
GRIEVANCE PROCEDURES 
 

Rationale 

Salesian College strives to provide clear, 
consultative and open communication with staff, 
parents, guardians and students.  Similarly, 
Salesian College attempts to deal with contractors, 
suppliers and visitors in a courteous and respectful 
manner. 
 
There may, however, still be times when members 
of the College Community disagree, are 
misinformed or confused about practices and 
events, or have complaint about a person, process 
or experience that impacts upon them. 
 
Salesian College is committed to addressing such 
grievances promptly and with integrity.   
 
Effective processes for resolving grievances 
between the school and community members assist 
in the building of strong relationships, dispel 
anxiety, and ultimately provide students with a 
positive learning environment. 
 
In accordance with the principle of subsidiarity, 
Salesian College provides a graduated series of 
steps designed to resolve the matter in the most 
appropriate way at the lowest possible level. 
 
 
Purpose 

The purpose of these grievance procedures is to 
provide clear, positive and fair processes that allow 
grievances to be aired and resolved in a timely and 
effective manner. 
 
 
Communication and Implementation 

Salesian College accepts its responsibility to 
communicate these procedures via the College 
website and through Newsletters and parent 
gatherings.  Community members also have a 
corresponding responsibility to consult such 
resources and attend such parent gatherings to 
ensure they are well informed about the College, its 
policies, procedures, and activities. 
 
 

Components 
The following two sets of grievances 
procedures will be followed in attempting to 
resolve complaints: 

 
There are two sets of grievance procedures outlined 
below: 
 

1. Grievance Procedures for Internal 
Complaints 

o A member of staff against another 
member of staff 

 
2. Grievance Procedures for External 

Complaints 
o Parents, contractors, suppliers or 

visitors or members of the public 
against the College or a member 
of the College Staff 

  



INTERNAL COMPLAINTS OR GRIEVANCES 
A MEMBER OF STAFF ABOUT ANOTHER MEMBER OF STAFF 

 
 
Step One: 
Every attempt should be made, in the first 
instance, to resolve an internal grievance at the 
lowest possible local level: 

1. Where a member or members of staff have 
a grievance with either the Principal or a 
senior member of staff, the person or 
persons should, in the first instance, 
attempt to resolve the matter by direct 
approach the Principal or senior staff 
member as appropriate. 

2. Where a member or members of staff have 
a grievance with another member or 
members of staff, he/she/they should first 
endeavour to resolve the matter by direct 
approach to the staff member(s) involved. 

3. Where a member of staff requests a 
personal interview with the principal or a 
member of staff, it should be granted within 
five working days of the request being 
made. 

4. All parties involved in a meeting or 
personal interview may choose to have a 
support person with them.  The role of the 
support person is to be a support rather 
than an advocate for the person they are 
supporting. 

5. At all times during step one either party 
has the right to seek advice from the 
relevant Union or Employer body or the 
C.E.O. 

6. It is vital that the issue or challenges are 
dealt with and that personal attacks are not 
appropriate during this meeting. 

 
 
Step Two: 

 
1. When a grievance is not resolved by step 

one, either party in a further attempt to 
solve the matter, may call upon their 
respective Associations to become more 
formally involved. 

2. The Principal, in consultation where 
appropriate with his/her representatives, 
should seek to settle the problem. 

3. A meeting for this purpose should be set 
up within five working days and each party 
if they wish, is entitled to submit written 
documentation. 

4. All parties to the dispute may be 
accompanied by a nominee or an official 
representative of their Union or 
Association. Either party may ask for any 
further relevant documentation. 

5. As part of a willingness to facilitate the 
resolution of the dispute at a local level, 
the Principal, if approached, meet with an 
officer or officers of the Union. If such a 
meeting is called, the Principal is entitled to 
have his representative present. This 
meeting should occur within five working 
days at a mutually convenient time. 

 
Step Three: 

 
If after following steps one and two there is no 
resolution to the problem, then either party may 
refer the dispute to the Industrial Commission of 
Victoria – Procedures for allegations of misconduct 
against lay employees. 
 
The school will adopt the Catholic Education Office 
Melbourne Policy No. 2.20 – Procedures for the 
Management of Allegations of Misconduct against 
Lay Employees in Catholic Schools and Catholic 
Education Offices. 



