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INTRODUCTION 
 

The information detailed in this book is updated and reprinted annually. Information includes: 
 

Á Starting & Contact Details 

Á School Term Dates 

Á Staff/School Organisation 

Á Student Activities 

Á School Donation 

Á School Uniform & Dress Code 

Á The Cotswold Way ï Our Values 

Á The Cotswold Way ï Our Significant Themes 

Á School Calendar 

Á Behaviour Management Plan 

Á Staff Contact Details 

Á Guidelines To Resolve Parent Concerns 

Á School Map 

 
Please take time to read this information and then store carefully for reference throughout the 
school year.  
 
 
Changes to the information contained in this book will be notified through our school 
newsletters and updated as required on our school website ï www.cotswold.school.nz .  
 
 
 
 
 
STEPHEN HARRISON 
Principal 
 
 
 
 

http://www.cotswold.school.nz/


 

2012 STARTING & CONTACT DETAILS 
 

School Office 
The school office will be open as follows: 
Á Thursday 26th January, 2012 ï 9.00am to 12.00pm 
Á Friday 27th January, 2012 ï 9.00am to 3.00pm 
 
Normal office hours of 8.30am to 3.15pm resume on Monday 30th January, 2012. 
 
Enrolments 
The Principal will be available for the enrolment of new students at the following times: 
Á Thursday 26th January, 2012 ï 9.00am to 3.00pm 
Á Friday 27th January, 2011 ï 9.00am to 3.00pm 
 
Please contact the office to make an appointment. All new students must be living within our school zone. Further 
enrolment information including a map of our school zone, is available from our school website www.cotswold.school.nz 
 
Stationery Sales 

¶ Stationery packs are to be purchased online this year at www.cessl.org.nz 

¶ Parents can also order via fax, phone or mail.  

¶ Payment can be made by credit card or cheque. 
 
Stationery lists are available from our school website for those 
parents wishing to source stationery items themselves. 
 
Stationery packs will not be available through the school office. 
 
Start Dates 
Á Office Staff ï Thursday 26th January, 2012 
Á Management Team ï Wednesday 25th January, 2012 
Á Teaching Staff - Thursday 26th January, 2012 
Á All Students ï Monday 30th January, 2012 
 
Contact Details 
Cotswold School  
Cotswold Avenue 
Bishopdale 
CHRISTCHURCH 8053 
Phone: 359-8035 
Fax: 359-4460 
Website: www.cotswold.school.nz  
Email: office@cotswold.school.nz 
 
Absentee Notification 

¶ (03) 359-8035 (Option 1) 
 
School Notices 

¶ (03) 359-8035 (Option 2) 

¶ http://www.cotswold.school.nz/NewsCentre/  

 
 
 
 
 
 

http://www.cessl.org.nz/
http://www.cotswold.school.nz/
mailto:office@cotswold.school.nz


 

 

TERM DATES 
 
2012 Term Dates 
 

Term 1, 2012 Monday 30 January to Thursday 5 April  

Term 2, 2012 Monday 23 April to Friday 29 June 

Term 3, 2012 Monday 16 July to Friday 28 September 

Term 4, 2012 Monday 15 October to Friday 14 December 

 
School will be closed in 2012 on Saturdays and Sundays and on the following holidays: 

¶ Waitangi Day ï 6 February 

¶ Good Friday ï 6 April 

¶ Easter Monday 9 April 

¶ Easter Tuesday 10 April 

¶ ANZAC Day ï 25 April 

¶ Queenôs Birthday ï Monday 4 June 

¶ Labour Day ï Monday 22 October 

¶ Canterbury Anniversary Day ï 16 November 
 
 
2013 Term Dates (To Be Confirmed) 
 

Term 1, 2013 Monday 28 January to Thursday 19 April  

Term 2, 2013 Monday 6 May to Friday 12 July 

Term 3, 2013 Monday 29 July to Friday 27 September 

Term 4, 2013 Tuesday 14 October to Friday 12 December 

 
School will be closed in 2013 on Saturdays and Sundays and on the following holidays: 

