
Responder 

accepts the issue
Issue is Directed

Can it be 

resolved?

Resolved

NO 

Documentation 

needed

Does it involve 

items in List A?
No

No
Yes

No

List A issues 

will always be 

documented 
Main Campus:

Any non List A issues 

escalated past 

Director level will 

always be 

documented in 

appropriate folders in 

Sharepoint by the 

corresponding VP

List A

Ethical issues:

(Derogatory comments, violation of policy etc)

Legal issues:

Sexual harassment, discrimination, theft, 

criminal activity, etc)

Responder ensures that 

proper documentation 

(email, paper mail, 

voicemail etc) are kept 

and forwarded to 

appropriate Director or 

Division Chair

Yes

Responder ensures that 

proper documentation 

(email, paper mail, 

voicemail etc) are kept 

and forwarded to Next 

Level Management

Unsure

No documentation is 

necessary. Forwarded to 

Next Level Management

A

To A

Is the reponder at 

the level of Director 

or Division Chair?

Director or Division Chair 

has to determine if issue 

involves items in List A or 

not (no maybe)

Prof. Studies:

Any non List A issues 

escalated past 

Director level will 

always be 

documented in 

appropriate folders in 

Sharepoint by the 

Director

Does it involve 

items in List A?

Yes

Collect all 

previous 

documentation, 

document in 

Sharepoint by VP 

or Director 

Continue on to 

prescribed 

processes as 

listed in the policy 

manual or catalog 

Always document 

from this point on.

Other 

processes

Can it be 

resolved?

No

Resolved

NO 

Documentation 

needed

Yes

Collect all non List 

A documentation 

and document in 

Sharepoint by VP 

or Director

No

Sharepoint Documentation Responsibility

Yes

Process for capturing formal complaint documentation

*NOTE:  It is assumed that Director or Division Chair level personnel is familiar with and able to interpret our 

policy manual and/or catalog, AND has the capability to follow and execute on related processes.

 


