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READING HOSPITAL SCHOOL OF HEALTH SCIENCES 
 POLICY NO. 366 

 
SUBJECT: NON-ACADEMIC Grievance Policy 
 
 Responsibility of: RHSHS Program Directors 
 Revised: February 2020  Reviewed:  
 
 
SCOPE: Students enrolled at the Reading Hospital School of Health Sciences (RHSHS).  
 
PURPOSE:  The purpose of this policy is to provide students the opportunity for objective 
review of facts and events pertinent to the underlying circumstances of the non-academic 
grievance. This process provides students with a system by which to grieve complaints relating 
to non-academic policies and procedures.  
 
DEFINITIONS: 

 
Non-Academic Grievance – A non-academic grievance is defined as a written formal 
assertion that a student believes that he/she has been dealt with arbitrarily, differently or 
in ways which violate established laws, rules, procedures, or past practices by the 
school/program as a whole.  Non-academic grievances generally do not relate directly to 
grades in the academic or clinical settings, course failures related to not meeting  
requirements on course syllabi, (such as attendance) as those issues are covered by the 
Academic Grievance Policy.  A non-academic grievance may be related to discipline 
related to a school policy (examples such as discipline or dismissal due to failure to 
follow a school conduct or confidentiality policy) 
 
Burden of Proof - The “burden of proof” shall be upon the student such that the student 
challenging the decision or action has the burden of supplying evidence that proves the 
action or decision was incorrect. In considering grievances, decisions will be based on the 
preponderance of the evidence. 
 
School Days - refers to Monday through Friday 
 
Grievant – the student filing a grievance 

 
PROCEDURE:  
 
Step 1 - Informal Level 

 
Should a grievance arise, the student shall first attempt to resolve the problem by 
discussing the issue with the involved parties within three school days of the occurrence.   
If the student believes that the issue is not resolved then the student may next consult 
with the Program Director of the enrolled program.  It is recommended that (if 
appropriate) the Program Director convene a meeting with all involved parties in an 
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attempt to resolve the issue.  If the student feels that this process has still not resolved the 
issue, or if the Program Director is named in the grievance, then a formal non-academic 
grievance may be submitted.  

 
Step 2 - Formal Level 

 
1. The student shall submit a written grievance to the RHSHS Director within five school 

days from the time of the discovery of the occurrence. The written grievance must 
include a description as to why the effort in Step 1 did not achieve a satisfactory 
resolution. 

 
2. The RHSHS Director (or designee) names the Non-Academic Grievance Committee 

members. Membership of the Non-Academic Grievance Committee shall be constituted 
as follows: 

a. Three (3) faculty members and two (2) students shall be selected from the School 
by the RHSHS Director. 

b. Wherever practical, the Committee shall include neither members of the faculty 
nor students of the program directly involved with the grievance. However, if 
requested by the program, committee, or participants, faculty and students from 
the program involved with the grievance may provide expert or other relevant 
information in the proceedings. 

c. The RHSHS Director will appoint a Committee Chairperson from among the 
three faculty members appointed to the committee. 

  
If for any reason, any party involved in the grievance believes a conflict of interest exists 
with any of the individuals named to the grievance committee, the party has the right to 
request individuals who may more objectively render a decision. 

 
3. The RHSHS Director shall send a copy of the filed grievance form to the chairperson of 

the committee for review. 
 

4. The Committee will: 
a. Attempt to conduct a grievance meeting within five school days to review the 

complaint. Note: If the grievance is initiated at the time of semester break, the 
committee may be postponed until the first 2 weeks of the new semester when 
faculty and students are available.  

b. Sign the grievance form when the material is reviewed 
c. Schedule a meeting with the individuals involved in the grievance (see process 

below). 
d. Have the authority to investigate the circumstances surrounding the grievance.  
e. Maintain official written records of the proceedings (Chairperson) 
f. Maintain confidentiality related to the complaint 

 
5. The written record of the grievance and meeting(s) will be stored in the student’s file.  

All official documentation of the non-academic grievance process shall be made 
accessible to both parties. 
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6. Following the grievance meeting(s), the committee will discuss the case in private and 

decide the outcome by secret ballot. 
a. Each committee member has one vote  
b. The chairperson votes only in the event of a tie 

 
7. The chairperson of the committee will provide written notification of the decision to all 

involved individuals within ten school days. 
 
