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Glenburnie Primary School Grievance Procedure
Effective Date: 13/08/2025
Review Date: 13/08/2028
Ratified by: Principal, School Staff and School Governing Council
Purpose
The purpose of this procedure is to provide a clear and fair process for addressing grievances at Glenburnie Primary School, ensuring that concerns are resolved promptly and effectively.
Scope
This procedure applies to all students, parents, staff, and community members associated with Glenburnie Primary School.
Procedure
1. Informal Resolution
· Step 1: Direct Communication
· The aggrieved party should first attempt to resolve the issue directly with the person involved through respectful and open communication.
· Step 2: Seek Assistance
· If direct communication is unsuccessful or inappropriate, seek assistance from a teacher, staff member, or relevant coordinator to facilitate a resolution.
2. Formal Resolution
· Step 3: Submit a Formal Grievance
· If the issue remains unresolved, submit a formal grievance in writing to the Principal. Include details of the grievance, any steps taken to resolve it, and the desired outcome.
· Step 4: Investigation
· The Principal will acknowledge receipt of the grievance and conduct a thorough investigation, maintaining confidentiality and impartiality.
· Step 5: Resolution Meeting
· A meeting will be arranged with the parties involved to discuss the findings and explore possible resolutions.
· Step 6: Decision and Communication
· The Principal will make a decision and communicate the outcome in writing to all parties involved, outlining any actions to be taken.
3. Appeal Process
· Step 7: Appeal
· If the grievance is not resolved to the satisfaction of the aggrieved party, an appeal can be made to the Education Director. The appeal must be submitted in writing, detailing the reasons for the appeal.
4. General Principles
· Confidentiality
· All grievances will be handled with confidentiality to protect the privacy of all parties involved.
· Impartiality
· The process will be conducted impartially, ensuring fairness and objectivity.
· Timeliness
· Grievances will be addressed promptly, with regular updates provided to the aggrieved party.
· Support
· Support will be offered to all parties involved, including access to counselling services if needed.
Communication
· The grievance procedure is available on the school’s website and in hard copy from the school office.
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