¶ Waitangi Day ï 6 February 

¶ Good Friday ï 29 March 

¶ Easter Monday 1 April 

¶ Easter Tuesday 2 April 

¶ ANZAC Day ï 25 April  

¶ Queenôs Birthday ï Monday 3 June 

¶ Labour Day ï Monday 28 October 

¶ Canterbury Anniversary Day ï 15 November 
 
 
 
 
 
 
 
 
 



 

2012 STAFF/SCHOOL ORGANISATION 
 
The structure put in place for our school is developed from the total staffing provided to our school by the 
Ministry of Education and includes: 

¶ 4 x Year 1 classes with up to 20 students each 

¶ 3 x Year 2 classes with 24 to 25 students each 

¶ 1 x Year 2 & 3 class with up to 26 students 

¶ 3 x Year 3 classes with up to 26 students each 

¶ 3 x Year 4 classes with up to 29 students each 

¶ 3 x Year 5 class with up to 28 students 

¶ 1 x Year 5 & 6 class with 28 students 

¶ 2 x Year 6 classes with up to 28 students each 
 
Our primary aim is to keep classes as small as possible while staying within the resources we are provided.   

¶ Twenty classes will be established at the start of the school year. Another class will be started during Term 
1 as the number of New Entrant students increase. Further classes will be established during Terms 2, 3 
and 4. 

¶ All Teachers are grouped into two syndicates led by an Associate Principal 

¶ A full-time PE Fitness and Sport Leader will work across our school in 2012 coordinating PE, fitness and 
sport. 

¶ The Senior Management Team (SMT) is comprised of the Principal, and two Associate Principals. 
 
In diagrammatic form our organisation may be shown as follows: 

 

 

Stephen Harrison 

Principal 

Junior Syndicate Senior Syndicate 

Paula Fleming-Connell 
Associate Principal 

Andrew Simpson 
Associate Principal 

Learning Support Administration 
Support 

Property 
Management 

Sue MacKenzie 
Ann Tizzard 

Karen Hampton 
Glenda Harrison 

Wayne Major Lissa Kyle 

SNAC Coordinator 
BLENZ & ORRS Teachers 

¶ Amanda Haywood 

¶ Bex Johns 

¶ Jenny Wolfe 
 

Reading Recovery 

To Be Advised 

Karren Garriock 

Junior Assessment 

Literacy Support 
CRT Release 

Beginning Teacher 
Release 

To Be Advised 

Teacher Aides 

¶ Tania Gilling 

¶ Karen Hampton 

¶ Glenda Harrison 

¶ Kaye Hills 

¶ Alex Kenward 

¶ Daphne Kilbride 

¶ Frith Lilburne 

¶ Claire Rodgers 

¶ Deb Templeton 

¶ Sharon Worth 

Sarah Fraser 
Teacher 
Room 22 
Year 5 

Alex Thompson 
Teacher 
Room 21 
Year 5 

Liz Davies 
Teacher 
Room 23 
Year 5 & 6 

Nicola Campbell-Fox 
Teacher 
Room 16 
Year 4 

Liz Lapthorne 
Teacher 
Room 17 
Year 4 

Kristin Dudley 
Teacher 
Room 18 
Year 4 

David Ermerins 
Teacher 
Room 20 
Year 5 

Heather Benns 
Teacher 
Room 8 
Year 2 

 

Susan Arscott 
Teacher 
Room 5 
Year 1 

 

Jo Holdem 
Teacher 
Room 6 
Year 2 

 

Aaron Skerrett 
Teacher 
Room 3 
Year 1 

 

Cameron Anderson 
Teacher 
Room 4 
Year 1 

Lisa George 
Teacher 
Room 2 
Year 1 

 

David Guthrie 
Teacher 
Room 12 
Year 3 

 

Tracey Jourdain 
Teacher 
Room 11 
Year 3 

 

Jean-Marie Cain 
Teacher 
Room 10 
Year 2 & 3 

 

Sally Engelbrecht 
Teacher 
Room 9 
Year 3 

 

Margaret Diehl 
Teacher 
Room 7 
Year 2 

 