8. If either of the involved parties disagrees with the Non-Academic Grievance 

Committee’s decision,  
a. An official written appeal may be made to the RHSHS Director within three 

school days of receiving the Committee’s decision. If the RHSHS Director was 
involved in the original action/sanction being grieved, another school official may 
be named as designee for the Director.  

b. The RHSHS Director shall evaluate all of the written and recorded information. 
c. The RHSHS Director may meet with involved parties. 
d. The RHSHS Director will render a decision in writing to the individuals involved. 

within ten school days (2 weeks). 
e. The decision of the RHSHS Director will be considered the final outcome of the 

grievance from the RHSHS. 
 

9. General information: 
a. The student has the right to request a school representative or advisor of his/her 

choice at all meetings.  
b. The student may not bring legal representation to the meeting 
c. The grievance meetings are not open to the public including family, friends, etc. 

or any individuals who lack direct knowledge of the occurrence.  
d. Neither party may make any audio or video recording of the meetings. 
e. The RHSHS Director has the authority to terminate the grievance process at any 

point in the process for failure of the student to comply with the grievance policy. 
 

10. The student may request to continue in their Program until the committee has reached a 
decision, provided there are no concerns related to patient outcomes, students, faculty, or 
staff of the School. These concerns may be, but are not limited to threatening, 
intimidating, or disruptive behaviors, or breach of confidentiality related to the grievance 
such as discussion about the grievance outside of the above stated format.  The decision 
to permit the student to continue enrollment during the process is made by the Program 
Director. Note: A student continuing in the program during an appeal process is 
financially responsible to make payments according to school policy and is subject to 
following all financial obligations and policies including limitations on tuition refunds 
after drop/add week.  Requests for exceptions to this process may be requested in writing  
to the RHSHS Director. 

 
11. RHSHS is required by U.S. Department of Education regulations to provide its students 

and prospective students with contact information for any relevant state official or agency 
that would appropriately handle a student’s complaint about RHSHS education 
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programs.  Students are encouraged to utilize the RHSHS internal complaint/grievance 
policies and procedures prior to filing a complaint with the Commonwealth of 
Pennsylvania.  In the unlikely event that an issue cannot be resolved by internal processes 
at RHSHS, students or prospective students may file a complaint with the Pennsylvania 
Department of Education (PDE) – Postsecondary and Adult Education using the contact 
information and link below: 

 
Division of Higher & Career Education 
Pennsylvania Department of Education-Postsecondary and Adult Education 
333 Market Street, 12th Fl. 
Harrisburg, PA 17126-0333 
tel: (717) 783-8228 
fax: (717) 722-3622 
website: https://www.education.pa.gov/Postsecondary-
Adult/CollegeCareer/Pages/College-and-Universities.aspx 
 

 
EDUCATION AND TRAINING: NA 
 
REFERENCES: NA 
 
COMMITTEE AND COUNCIL APPROVALS: RHSHS Directors Meeting, February 2020 
 
CANCELLATION: Reading Hospital or Tower Health policies directly related to this topic 
shall supersede this RHSHS policy.  This policy supersedes all previous policies, memoranda, 
and/or other communications pertaining to this policy. 

https://www.education.pa.gov/Postsecondary-Adult/CollegeCareer/Pages/College-and-Universities.aspx
https://www.education.pa.gov/Postsecondary-Adult/CollegeCareer/Pages/College-and-Universities.aspx
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 READING HOSPITAL SCHOOL OF HEALTH SCIENCES 
 Grievance Meeting Procedure  

 
PROCESS FOR CONDUCTING A NON-ACADEMIC GRIEVANCE MEETING 
 

The grievance meeting will be conducted in an orderly manner allowing all parties an 
opportunity to be heard.   All parties have the right to be present at the meeting.  Each 
party has the right to present written or oral testimony, statements evidence and 
witnesses.   

