what should you do i you are not satisied
with the ouicome?

Whese a complaint has been dedlt with ot the
schoal but you are not salisfied with fhe oulcomne
ot the complaint drecly concems the princpd,
should contact the Office of the Director of
Cafhalic Schools Office (9847 0252). You wil be
aked to explain your problem or issue and your cal
wil be drecied fo the cppropriate person

How will records of the complaint be
Records of complants, inferviews and other

documentafion relcfing to a complant wil be kept
in areskicied occess fie.

Anonymous complainis

You can choose fo remain anomyrmous but # may
nof be possbie 1o act upon your cormplaint uriess
you provide your narme, address and the nome of
fhe schoal that fhe complaint relcies fo.

MAKING A COMPLAINT

introduction

Cwr schioak are commithed fo providing an
hearmicnious and sofe environmend for gl fudernds,
parerts and shaff. 'We undershand fhof parents/
caregrean: con somefimes fesl concemead about
somiething fhat is foling ploce ol the school. |

i important that fese concemns are raised and
responded o in o timely and respeciiul way. 'We
volue complaings and are commithed fo ensuing
that every complaint is hondied faity, effectively
ord efficienty. This brochune summaaniseas our
appraach fo complainis handing. For more
detaled informalion see cur Complaints Handing

what is o complaini?

A complairt is an sspresion of dissalishoction mods
obout o school Complainks may be spaken or set
oul in an email or letier. IFthe maber s sshous, o
wiilfen comphaing i bast.

How fo make o comploint

If you have aprablemn or concem which you with
hor raise you should Srd talk to the peson with whom
you have the ssue.

If your feel thot pou cannot opproach the person
direscily or you ane nof happy wish fhair response or
the complaint is veny sesious, you should rmcke an
oppaintment fo mesd wilh the pincipal

Any complaind received by a school that relales
to the principal wil be refemsd fo the school's
consulbant at fhe Cofhaolic Schools Office.

OUR RESPONSIBILITIES :
YOUR RESPONSIBILITIES

Our responsibilifies:

We wik

* ded with your compiaint professionally,
effcently and imparfialy

* keep you informed of cur progress

* give you reasons for our decitions

* beal you with cowlesy and respect

How you can help us:
To help us do the best job we can, we ask thal you:

* clecrly identify the matters you are complaning
about and the oufcome you hope for

give us all the nformation you have, or are
oware of, n support of your complaint, at fhe
beginning

provide us with your name and contact defais

fell us new facts of led us know ¥ you no longer
want cur help

cooperabe with us

freal us with courtesy ond respect

Catholic Schools Office
Diocese of Broken Bay

Corcine Chhaim Cenfre

Bubding 2. 423 Parnan! His Bocd
Pareon b NSW 2120

PO tox P&y

Pareon e NSW 1715

Fhone! (02) %847 0000

Foe (03] 9547 0001

Erol: mehldun comaic.aduay
Web: wwn st cathalic edu.ou

what kinds of complaints are not deall with
under the Complaints Hondling Policy?
Child profeciion Bues

*  Ereciment

= Employrment ReloSons

= Waorkploce Bulving

*»  Horamrment

Th-crpnn-:pd or Calholic Schook COffice con
adviss you about speciic procedures for making

How we will oddress your complaint

‘We aim fo ersure Fhat more minoe or
shraighfforward matiers are resolved simply ond
quickly, by dEcusion bebeeen the appropriate
people. 'When we receive your complaint we wilk

*  give you the opportunity fo explain both your
concems and fhe oulcome you are looking for

= offer reasonable asislonce fo help you to moke
your complant ond for you to undesfand
the procedures we wil folow bo hondle your
complaind and maintain confidenSal#y as for
os ficoble. IFihe complaint is about fhe
b i of amofhuer . that person hos o
right to kroww the batis of the complaint and fo
respond

+ nasolve Fhe comploing as quickly as posible ond
odvise you and any peson whose behaviour
wis fhe subject of fhe complaing of the oulcome
ond the resasons far it

+ ossett fhe focts and ciloumsionces of the
sfuaiion objectively ond resclve the complaint
=Y

¢ mnsure there are no odvenses consaquences
for you ar your child as result of you making a

A guide to making
a complaint

Catholic Schools Office
Diocese of Broken Bay

what might be the culcome?

IF e complaint s upheid, some possible oulcomes
right be:

= an agreemant on how Bo resolve the complaint
= g verbal or wiitlen opology

= an

+ fhe review of g policy or procedure

+ where a stoff member is the subject of Fhe

= where a sludent is the subject of the complain,
a range of sanclions af w=f out in the school's
discipline palicy

= relewant ingining for shaff or shudiends

+ manitoing of behaviour of dalf. sludenks or

porerits
= pounsaling for the paries involeed
Briwacy corgideralions oy maan thal wea ore
urable to give you any specific informalion aboud
outcomes for any dudent or dalf mermber wha you
ore complaining aboul.




