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Early Light Academy 
Hotline Complaint Policy 
 
 
PURPOSE 
 
The purpose of this policy is to outline, in accordance with Utah Administrative Code R277-123-
7, how Early Light Academy (the “School”) responds to and resolves Utah State Board of 
Education (“USBE”) public education hotline complaints received as referrals from the USBE 
Internal Audit Department.   
 
POLICY 
 
After the School receives a hotline complaint, if contact information for the complainant is 
available, designated School personnel will contact the complainant promptly and document (a) 
the School personnel that contacted the complainant; (b) the type of contact made (phone, email, 
etc.); (c) the date of the contact; and (d) the resolution of the concern or action steps to be taken.  
 
The School will make at least two good faith attempts to contact a complainant when contact 
information is available.   
 
The School will investigate, respond to, and attempt to resolve hotline complaints in accordance 
with the requirements set forth in R277-123-7 and School policy.  If the School determines that a 
hotline complaint should have been addressed by way of the School’s applicable grievance policy, 
the School may inform the USBE Internal Audit Department.  To the extent allowed by R277-123 
and applicable law, complainants should not use the hotline to bypass the School’s grievance 
policies. 


