Organisational Policy Framework

	· Title  
Communication Policy for Parents and Guardians:

Complaints Procedure for Teachers   


	· Introductory Statement  

The Board of Management in consultation with teachers and parent representatives developed this policy, in response to the experiences of the B.O.M. and teachers.


	· Rationale

In the development of our Communications Policy over the past three years, in keeping with our 5 Year Plan, the rights of parents and children have been highlighted and developed in the school policies and in School Information Book and in the Procedures for Making Complaints. The responsibilities of the Board include providing a safe work environment for all staff. As a result of challenging behaviour towards teachers and the potential for false accusations to be made against teachers, the Board felt it necessary to devise this policy to promote the rights of the teacher.



	· Relationship to Characteristic Spirit of the School

In keeping with the mission statement of Ahane N.S., this policy reflects the desire to promote and maintain a healthy and positive work environment for its staff.


	· Aims

· That parents/ guardians are aware that the teachers have a right to work in a safe environment

· That parents/guardians are aware that there is a code of conduct in place in the school for parents and that all involved in Ahane N.S. have both rights and responsibilities

· To make explicit what is termed as unacceptable behaviour from any parent or guardian

· To raise awareness that actions of parents/guardians have consequences

· To raise awareness among parents/guardians that the Board of Management has a role to play in providing a safe workplace for their teachers



	· Guidelines 
It is our school policy to arrange parent teacher meetings with the class teacher during the academic year. In Ahane N.S. teachers are very willing to meet with parents and have a formal parent teacher meeting once a year and many informal ones throughout the year, as needs arise. A mutually suitable time is agreed with and appointments are made through our office secretary. Where parents are not available to meet with teacher in the working week following the parents’ request, the meeting will be scheduled for the next available appointment time for both parent and teacher the following week.

All teachers in Ahane N.S. are entitled to work in a safe and supportive environment. They must not be subject to verbalism, threatening behaviour or physical violence in accordance with the Equal

Status Act 2000. 

All incidents will be reported to the principal and directly by the teacher to the Board of Management. Incidents will be dealt with in accordance with the Board of Management Guidelines.

Teachers have the right to teach their class in a school space, e.g. class room, yard, sports pitch, without interference/verbal abuse/chastisement from parents/guardians. Any interference will be reported directly to the Board of Management. Any verbal chastisement of a teacher in front of children or parents at any time will not be tolerated and will be reported to the Board. Physical threats or threatening behaviour will not be tolerated.

In the School Information Book it is clearly outlined that parents/guardians need to make and appointment through the school secretary to meet with a teacher if they have any issue or concern. They are also asked not to discuss any personal or private matter in front of a group of children.

We ask parents not to discuss any private/personal matter at the front door or classroom door.

Parents are not always aware of the full details of what took place or the context/details/facts surrounding what they perceive as an incident. We ask you to stop, think and make an appointment. 

Teachers and the Board of Management are only responsible for what happens during school hours (9.10 to 1.50, or 9.10 to 2.50) during the school week. Outside of these hours matters that arise are the parent/guardian’s own parental responsibility. 

In school, teachers are in the place of the parent. This translates that we supervise the group of children as a parent would.  It is timely to remind parents/guardians that teachers spend a great deal of time with their children during the average school week and have developed a relationship with their child.

Our school is a centre of learning for children and as such children and indeed adults make mistakes.

In relation to the behaviour of children, the teachers use many varied strategies and sanctions for promoting positive behaviour and to discourage negative behaviour. Our school is a learning environment where children misbehave and fall out with each other etc. 

Parents/guardians are aware of the actions that their children take at different times e.g. misbehaviours, deflecting the parent’s attention to matters other than the issue that is of concern. In cases where a child misbehaves or does wrong, the behaviour is that of the child. In our experience parents/guardians may be willing to blame a teacher for not preventing a child’s wrongdoing. It is the child who has misbehaved and it’s the child’s actions and behaviour that needs to be explored. 

