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ST BERNARD’S COLLEGE

MANAGEMENT PROCEDURE FOR DEALING WITH COMPLAINTS AGAINST STAFF

Rationale:

Handling complaints requires clear and fair procedures, recognition of employment contracts and a commitment to justice and conflict resolution.

Purposes:

· to acknowledge that all complaints should be investigated fairly and objectively

· to follow a path which encourages resolution of concerns at the earliest opportunity

· to respect the integrity of Principal and Staff

· to acknowledge the role of the Principal as professional leader and manager of the school

· to protect teachers and other employees against malicious and frivolous allegations

· to ensure that any conduct issues are resolved with fairness, and in accordance with existing legislation and the employment contract

Guidelines:

1
All complaints against staff will be in writing and received either by the Principal or Chairperson of the Board.  The recipient of the complaint will provide a copy to the other party.

2
All issues relating to teachers competence and issues related to the management of the school will be addressed by the Principal, as professional leader of the school.

3
All other complaints regarding staff will be addressed by the Chairperson Board of Trustees.

4
Where a complaint involving a teacher’s competence is proven all possible steps will be taken to provide support for the teacher concerned to restore performance to a satisfactory level.

5
The Principal will inform the Chairperson, Board of Trustees of the actions that are being taken to address performance complaints against staff.

6
Where a complaint is addressed by the Chairperson, a Complaints Committee will be convened to investigate the complaint and recommend action to be taken to the full Board.


The composition of this Committee shall be:

· the Chairperson or Deputy Chair

· the Principal

· at least two other members of the Board (including a Proprietor’s representative and excluding the staff and student Trustee)
7
Any complaint against the Principal will be in writing addressed to the Chairperson and the dispute procedures in the Principal’s Employment Agreement will be invoked.

8
The Chairperson will seek the advice and assistance of the School Trustees Association should any complaint be unresolved within two months of receipt.

9
All actions taken as a result of a complaint must be in accordance with the Employment Agreement affecting that particular staff member.

10
For all complaints, strict confidentiality must be preserved, and all actions taken must be carefully documented.  All documentation is to be held in a central file accessible only to the Principal and/or Chairperson.  So that each complaint is dealt with consistently and fairly, the attached procedure, (Appendix A).  If a complaint is upheld the Complaints Committee may refer the matter to be dealt with under the staff conduct and discipline procedure and will be followed in dealing with complaints.  Provisions of Section 3.3. of the Secondary Teachers Collective Agreement will be followed.  
1 Any reference at a Board meeting will be “In Committee”.
Conclusion:

Complaints are dealt with quickly and effectively when explicit, fair, procedures are outlined and followed.
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