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COLLEGE MISSION STATEMENT 
 

We, the students, parents and staff of St Joseph’s College, Gregory Terrace, 

Form a community centered on the Gospel of Jesus, 

Inspired by the charism of Edmund Rice,  

And enriched by all those who form ‘The Terrace Family’ 

In community, we seek excellence in learning,  

With a commitment to curriculum, renewal, 

And academic challenge. 

In community, we seek to instil a spirit of service and Catholic values. 

We seek to recognize the dignity of the person, 

The nurturing of right relations and a strong and principled  

commitment to the poor and marginalized. 

In community, we commit our energies to forming young men of faith and learning  

who will make a difference. 

 
 
INTRODUCTION 
Community is an integral part of the St Joseph’s College Mission Statement. The College community 
comprises members from the staff, student and parent bodies, as well as stakeholders from the wider 
community. Therefore, it is anticipated that there will be times when these stakeholders will provide 
feedback that may require formal action from the College.  This may include affirming or concerning 
behaviours regarding some members of staff.  As a large, strong community, we always endeavour to 
act justly so that all members are empowered to respond to any matters of concern that may arise in an 
appropriate and fair manner.  Furthermore, it is also important that members of the College staff receive 
due recognition for their excellent practices. 
 
These guidelines refer to affirmation as positive feedback regarding the actions and behaviours of staff 
member/s from community stakeholders.  Alternatively, concerns refer to matters of complaint from 
community stakeholders with regard to the actions and behaviours of College staff members.  The 
feedback issues referred to in this policy are those that come from a community stakeholder who is not 
a teacher or member of staff.  In the instance of staff, EREA has other policies and procedures such as 
the Child Protection Policy and Harassment Policy. 
 
In both instances formal action set out in these guidelines will not take place unless the issue is stated 
in writing. 
 
PURPOSE 
The purpose of this policy is to provide effective proactive guidelines and actions in recognising and 
congratulating good practices, as well as facilitating the fair resolution of concerns regarding the 
practices and behaviours of members of the St Joseph’s College staff. 
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GUIDING PRINCIPLES WITH REGARD TO AFFIRMATION 

 
The principles that guide the development and implementation of this policy include: 
 

1. Formal Acknowledgement 
If community stakeholders contact the school to acknowledge affirming actions and behaviours of 
staff members, they will be encouraged to submit their acknowledgement in writing.  This can be 
done by any written communication or through the Staff Compliments form, available on the College 
website.  These acknowledgements will be retained in the staff member’s personal file. 

 
 

2. Gospel Values and Cultural Characteristics 
It is expected that each person who is a member of the St. Joseph’s College community will uphold 
Gospel values and the cultural characteristics at the heart of a Catholic School in the Edmund Rice 
Tradition. These characteristics include: 

 

• Faith in Action 

• Community 

• Pastoral Care 

• Being Just 

• Compassion 

• Service of Others 

• Reflective Practice 

 
 
 
 

PROCEDURES 

 
STEP ONE 

� Feedback is received in writing and acknowledged. 
� Feedback forwarded to the staff member concerned. 

 
STEP TWO 

� Copy of written feedback, it is to be passed to either the Dean of Studies (academic and 
teaching issues); Dean of Students (behavioural issues) or the College Dean (Support staff) 

� A copy of the written feedback to be filed in staff member’s file. 
 

STEP THREE 
� A copy of the feedback passed to appropriate middle manager. 
� Matter to be passed to CLT and acknowledged at CLT meeting if agreed by staff member. 
 

STEP FOUR 
� College Dean or Principal congratulates staff member publicly at briefing or appropriate event, if 

appropriate and agreed by staff member. 
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POSITIVE FEEDBACK PROCEDURES FOR STAFF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*** 
House Deans – Behaviour Management & Tutor Groups 
Head of Faculties – Studies and Teaching Issues 
Support Staff Line Managers – Support Staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Written feedback received & 
passed to staff member concerned 

Notify Appropriate Middle  

Manager *** 

 

Feedback brought to CLT meeting 

Copy placed in staff member’s file 

 

College Dean or Principal publishes 
the feedback to the community. 