To Be Advised 
Teacher 
Room 13 

New Entrant 

 

Lorna Anderson 
Teacher 
Room 1 
Year 1 

Information Centre 

Lynda Collins 

To Be Advised 
Teacher 
Room 14 

New Entrant 

PE, Fitness & Sport 
Leader 

(Full Classroom Release) 

Peter Harper 

Bex Green 
Teacher 
Room 24 
Year 6 

Anna Douglas 
Teacher 
Room 25 
Year 6 



 

 

2012 STUDENT ACTIVITIES 
 
Outlined below are major activities our students will be involved in during 2012. While this list 
does not include all activities it does include the major activities for 2012 and the 
approximate cost. 
 
TERM 1 
 

Camp 
Our Year 6 students will attend a four day camp to be held at the Wainui from 
Monday 2nd April, 2012 to Thursday 5th April, 2012. This charge covers camp 
fees, food and transport to and from camp. 

Year 6 $190.00 

Sailing 
Year 5 students will learn to sail with the Canterbury Sailing School at Lake 
Rua. Trained lifeguards and sailing instructors will be working with the 
children with these activities. 

Year 5 $32.00 

Beach Education 
Our Year 5 students will be involved in a beach/water safety experience at 
South Brighton Beach. 

Year 5 $9.00 

 
 
Term 4 
 

Swimming 
All Year 2 - 6 students will be involved in a concentrated swimming 
programme at Jellie Park during Term 4, 2012 

Year 2 - 6 $45.00 

 
 
 
OUTSTANDING ACTIVITY FEES 
There are quite a number of students who still owe money for a number of 2011 school activities.  Where 
payment is not made in full, all outstanding debts will be rolled forward to 2012 meaning children will be unable 
to participate in any future activities until the debt is cleared ï this includes the 2012 Year 6 Camp and Year 5 
Activity Week. Please contact the school office (Ann or Sue) if you wish to check your account balance or set 
up a payment plan.  
 
 
PAYMENT PLANS 
We happy to set up payments plans to assist families make payments over a period of time for school 
activities. Please visit the school office (Ann or Sue ï office@cotswold.school.nz) for further information. 
Payment Plans cannot be arranged over the telephone. 
 
 
 
 
 
 
 



 

SCHOOL DONATION 
 

The Board has set the 2012 school donation at $75.00 for the first child and $15.00 per 

additional sibling to a maximum of 3 children ï i.e. $75.00 for one child, $90.00 for two 

children, $105.00 for three or more children.  

 

During 2011 we used the money received from the school donation to provide additional learning support 

programmes for all our students. This has had a very positive impact on student achievement. We will 

continue to use the money received from donations during the 2012 school year to provide additional learning 

support for our students. This will include both book and people resources.  

 

While school donations are not compulsory, we do appreciate the commitment made to our school by a large 

number of our parents who make the requested donation. We also appreciate and acknowledge a number of 

donations made by parents over and above that requested and for special school activities like camps and 

swimming. 

 

School Donations will be included in with the first invoice parents receive for the year.  

 

A receipt will be issued for your payment which qualifies for a Tax Rebate. Please keep this receipt in a safe 

place. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

SCHOOL UNIFORM & DRESS CODE 
 
Cotswold School has a compulsory uniform/dress code that all students must adhere to.  
 
Details are as follows: 
 
Girls: 
Summer 

¶ Zipped front dress  Style Pattern 3607 (no white collar)* 

¶ Culottes Butterick Pattern 5289* 

¶ Polo shirt Royal blue or white 

¶ Blouse White cotton 

¶ Jersey/cardigan Royal blue 

¶ Sweatshirt/cardigan Cotswold School royal blue  
 
Winter 

¶ Bib-front pinafore  Tartan knee length. Simplicity Pattern 7727* 

¶ Culottes Tartan knee length*  

¶ Tights Navy or black 

¶ Trackpants Cotswold School royal blue 

¶ Skivvy Royal blue, navy or white 

¶ Polo shirt (short or long sleeved) Royal blue or white 

¶ Blouse White 

¶ Jersey / Cardigan Royal blue 

¶ Sweatshirt / cardigan Cotswold School royal blue  
 

* Both summer dress and culottes to be made from Royal Blue 1/8ò gingham.  Winter pinafore 
and culottes to be made in Tartan No 155 (Polyviscose twill).  Patterns available for hire from 
School Office ï $1.00 each.   

