CONCERN AND COMPLAINTS PROCEDURE FOR

ST COLUMBA'S CATHOLIC SCHOOL
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Appendix 1.

NB: - At any stage, person making concern may be directed to the appropriate Step.
- All written queries, concerns or complaints will be directed to the appropriate
personnel, who will acknowledge and respond.



Appendix 2a
ST COLUMBA'S CATHOLIC SCHOOL

BOARD OF TRUSTEES COMPLAINTS PROCEDURES

Letter of complaint is acknowledged by the chairperson and the complainant advised of
the next steps in the board process. The letter becomes part of the correspondence
that will be dealt with at the next board meeting while the public is excluded.

|

|

The board's response is communicated to the parties who laid the complaint. This may
be either publicly or confidentially depending on the case.

|

Any of the parties may request the board to reconsider their decision - however
normally for such a reconsideration to take place new information that would have been
relevant to the board's deliberations must be produced.

- Shaded area denotes ‘public excluded meetings'.

NZSTA Trustee Handbook Trusteeship Section



Appendix 2b

Stage Two: Board Process

Guidelines:

1,

Issues of a serious matter, eg allegations of physical abuse, may require a special
meeting of the board to be called.

All letters addressed to the chairperson of the board are for the whole board. The
chairperson cannot decide independently as to what action will be taken unless
delegated authority to do so by the board.

Subject to agreement between the parties, resolution or dismissal of the complaint
will not occur before all the information is to hand.

Conflict of inferest will be determined on a number issues, including whether the
complaint involves the action of any trustees.

The board must exercise caution when dealing with complaints regarding staff,
particularly in relation to confidentiality and process, to ensure the principles of
natural justice are met. It is advisable to contact the regional NZSTA personnel/
industrial adviser in such cases. The board will need to consider the relevant staff
disciplinary policies, employment contracts, and expert advice from the NZSTA
adviser. S . _

The board recognises that not all complainants will be satisfied with the outcome of a
complaint. After one reconsideration, if the board is confident of its decision, it will
refuse to enter into further discussion/correspondence. In making such a decision
the NZSTA helpdesk can assist by giving an objective assessment of a board's
processes in dealing with the complaint.

A complaint regarding lack of compliance in relation to an agreed complaint resolution
will be treated as a serious matter and actioned with urgency as a new complaint
rather than as a reconsideration of the previous issue.

Trustees need to be clear in their mind of the difference between a complaint they
have as a parent (ie regarding their own child) and a complaint they have as trustee
(eg obstruction of staff preventing them carrying out board work). In the first
instance they are required to follow the normal procedures and are excluded from
decision making, due to conflict of interest. The latter case is dealt with as an
agenda item for the whole board (possibly with the public excluded).



Concern Form roond
Appendix 3

Name:

Date:

Contact details (if applicable)

Student’s name and relationship to student:

Teacher who first received concern:

With whomn is the outcome to be shared:

Signature: Date:

Describe your concern:

Action taken:

Attach bopies of all documentation (emaﬂs, meeting minutes, letters, etc)

Person to deal with concern

Date complaint/concern acknowledged (Within two working days)
By whom
Date feedback was given (Within ten working days)

Written I:i Phone :I Direct E:] By whom

Has the situation been resolved?  Yes / No
Comments:

Principal to file in Complaints Folder.



