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GRIEVANCE POLICY

St Francis Xavier’s is committed to creating and sustaining an environment that is fair to all and free from
discrimination, harassment, victimisation and bullying. Everyone is responsible for their own behaviour and
should treat others with dignity, respect and courtesy, however it is recognised that on occasions
inappropriate behaviours may occur.

This policy is designed to ensure that concerns, problems and complaints, whether verbal or written, that
arise can be raised and resolved quickly and in a fair and reasonable manner. The complaint must also
relate to decisions and actions undertaken in the provision of education and care services.

The following procedure does not apply to matters that are subject to external determination such as through
any court, tribunal, commission or statutory authority or to matters that are the subject of civil litigation.

PROCEDURE
All persons should follow the principles listed below:

e Speak directly with the person concerned (if practicable and safe to do so)

e Use an appropriate manner in which to speak to others

o Ensure all verbal and non-verbal communication is appropriate

e The conversation should reflect dignity and respect by all relevant parties

e Choose a suitable environment that is appropriate and conducive to discuss the issue(s)

e Refrain from using open areas that may inadvertently and unnecessarily draw the attention of others to
the issue(s)

e Seek support by making an appointment with the Principal or Deputy Principal or if the problem is not
resolved

e Please refer to CESA Complaint Response and Resolution Procedure

Related Documents:

e CESA Code of Conduct
e CESA Responding to Discrimination, Bullying and Harassment in the Workplace
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