
MAKING SUGGESTIONS, SOLVING MATTERS OF CONCERN 
 OR MAKING A COMPLAINT 

[Process Guide for Students] 
 

If you have any suggestions, concerns or complaints, we would like to hear from you.  Initially, such matters should be raised directly with 
the person involved (e.g., classroom or subject teacher) with the intent to either inform or resolve the matter at the lowest possible level.  
Similarly, if a matter needs to be brought to the attention of a senior member of staff (e.g., Learning Area Coordinator, Cluster Leader, Head 
of School), the same applies.  Such interactions need to take place at the most appropriate place, time and manner. 
(Refer to Staff and Student Codes of Conduct).  

Speak to your Mum, Dad or 
Guardian 

 

Speak to a Teacher OR 

STILL NOT SORTED OUT 

Speak with your Homeroom Teacher 

Speak with the Head of School 

Speak with the Learning Area 
Coordinator (Subject related) 

Speak with your Cluster Leader 
(Pastoral or more general in nature) 

Contact the Vice Principal 
 

Contact the Principal 

OR 

STILL NOT SORTED OUT 

STILL NOT SORTED OUT 

STILL NOT SORTED OUT 

[1] “How do I make a complaint?” 
By talking about it – or by writing it down if 

you find that easier. You can do it by yourself, 
or as part of a group, or through your parents 

or guardians. 
 

[2] To Whom? 
To anyone on staff. 

 

[3] Does it matter what the issue is? 
No, it can be a big problem or a small one. 

By discussing it, you may come up with 
some positive ideas. 

 

[4] What will happen next? 
If possible, the staff member will deal with it 
in person. If not s/he will go on your behalf 

to someone who can help. 

 

[5] Do others have to know? 
If you are worried about confidentiality, tell 

the staff – they will understand. 
 

Even if you find the issue hurtful or 
embarrassing, don’t worry – it will only be 

discussed by staff who can help you. 

 

[6] I have left the school already; 
can I still make a complaint? 

Yes. Complaints from former students 
and/or their guardians are accepted and 

dealt with in accordance with the standard 
despite enrolment having ceased. 

 
 

ANY CONCERNS, COMPLAINTS OR SUGGESTIONS? IF SO, THE COLLEGE WOULD LIKE TO HEAR. 

 


