Guidelines for the conduct of student grievance hearings
Department of Health and Human Performance
1. If the informal efforts of the student who has a grievance and the involved faculty and/or administrative members of the department are unsuccessful in reaching a mutually acceptable solution to a student’s complaint, the following procedures shall constitute the formal process for hearing a student’s grievance.

2. Within five working days
 of receipt of a College of Education Student Grievance Form, the Department Chair
 shall appoint a Hearing Committee.  No fewer than three faculty members shall be appointed to the Hearing Committee who must be tenured or on a tenure track members of the Department.  Students may be appointed to the committee by the chair of the Hearing Committee when appropriate, but in all instances the number of faculty members shall exceed the number of student members.
3. Within five working days of the appointment to the Hearing Committee, its members shall select a chair.  The name of the chair shall be forwarded to the Department Chair who shall give the members of the Hearing Committee a copy of the Student Grievance Form filed by the student. 

4. Within five working days of the receipt of the Student Grievance Form, the chair of the Hearing Committee shall inform each party to the grievance that he/she has five working days to provide the Hearing Committee with (1) any materials relevant to the student’s grievance, (2) a list of any witness(es) each party wishes to have present at the hearing, and (3) the name of any advocate each party wishes to have present at the hearing.
  The chair of the Hearing Committee will provide each party a copy of the materials submitted by the other party and will provide copies of all materials to members of the Hearing Committee.
5. Any faculty member or student who is party to the grievance or who is listed as a witness to appear during the proceedings shall not serve as a member of the Hearing Committee.  When necessary because of such conflicting roles, the Department Chair shall appoint a replacement for any faculty or student member of the Hearing Committee involved.
6. The chair of the Hearing Committee shall schedule the hearing of the grievance for a date no later than five working days after receipt of materials and list of witnesses and advocates.  All parties and members of the Hearing Committee shall be notified of the date, time, and place of the hearing.

7. The format of the hearing shall be as follows:

A. Each party to the grievance may present a brief opening statement, with the petitioner addressing the Hearing Committee first.

B. Each party to the grievance may present arguments and evidence, with the petitioner presenting first.  Witnesses may be called at this time; only members of the Hearing Committee may ask questions of the parties and their witnesses.

C. After both parties have presented their arguments and evidence, each party shall be provided the opportunity for rebuttal, with the petitioner responding first.  Additional evidence may be presented and/or witnesses called to refute points presented by the other party.  Only members of the Hearing Committee may ask questions of the parties and their witnesses.
D. Each party may make a brief summary statement, with the petitioner addressing the committee first.  After each summary statement, the other party may make a brief rebuttal.

E. After the summary statements and rebuttals, the members of the Hearing Committee may recall witnesses for additional questioning.  Only members of the Hearing Committee may ask questions.

8. Attendance at the hearing shall be limited to members of the Hearing Committee, the parties to the grievance, and the respective witnesses and advocates called by the parties.  Witnesses may be present only during their own testimony.
9. If scheduling conflicts prohibit any phase of the grievance hearing process from occurring according to time limits proscribed in these procedures, those time limits may be amended by mutual written consent of the parties involved or (2) a ruling of the Hearing Committee.

10. Following the hearing, the members of the Hearing Committee shall meet in closed session to determine their decision.  This decision shall be forwarded in writing to the Department Chair.  The decision forwarded shall include any decisions to amend the proscribed time limits.
11. The Department Chair shall receive and retain on file the decision report of the Hearing Committee and any associated materials forwarded by the Hearing Committee.

12. The Department Chair shall notify the petitioner and the respondent in writing of the Hearing Committee’s decision and the rights and processes for appeal.  Such notification shall be made (1) no later than thirty working days after the original receipt of the Student Grievance Form by the Department Chair or (2) within the total time frame that results from any amended time limits. 
13. In the event of a decision by one of the parties to appeal the decision of the Hearing Committee, the Department Chair shall transmit to the College’s Executive Associate Dean of College Administration the decision of the Hearing Committee along with a copy of all related materials.
14. At any point prior to the issuance of the Hearing Committee decision, the petitioner has the right to withdraw the grievance.  A decision to withdraw the grievance shall be communicated to the Department Chair in writing.
� “Working days” are defined as days during which classes or final exams may be held.


� When the Department Chair is a respondent in a grievance, the Dean shall appoint a substitute for that role, and all duties for the Department Chair in these grievance procedures shall be transferred to the substitute.


� The petitioner and respondent may be accompanied at the hearing by an advocate who is a University of Houston student or faculty member or other individual.  Advocates shall not be permitted to question witnesses or parties involved in the grievance and shall not be permitted to address the Hearing Committee.





