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Complalnts Procedure Pollcy

St. Mary's Secondary School, Newport, ls a Voluntary Cathollc Secondary School under the
Trusteeshlp and the Patronage of C.E.l ST, (Cathollc Schools, An lrlsh Schools Trust). The
School ls grant alded by the Department of Education & Skills, and is a co-educaflonal
school.

School Management: The Board of Management of St. Mary's Secondary School ls a

statutory Board, appolnted pursuantto the provlslons ofthe Educatlon Act 1998.

Mlsslon Statement:

5t. Mary's Secondary School, Newport operates as a Cathollc co-educatlonalSecondary
School, to provlde teachlng and learnlng of the hlghest quallty for the beneflt of the
communlty whlch lt serves.

ln pursulng thls mlsslon we alm:

. To provlde a quallty educatlonal experlence that caters for the full range of academlc
aptltude and abllltles.

r To foster the lntellectual, physlcal, soclal, cultural, moral and rellglous development of our
students.

r To enable puplls to achieve thelr full potentlal academlcally,
. To promote the Cathollc ethos and faith,
. To cat'er for the needs of the local community ln so far as ethos, resources and facllltles

permit.

Ethos: As a CEIST school, St, Mary's seeks to promote the flve key elements of the CEIST

charter.

Promoting Spiritual and Human Development,

Achlevlng Quallty ln Teachlng and Learnlng.

Showlng Respect for Every Person.

Creatlng Communlty.

Belng Just and Responslble,
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aints Procedure for Voluntary Secondary Schools with Boards of Management

PROCEDURE FOR PROCESSING COMPLAINTS MADE BY
PARENTS / GUARD|ANS OR STUDENTS (WHO HAVE

REACHED THE AGE OF 18 YE,ARS) AGAINST A TEACHER

Procedures are necessary lo ensure fair treatment for all in the school and acceplable procedures
should be known, agreed, and observed in the.interest of good inJr.tri"l relations 

"nJ 
fiurrony inthe school environment. Periodic review of all procedrr"i 

"rr"riJGke 
prac" to enruo pr""ti."*are good and adhere to any developments in employment legislation oi other legislation - ."r"law.

INTRODUCTION

EXCLUSIONS

(a) When complaints are deemed by the Principal/Manager/Board of Management to be:-(i) on malters of professional competence whlch cannot be dealt with at school level and
which are to be referred to the Department of Education and Science for investigation;

(ii) frivolous, vexatious or anonymous complaints and complaints which do not impinge on
the work of a teacher in a school;

(iii) complaints in which either party has had recourse to law or to another standard
procedure;

lhey shall be excluded from the scope of this procedure.

(b) Verbal complaints may be processed informally lhrough Stage 'l of the procedure. Where
the complaint is made in writing initially, the complaint should be processed through Stage 1

but a copy of the complainl should be given to the teacher at Stage '1. Only those complaints
which are written and signed by the complainants may be investigated through stage two and
stage three of the procedure,

PROCEDURES

Stage 1

1.1 A parent/guardian/student who wishes to make a complaint should, unless there are local
arrangements to the contrary, make an appointment and discuss the matter with the teacher
wilh a view to resolving the complaint.

1.2 Where the parenUguardian/student is unable to resolve the complaint with the teacher,
she/he should approach the Principal with a view to resolving it.

1.3 The resolution and outcome of Stages 1,1 and 1,2 should be communicated verbally to both
Parties.

PURPOSE OF COMPLAINTS PROCEDURE

(a) To provide a fair, consistent and equitable mechanism for processing complaints byparents/guardians or students (who have reached the age of 1g years) agairist tu"dr.,eis.

(b) To do so in a manner that affords all concerned full rights in accordance with natural lustice.