We encourage children to be responsible for their behaviour.

The School Information Book outlines and suggests ways in which children can be helped. 

Parents/Guardians who verbally or physically threaten or make allegations against a teacher etc. will be reported by the teacher to the principal and Board and the matter will be dealt with.

Newly appointed teachers, temporary teachers and substitute teachers are all afforded the same rights and respect as the regular class teacher. If you, as a parent have an issue with any type of teacher or child in Ahane N.S., the school policies apply to these teachers and to the pupils in their classroom. A settling in period, as in any new job, is given to both newly appointed teachers and to new pupils who commence in our school. In their initiation period in the school they become familiar with the school policies. We ask parents/guardians to be reasonable and to treat others, as they would like to be treated, when arriving in to a new environment. 

We do not wish to offend any parent/guardian, but teachers and the principal will ask you to make an appointment if you contact them after school hours any day. They will refer you to the office and make an appointment. Teachers are available for appointment times. If a parent/guardian is not available to meet the teacher on a range of suggested dates and an appointment will be set up on a mutually acceptable date, usually within a two week span.

It is with regret that this policy is required. It reflects societal changes with regard to rights and responsibilities.

The staff and Board of Management work very hard to progress the school and the relationships primarily of children with their schoolmates. We have an active anti-bullying policy operating in all classrooms, we have the Ahane Leadership Club for 5thand 6th class and we have the Ahane Parent Council as well as a number of sub-committees of the Board of Management. All have been involved in policy development over the past three years and four months, since the appointment of the new principal. All have contributed to the development of an active mission statement in our school and the development of a positive learning and teaching environment. 

If teachers wish to make a complaint the procedures followed by the Board of Management are commensurate with the Informal Procedures for Making a Complaint for Parents and the Formal Procedures for Making a Complaint for Parents. 

The informal procedure always takes place prior to the formal procedure. Procedures will be implemented in accordance with school policy in each situation. If there are any breaches in these procedures then the procedures will be referred to and the process will begin again from the beginning in accordance with the procedures.




Ahane National School

Informal Procedure for Dealing with a Complaint
In proceeding with a complaint it is advised that each stage of the procedures outlined below are followed in the specified order. 

The procedures followed by the Board of Management from a teacher are commensurate with the Informal Procedures for Making a Complaint for Parents and the Formal Procedures for Making a Complaint for Parents. The Parental complaint procedure is used below. Substitute the words teacher for parent/guardian throughout the document and class teacher is to be substituted by parent throughout the document. 

Stage 1
1. A parent/guardian who wishes to make a complaint should approach the class teacher with a view to resolving the complaint. An appointment should be made with the class teacher to discuss the matter. 

2. Where the parent/guardian is unable to resolve the complaint with the class teacher s/he should approach the principal with a view to resolving it. An appointment should be made with the principal, Ms. Liz Kiely, to discuss the matter. 

3. If the complaint is still unresolved the parent/guardian should raise the matter with the chairperson of the board of management, Dr. Brendan Conroy, with a view to resolving it.

Formal Procedure for Dealing with a Complaint From Parents/Guardians

Stage 2
1. If the complaint is still unresolved and the parent/guardian wishes to pursue the matter further s/he should lodge the complaint in writing with the chairperson of the board of management, Dr. Brendan Conroy. 

2. The chairperson should bring the precise nature of the written complaint to the notice of the teacher and seek to resolve the matter between the parties with five days of receipt of the written complaint. 

Stage 3
1. If the complaint is not resolved informally, the chairperson should, subject to the general authorisation of the board and except in those cases where the chairperson deems the particular authorisation of the board to be required:

(a) supply the teacher with a copy of the written complaint; and

(b) arrange a meeting with the teacher and, where applicable, the principal teacher with a view to resolving the complaint. Such a meeting should take place within 10 days of receipt of the written complaint. 

