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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. 

The appeal notice must be filed in writing, on a form provided by the program, within ten days af-
ter receipt of a response or, if no response was received, within ten days of the response deadline 
at Level One. 

The program’s legal authority or designee shall inform the candidate of the date, time, and place of 
the meeting at which the complaint will be discussed. 

The direct supervisor shall provide the program’s legal authority with copies of the complaint form, 
the response at Level One, the appeal notice, and all written documentation previously submitted 
by candidate.  The program’s legal authority shall consider only those issues and documents pre-
sented at the preceding level and identified in the appeal notice. 

The program’s legal authority must provide written notice of the decision to the candidate.   

The EPP must retain information concerning the complaint for a minimum of three years. 

After the candidate has exhausted all attempts at the program level to resolve a complaint that 
occurred within the past two years and has not received the relief sought, information on how to 
file a complaint with TEA can be secured from the EPP by information posted at their physical facil-
ity, on their website or, upon request,  directions in writing.  

The official TEA complaint process can be found at 

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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Complaints submissions should include the following: 

• The reasons you believe the issues raised in your complaint are valid. You should also 
indicate how you believe that TEA can assist you with this matter. Remember that TEA 
cannot assist you in understanding your contractual arrangement with the educator 
preparation program, arranging for a refund, obtaining a higher grade or credit for training, 
or seeking reinstatement to an educator preparation program. 

• Documentation to support your claim when possible. For example, if you refer in your 
complaint to an educator preparation program policy, include a copy of the policy with 
your complaint. Helpful documentation might include letters or e-mails exchanged 
between the parties. 

Texas Education Agency staff will send confirmation of a complaint within 30 days of receiving the 
submission. Remember, information the public sends to TEA by email may not be secure. Do not 
email sensitive information to TEA. The agency will remove confidential or sensitive information 
when replying by email. TEA will maintain confidentiality of information to the extent the law 
allows.  

TEXAS ADMINISTRATIVE CODE §228. 70 

Students and constituents have the right to submit formal, written complaints about the Educator 
Preparation Program for investigation and resolution. 
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 · 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. Exam-
ples 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 record 
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 specific aca-
demic integrity policies stated in the course syllabus. The instructor will submit an Academic Integ-
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Our Lady of the Lake University provides a uniform method by which students can pursue grievable 
academic issues. 

Definition  An academic grievance is an allegation that something has occurred that violates exist-
ing University academic policy or established practices, or is intrinsically wrong. Grievable academ-
ic issues include but are not limited to complaints about alleged violations of the institution's aca-
demic policies (e.g., application of grading policies), unfairness in the application of policies (e.g., 
accusation of plagiarism or cheating), or other academic matters. 

Evaluation of a student’s academic performance in a course or program of the University, when 
conducted by a faculty member, is presumed to be valid unless there is proof that the evaluation 
was significantly and adversely affected by prejudice (bias against the student as an individual or as 
a member of a group or class) and/or capriciousness (unjustifiable deviation from generally ac-
ceptable academic standards or procedures, or from explicit understandings established for the 
course or through the course syllabus, which is the de facto contract for course objectives, re-
quirements and expectations).  

Step 1--Informal Resolution First, the student must talk with the faculty member about his/her 
complaint within 30 working days1 of the end of the term. The faculty member is required by Uni-
versity policy to confer with a student who requests redress within 10 working days. Adhering to 
the University’s core values, the intent during this step is to maintain open communication be-
tween the student and the faculty member. The student may choose to have a support person ac-
company her/him but the support person is not allowed to speak on the student’s behalf.  

If the faculty member does not respond, the student may proceed to Step 2. 

Step 2--Academic Grievance If the student and the faculty member are unable to resolve the mat-
ter in good faith, through reexamination of the issues and negotiation, the student must then talk 
with the faculty member’s department chair or designee appointed by the dean, who will attempt 
to collaboratively resolve the complaint between the parties. In preparation for and prior to this 
meeting, the student must submit the academic grievance in writing to the department chair with-
in 10 working days of the meeting in Step 1.   The grievance must include all of the following:  
A. How the decision or action is unfair and harmful to the grievant.  
B. A list of the University policies or state or federal laws that have been violated, if known. 
C. The name the respondent parties (the person(s) against whom the grievance was filed).  
D. A statement as to how the respondents are responsible for the action or decision.  
E. Evidence in support of the complaint.  
F. A statement of the requested remedy. 

The department head is empowered to hear both sides of the matter, to examine all relevant doc-
uments and evidence held by either the student or the faculty member, to bring the student and 
the faculty member together (in person or through electronic communication tools) for further 
clarification, discussion and negotiation, and to suggest possible compromises or other remedia-
tion of the issue. The student may choose to have a support person accompany her/him but the 
support person is not allowed to speak on the student’s behalf.  

If the academic grievance concerns the department chairperson or other officials of the depart-
ment, the student has a right to bypass Step 2 and proceed directly to the College/School Level.  
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If the complaint is not satisfactorily resolved through Steps 1 and 2, a student may proceed to Step 
3, Mediation. 

Step 3--Mediation When an academic grievance is not resolved at the level of the department 
chair, the issue goes to the dean of the school or college to mediate. Similar to the department 
head, the dean is empowered to hear both sides of the matter, to examine all relevant documents 
and evidence held by either the student or the faculty member, to bring the student and the facul-
ty member together for further clarification, discussion and negotiation, and to suggest possible 
compromises or other remediation of the issue. The student may choose to have a support person 
accompany her/him but the support person is not allowed to speak on the student’s behalf. 

The dean, the faculty member, and the student will collaborate to try to resolve the matter within 
10 working days of the dean’s receiving the mediation request. 

Step 4 – Letter of Appeal and Final Resolution If the mediating efforts in Step 3 do not satisfactori-
ly resolve the matter at the level of the dean, the student is required to submit a letter of appeal to 
the Vice President of Academic Affairs (VPAA) requesting a review of the matter by the VPAA or an 
Academic Affairs delegate within 10 days of the Dean’s decision. The letter of appeal must include 