Permission sought to advise CLT 
and College community 

No further action 

NO 

YES 

** 
Dean of Students  - Behaviour Management & Tutor Groups 
Dean of Studies – Studies and Teaching Issues 
College Dean – Support Staff 

Copy given to Appropriate Dean ** 
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GUIDING PRINCIPLES WITH REGARD TO MATTERS OF CONCERN REGARDING STAFF 

 
The principles that guide the development and implementation of this policy include: 
 

1. Formal Acknowledgement 
If community stakeholders contact the school with matters of concern and complaint with regard to 
actions and behaviours of staff members, they will be advised that, for any further action to be 
taken, the concern must be a formal complaint.  All formal complaints must be in writing.  The 
complainant will also be informed that their name must be included and a copy of the written 
communication will be forwarded to the staff member concerned. 

 
 

2. Subsidiarity 
This principle allows all members of the community to be treated justly, equally and fairly by 
ensuring that all matters of concern are initially raised at the lowest (and most appropriate) level.  
Consequently, concerned stakeholders should be encouraged to make contact with the staff 
member involved before further action is put into place.  Furthermore, complainants should be 
notified that the matter will be facilitated and addressed at the appropriate level of circumstances 
and staff concerned. 

 
 

3. Natural Justice 
The principles of Natural Justice will apply to the decisions made under this policy. The two 
fundamental principles of natural justice in this instance are: 

 

• Staff member will be notified of the concern as soon as possible and 

• Each person who has had a complaint made against them will be given a fair opportunity to 
be heard in response to the specifics of the complaint. 

 
 

4. Gospel Values and Cultural Characteristics 
It is expected that each person who is a member of the St. Joseph’s College community will uphold 
gospel values and the cultural characteristics at the heart of a Catholic School in the Edmund Rice 
Tradition. The most relevant of these characteristics include 

 

• Faith in Action 

• Community 

• Pastoral Care 

• Being Just 

• Compassion 

• Reflective Practice 
 
 

5. Confidentiality 
A complaint must be treated with utmost confidentiality. It is important when handling a complaint’s 
information that confidentiality of all parties concerned is respected.  
Information will be regarded as confidential if: 

 

• Information has the ‘necessary quality of confidence’ in that any unauthorized use would be 
detrimental to a party and 

• It was shared or confided under circumstances where there was a special need for trust, 
e.g., between a middle-manager and staff member or parent. 
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PROCEDURES 

 
It is important for the integrity of this policy that each complaint is given the full benefit of the steps set 
out below. These steps ensure that the abovementioned gospel values, cultural characteristics and 
guiding principles of natural justice, privacy and confidentiality are given due consideration. 
 
STEP ONE 
  

� Written complaint, including complainant’s name received and acknowledged.   After complaint 
has been received it is to be passed to either  

- Dean of Studies (academic and teaching issues), 
- Dean of Students (behavioural issues) or  
- College Dean (Support Staff).  

The matter will then be referred to the appropriate middle manager 
� Ascertain whether any prior contact has been made with the staff member whom the complaint 

concerns. 
� Issues of a serious nature that include student harm will be passed immediately to the College 

Principal. 
 

STEP TWO: 
 

� If the matter needs to be passed to more than one person, let the parties know so that a unified 
approach can be made. 

� The relevant staff member is notified of the complaint by the appropriate middle manager(s).  
� Meeting to be set up with staff member and middle manager(s) to decide what further action 

needs to be taken to resolve the issue. 
� The issue and ensuing action plan to be documented by the middle manager(s) and copies 

passed to the staff member and relevant Dean. 
 
STEP THREE:  
 

� Relevant middle manager(s) to follow-up action plan at appropriate date set. If the action plan 
was unsuccessful, middle manager to ascertain why the action did not work and set further 
action, if necessary. 

