
page 52

Trinity Grammar School Staff Manual 
Efficacy Date: January 2014

Peter Green, Deputy Head Master 5k. 
Pastoral Care

Grievance Procedure 

STAFF MANUAL
SECTION 1: CORE STAFF DOCUMENTS

PASTORAL CARE | GRIEVANCE PROCEDURE 
1. In any community of people, there will be disputes from time to time. 

The School encourages all those within its community to follow Biblical 
principles in dealing with disputes with others. For example, many 
things that others do that annoy us are actually not all that important 
and can be overlooked. Other issues are more important and therefore 
require attention. Normally, the first step is to go and talk to the other 
person privately and lovingly, ready to acknowledge your own part 
in the problem. Mostly, such an approach will resolve the dispute. 
However, where a personal meeting does not solve matters, it is good 
to enlist the help of others. These procedures suggest how that might 
be done.

2. To the extent that the School is involved, students, parents and staff 
have the right to have disputes between them dealt with in a fair 
manner. Students, parents and staff may have an advocate, such as a 
parent or friend, present when they discuss their grievance.

3. Also, when decisions are made relating to disciplinary action, members 
of the School community have the right of appeal if they believe 
that have been wrongly or inadequately dealt with by others in the 
community. For more details of avenues of appeal, students, parents 
and staff are directed to the Guidelines for Investigating an Allegation 
of Significant Student Misconduct, the School’s Child Protection Policy 
and relevant employment documents.

4. Student grievances with other students

4.1 If a student has a grievance with the way he has been dealt with 
by other students, he may:

4.1.1 ask for mediation by one of the Peer Mediators;

4.1.2 ask his class teacher (for students at the Preparatory or Junior 
Schools), his Tutor or Housemaster (for students of the

4.1.3 Middle and Senior Schools) to intervene to help him resolve 
the grievance.

4.2 If the grievance is not resolved, he may take the matter to the 
Master in charge of his part of the School (for example, the Master 
of the Preparatory School, the Master of the Junior School, the 
Master of the Middle School or the Master of the Senior School).

5. Student grievance with a staff member

5.1 When a student has a grievance with a teacher he may take the 
following steps in order (that is, only moving to the next step if the 
previous step fails to resolve the matter):

5.1.1 discuss the matter with his class teacher (for students at the 
Preparatory or Junior Schools), his Tutor or Housemaster (for 
students of the Middle and Senior Schools). If the student and 
the teacher he has consulted believe it is appropriate, one or 
both of them will discuss the matter with the teacher who is 
the subject of the complaint;

5.1.2 take the matter to the Master in charge of his part of the 
School (for example, the Master of the Preparatory School, the 
Master of the Junior School, the Master of the Middle School 
or the Master of the Senior School);

5.1.3 take the matter to the Director of Studies if the complaint is an 
academic grievance;

5.1.4 appeal to the Deputy Head Master or Head Master who is the 
final level of appeal.

5.2 In the situation where the grievance is against the Head Master 
the final avenue of appeal will be with the Chairman of School 
Council.

6. Parents’ grievance with a student or staff member

6.1 Parents must not approach students of the School to resolve 
grievances arising within the School context.

6.2 When a parent has a grievance with a student or staff member, the 
parent may take the following steps in order (that is, only moving 
to the next step if the previous step fails to resolve the matter):

6.2.1 ask the student’s class teacher (for students at the Preparatory 
or Junior Schools) or Housemaster (for students of the Middle 
and Senior Schools) to intervene to help resolve the grievance;

6.2.2 take the matter to the Master in charge of that part of the 
School to which the student belongs or within which the staff 
member teaches (for example, the Master of the Preparatory 
School, the Master of the Junior School, the Master of the 
Middle School or the Master of the Senior School);

6.2.3 take the matter to the Director of Studies if the complaint is an 
academic grievance.

6.2.4 appeal to the Deputy Head Master or Head Master who is the 
final level of appeal.

6.3 In the situation where the grievance is against the Head Master 
the final avenue of appeal will be with the Chairman of School 
Council.

7. Staff grievance with another staff member

7.1 Staff who have a grievance with another staff member may take 
the following steps in order (that is, only moving to the next step 
if the previous step fails to resolve the matter):

7.1.1 ask the person in charge of their part of the School (for 
example, the Master of the Preparatory School, Master of 
the Junior School, Master of the Middle School, Master of 
the Senior School, or the Bursar) to give guidance regarding 
resolving of the grievance and, where appropriate, to act as 
facilitators in discussions between both parties to the dispute;

7.1.2 take the matter to the Manager of Human Resources who is the 
School’s nominated staff member responsible for staff welfare;

7.1.3 take the matter to the Deputy Head Master or Head Master 
who is the final level of appeal.

7.2 In the situation where the grievance is against the Head Master 
the final avenue of appeal will be with the Chairman of School 
Council.
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