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Presentation Brothers College 

PROCEDURE FOR PROCESSING COMPLAINTS MADE BY A 

TEACHER AGAINST A STUDENT OR STUDENTS 
 

INTRODUCTION  
Procedures are necessary to ensure fair treatment for all in the school and acceptable procedures 

should be known, agreed, and observed in the interest of all in the school environment.  

Periodic review of all procedures should take place to ensure practices are good and reflect 

changes in modern society, best practice, legislation and case law.  

 

PURPOSE OF COMPLAINTS PROCEDURE  
(a) To provide a fair, consistent and equitable mechanism for processing complaints by a teacher 

against a student or students.  

 

(b) To do so in a manner that affords all concerned full rights in accordance with natural justice.  

EXCLUSIONS  
When complaints are deemed by the Principal/ Board of Management to be:  

(i) on matters which cannot be dealt with at school level and which are to be referred to the 

Department of Education and Science for investigation;  

(ii) frivolous, vexatious, or anonymous complaints and complaints which do not impinge on the 

work of a teacher in a school;  

(iii) complaints in which either party has had recourse to law or to another standard procedure;  

they shall be excluded from the scope of this procedure.  

 

Only those complaints which are written and signed by the complainant may be investigated 

through stage two and stage three of the procedure.  

 

PROCEDURES  

Stage 1  
1.1 A teacher who wishes to make a complaint should discuss the matter with the student/ 

parent/guardian with a view to resolving the complaint.  

 

1.2 Where the teacher believes the matter to of such seriousness or is unable to resolve the 

complaint with the parent/guardian/student, she/he should approach the Deputy Principal with a 

view to resolving it.  

 

Stage 2  
2.1  
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If the issue is not resolved at Stage 1, then the teacher should lodge the complaint in writing 

through the standard incident report form with the Principal.  

 

2.2 

The Principal will acknowledge receipt of the complaint, note it formally and  

(a) inform the student(s)and their parent/guardian of the complaint  

(b) arrange a meeting with the student(s).  

Such a meeting should take place as soon as possible.  

The student(s) will be accompanied by a parent/guardian. 

The College will appoint two authorised representatives, the Deputy Principal and the Year Head 

or Chaplain.  

 

2.3  

The teacher should be afforded an opportunity to make a formal presentation of their case. 

The student(s) and his parents will be given an opportunity to respond to the complaint and 

outline their case. 

 

2.4 

The authorised representatives will make recommendations to the Principal: including the nature 

and type of apology, and any sanctions to be imposed, which may include: detention, suspension 

or expulsion. 

An apology is seen as an acknowledgement of wrongdoing or inappropriate behaviour by the 

student and is an important part of the reintegration process. The apology should be given to the 

complainant by the student, in the presence of at least one parent and one of the authorised 

representatives. 

  

2.5  

The authorised representatives should convey the outcome of these discussions / investigation to 

the teacher, and in writing, to the Parents and the Board of Management where required and 

indicate whether or not the matter has been resolved to the satisfaction of all parties.  

 

2.6 

The Principal will immediately implement the recommended sanction(s) save where expulsion is 

the recommended sanction.  

A proposal for Expulsion will follow the procedures laid down under the Education Welfare Act 

2000. 

 

2.6  

If the complaint has not been resolved at this stage and the teacher or parents/student wishes to 

proceed to Stage 3 s/he shall indicate this in writing to the Board of Management immediately.  

 

Stage 3  
3.1 The Board of Management will appoint two representatives to hear the appeal.  

3.2 When the Board of Management has completed its investigation, the decision of the 

Board of Management should be conveyed in writing to the teacher and the parents within 

five school days of the decision being taken.  

3.2 The decision of the Board of Management shall be final, except in respect of matters 

governed by appeals procedures in the Education Act 1998.  

 

After the sanction ends 
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When any sanction ends the student should be given the opportunity and support for a fresh start. 

Although a record is kept of the behaviour and any sanction imposed, once the sanction has been 

completed the matter is closed unless the student reoffends. 

 

NOTES  
(i) In this procedure a school day means a day on which the school is in operation.  

(ii) At all stages of the Complaints Procedure a written record should be kept by the authorised 

representatives/BoM representatives of: 

(a) the investigation undertaken;  

 (b) communications to BOM/Parent/Guardian/Student and Teacher, and  

(c) the steps and/or decision taken.  

 

 


