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A Concern, Complaint, or 
Grievance form is submitted

Conduct Officer reassigns case 
to appropriate academic dean 

or administrator

Dean or administrator reviews 
incident report and contacts 

student and/or staff/faculty as 
necessary

Dean or administrator opens 
case, enters notes, and 

uploads any relevant 
documents to the case. 

Dean or administrator 
generates an outcome letter to 

complaintant

Dean follows up with 
Conduct Officer

Dean or administrator makes 
final notes in the case and then 

closes the case

Complainant meets with 
Title IX Coordinator for intake.

Conduct Officer reviews 
incident report and determines 

process to follow.

Concern is sharing information about something 
that affects, interests, or worries a student that the 
institution should know about. A concern is not 
necessarily the beginning of a formal process or 
investigation. The college may follow up with the 
student if there are further questions, or if the 
student requests it.

Complaint is a claim alleging improper, unfair, or 
arbitrary treatment. A complaint is not: 
disagreement with an administrative decision or the 
outcome of an appeal of that decision, unless it 
alleges improper, unfair or arbitrary treatment.

Grievance is a claim alleging improper, unfair or 
arbitrary action that violates a specific policy, 
procedure or practice of HTC or the Minnesota 
State system. (Sexual harrassment or discrimination 
1B1, 1B3, or Title IX violations are processed 
through Minnesota State 1B.1 & 1B.3 Student 
Discrimination/Harassment/Sexual Violence 
Complaint Process Flowchart)

Complainant opts to proceed as a formal 
complaint and investigation is processed 
through Title IX/1B.1/1B.3 board policy 

procedure

Complainant opts for informal resolution 
and grievance is processed through 

complaint process
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