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Communication Procedure

The information below is designed to help parents and caregivers understand what to do if they are concerned about some
aspect of our school.

Staff and members of the Board of Trustees encourage open communication and prefer that you come to talk through a
problem rather than discuss it in the community. It is our job to be fair and to listen to your concerns, this involves your
support as well.

We hope these guidelines are of some use so you feel confident to approach us.

« Approach the staff member with your issue / concern when they are not teaching, about to teach or on duty.

- Issues [ concerns should not be discussed in front of children — either at school or home.

« We ask that staff show respect for you and ask that you show respect for them.

- The first person you should see regarding your issue [ concern is the person closest to the problem.

« There are two sides to every story.

« If you have concerns regarding a child you must approach the school not the child or the child’s parents / caregivers.
Concerns will be treated in confidence, however in the interests of natural justice, the person about whom the concern is
made, must have the opportunity to hear all details and about the concern and reply to it.

Parent / Caregiver
has a concern about

something happening
at school.

Write a letter, email
or phone the relevant
staff member (the
person closest to the
issue or concern) to
make a suitable time
to discuss the issue or

concern.
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Talk with the relevant
staff member about

the issue. Be
prepared to listen to
their point of view.
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Discuss options and
agree on a way
forward. Agree ona
timeframe to meet
again if needed.

Issue Resolved.
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No further action
required.

Issue / concern
resurfaces.

Matter unresolved.
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Write a letter, email or
phone the Deputy Principal /
Principal to make a suitable
time to discuss the issue or

concern.
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Put in writing the details of
your issue / concern and the
steps you have taken to
remedy the situation before
the meeting.
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Talk with the Deputy
Principal / Principal about
the issue.

¥

Discuss options and agree on
a way forward. Agreeona
timeframe to meet again if

needed
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The issue / concern will be
dealt with by the Deputy
Principal / Principal in liaison
with the staff member
concerned.

Matter resolved to both
parties satisfaction — either
concluded or an
understanding in place for
future action.
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Issue Resolved.
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No further action
required.

Write to the Chairperson of the Board of Trustees
outlining your issue / concern in detail. Include your
name and contact phone number.
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Letter of complaint is acknowledged by the
chairperson and the complainant advised of the

next steps in the board process. The letter becomes
part of the correspondence that will be dealt with at
the next board meeting while the public is excluded. )
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Letter is tabled at board meeting (with the public
excluded). The board will seek to ensure that
correct policy and procedures have been followed
by management. If yes. Then the board will write a
letter back to the complainant supporting the
decision of management. The BOT will refer
compliant to outside agencies. If not, the board
decides whether to deal with the matter as a whole
or appoint a committee to investigate and
recommend to the board.
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At the meeting of the board/committee the reports

are received and the parties may be invited to speak
to their complaint or answer questions. The
board/committee considers the evidence and/or
information and comes to a decision or
recommendation.

¥

Depending on the delegated powers of the
committee either they or the board as a whole
come to a resolution as to how the board will
respond and/or what action will be taken.

¥

The Boards response is communicated to the parties

to the complaint. This may be either publicly or
confidentially depending on the case.
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Any of the parties may request the board to
reconsider their decision — however normally for
such a reconsideration to take place new
information that would have been relevant to the
Board's deliberations must be produced.



mailto:office@broomfield.school.nz

