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Complaints Procedures 

Stage 1. 

1.1 A parent/guardian who wishes to make a complaint should make an appointment with the 

class teacher and approach him/her in a respectful manner with a view to resolving the 

issue. 

1.2 Where the parent/guardian is unable to resolve the issue with the class teacher she/he 

should approach the Principal Teacher with a view to resolving it. 

Stage 2. 

2.1 If the complaint is still unresolved and the parent/guardian wishes to pursue the matter 

further she/he should lodge the complaint in writing with the secretary of the Board of 

Management. 

Stage 3. 

3.1 If the Board considers that the complaint is not substantiated, the teacher and the 

complainant should be informed within 3 days of the Board meeting. 

3.2 If the Board considers that the complaint is substantiated, it will be further investigated. 

Stage 4. 

4.1 When the Board has completed its investigation the Chairperson should convey the decision 

of the Board in writing to the teacher and the complainant within 5 days of the meeting of 

the Board. 

 

4.2 The decision of the Board shall be final. 

 

Your responsibility as a person making a complaint. 

In making a complaint we would expect that you: 

- raise issues in a timely manner; 

- treat all school staff with respect and courtesy at all times; 

- ensure your information in relation to the issues you raise is accurate and concise; 

- use these procedures fully and engage in them at the appropriate levels. 

5. What to expect under these procedures 

5.1 Your rights as a person making a complaint 

In dealing with your complaint we will ensure that you receive: 

- fair treatment; 

- courtesy; 
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- a timely response; 

- accurate advice; 

- respect for your privacy – complaints will be treated as confidentially as possible allowing 

for the possibility that we may have to consult with other appropriate parties about your 

issue; and 

- reasons for our decisions. 

Where the complaint is justified we will acknowledge this and address the complaint you have 

raised.  If, after investigation, it is judged there are no grounds for your complaint, you will be 

advised accordingly. 

Please be advised that Child Protection Procedures must be observed at all times.   