 
The following process is a guideline for the Non-Academic Grievance Committee 
Chairperson to utilize when conducting a grievance meeting. 

• Introduction 
• Confirmation of no conflict of interest 
• Statement of confidentiality 
• Presentation of the grievance and testimony by student 
• Questioning of student by Grievance Committee 
• Testimony of witnesses for the student 
• Questioning of witnesses for the student by Grievance Committee 
• Presentation of testimony by involved party (parties) 
• Questioning of involved party by Grievance Committee 
• Testimony of witnesses for the involved party (parties) 
• Questioning of witnesses for the involved party by Grievance Committee 
• Presentation of counter-evidence by student 
• Presentation of counter-evidence by involved party (parties) 
• Summary by student 
• Summary by involved party 
• Closure of meeting by the chairperson 
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FORMAL NON-ACADEMIC GRIEVANCE PROCEDURE FORM 
 

This form will be used during the grievance process and will be retained in the student’s file.  A 
copy will be given to the student initiating the grievance.  This form must be signed at every step 
regardless of whether the student accepts or rejects the decision. 
 
Name of individual(s) filing the grievance: 
 
 
 
Name of all individuals involved in the grievance: 
 
 
 
Date of occurrence of the issue: 
 
 
Description of Grievance (Please supply all necessary information known about the issue.  Use 
additional paper if necessary): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

       
       Signature, Director   Date 

 
       

       Signature, Student (Grievant) Date 
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Appointed  Non-Academic Grievance Committee: 
 
Name  
 
 

Faculty Chairperson 

 
 

Faculty 

 
 

Faculty 

 
 

Student 

 
 

Student 

 
I have received a copy of the filed grievance (attached) and I agree to serve on the Non-
Academic Grievance Committee.  I am committed to finding a fair resolution to the issue.  I will 
maintain confidentiality of the information revealed to me in the grievance process. 
 

       
       Signature, Chairperson  Date 
 
 

       
       Signature, Faculty   Date 
 
 

       
       Signature, Faculty   Date 
 
 

       
       Signature, Student   Date 
 
 

       
       Signature, Student   Date 
 
I understand that the above named individuals will be the committee selected to hear and render 
a decision related to my grievance. I am not aware of any conflict of interest or bias in any of the 
members of the committee.   I am committed to providing truthful, complete, and accurate 
information to the committee to support the committee’s effort in finding a fair resolution to the 
issue.  I will maintain confidentiality of the related to this grievance process. 

 
 
       

       Signature, Student (Grievant)   Date 
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Committee Recommendations/Action 
 
Date of Decision: 
 
 
Description of Decision: 
 
 
 
 
 
 
 
 
 
 
 
 
 

       
       Signature, Chairperson  Date 
 
 

       
       Signature, Faculty   Date 
 
 

       
       Signature, Faculty   Date 
 
 

       
       Signature, Student   Date 
 
 

       
       Signature, Student   Date 
 
Was the above recommendation/action accepted or rejected (choose one) by all involved parties? 

 accepted [    ]         rejected [    ]  
                                                                
       

       Signature, Grievance Chairperson/ Date 
 

       
       Signature, Student   (Grievant)  Date  
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DIRECTOR LEVEL 
 
Date of Decision: 
 
 
Description of Decision 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Was the above recommendation/action accepted or rejected (choose one) by all involved parties? 

 accepted [    ]  rejected [    ]  
                                                                
       

       Signature, Student filing grievance/ Date 
 

       
       Signature, Director/   Date 
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 RHSHS DIRECTOR LEVEL 
 

Date of Decision: 
 
 
Description of Decision 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  This decision is the final outcome of the grievance process. 
 

    
       

       Signature, RHSHS Director / Date 
 
 
              
       Signature, Student filing grievance / Date 
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