Complaint Procedures
National Elementary Honor Society
The national office of NEHS has established the following guidelines for handling complaints from parents or other interested parties regarding the activities of one of our member chapters.  Review and follow the instructions to facilitate the fastest possible response from our staff.  
Instructions:

1. Review the NEHS Constitution at www.nehs.org.  The national office cannot hear appeals or render decisions for selection or dismissal.   We do investigate complaints involving a chapter’s non-compliance with the constitution and/or policies of NEHS.  Your complaint should cite specific instances of a chapter’s violation these policies. Please note: Your first step is to raise these concerns with the chapter adviser and the school principal. The national office will not pursue matters on your behalf unless indication of this initial contact is provided and the school has had an opportunity to address the issue.     

2. To ensure a thorough review of your concerns, provide all required information.  All complaint forms must be signed and accompanied by a signed release authorizing the adviser and/or principal to discuss matters related to your student.  Forms may be submitted via fax, U.S. mail, or scanned and sent via email.  Anonymous complaints and correspondence will not be accepted or investigated, and will be discarded. Updates regarding the status of the complaint will be sent via email.
3. If possible, include copies of chapter bylaws, dismissal and selection procedures, and any relevant correspondence with the school.  Bylaws are often provided to Honor Society members by the chapter adviser or school principal.  
Chapters are required to publish their selection procedures, and provide dismissal information upon request.  If these documents do not exist or the chapter is unwilling or unable to provide them, please note that in your complaint.  
4. Do not embellish or otherwise misrepresent actions of the chapter (adviser, Faculty Council and/or principal.)  Avoid including any unfounded allegations or rumors in your correspondence.  This includes rumors or hearsay about other students/members and their membership status.
5.  Do not include academic transcripts, medical records, recommendations, legal documents or other privileged information.  All complaints and attachments become the property of NEHS and cannot be returned.
6. Submit to the national office and provide a copy of your complaint to the adviser and principal.  Send to: 
National Elementary Honor Society (NEHS) 
Policies & Procedures: Complaints
1904 Association Drive
Reston, VA 20191 703-476-5432 (fax) Email: nehs@nehs.org (email subject: NEHS Complaint)
National Elementary Honor Society
Complaint Form

All sections are required. Please provide all requested information.  Incomplete documents will not be reviewed. Signature is required at the bottom of the page.  Provide the text of your complaint on additional pages as needed and attach relevant materials.  

Date:  ____________
Name:  ____________________________________________________
Member/Student name: ______________________________________
Email address:  _____________________________________________
Phone number:  _____________________________________________
School name & address:  _____________________________________
___________________________________________________________
Principal:  _________________________________________________
Adviser:  __________________________________________________
I have addressed this issue with the chapter adviser and school principal (or other administrator) and it remains unresolved.  Please initial below:

____ Chapter Adviser


____ Principal or other administrator

Note: The national office does not pursue complaints unless both of these individuals have been notified first of the concern and given the opportunity to respond and resolve the matter.


Nature of complaint (mark as needed):


Non-selection (non-compliance with NEHS selection policies): _____

Improper dismissal/due process: ______

Other:  ____
Explain: __________________________________
Signature:  _________________________________________________
Release 

This signed release must accompany the complaint form if this complaint is being submitted regarding your child’s non-selection or dismissal from NEHS.

I authorize the above named school to discuss my child’s non-selection/dismissal, and other relevant information about my child with the national office of National Elementary Honor Society in an effort to resolve this complaint.  I understand that this may include discussions about disciplinary records and academic performance and other normally privileged information. NEHS will not request, nor will the school provide written copies of school transcripts or disciplinary records without written consent from the student’s legal custodian. 

Signature:  _________________________________________________
National Elementary Honor Society
FAQS About the Complaint Process

Q: I want to appeal the non-selection or dismissal of my son/daughter. Can I file a complaint to have that decision reviewed?
A: No. The national office does not hear appeals or render decisions for selection or dismissal.  All appeals have to be filed at the local level. 

Please do not submit any information about your student for review (i.e. essays, student information forms, academic records). The national office does not review or evaluate students for membership. Information forms created by the chapter can be submitted for purposes of identifying a conflict with NEHS policy. Please redact identifying student information.
Q: What is the difference between a complaint and an appeal?

A:  Appeals are requests to review or overturn a selection or dismissal decision. The national office cannot hear appeals or change any selection or dismissal decision made by a chapter’s Faculty Council.  

When a chapter is in violation of an Honor Society policy, we will investigate in an effort to bring the chapter into compliance. Complaints may be filed only for specified violations of Honor Society policy.  Parents are requested to review the NEHS Constitution and web site to familiarize themselves with the national policies.
In some cases, the violation has had a direct impact on a selection or dismissal decision and the corrective action may result in a reversal of that decision or a re-evaluation of a student (for selection.)  Please note that in many cases, even when a violation has been identified and changes to chapter procedures are required, there may not be any effect on selection or membership status. 
Q: What are some examples of violations of NEHS policy? Please identify reasons for submitting a complaint.

A: Examples: 

1. Absence of a Faculty Council, or principal (or assistant principal) serving on the council. 

2. Incorrect scholarship (GPA) requirement. The scholarship requirement is based on a cumulative GPA.  The following are not allowed: no class percentages (i.e. top 10% of the class), no calculations that exclude elective courses, no per-course requirements (i.e. “No Cs allowed” or “no grades below….” ), no quarterly or semester average requirements (i.e. all quarters/semesters of 90 or above.) 

3. Chapter has no published selection procedure.

4. Chapter has no chapter bylaws.

5. Improper or automatic dismissal, and/or lack of due process. 

6. Chapter does not conduct service projects.

7. Chapter refuses to accept a transfer member from another chapter.
Q: When should I submit a complaint to the national office?

A: When a violation of NEHS policy has been identified and brought to the attention of both the adviser and principal, and the violation has not been corrected, parents, students and interested parties may submit a complaint to the national office.
Please file complaints within the current school year while your student is still enrolled in that school. Complaints filed after a student has graduated may have no effect on membership status.  All complaints should be filed in a timely manner for the quickest resolution. 
Q: What happens when I submit a complaint?  
A: Violations of national policy are taken seriously and are investigated.
When a complaint is received, it is reviewed to identify violations of Honor Society policy.  In some cases, more information is needed before a determination can be made. We will contact you with additional questions, and contact the school to obtain additional information as well. 
Once violations are clearly identified, the national office will contact the adviser and/or principal in writing to notify them that a complaint has been filed. We will identify the nature of the complaint, the violation of Honor Society policy, and the steps to bring the chapter into compliance. A timeframe for compliance will be outlined and the chapter will be asked to submit a copy of its bylaws and other relevant information for review.  Schools are usually given 15 business days to respond, except in time-sensitive cases where a more immediate response is required.
Q: How long does it take to review my complaint and resolve it?

A: Generally, complaints will be reviewed within 10 business days of receipt. When violations are present, you can expect that the school will be contacted within that time.  

The timeline for resolution of a complaint depends on many factors, including: The need for additional information from you and your response to those inquiries, school response time to initial contact from the national office, whether extensive revisions and changes are needed to the chapter’s procedures and policies, and when the complaint was filed (during the school year vs. summer.)  
Complaints filed after the conclusion of the school year may not be resolved until the next school year. 
Q: How will I know the status of my complaint?
A: In most cases, you will receive email updates regarding the status of the complaint, including the date the school was contacted, what violations have been found, when a response is expected and when the school responds and becomes compliant.  However, you may contact the national office at nehs@nehs.org to check the status at any time.
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