* Girls uniforms (summer dress and culottes, winter pinafore and culottes) available from 
Mainland Uniforms, 511 Wairakei Road, Susan Ross, 69 Rutland Street, Postie+ at the 
Bishopdale Mall and Northwood Supa Centre. 

 
Boys: 
Summer 

¶ Shorts  Grey or navy cotton drill 

¶ Polo shirt Royal blue 

¶ Jersey  Royal blue 

¶ Sweatshirt Cotswold School royal blue  
 
Winter 

¶ Shorts  Grey or navy cotton drill 

¶ Trackpants Cotswold School royal blue 

¶ Skivvy Royal blue, navy or white 

¶ Polo shirt (short or long sleeved) Royal blue 

¶ Jersey  Royal blue 

¶ Sweatshirt Cotswold School royal blue  
 
 
 



 

SCHOOL UNIFORM & DRESS CODE 
 
Girls and Boys: 
 

Hats 

¶ Royal Blue wide brimmed or bucket hat compulsory during terms 1 and 4.   
 

Footwear 

¶ Footwear should be safe, and suitable for school activities.   

¶ Footwear for both girls and boys should be closed in sneakers or leather shoes, or sandals that have 
adequate heel and toe support.  Slip ons, scuffs, jandals, or other unsuitable footwear is not permitted.   

¶ Where possible please choose footwear with non-marking soles. 

¶ Socks in grey, navy or white are to be worn. 
 
Grooming 

¶ For safety reasons, students may not wear necklaces (unless for genuine cultural reasons), bracelets, 
or dangly earrings.  Watches, medic alert bracelets and ear studs are permitted.  

¶ Nailpolish, body transfers / stickers are not encouraged. 

¶ For health and safety reasons, long hair needs to be tied back at school and during all school 
activities. 

 
Optional Uniform Items 

¶ Dark blue polar fleece vest or jacket. 

¶ Navy "sports type" pants may be worn in winter in place of the royal blue track pants 

¶ Sports clothing, while remaining optional, is recommended to be navy shorts with a white or royal blue 
polo shirt.   

 
Additional Information 

¶ The words ñCotswold School Royal Blueò indicate the colour that should be worn.  The words 
ñCotswold Schoolò, while available on uniform items sold through the school are not compulsory on 
uniform items 

¶ Uniform items sourced elsewhere are permitted provided they comply with the criteria detailed in this 
brochure. 

¶ The items within the uniform will be reviewed periodically to reflect the changing needs and styles 
available to students.  Suggestions from parents and caregivers are welcomed and will be considered 
during each uniform policy review.   

 

 
Hats and Cotswold logo uniform items can be purchased from: 

Postie+ Postie+ 

Bishopdale Mall Northwood Supa Centre 

Telephone 359-7449 Telephone 360-3037 

  

Susan Ross Mainland Uniform 

69 Rutland Street 511 Wairakei Road 

Telephone 355-0605 Telephone 352-6028 



THE COTSWOLD WAY ð OUR VALUES 
 
Values are deeply held beliefs detailing what our school community considers most important for our learners so that they will thrive in diverse communities. The Cotswold community has 
developed the following values which will be reflected in everyday actions and interactions within the school.  

¶ Caring (2012 Focus ï Empathy & Managing Time Effectively) 

¶ Contributing (2012 Focus ï Using Technologies & Actively Participating and Contributing) 

¶ Communicating (2012 Focus ï Articulate Speakers & Active Listeners) 

¶ Creating (2012 Focus ï Reflecting On Their Learning & Innovation) 

¶ Challenging (2012 Focus ï Risk Taking & Perseverance) 
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¶ We value a caring school community. 
Caring students are respectful of themselves, others and the environment. They have a sense of personal and social responsibility and an understanding of actions and consequences 
and how they affect their learning and relationships.  They display tolerance and empathy towards others in order to improve individual and/or team outcomes.   

