
 

 

Grievance Policy 

Vision 

At Hawthorndene Primary School, everyone has the right to be treated with respect, fairness, and 

dignity. We are committed to providing a safe, respectful environment where concerns and 

complaints are managed confidentially, supportively, and in line with Department for Education 

policy. 

Key Principles 

• All grievances will be addressed promptly, fairly, and confidentially. 

• Everyone is entitled to be heard and supported in finding a resolution. 

• Clear, constructive communication is expected from all parties. 

• The process will be free from discrimination, victimisation, or intimidation. 

 

Responsibilities 

Students 

• If possible, speak calmly to the person involved about the problem. 

• If unresolved or if you feel uncomfortable, speak with a staff member you trust (e.g. class 

teacher, Principal, Deputy Principal, Wellbeing and Inclusion Coordinator, SSO). 

• Seek support from a friend or trusted adult if necessary. 

• Inform your parent(s)/carer(s) if you need extra support or if the issue remains unresolved. 

Staff 

• Arrange a suitable time to respectfully discuss the issue with the person involved. 

• Allow reasonable time and opportunity for the concern to be addressed. 

• If unresolved, discuss the concern with your Principal/Line Manager or designated grievance 

officer (which may include OHS&W Rep, Union Rep, or PAC as appropriate). 

• Seek support in resolving the issue, which may involve mediation, monitoring, or formal 

investigation, as required by Department policy. 

Parents/Carers 

• Request a meeting (in person, by phone or in writing) with the relevant staff member to 

discuss concerns. 

• Provide a summary of concerns prior to the meeting where possible, to support clear 

communication. 



 

 

• Please do not enter classrooms or offices to discuss major grievances without a pre-arranged 

appointment. 

• Allow time for the issue to be investigated and addressed. 

• If unresolved, request a meeting with the Principal or Deputy Principal. 

• If the issue remains unresolved after these steps, contact the Department for Education’s 

Parent Complaint Unit on 1800 677 435 or email education.customers@sa.gov.au. 

Additional Information 

• All grievances will be managed according to the Department for Education’s “Raising a 

complaint with the Department for Education” procedure and relevant policies. 

• Support is available for any party involved in the grievance process. 

• Our school encourages solutions that restore relationships and improve school culture, in 

line with restorative practices. 
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