� If the action plan is ignored or refused the issue is to be referred to the Dean of Studies , Dean 
of Students or the College (whichever is appropriate – as detailed above). 

 
STEP FOUR:   
 

� Dean of Studies, Dean of Students or the College to arrange a meeting with middle manager(s) 
and staff member. The staff member will be invited to have a colleague present during this 
meeting if they wish. During the meeting, further action is to be agreed between the parties 
involved and a new action plan is to be developed. 

� The issue and resultant action plan is to be documented by the Dean of Studies or Dean of 
Students. Copies of the documentation to be forwarded to the staff member and middle 
manager(s). 
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STEP FIVE:   
 

� Dean of Studies or Dean of Students to follow-up on action on due date. They arrange meeting 
with staff member (middle manager if necessary). If the plan was not successful, ascertain the 
reason and devise new or amended action plan if necessary. 

� If action plan is ignored or refused, the matter is to be referred to the College Dean. 
 
 
 
STEP SIX:   
 

� Dean of Studies or Dean of Students to arrange meeting with staff member, College Dean and 
themselves. 

� After meeting, College Dean to decide what further action needs to be taken.  If the issue 
cannot be resolved at this level the issue will become a school issue rather than a community 
concern. 

� If a school issue, the College Dean must refer the matter to the Principal. 
 
 
 
STEP SEVEN – (School Issue) 

 
� College Dean to organize meeting with relevant staff member and the College Principal to put 

diminished performance action or employment termination procedures into place. 
 

NOTE: In the case of more severe or constant complaints (e.g. inappropriate or unprofessional 
conduct); including complaints against a College Leadership Team member or matters involving harm to 
students, referral should be made immediately to the College Principal. 
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TO BE USED IN CONJUNCTION WITH THE COMPLAINTS PROCEDURE FLOW CHART 
 
POSSIBLE ACTION (STEP 1) 

• Middle Manager to request complainant to contact the staff member personally (if appropriate) 

• If above action not appropriate or done and still action required to be taken – Middle manager to 
ascertain relevant reasons and fact for complaint 

• Middle Manager to meet and discuss the issue with relevant staff member – concentrate on the 
problem NOT personalities 

• Record of discussion to be kept (formatted sheet) and final action (if necessary) to be discussed 
and negotiated with staff member 

• Deadline to be set for final action to be taken. Middle Manager(s) may be  a part of the process 
(eg. Mediate meeting between staff/student/parents etc) 

Actions may include such things as: 
 

� Parent/teacher/student interviews 
� Staff to contact the complainant to discuss and clarify the issue 
� Advising staff member of College Handbook/Department practices and expectations 
� HOF/HD mentoring of teacher practices 
� HOF/HD requests for planning of Units of Work and Lesson Plans 
� Student Support discussions with relevant House Dean included 
� Other Department staff member mentoring teacher 
� Specific Professional Development requirements for staff member 

 
 
POSSIBLE ACTION ( STEP 2) 

• Middle Manager to advise appropriate Dean  -  
- Dean of Students  - Behaviour management and Tutor Group 
- Dean of Studies – Studies and teaching issues 
- College Dean – Support Staff 

of direct nature of complaint and copy of interview and devised action plan 

• Middle Manager to advise Dean -  
- Dean of Students  - Behaviour management and Tutor Group 
- Dean of Studies – Studies and teaching issues 
- College Dean – Support Staff 

of direct reasons for action not succeeding  

• Middle manager and Dean meet with relevant staff and record interview and devise action to be 
taken to rectify situation. Deadline(s) to be set 

 
Possible Action may include: 
 

� Middle Manager/teacher meetings on on-going basis. Dean may be included if required. 
� Teacher review report to be completed by relevant HOF for staff to note areas of weakness 
� Specific Professional Development requirements 
� Teacher to supply faculty planning requirements and expectations 
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