    

Themes Basic Proficient Advanced 

Empathy 
¶ With support, I can recognise and 

express my feelings. 
¶ I can identify how others might feel and 

give appropriate support. 
¶ My behaviour shows I understand what 

others are feeling and I can show 
consideration for them. 

Manage Time Effectively 
¶ With support I can complete tasks ¶ I can complete tasks independently ¶ I can complete tasks independently 

within a given time frame 
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¶ We value active involvement from all our Cotswold community.  

¶ We believe in participating with and contributing to our wider community. 
Students who contribute are actively involved in their learning and life. They participate and contribute effectively as a member of a group, school, and community. They use technology 
well to access and communicate with the wider community. 

    

Themes Basic Proficient Advanced 

Using Technologies 

¶ With support I can use simple digital tools 
to communicate with others 

¶ I use technology to communicate with 
others and to find and present 
information 

¶ I actively communicate and seek 
information from a range of sources. I 
present my thoughts and ideas using 
various Technologies. 

Actively participate and contribute 
¶ I can take turns to share my ideas with 

support. 
¶ I take turns to share my ideas and with 

support, I can take on  various roles 
¶ I can take on various roles including the 

responsibility of leadership. 
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¶ We value positive interactive communication skills. 
Students who communicate effectively actively involve themselves in discussions. They articulate their ideas, ask and answer questions. They listen attentively to others and use a 
variety of ICT, language symbols and texts to communicate their ideas with confidence. 

    

Themes Basic Proficient Advanced 

Articulate Speakers 
¶ I am learning to speak clearly and look at 

the listeners 
¶ I can order my thoughts and speak in a 

clear and audible voice with expression. 
¶ I can speak clearly and fluently and 

engage the audience through my voice 
and body language. 

Active Listeners 

¶ I am beginning to look at the speaker and 
respond appropriately. 

¶ I listen in groups or whole class 
discussions and respond to develop 
further understanding. 

¶ I actively listen in a variety of situations 
and respond to clarify or expand 
understanding. I acknowledge different 
points of view. 
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¶ We value creativity. 
Students who are creative display originality, imagination, resourcefulness, and curiosity.  They are innovative, enterprising and are prepared to take risks with their learning.  They are 
Thinkers and Problem Solvers who Reflect on their learning. 

    

Themes Basic Proficient Advanced 

Reflect On Their Learning 
¶ With support, I can think about and 

discuss my learning against the success 
criteria. 

¶ I can think about and discuss my learning 
in relation to my success criteria and with 
support, identify next steps. 

¶ I can consistently reflect on my learning 
using success criteria and identify and 
implement my next steps in learning. 

Innovative 
¶ With support, I enjoy sharing my new 

ideas. 
¶ I look for new ways of doing things and 

explore and discuss these with others. 
¶ I confidently explore new and/or existing 

ideas to make improvements or solve 
problems. 
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¶ We value a community in which all participants strive to improve. 
Students who challenge themselves are resilient learners who achieve their goals through perseverance, risk taking and resourcefulness.   They accept that difficulties and mistakes 
are a necessary part of learning in order for them to achieve personal excellence. 

    

Themes Basic Proficient Advanced 

Risk Taking 
¶ With support, I can understand the risks 

involved and try something new. 
¶ I am learning to identify and evaluate the 

risks involved and I have the confidence 
to try something new. 

¶ I can confidently assess the risks 
involved and then undertake tasks that 
will challenge me. 

Persevere 
¶ With support, I keep trying even when it 

is hard. 
¶ I can remain focused on a goal until I 

have achieved it. 
¶ I can remain focused on my goals, reflect 

on my progress and reassess if 
necessary. 



