
 

 

Concerns and Complaints Process 
Most concerns can be resolved informally by discussions with the people concerned 

 
 
 
 
 
 
 

Your concern may be general in nature 
OR relate to a specific student or staff 

member. 

Contact the relevant person by email or 
phone to arrange a suitable time to discuss 

the issue.  

This process may require multiple meetings 
or discussions and could involve senior staff 
members. Be prepared to listen to different 

points of view. 

Inform the relevant staff member as to 
whether you are satisfied with the outcome, 

or if the matter remains unresolved. 

Is the issue resolved? 

Your concern remains unresolved after 
speaking with the relevant person, 

OR does not relate to a specific student or 
staff member, 

OR you do not wish to approach the relevant 
person directly. 

Contact the school by email or phone to arrange 
a time to discuss the concern with a member of 

the senior teaching staff or leadership team. 
Mention previous steps taken and advise if you 

wish to have a support person present. 

 Attend a meeting with the relevant staff to 
discuss the concern. Other staff members may 

be involved to assist with the resolution.  
Provide feedback to ensure the concern is 

resolved. 

Is the issue resolved? 
 

Your concern has not been resolved by 
previous steps, 

OR your concern is more serious. 

You can make a formal complaint. 
Put your complaint in writing, include all 

actions taken to date, and your name and 
contact details. 

Address the complaint to the Principal. 

If the complaint remains unresolved you may 
write to the Board.  

The Board will follow the Governance 
complaint process.  

In some instances, you may be directed back 
to the Principal. 

You will be notified of the outcome of the 
Board’s investigation and resolution. 
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Formal complaint process will be followed.  
(Refer Guidelines: Appendix 1)  


