
At Saint Ignatius’ College we are committed to delivering high quality education and 
care to our students. In addition to this, we remain focused on creating an environment 
for all members of the College community where they can feel welcomed, valued and 
supported. We acknowledge that concerns and grievances may arise from time to time 
and it is always our aim to deal with such circumstances with a high standard of care 
and consideration.

Rationale
The purpose of this publication is to provide an overview of the process to be utilised at Saint 
Ignatius’ College in the resolution of a complaint.

Steps towards achieving a positive resolution 
We believe that most issues that arise can be resolved through direct contact with the College. 
Members of the community are therefore encouraged to bring their complaint to the attention 
of the appropriate member of staff in the first instance. In some cases resolving a dispute or 
complaint may require further action. 

Members of our extended Community
For members of our wider community or the general public, we advise contacting our Junior 
School Front Office on 8130 7100 or Senior School Front Office on 8334 9300 or emailing your 
complaint  to admin@ignatius.sa.edu.au The administration staff member who receives your 
call or email will then contact the relevant staff member to respond to your issue. You are also 
welcome to ask to speak to a specific staff member regarding your matter.

Parents
For parents, the steps on the following page are provided in an attempt to minimize any 
unhappiness or inconvenience that may be experienced in coming to an appropriate resolution 
to a complaint. 

PROCEEDURE FOR REPORTING AND RESOLVING COMPLAINTS



Scenario B: Wider Issue

A wider issue may extend to such areas as College grounds 
and facilities, College policies and procedures, WHS, 
community groups or College events.

Step 1: Raise your complaint with a relevant 
member of staff
By raising your complaint with a relevant member of staff 
they will be able to either resolve the issue themselves or 
present the matter to someone who is in the able position to 
do so. In some cases, the relevant member of staff may be a 
member of the Leadership Team.

We advise that the most efficient method for contacting staff 
is by email. Email addresses can be obtained by contacting 
the Junior School Front Office on 8130 7100 or Senior School 
Front Office on 8334 9300. Current parents may also access 
email addresses for all members of College staff via Moodle 
or the Ignatius App. Email addresses for all staff follow the 
following template: initial.surname@ignatius.sa.edu.au

Step 2: Contact a member of the Leadership Team
If you feel that the required outcome has not been met after 
following this process, we advise you to contact a relevant 
member of the Leadership Team. To arrange contact with 
a member of the College Leadership Team we ask you to 
contact the Executive Assistant to the Leadership Team, Ms 
Anne-Marie Burgess on 8334 9321.

• Concerns or queries relating to the Junior School may be 
directed to Mr Shaun Fitzpatrick, Head of Junior School.

• Concerns or queries relating to the Senior School may be 
directed to Mr Peter Coffey, Head of Senior School.

• Matters relating to finance, administration, grounds and 
maintenance or any other related business operations 
may be discussed with the Head of Business.

• If you wish to take your matter to the highest level within 
the College Leadership Team please arrange to be in 
contact with Fr Robert Davoren SJ, Rector.

Step 3: Request the assistance of the Chair of 
College Council
If you have taken your matter to the Rector, as the highest 
level within the College Leadership Team, and believe the 
outcome to be unsatisfactory, you may request the assistance 
of the Chair of College Council in reviewing the decision 
made.

Step 4: Contact the Provincial Superior or the 
Minister for Education and Child Development.

Scenario A: Classroom/Schoolyard Issue 

Step 1: Talk to the class teacher, subject teacher 
or coach
It has been our experience that most issues that arise within 
the classroom or schoolyard can be resolved through direct 
contact with the Class Teacher, Home Group Teacher, Subject 
Teacher or coach. We encourage you to take this step in the 
first instance. If your matter remains unresolved after doing 
so, please be guided by the steps below.

Step 2: Speak to the Year Director, Curriculum 
Coordinator or Faculty Director, Teacher in Charge, 
Junior Primary or Primary Co-ordinator.

Step 3 (Senior School only. For Junior School 
please skip to Step 4): Speak to the Dean of 
Students, Assistant to the Dean of Students, 
Prefect of Studies or the Assistant Deputy Head 
– Curriculum, Director of Sport or the Director of 
Co-Curricular Activities

Step 4: Discuss your matter with the Deputy 
Head – Junior School, Deputy Head – Curriculum 
(Senior School), Deputy Head - Pastoral Care & 
Administration (Senior School)

Step 5: Arrange to meet with the Head of Junior 
School, Head of Senior School or Rector
If you feel that the required outcome has not been met after 
following this process, we advise you to contact either the 
Head of Junior School, Mr Shaun Fitzpatrick or the Head of 
Senior School, Mr Peter Coffey.

In some cases it may be appropriate to speak with the Rector, 
Fr Robert Davoren SJ. You may also be referred to Fr Davoren 
after speaking with the Head of Junior School or Senior 
School.

To arrange contact with a member of the College Leadership 
Team we ask you to contact the Executive Assistant to the 
Leadership Team, Ms Anne-Marie Burgess on 8334 9321. 

Step 6: Request the assistance of the Chair of 
College Council
If you have taken your matter to the Rector, as the highest 
level within the College Leadership Team, and believe the 
outcome to be unsatisfactory, you may request the assistance 
of the Chair of College Council in reviewing the decision 
made.

Step 7: Contact the Provincial Superior or the 
Minister for Education and Child Development.


