encourages interns to discuss their concerns and complaints 
through informal conferences with their program staff. 

Informal Process 

Concerns should be expressed as soon as possible to allow early resolution at the lowest possi-
ble administrative level. 

Formal Process 

If an informal conference regarding a complaint fails to reach the outcome requested by the 
candidate, he or she may initiate the formal process described in the OLLU Student Handbook 
by timely filing a written complaint. 

The most current version of the OLLU Student Handbook with the Academic Integrity Policy and 
Student Grievance Procedure will be used.  A copy from the OLLU 2015-16 Student Handbook is 
attached at the end of this document. 

Even after initiating the formal complaint process, a candidate is encouraged to seek informal 
resolution of his or her concerns.  A candidate, whose concerns are resolved, may withdraw a 
formal complaint at any time. 

General Provision Filing 

Complaint forms and appeal notices may be filed by hand-delivery, email, fax, or U.S. Mail.  
Hand-delivered filings shall be timely filed if received by the appropriate administrator or de-
signee by the close of business on the deadline.  Emails shall be timely filed if they are date and 
time marked on or before the deadline.  Fax filings shall be timely filed if they are received on or 
before the deadline, as indicated by the date/time shown on the fax copy.  Mail filings shall be 
timely filed if they are postmarked by U.S. Mail on the deadline and received by the appropriate 
administrator or designated representative no more than three days after the deadline.  

Response 

At Levels One and Two, “response” shall mean a written communication to the candidate from 
the appropriate EPP staff.  Responses may be hand-delivered or sent by U.S. Mail or emailed to 
the candidate’s email or mailing address of record.  Mailed responses shall be timely if they are 
postmarked by U.S. Mail on the deadline and received by the candidate no more than three 
days after the response deadline.   

Days 

“Days” shall mean program business days not including Saturday or Sundays or university holi-
days. In calculating time lines under this policy, the day a document is filed is “day zero,” and all 
deadlines shall be determined by counting the following day as “day one.” 

General Provisions 
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Complaints arising out of an event or a series of related events shall be addressed in one com-
plaint.  Candidates shall not bring separate or serial complaints arising from any event or series 
of events that have been or could have been addressed in a previous complaint. 

When two or more complaints are sufficiently similar in nature and remedy sought to permit 
their resolution through one proceeding, the program may consolidate the complaints. 

Untimely Filings 

All time limits shall be strictly followed unless modified by mutual written consent. 

If a complaint form or appeal notice is not timely filed, the complaint may be dismissed, on writ-
ten notice to the candidate, at any point during the complaint process.  The candidate may ap-
peal the dismissal by seeking review in writing within ten business days, starting at the level at 
which the complaint was dismissed.  Such appeal shall be limited to the issue of timeliness. 

Costs Incurred 

Each party shall pay its own costs incurred during the complaint. 

Complaint Form 

Complaints under this policy shall be submitted in writing.  

Copies of any documents that support the complaint should be attached to the complaint. If the 
candidate does not have copies of these documents, he/she may be presented at the Level One 
conference.  After the Level One conference, no new documents may be submitted unless the 
candidate did not know the documents existed before the Level One conference. 

A complaint that is incomplete in any material aspect may be dismissed, but it may be refiled 
with all the requested information if the refiling is within the designated time for filing a com-
plaint. 

Audio Recording 

As provided by law, a candidate shall be permitted to make an audio recording of a conference 
under this policy at which the substance of the candidate’s complaint is discussed.  The candi-
date shall notify all attendees present that an audio recording is taking place. 

Level One 

Complaint forms must be filed: 

1. Within 10 days of the date the candidate first knew, or with reasonable diligence should 
have known, of the decision or action giving rise to the complaint or grievance; and 

2. With the direct supervisor. 

The direct supervisor shall hold a conference with the candidate within ten days after receipt of 
the written complaint. 

The direct supervisor shall have ten days following the conference to provide the candidate a 
written response. 
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Level Two 

If the candidate did not receive the relief requested at Level One or if the time for a response 
has expired, the candidate may appeal the decision to the program’s legal authority

http://www.tea.texas.gov/
http://tea.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=25769820718
mailto:generalinquiry@tea.texas.gov
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media production, or other academic assignment prepared totally or in part by another; 
 · selling, giving, or otherwise supplying to another student for use in fulfilling academic require-
ments any theme, report, other written work, art work, computer program, media production, 
or other academic assignment.  

Plagiarism means the inclusion of someone else’s words, ideas, or data as one’s own work. Ex-
amples of plagiarism include, but are not limited to, the following:  
· quoting another person’s work, complete sentences or paragraphs, or whole works without 
acknowledgement of the source; 
· using another person’s ideas, opinions or theories without acknowledgement of the source;  
· borrowing facts, statistics or other illustrating material without acknowledgement of the 
source;  
· copying another person’s essay test answer;  
· copying or allowing another person to copy computer files that contain another student’s as-
signments and submitting them either in part or in full as one’s own work;  
· working together on an assignment or sharing computer files and submitting that assignment 
as one’s individual work.  

If a student is accused of violating the OLLU Academic Integrity policy, the following steps shall 
be followed:  
1. The instructor must communicate directly with the student (in person, by telephone, by OLLU 
email, by secure online chat, etc.) regarding the allegation, and the instructor must keep a rec-
ord of the communication. 
2. This direct communication of allegations must occur within 10 working days of the alleged in-
fraction and before the instructor may impose any irreversible consequences.  
3. Prior to determining sanctions to be imposed, the instructor should contact the Office of Aca-
demic Affairs to obtain the student’s record of past academic integrity violations (if any exist) as 
part of the information used to make a decision about consequences for the current violation. 
The instructor may apply consequences consistent with OLLU, academic unit, and course spe-
cific academic integrity policies stated in the course syllabus. The instructor will submit an Aca-
demic Integrity Violation Report to the Vice President of Academic Affairs (VPAA) within 10 
working days. The Academic Integrity Violation report form may be obtained on the OLLU Portal 
(see Academic Affairs, Forms).  

If the student denies responsibility for the violation, or objects to the intended consequences, 
the student may pursue an appeal to the sanctions determined by the professor. Within five 
working days, the student will request that the dean of the college or school under whose juris-
diction the course or assignment in question lies become involved. The dean will interview the 
instructor and the student, and will attempt to work out a satisfactory resolution. If that resolu-
tion is made, the dean will send the record of the charge and disposition to the Office of Aca-
demic Affairs.  

If the dean cannot resolve the case in a way acceptable to both instructor and student, the stu-
dent may request a formal hearing on the charges. The request, in writing, must be made to the 
Vice President for Academic Affairs Office within three days of the college/school dean’s conclu-
sion that no mutually satisfactory resolution is possible, and so informing the student thereof. 
The Vice President for Academic Affairs (VPAA), after ascertaining that good faith efforts have 
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