[image: image1.wmf]Proverbs 1:2


Grievance Policy and Procedures
Policy Statement

The resolution of conflict between members of the Heritage College community, including staff, parents and any other stakeholders, is vital to the well being and success of students. 

The intention of this policy is to describe procedures for the effective and early resolution of disputes, as well as a mechanism for communicating concerns, suggestions, allegations and grievances to the school in the appropriate manner.

Heritage College seeks to uphold the principles of Procedural Fairness in resolution of these matters.

Background and Rationale

“Be ye all of one mind, having compassion one of another, love as brethren . . . not rendering evil for evil or railing for railing; but contrariwise blessing; knowing that hereunto are ye called, that ye should inherit a blessing” 1 Peter 3:8-9

“If thy brother shall trespass against thee, go and tell him his fault between thee and him alone …” Matthew 18:15

This policy is to assist with the resolution of grievances at Heritage College. Such a policy is required by the NSW Board of Studies for all independent schools.

The statement describes clear processes by which disputes between the school and members of its community may be speedily resolved to the satisfaction of all concerned.

Good relationships within school communities give children greater opportunities to succeed. It is natural that parents or community members at one time or another may have concerns about what happens at school. To maintain good relationships, grievances or conflicts should be resolved so that all parties achieve satisfactory results.

The welfare of children in the school is paramount. Open criticism of any parties in a dispute does not support children’s education. To this end fair and open communication conducted within the procedures framework outlined here, ensures that the rights and responsibilities of all parties are respected and consensus achieved.

Definition

These procedures are designed to assist everyone involved in what might be termed “general concerns”. Where a solution to a different concern might require entering into a formal process, (eg allegations of child abuse, or a criminal offence), other procedures are already in place which require certain immediate actions on the part of the principal.

Procedural Fairness

Principles of Procedural Fairness (also known as “Natural Justice”) will be upheld by this policy and procedures. These are as follows:
· The right to a “fair hearing”. This applies to all parties in a dispute.

· The right to have a decision made by an unbiased decision-maker. Allegations of apparent bias would need to be assessed on whether a reasonable and informed bystander would suspect the decision-maker is not impartial.
· The right to have a decision based upon evidence.

Publication of Policy

This Grievance Policy and Procedures Document will be made available to all community members via the Parent Handbook and the school’s website. Copies will also be available on request from the School’s office.

Any questions or further information in relation to this document can be obtained by contacting the Principal. Contact details of the Chairman and Secretary of the School Council may also be obtained by contacting the office.
Policy Review

This policy will be reviewed annually, usually in term 4, unless otherwise required.

Requirements

The following requirements are necessary to the effective resolution of disputes:

1. First Contact the School

· All personal matters, such as concerns regarding student, parent or staff relationships should be raised directly with the school.

· Where the issue relates to school policy or matters beyond an individual classroom, the principal should be the first point of contact.

· If the matter relates to an individual student and/or an issue of everyday class operation, the child’s teacher will be the first point of contact.

· If the matter cannot easily be satisfactorily resolved, it should be referred to the school principal.
· Follow the appropriate procedure out of the four Procedure Statements included with this Policy Document.
2. Confidentiality

· Grievances should be kept as confidential as possible.

· Discussing grievances or concerns with others not involved in the matter can cause a breakdown in procedural fairness.

3. Documentation

· To assist with resolution of grievances, concerns should be put into writing wherever practical, unless the matter is relatively minor and can be resolved by speaking to the appropriate person.

· Any party to a dispute has the right to be accompanied by another person, in a support role, at any meetings convened to discuss resolution of that dispute.

· Accurate records of all disputes and proceedings should be maintained and current copies held by all parties involved.

4. Time Frame

· It is the obligation of all parties to deal with a concern as promptly and amicably as possible. In most cases, a reasonable time for resolution might be one month. In some cases where external personnel or factors are involved, resolution might take longer.

5. Use of External Authorities

· The AIS NSW (Association of Independent Schools NSW) can be utilised to resolve problems where a resolution cannot be achieved within the school.
· The NSW BOS (NSW Board of Studies) may also be contacted in cases where resolution is not achieved within the school.

Procedures Framework
1.
General Overview

	Step 1
	Speak to the person directly involved.
First talk to the Teacher or Staff Member involved.

Matters should be resolved as quickly as possible.


IF NOT RESOLVED

	Step 2
	Take up the matter with the Principal –
maintaining confidentiality.


IF NOT RESOLVED

	Step 3
	Request a formal meeting with the Principal and other stakeholders to seek a resolution.


IF STILL NOT RESOLVED

	Step 4
	Contact the Chairman or Secretary of the School Council to seek a resolution.


IF RESOLUTION HAS NOT BEEN ACHIEVED

	Step 5
	The matter may be taken up with the AIS NSW or the NSW BOS


Procedures Framework

2. Matters Relating to the Principal

	
	

	At a mutually agreed time, meet with the Principal.
Discuss the concern.
Each person:

· Listens

· Identifies the Facts

· Lists the Issues

· Generates Solution Options

· Acts and Evaluates.



	
	
	
	

	RESOLVED
	
	NOT RESOLVED

	
	
	
	

	Contact the Chairman or Secretary of the School Council
Have written documents to support your concern, and outline the steps taken to this point towards resolution.
Discuss the concern at an agreed time.

	
	
	
	

	RESOLVED
	
	NOT RESOLVED

	
	
	
	

	Contact the AIS NSW or the NSW BOS to gain external assistance.

	
	
	
	

	
	
	

	
	
	
	

	

	
	
	

	
	

	
	
	
	

	

	
	
	

	


Procedures Framework
3.
Matters Relating to School Policy

	Step 1
	At an agreed time, meet with the Principal and
discuss the concern.


IF NOT RESOLVED

	Step 2
	Discuss the concern with the Chairman or Secretary of the School Council.


IF NOT RESOLVED

	Step 3
	Request the matter be included on the agenda of a formal meeting to the School Council for a formal resolution.


IF NOT RESOLVED

	Step 4
	Refer the matter to the AIS NSW or to the BOS NSW


	
	


	
	


Procedures Framework

4.
Matters Relating to Teacher and Ancillary Staff

	
	
	

	
	
	

	
	
	

	At an agreed time, meet with the staff
member and discuss the concern.

	
	
	

	
	
	

	
	
	

	
	
	NOT RESOLVED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	At an agreed time, meet with the Principal who will take up the matter as part of the staff supervisory role.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	NOT RESOLVED

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	

	
	
	If resolution cannot be reached, refer to ‘Matters Relating to the Principal’.
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Resolved�Congratulations!
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