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State Complaint Procedures for ISD Representatives 

Michigan Department of Education Office of Special Education 

September 2020 

Steps to Conduct a State Complaint Investigation 

Steps 1 and 2: Receipt of State Complaint, Intake, and Sufficiency (Days 1-3) 

Steps Person Responsible 

Receive the state complaint request via mail, fax, hand-delivery, or by electronic submission. The OSE 

Create the complaint in Catamaran and upload documentation. Administrative 

assistant 

Review complaint and complete the checklist in Catamaran to determine sufficiency of the complaint. OSE Staff 

• Insufficient: When the complaint is insufficient, send an insufficiency letter to all relevant parties. 

Note: When the complaint includes items of concern which cannot be investigated, contact the ISD representative to 

request support be provided to the district.  

OSE staff 

ISD representative 

• Sufficient: When the complaint is sufficient, assign an OSE case manager to investigate the complaint. Complaint coordinator 

When the complainant notes interest in mediation, send contact information to Special Education Mediation Services 

(SEMS). 

Administrative 

assistant 

Step 3: Notification (Days 1-5) 

Steps Person Responsible 

Mail an introduction letter to all relevant parties (the complainant/parent, ISD superintendent, and district superintendent). 

Notify District and ISD staff through Catamaran. 

Administrative 

assistant 

Investigations: 

• When the complaint is against a member district, an ISD representative will conduct the investigation in 

collaboration with the OSE. 

• When the complaint is against an ISD, the OSE will conduct the investigation without an ISD representative. 

OSE case manager 

Complaint coordinator 

Supervisor 
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Steps Person Responsible 

• When there is a conflict of interest, the OSE may encourage utilization of another ISD personnel to support the 

investigation process or will conduct the investigation without an ISD representative. 

• When an investigation will proceed without an ISD representative, a second OSE staff will collaborate with the OSE 

case manager. 

Coaching and training 

coordinator 

Step 4: Issues Letter (Days 3-10) 

Steps Person Responsible 

After a review of the complaint and accompanying documents, draft an issues letter which outlines the issue(s) to be 

investigated and the documentation to be requested from the district. 

OSE case manager 

Send an email to the ISD representative which includes:  

• A draft of the identified issues and requested documents. 

• A request for the ISD representative to schedule the complainant interview and reserve a block of time for district 

interviews. 

• The OSE case manager’s availability for interviews. 

• The conference ID and phone number for the interviews. 

OSE case manager 

Within two business days, provide feedback to the OSE case manager regarding the identified issues and requested 

documentation. 

ISD representative 

Mail the issues letter to all relevant parties. Notify district and ISD staff through Catamaran. Administrative 

assistant 

Step 5: Investigation (Days 10-45) 

Steps Person Responsible 

No later than day 20: 

• Schedule the complainant interview and reserve a block of time for district interviews. 

o Notify the district contact a list of staff to be interviewed will be provided once a review of documents has 

been completed. 

o Provide district and complainant the phone number and conference ID for dialing in to the interviews. 

• Email the dates and times of the scheduled interviews to the OSE case manager. 

• If there are any barriers to scheduling the interviews, contact the OSE case manager. 

ISD representative 
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Steps Person Responsible 

When the requested documents have not been received within 10 days of sending the issues letter, the district director, ISD 

representative, and OSE case manager are notified through Catamaran. Send a follow-up email to the district contact and 

the OSE case manager when the district does not upload documentation within three days of the Catamaran notification. 

ISD representative 

Review documentation submitted by the district and complainant. OSE case manager 

ISD representative 

At least one week prior to interviews, email a list of proposed district staff to be interviewed to the ISD representative. OSE case manager 

Provide the district the list of staff to be interviewed and schedule specific times for each staff member’s phone interview. 

Provide the OSE case manager an interview schedule and contact information for each person to be interviewed. 

ISD representative 

At least one day prior to the interviews, email a draft of the interview questions to the ISD representative for review. 

Note: Interview questions are for the ISD representative’s use only and are not to be shared with the district. 

OSE case manager 

Conduct phone interviews.  OSE case manager 

ISD representative 

Step 6: Draft of Report (Days 15-50) 

Step Person Responsible 

Compose a draft of the final decision to include findings of fact, conclusions, decisions and corrective action, as appropriate. OSE case manager 

Steps 7 and 8: Review and Issuance (Days 45-60) 

Steps Person Responsible 

Initiate the internal review process, which includes multiple reviews and feedback to the OSE case manager. The OSE 

Email a draft of the findings of fact to the ISD representative and schedule a meeting to discuss the final decision. OSE case manager 

Provide feedback on accuracy and order of the findings of fact to the OSE case manager prior to the scheduled discussion. ISD representative 

Discuss findings of fact, conclusions, decisions, and corrective action, as appropriate. OSE case manager 

ISD representative 

Complete final reviews, revisions, and decisions. The OSE 

Mail copies of the final decision report to all relevant parties. Notify the district and ISD through Catamaran 72 hours after 

issuance. 

Administrative 

assistant 
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