EXTERNAL COMPLAINTS OR GRIEVANCES 
PARENTS, CONTRACTORS, SUPPLIERS OR VISITORS OR MEMBERS OF THE 
PUBLIC ABOUT THE COLLEGE OR A MEMBER OF THE COLLEGE STAFF 
 

Step One: 

 
1. A person with a complaint about the 

College or member of staff should, in the 
first instance and if appropriate, make 
direct contact with the member of staff in 
an attempt to resolve the matter. 

2. A person who does not know the 
appropriate person to contact should, in 
the first instance, make contact with the 
College Office (telephone: 03-9807-2644, 
fax: 03-9888-1289 or email: 
welcome@salesian.vic.edu.au), where the 
complaint will be directed to the 
appropriate person. 

3. In the situation where the complaint is 
about the College or there is uncertainty 
about the most appropriate person to 
contact, the complaint will be forwarded to 
the Assistant Principal – Faith and Staff 
Formation or the Business Manager as 
appropriate and at the discretion of the 
Principal.  

4. Where a person requests an interview with 
a member of staff in an attempt to resolve 
the complaint, the interview shout be 
granted within five working days of the 
request being made. 

5. It is incumbent upon all parties to deal with 
grievances with confidentiality. 

 
 
Step Two: 

 
1. If the complainant is unsatisfied with the 

outcome of contacting or meeting with the 
appropriate member of staff, the matter will 
be referred to College Representative 
nominated by the Principal (usually the 
Assistant Principal – Students, the 
Assistant Principal, Learning, Teaching 
and Innovation or the Business Manager). 

2. The College Representative will meet with 
the complainant within five working days of 
the complaint being referred.  It is hoped 
that there will be a mutually agreeable 
resolution to the issue as a result of this 
and subsequent meetings. 

 
Step Three: 

 
1. If the complainant(s) is (are) not satisfied, 

as a result of speaking and/or meeting with 
the College representative on one or more 
occasions, that the issue has been 
satisfactorily resolved, he/she/they may  

 

 

2. request that the Principal deal with the 
matter. 

3. The Principal will meet with the 
complainant(s) within five working days of 
the complaint being referred.  It is hoped 
that there will be a mutually agreeable 
resolution to the issue as a result of this 
and subsequent meetings. 

 
Step Four: 

 
1. If the complainant is not satisfied that the 

grievance has been satisfactorily 
addressed, the matter may be referred to 
the Catholic Education Office Melbourne.   

2. The Principal will provide the contact 
details of an appropriate person at the 
Catholic Education Office Melbourne to the 
complainant. 

3. The complainant may also wish to refer the 
matter to the Provincial Superior of the 
Salesians of Don Bosco.  In this case the 
Principal will provide the complainant with 
the name, postal address and contact 
number of the Provincial. 

 
 
Professional Reputation of the Staff 

 

 The College has a responsibility 
to maintain a safe workplace for 
any employees, which includes 
protecting teachers from personal 
attack and abuse. 

 The professional reputation of 
teachers is directly linked to their 
livelihood and ongoing 
employment opportunity. While 
teachers are responsible for 
maintaining professional 
standards they are also subject to 
the same rights as any citizen in 
respect of a personal attack on 
their professional reputation.  
Such an attack on the 
professional reputation of a 
member of staff may constitute 
defamation. 

 Where a teacher’s professional 
standards are the subject of 
serious concern, the matter will 
be referred to the Victorian 
Institute of Teaching, an 



independent representative 
professional body established to 
recognise, promote and regulate 
the profession of teaching. Within 
its charter this body investigates 
and makes findings on instances 
of serious misconduct to protect 
the integrity of the profession. 

 Where there is evidence of 
defamatory statements made 
against any member of Salesian 
College staff, the College will 
refer the matter to be fully 
investigated by the Legal Officer 
of the Catholic Education Office 
of the Archdiocese of Melbourne. 
Individual staff also have the 
option to seek legal advice and 
action through the Independent 
Education Union Victoria and 
Tasmania (IEUVICTAS) (for 
members) and/or a private 
solicitor. 

 

 
 

 