THE COTSWOLD WAY ð OUR SIGNIFICANT THEMES 
 
 ñThe New Zealand Curriculum identifies values to be encouraged and modelled and to be explored by 
students, key competencies that students will develop over time and in a range of settings, and learning areas 
that describe what they will come to know and do.  Schools need to consider how each of these aspects of the 
curriculum will be promoted and developed in teaching and learning.  They can do this in different ways é . 
they may decide to organise their curriculum around central themes, integrating values, key competencies, 
knowledge, and skills across a number of learning areas.  Wherever possible, schools should aim to design 
their curriculum so that learning crosses apparent boundaries.ò 
The New Zealand Curriculum - Ministry of Education (2007), p.37 & 38 
 
 
Cotswold School has chosen to develop significant concepts (central themes) to engage students and 
integrate learning through the values, key competencies through the teaching of science, social sciences and 
technology, integrated with other learning areas where appropriate.  
 
 
The concepts will be connected, coherent and balanced across the curriculum. Concepts will include the 
understandings, knowledge, skills and attitudes that students need for addressing real-life issues and in a real-
life context.  
 
 
All concepts fall under the LETS umbrella ï Learning and Exploring Together to Succeed. The concepts are: 

¶ Relationships 

¶ Change 

¶ Energy 

¶ Sustainability 

¶ Innovation 

¶ Exploration 
  
 
Further information regarding these concepts can be found in the Cotswold School Curriculum Plan ï available 
on our website ï www.cotswold.school.nz 

 
 
 
 
 
 
 
 
 
 
 

http://www.cotswold.school.nz/


 

2012 TERM 1 CALENDAR 

 

 

 



 

 

2012 TERM 2 CALENDAR 

 

 

 



 

2012 TERM 3 CALENDAR 

 

 

 



 

 

2012 TERM 4 CALENDAR 

 

 

 



 

COTSWOLD SCHOOL BEHAVIOUR MANAGEMENT PLAN 
 

 



 

 

