Handy Hints

Cornerstone Christian School
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We will only know of your concern if you tell us.

We prefer that you come to talk through a problem rather than
discussing it in the community or via social media.

If you have concerns regarding a student you must approach
the school NOT the pupil.

Approach a teacher with your concern when they are not
teaching.

Problems should not be discussed in front of children, either
at school or at home.

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

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

Try the 3/1 rule. Before you express your concern, think about
three things that are going well and express those first.

Please note that unsigned complaint letters will not be
considered.

This sheet is designed to help parents and guardians understand what
to do if you are concerned about some aspect of the school. It is our job
to be fair and to listen to your concerns, but this involves your support
as well. We hope that these guidelines are helpful so you can feel
confident to approach us.

Communicating

Your Concerns

.. be quick to listen, be slow to speak, slow to become angry.” James 1:19



What do I do if | have a concern? Most concerns can be resolved informally by discussions with the people concerned.

Your concern is general in nature,
OR involves a particular staff member,
OR involves a particular student.

Consider Matthew 18:15 “If a fellow believer hurts you, go
and tell him; work it out between the two of you. If he
listens, you’ve made a friend.”

Your concern has not been resolved by meeting with the
classroom teacher (Y1-6) or lifelab teacher (Y7-13),

OR your concern does not involve a particular staff member,
or student.
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Contact the person concerned to arrange a time to discuss

If the concern is about a student, contact the student’s
classroom teacher (Y1-6) or Lifelab teacher (Y7-13).
Staff may be contacted by email: [first name].[last
name]@cornerstone.ac.nz, OR you could leave a phone

the matter privately, indicating beforehand what it is about.

message or pass them a note asking them to contact you.
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Meet and discuss the issue. Try to work toward a

This may require another meeting and/or involve senior
management.

resolution. Be prepared to listen to different points of view.

Make contact with the team leader (Karen Burrows - Aroha
team, Jane Sutherland - Manahau Team, David Henderson -
Tumanako Team, Tarryn Rose — Years 7-8)

OR if you have already approached the team leader OR if the
matter concerns staff or students in Years 9-13,
make contact with the appropriate Assistant Principal (AP):
e AP Primary (Years 1-6) — Mrs Raeleen Simpson
e AP Middle (Years 7-10) — Mr lan Groube
e AP Senior (Years 11-13) — Mrs Natasha Casey
Staff may be contacted by email: [first name].[last

name]@cornerstone.ac.nz, OR you could leave a phone
message or pass them a note asking them to contact you.

Write a formal letter of complaint.
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Put the complaint in writing, outlining the problem in detail,
and the actions taken to resolve the issue to date. Include
your name, signature, and contact details.

Address it to the Principal OR, if it concerns the Principal,
address it to the Board Chair, and hand it in at reception.

OR if you have already sent a letter to the Principal and still
feel the complaint has not been resolved satisfactorily,
address it to the Board Chair and hand it in at reception.
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Provide feedback to the staff member as to whether you
were satisfied with the outcome, or if the concern is not
resolved.

Meet and discuss the issue. Try to work toward a resolution.
Be prepared to listen to different points of view. This may

require another meeting and/or involve senior management.
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Your concern will be acknowledged, and you will be notified
of an expected timeframe for resolution.
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Is the concern resolved?

YES NO

«

> 4 ¥

Provide feedback to the team leader/AP as to whether you
were satisfied with the outcome, or if the concern is not
resolved.

The matter will be investigated Unless there are
by the Principal and/or exceptional
Deputy Principal circumstances,

OR by the Board of Trustees. a complaint will ngt ,bef
accepted unless it is in

Is the concern resolved?

YES NO
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No further action is required

. writing, is signed, and
indicates that the correct
process has been
followed.

Once the complaint has
been considered, the
Principal OR Board of

Trustees will write to you.

You may be directed back

to the staff member or

principal to follow the
correct process.

©.. Ve quick to listen, be slow to speak, slow to become angry.” James 1:19



