Grievance Policy
Every student is encouraged to discuss his or her concerns or complaints with his/her Academic Advisor
or the CTCA instructor or staff most able to assist the student in resolving the matter. If, however, the
student is not satisfied with the result of these efforts, then the student may pursue a formal grievance
by following the procedure below:
1. Make a signed, written complaint to the Chief Academic Officer describing the basis of the
complaint in enough detail to allow an investigation under this procedure. The complaint should
also include the student’s name, telephone number, email address, and the date of the complaint.
2. The Chief Academic Officer or designee will schedule an appointment with the student within
three (3) working days to discuss the complaint.
3. The Chief Academic Officer or designee will confirm the completion of the investigation with a
written report of the disposition of the complaint mailed to the student within five (5) working
days of the first meeting with the student.
4. If the student is not satisfied with the Chief Academic Officer or designee’s report of disposition
of the compliant, the student may appeal this result in writing to the Chief Executive Officer of
CITF/CTCA within 10 working days of receipt. The appeal letter must include a copy of the written
disposition report and an explanation why the student is not satisfied with that outcome.
5. The Chief Executive Officer or designee will review the written disposition report and the
student’s appeal letter and will conduct any further investigation necessary, including requesting
additional information from the student or Chief Academic Officer.
6. The Chief Executive Officer or designee will provide both the student and the Chief Academic
Officer with a written appeal finding mailed within 10 working days of the receipt of the appeal
letter. This written decision is the final disposition of the complaint.
Complaints should be submitted in writing to the following address:
CompTIA Tech Career Academy
Attn: Complaint Department
3500 Lacey Road, Suite 100
Downers Grove, IL 60515
Arizona
If the student complaint cannot be resolved after exhausting the Institution’s grievance procedure, the
student may file a complaint with the Arizona State Board for Private Post-Secondary Education. The
student must contact the State Board for further details.
The State Board address is:
1740 W. Adams Street # 3008
Phoenix, AZ 85007
Phone number: 602/542-5709, website address: www.azppe.gov

