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All Saints Grammar School 
is a caring Greek Orthodox 
School, where each community 
member feels safe, included 
and respected. The issues of 
dignity, equity and justice in the 
relationships between all people 
within the school community are 
of fundamental importance.

Policy statement:
A resolution to a grievance 
from a student, employee 
or parent should be sought 
through informal discussions 
with the appropriate person in 
order to come to a mutually 
acceptable resolution. If this  
informal process is unsuccessful, 
a formal Grievance Procedure 
shall be followed.

Formal Grievance 
Procedures
All grievances should be dealt with in a timely manner at the 
appropriate level before being escalated to a higher level.

Information 
for Staff 

The relationship between colleagues is an important part of 
ensuring that students are happy, secure and open to learning. 
All Saints Grammar recognises that all staff need to work closely 
to provide the best educational opportunities for students. If a 
staff member has any concerns or complaints regarding any other 
member of the school community, they are encouraged to work 
together to resolve them as promptly and efficiently as possible.

What to do if you have a problem:

•	 Try to identify the problem clearly before taking any action. 
If there is more than one problem, list them to ensure that the 
extent of the problem is clear to the School.

•	 Decide whether the problem is a concern, enquiry or 
a complaint, this will help in finding a solution.

•	 In the interest of resolving matters quickly and effectively, 
you are encouraged to informally discuss your problem with 
the person concerned.

•	 If informal strategies do not resolve the problem, lodge your 
complaint formally and in writing to the Head of School. 
Where the Head of School advises, mediation can be arranged 
between the parties concerned.

•	 If you do not believe the problem has been resolved, if your 
complaint is serious, or involves the Head of School, send 
your complaint to the Board of Directors via the following 
email: boardsecretary@allsaints.nsw.edu.au stating your 
concerns in writing.



At All Saints Grammar we believe it is important that everyone 
feels happy and safe so that the best learning can take place. 
We believe that everyone, including students, staff and parents 
need to work closely together to provide the best educational 
opportunities for you. If you have a problem, a concern or 
a complaint, we encourage you to speak to someone about it.

What to do if you have a problem:

•	 Try to identify the problem that is upsetting you. If there is 
more than one problem, write them down so that you are clear 
about what you feel or need.

•	 If you feel you can, meet with the person you are having the 
problem with and if their behaviour is upsetting you, tell them 
to stop.

•	 Often parents can help when young people are unsure of 
what to do. It is a good idea to ask for support or advice when 
problems arise rather than keeping it all to yourself.

•	 If your talk with the person you are having a problem with 
does not solve your problem, talk to a staff member about 
your concerns and ask them to help you deal with it. The staff 
member will often be able to give you good ideas on how to 
cope and will help you solve the problem.

•	 Try to stay calm when discussing your problem. Even if you 
don’t feel it, being calm will help you get your concerns across 
more clearly than if you are upset or angry. It may help to take 
someone with you.

•	 If you do not believe the problem has been resolved, make an 
appointment to talk to another staff member. If you still do not 
feel that the matter has been solved, make time to talk to the 
Head of Campus or Head of School about your concern.

Remember:
•	 Effective management of a grievance requires face to face, 

personal dialogue. All electronic forms of communication 
(e.g. Email, Text Messages, Twitter, Facebook etc.) 
are not acceptable.

•	 Sometimes the person helping you may need to speak to 
someone else so that the problem can be solved. You need to 
let that person know that you are okay with that.

•	 You can bring a friend, parent or teacher to support you when 
you need to talk about the problem.

•	 No one will be allowed to pick on you or hurt you because you 
made a complaint.

•	 If you want to, you can write out your grievance in a letter 
instead of talking about it, but the person helping you will need 
to speak to you later.

Information for Students
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Information for Parents

The relationship between home and the School is fundamental 
in ensuring that students are happy, secure and open to learning. 
All Saints Grammar recognises that parents and staff need to 
work closely to provide the best educational opportunities and 
care for their students. We encourage you to discuss your child’s 
progress with staff and to let us know if you have any concerns 
so that we might work together to resolve these as promptly and 
efficiently as we can.

What to do if you have a problem:

•	 Try to identify the problem clearly before contacting the School. 
If there is more than one problem, list them to ensure that the 
extent of the problem is clear to the school.

•	 Decide whether the problem is a concern, enquiry or 
a complaint, this will help in finding a solution.

•	 Make an appointment to meet with your child’s class teacher 
or staff member. The best way to do this is to contact the 
School Office to arrange a mutually convenient time for 
a telephone call or a meeting.

•	 If you do not feel after your meeting that the problem has been 
resolved, or if you have a complaint about a staff member, 
make arrangements to meet with the Head of Campus.

•	 Try to stay calm when discussing your problem. Even if you 
don’t feel it, being calm will help you get your concerns across 
more clearly than if you are upset or angry. If it will help, take 
someone with you.

•	 Remember, staff are committed to resolving any issues that 
parents might have regarding their children and will discuss with 
you actions that might be taken with regard to your concerns.

•	 If you do not believe the problem has been resolved, or if your 
complaint is serious, send your complaint in writing to the 
Head of School or arrange to meet with them.

•	 If you do not feel that the problem has been resolved, 
or if the matter involves the Head of School, send your 
complaint to the Board of Directors via the following email: 
boardsecretary@allsaints.nsw.edu.au stating your concerns 
in writing.

All Saints Grammar will document all formal grievances and any 
processes implemented to seek a resolution. Where a complaint 
is made against an individual, that person will be informed of the 
nature and content of the complaint and they will have the right 
to respond. 

All discussions will be kept strictly confidential. A person who has 
made a complaint may withdraw it at any time. No one will be 
victimised as a result of initiating a formal Grievance Procedure. 
At the formal stage, a person who has made a complaint has the 
right to be represented and supported by another person of his/
her choice. A process of mediation may be available if a complaint 
is not satisfactorily resolved.
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