(o) To outline the procedures which should be followed by all * employer, ernployees and their
representatives - in the event of complaints being made against teaihers.
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1.4

1.5

lf after Stage 1'2 the complaint is still unresolved, the parent/guardian/student should beadvised that they may raise the matter formally wittr the do"ro 
"inrrnagement 

as set out atStage 2 with a view to resolving it.

ln the case of a complaint against a-Principal, the parenUguardian/student should discuss thecomplaint with the Principal in the first instance. lf the pirent/guardian/student ls unalieio
resolve lhe complaint with the Principal, the complaint may ue-processed as prouioeJ ioi at
Stages 2 and 3 of this procedure.

Stage 2

2,1 lf the issue is not re.solved at Stage 1 then the parenuguardian/student should lodge thecomplaint in writing with the Board of Management

2'2 The Board should acknowledge receipt of the complaint, note it formally and appoint two
authorised representatives, one of whom may be the Principal, to deal witn tne r"itJi

2'3 The authorised representatives should, subject to the general authorisation of the board:-(a) supply the teacher with a copy of the written complaint, and
(b) arrange a meeting with the teacher. and, where applicable, the principal and the

oomplainant, with a view to resolving the complaint. Such a meeting should take place
within 10 school days of receipt of the written complaint as specified Jt 2.1

2.4 The teacher may be accompanied by a colleague or lhe ASTI School Steward at this stage
of the procedure.

2.5 The authorised representatives should convey the outcome of these discussions /
lnvestigation, ln wrlting, to the teacher, complalnant and the Board of Management and
indicate whether or not the matter has been resolved to the satisfaction of all parties.

2,6 lf the complaint has not been resolved at this stage and the complainant wishes to proceed
to Stage 3 s/he shall indicate this in writing to the Board of Management within 10 school
days of receipt of the letter referred to in 2,5.

Stage 3

3.1 lf the Board of Management considers the complaint ls not substantiated, the teacher and
the complainant should be so informed within three days of the Board meeting.

3.2 lf the Board of Management considers that the complaint warrants further investigation, it
should proceed as follows:
(a) the teacher should be informed that the investigation is proceeding to the next stage;
(b) the teacher should be supplied with a copy of any written evidence relevant to the

complaint;
(c) the teacher should be requested to supply a written statement to the Board of

Management in response to the complaint;
(d) the teacher should be afforded an opportunity to make a formal presentation of their

case to the Board of Management, The teacher would be entitled to be accompanied
and assisted by a colleague or union representative at any such meeting, and

(e) the Board of Management may arrange a meeting with the complainant. The
complainant would be entitled to be accompanied and assisted by a friend at any such
meeting, and

(0 the meeting/hearing of the Eoard of Management referred to in 3.2(d) and 3.2(e) will
take place within 15 days of the meeting referred to in 2.3(b).
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3,3

3.4

3.5

NOTES

When the Board of Management has completed its investigation, the decision of the Board ofManagement should be conveyed in writing to the teachEr 
"nd 

tn" complainani *itt,in riu"
school days of the decision being taken.

The decision of the Board of Management shall be final, except in respect of mattersgoverned by appeals procedures in the Education Act 199g.

ln the case of a complaint which is upheld the matter may be dealt with by the Board underthe provisions of Stage 3 of the agreed Disciplinary Procedures. tn sucn circumstances,
members of the Board who have acted as authorised representatives in tne invistigaiion or
the complaint should not participate in the decisions of the Board relating to tfre ap-pliZation ot
disciplinary action.

(i)

(ii)

ln this procedure a school day means a day on which the school is in operation.

At all stages of the complaints procedure a written record should be kept of

(a) the investigation undertaken;
(b) communications to BoM/ParenvGuardian/student and reacher, and
(c) the steps and /or decision taken.

Copies of this written record may be made available for inspection to the parties to the
complaint and to the teacher(s) concerned.

The Complaints Procedure shall be reviewed by the parties every three years or at the
request of any one of the parties,

Policy ratified by the Board of Management without modification:

lst September,2Q2L

L5th January,2025,

(iii )

Signed 4 Zz-z 4.r4,P

Chairpe

Date

, Board of Management

Signed <^^ \
Principal, Secretary to the Board of Management
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