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COMPLAINTS AND GRIEVANCES POLICY
Rationale
Because Melton Christian College seeks to follow the teachings of Christ, everyone is to be treated with
respect, including staff, students, parents and others who connect with the school-community. Therefore,
where there are complaints, formal complaints or more serious expressions of grievance, members of the
school-community are expected to respond in ways that uphold respect for all. Additionally, because Melton
Christian College even by its title represents Christ and the Christian faith, members of the schoolcommunity are expected to respond to complaints and grievances in ways that follow the teachings of Jesus
in the Bible.
Purpose
The procedures within this policy provide guidelines for:
 receiving and responding to complaints and grievances at Melton Christian College
 steps to be followed in investigating the validity of complaints and grievances.
 providing a fair, equitable and productive work environment for all employees.
 resolving grievances without ascribing blame, victimisation or discrimination, because complainants
should not suffer any disadvantage as a result of raising a grievance. Notwithstanding that, seeking
redress of a trivial or vexatious issue through a grievance procedure will not be tolerated.
 All persons to have the right to make a complaint to their teacher, coordinator, manager or another
member of the College at an appropriate level, and to expect to be treated with respect, impartiality,
and to be supported.
Scope
This policy applies to College staff, trainee-staff on placement, volunteers, parents/guardians, students, trustees
and others involved the programs and activities of Melton Christian College. Every trustee, manager, employee,
student and family member has a responsibility to comply with this policy and to treat everyone who is part of
this school community with dignity and respect.
Melton Christian College Workplace Standards
Staff at Melton Christian College are expected to exemplify professionalism in their roles. This will include
elements of everyday professionalism that are expected at schools, such as collegiality, but will also extend
to the standard set by Biblical instructions for those who live and work in Christian community. The fruit of
the Holy Spirit: love, joy, peace, patience, kindness, goodness, faithfulness, gentleness and self-control, are
the standards that staff are to demonstrate in daily work together.
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Definitions
Complaint or General Complaint: For this policy a general complaint is defined as an issue of a minor nature
that can be resolved relatively promptly usually within a week of school-days. These do not require detailed
investigation. General complaints are expressions of dissatisfaction, for example; relating to service(s),
communications, calendar omissions, fees, lost items, misunderstandings, etc.
Grievance: For this policy a grievance is a formal statement of complaint that cannot be addressed
immediately and involves matters of a more serious nature, for example; the complaint that the College has
breached its own policies.
Grievances Register: For this policy this register records grievances received at the College, together with a
record of the outcomes. This register is kept by the Principal’s secretary in a secure file, accessed only by
Management staff and Trustees.
Mediation: For this policy it is an attempt to bring about a peaceful settlement or compromise between
disputants through the objective intervention of a neutral party.
Victimise: For this policy, it is to act or omit to act towards a person in a way which is intended to cause
disadvantage to that person because they have made a complaint, or may make a complaint, or may be or
are the subject of a complaint.
Procedures for staff
The Principal and his/her staff will:
 comply with legislative and statutory requirements, and implement transparent and consistent
practices that produce satisfactory resolution of complaints and grievances
 nurture a culture of mutual respect and constructive communication
 respond to complaints and grievances appropriately and at the earliest opportunity
 treat all complainants respectfully, fairly and equitably
 provide a Grievances Register to record grievances along with outcomes
 comply with the College’s other policies and maintain professionalism and integrity
 for unresolved grievances implement mediation if appropriate, and investigation
 provide information as requested by the Principal, and co-operate with the Principal in any
investigations related to grievances about MCC, its programs or staff.
 revise this policy and its procedures within the policy review cycle
Procedures for staff, students, parents or others who come under this policy
 resolve problems as they arise if possible; informally, verbally, in person, respectfully
 using prudence and sensitivity, discuss minor complaints directly with the party involved as a first
step towards resolution. The intention is that parties are encouraged to discuss the matter
professionally and openly work together to achieve an appropriate and mutually supportive
outcome that aligns with other College policies
 communicate serious concerns relating to the operation of the College
 raise unresolved issues or serious concerns directly with the College, via the leading staff and
Principal as appropriate
 maintain confidentiality as appropriate, and in such a way that other policies such as “Child Safe
Policy” are not breached
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