Stage 4
1. If the complaint is still not resolved the chairperson should make a formal report to the board within 10 days of the meeting referred to in 3(b).

2. If the board considers that the complaint is not substantiated the teacher and the complainant should be so informed within three days of the board meeting. 

3. If the board considers that the complaint is substantiated or that it warrants further investigation it proceeds 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 in support of the complaint;

(c) the teacher should be requested to supply a written statement to the board in response to the complaint;

(d) the teacher should be afforded an opportunity to make a presentation of case to the board. The teacher would be entitled to be accompanied and assisted by a friend at any such meeting;

(e) the board may arrange a meeting with the complainant if it considers such to be required. The complainant would be entitled to be accompanied and assisted by a friend at any such meeting; and 

(f) the meeting of the board of management referred to in (d) and (e) will take place with in 10 days of the meeting referred to in 3(b)

Stage 5
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 five days of the meeting of the board.

2. The decision of the board shall be final.

3. The Complaints Procedure shall be reviewed after three years. 

4. CPSMA or INTO may withdraw from this agreement having given the other party three months' notice of intention to do so. 

In this agreement 'days' means school days.



 

February, 2004

Ahane National School

Informal Procedure for Dealing with a Complaint from Teachers

In proceeding with a complaint it is advised that each stage of the procedures outlined below are followed in the specified order. 

Stage 1
1. A teacher who wishes to make a complaint should approach the principal with a view to resolving the complaint. An appointment should be made with the principal to discuss the matter. 

2. Where the principal is unable to resolve the complaint with the teacher, the teacher should approach the Chairperson with a view to resolving it. An appointment should be made with the Chairperson, to discuss the matter. The parent/guardian will be notified of this. The teacher and the parent will be invited to meet the chairperson in an effort to resolve the matter. 

3. If the complaint is still unresolved the Chairperson should raise the matter with the Board of Management with a view to resolving it.
Formal Procedure for Dealing with a Complaint from Teachers
Stage 2
1. If the complaint is still unresolved and the teacher wishes to pursue the matter further s/he should lodge the complaint in writing with the chairperson of the board of management, Dr. Brendan Conroy. 

2. The chairperson should bring the precise nature of the written complaint to the notice of the parent/guardian and seek to resolve the matter between the parties with five days of receipt of the written complaint. 

Stage 3
1. If the complaint is not resolved informally, the chairperson should, subject to the general authorisation of the board and except in those cases where the chairperson deems the particular authorisation of the board to be required:

(a) supply the parent with a copy of the written complaint; and

(b) arrange a meeting with the parent and, where applicable, the principal teacher with a view to resolving the complaint. Such a meeting should take place within 10 days of receipt of the written complaint. 

Stage 4
1. If the complaint is still not resolved the chairperson should make a formal report to the board within 10 days of the meeting referred to in 3(b).

2. If the board considers that the complaint is not substantiated the parent and the complainant should be so informed within three days of the board meeting. 

3. If the board considers that the complaint is substantiated or that it warrants further investigation it proceeds as follows:

(a) the parent should be informed that the investigation is proceeding to the next stage;

(b) the parent should be supplied with a copy of any written evidence in support of the complaint;

(c) the parent should be requested to supply a written statement to the board in response to the complaint;

(d) the parent should be afforded an opportunity to make a presentation of case to the board. The teacher would be entitled to be accompanied and assisted by a friend at any such meeting;

(e) the board may arrange a meeting with the complainant if it considers such to be required. The complainant would be entitled to be accompanied and assisted by a friend at any such meeting; and 

(f) the meeting of the board of management referred to in (d) and (e) will take place with in 10 days of the meeting referred to in 3(b)

Stage 5
1. When the board has completed its investigation, the chairperson should convey the decision of the board in writing to the parent and the complainant within five days of the meeting of the board.

2. The decision of the board shall be final.

3. The Complaints Procedure shall be reviewed after three years. In this agreement 'days' means school days.
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