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Does your problem 

involve a matter that a 

particular staff member 

has a responsibility for? 

Email or phone the staff 

member concerned to make a 

suitable time to discuss the 

issue.  Indicate immediately 

what the concern is about so 

that the staff member can be 

prepared.  

Talk with the relevant staff 

member about the issue.  Be 

prepared to listen to their point of 

view which may not be the same 

as you hear at home.   More than 

one conversation may be required. 

Provide feedback to the staff 

member as to whether or not you 

are satisfied, to ensure the 

problem is settled. 

Issue resolved? 

Does your problem involve a 

prefect or a wider school 

management matter or has 

not been resolved after 

dialogue with a staff 

member?  

Email or phone the principal 

(email preferred) or the 

school office to make an 

appointment to see the 

principal.  Indicate the nature 

of the concern and the steps 

you have already taken so 

that the principal is prepared.  

Although the principal is 

willing to listen it is difficult to 

enter into a formal process 

against another student or 

staff member without factual, 

timely, evidence to back up 

the complaint.  It is not a case 

of “not believing” the 

complainant, but it is the 

necessity of tangible “proof” 

to support a process if it is one 

word against another. 

Discuss with the principal (or 

senior manager deputised to 

hear the matter)  Be prepared 

to listen to the other point of 

view  which may be different 

from what you  hear at home.  

At this stage the matter may 

be referred back to the staff 

member if process has not 

been followed, or referred  

from the deputised senior 

manager back to the principal 

if it looks as though a formal 

process may be required. 

Issue resolved? 

Your problem has not been 

resolved by visiting the staff 

member or principal or the 

problem involves the Board 

Of Trustees.  

If so, you now have a 

COMPLAINT 

Write to the BOT, via the 

Chairperson (office can pass it 

on) outlining your concern 

and all actions taken to date.  

The Chairperson will have to 

ensure that the correct 

process has been followed or 

will refer you back to the 

principal or staff member.  

Include your name and 

contact details.   The letter 

can be an attachment to an 

email, but not the email itself. 

Your complaint will be 

acknowledged with an 

expected time frame for 

resolution.   

Except in exceptional 

circumstances the BOT will not 

enter into any complaint unless 

it is in writing, has the 

complainant identified, as is 

supported with factual 

evidence.  For example there is 

little the BOT can do with 

complaints about a named 

teacher who “picks” on a named 

child without the factual 

evidence to present to the 

subject of the complaint. 

It is now a confidential  BOT  

“in committee” matter and 

the complainant can expect 

a formal response. 
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