STAFF CONTACT DETAILS 
 

DETAIL NAME EXTENSION EMAIL 

School Office 
Sue MacKenzie 
Ann Tizzard 

800 office@cotswold.school.nz 

Principal Stephen Harrison 800 principal@cotswold.school.nz 

Associate Principal Paula Fleming-Connell 800 paulaf@cotswold.school.nz 

Associate Principal Andrew Simpson 800 asimpson@cotswold.school.nz 

Room 1 Lorna Anderson 701 lorna@cotswold.school.nz 

Room 2 Lisa George 702 lisag@cotswold.school.nz 

Room 3 Aaron Skerrett 703 aaron@cotswold.school.nz 

Room 4 Cameron Anderson 704 cameron@cotswold.school.nz 

Room 5 Susan Arscott 705 susana@cotswold.school.nz 

Room 6 Jo Holdem 706 joh@cotswold.school.nz 

Room 7 Margaret Diehl 707 margaret@cotswold.school.nz 

Room 8 Heather Benns 708 heather@cotswold.school.nz 

Room 9 Sally Engelbrecht 709 sally@cotswold.school.nz 

Room 10 Jean-Marie Cain 710 jeanm@cotswold.school.nz 

Room 11 Tracey Jourdain 711 tracey@cotswold.school.nz 

Room 12 David Guthrie 712 davidg@cotswold.school.nz 

Room 13 TBA 713  

Room 14 TBA 714  

Room 15 TBA 715  

Room 16 Nicola Campbell-Fox 716 nicolac@cotswold.school.nz 

Room 17 Liz Lapthorne 717 lizl@cotswold.school.nz 

Room 18 Kristin Dudley 718 kristin@cotswold.school.nz 

Room 19 Learning Support  719 lissa@cotswold.school.nz 

Room 20 David Ermerins 720 dermerins@cotswold.school.nz 

Room 21 Alex Thompson 721 alex@cotswold.school.nz 

Room 22 Sarah Fraser 722 sfraser@cotswold.school.nz 

Room 23 Liz Davies 723 lizd@cotswold.school.nz 

Room 24 Bex Green 724 bex@cotswold.school.nz 

Room 25 Anna Douglas 725 annad@cotswold.school.nz 

Information Centre - Office Lynda Collins 810 library@cotswold.school.nz 

Information Centre ï Meeting Room    

International Students Lissa Kyle 852 lissa@cotswold.school.nz 

International Students Stephen Harrison 800 principal@cotswold.school.nz 

Junior Assessment Karren Garriock 701 karren@cotswold.school.nz 

Learning Support Coordinator Lissa Kyle 852 lissa@cotswold.school.nz 

PMP Coordinator Glenda Harrison 831 glenda@cotswold.school.nz 

Property Manager Wayne Major 805 wayne@cotswold.school.nz 

Reading Recovery Tutor  701 tracey@cotswold.school.nz 

Sports Coordinator ï Senior School Peter Harper 812 peter@cotswold.school.nz 

Sports Coordinator ï Junior School David Guthrie 720 davidg@cotswold.school.nz 

Room 11/12 Resource Room  809  

 



 

GUIDELINES TO RESOLVE PARENT CONCERNS 
 
The information below is designed to help parents and guardians 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, but this involves 
your support as well.   
 
We hope these guidelines are of some use so you feel confident to approach us. 
 

STARTING POINT          

Ė             

Your problem or concern involves 
a particular staff member. 

  Your problem or concern: 
X Has not been solved by 

visiting the staff member 
concerned. 

  
Your problem or concern: 
X Has not been solved by the 

Syndicate Leader  
X Does not involve a particular 

teacher 

  
Your problem or concern has not 
been solved by visiting the staff 
member concerned, Syndicate 
Leader or Principal or it involves: 
X The Principal 
X The Board of Trustees 

      

      

Ė       

YES   Ė     

Ė   YES     

Write a note, email or phone the 
staff member concerned to make 
a suitable time to discuss the 
problem or concern. 

  Ė   Ė   

  Write a note, email or phone the 
Syndicate Leader responsible for 
the staff member concerned and 
make a time to discuss the 
problem or concern. 

  YES   Ė 

    Ė   Write to the Chairperson of the 
Board of Trustees outlining your 
problem or concern in detail. 
Include your name and contact 
telephone number. 

    Write a note, email or phone the 
Principal and make a time to 
discuss the problem or concern. 

  

Ė       

Indicate before the discussion 
what the problem or concern is 
about. A form is available to help 
you with this. 

      

  Ė   Ė   

  Indicate before the discussion 
what the problem or concern is 
about and the steps you have 
taken to remedy the situation 

  Write down the details of your 
problem or concern and the steps 
you have taken to remedy the 
situation. 

  Ė 

      Except in exceptional 
circumstances the Board will not 
accept any concern unless it is in 
writing and a reasonable attempt 
has been made to resolve it with 
the Principal and staff member 
concerned. 

Ė       

Talk with the relevant staff 
member about the issue. Be 
prepared to listen to their point of 
view. 

      

  Ė   Ė   

  Talk with the relevant Syndicate 
Leader about the issue. 

  The concern will usually be dealt 
with by the Principal, but in some 
instances may be referred back to 
teachers or the Board Of 
Trustees. 

  

      

Ė   Ė     

Provide feedback to the staff 
member as to whether you were 
satisfied or not, to ensure the 
problem is settled. 

  The concern will be dealt with by 
the Syndicate Leader in liaison 
with the staff member concerned 
but in some instances may be 
referred to the Principal. 

     

    Ė    

    Issue resolved    

    Ė    

Ė     YES    

Issue resolved.   Ė   Ė    

Ė   Issue resolved.   No further action required    

YES   Ė       
Ė   YES       

No further action required   Ė       

   No further action required       

          

 

¶ Approach the teacher with your concern when they are not teaching, about to teach or on duty. 

¶ Problems should not be discussed in front of children - either at school or at 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 concern is the person closest to the problem. 

¶ There are usually two sides to a story. 

¶ If you have concerns regarding a child you must approach the school not the child. 

 

W E  W I L L  O N L Y  K N O W  O F  Y O U R  C O N C E R N  I F  Y O U T E L L  U S 
 
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 about the concern and reply to it. 

 
 

NO 

NO 

NO 

NO 



 

 

 


