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	Dear (complainant),

Thank you for your interest and concern about _________________________
(list topic of complaint)

_______________________ at ____________________________________.

            (school)

A.  We have investigated the conditions you noted on your Williams complaint and are writing to inform you that your complaint has been resolved in the following manner: __________________________________________________________ _______________________________________________________________________________________________________________________
(list actions from the resolution form and date they were completed)
B. (IF the complaint is not a valid Williams complaint) 

Although your concerns do not qualify as a Williams-type complaint, we are committed to resolving all complaints and ensuring that all students are served effectively.  After reviewing your concerns we have determined that we can take the following actions to address your concerns:  

____________________________________________________________________________________________________________________________________________________________________________________
                  (list actions taken or the process you will follow to resolve the concerns noted in the complaint)

Please contact me if you continue to have concerns.  If a resolution cannot be reached, you may contact Martin Cavanaugh, Sacramento County Office of Education Deputy Superintendent at (916) 228-2500 to discuss your continuing concerns.

Again, we appreciate your bringing this matter to our attention.  Please do not hesitate to call if I can be of further assistance to you.

Sincerely,

[Name]

[Title]

[Phone Number]

cc:   Director

        Assistant Superintendent, Student Programs and Services



