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The River East Transcona School Division has established this policy to ensure effective 
steps in communication of concerns and/or questions between parents/guardians, adult 
students, members of the community and divisional staff and between staff members.  
Each member of the division’s staff and the board of trustees should follow these steps.   
 
If a parent/guardian, adult student, a member of the community or a staff member has a 
concern or question they should follow this sequence: 
 
(1) Contact the employee’s work place and request to speak to the person.  The 

employee may be unavailable, so leave a message with telephone numbers where 
you can be reached during the day as well as the evening. 

 
(2) If you are not satisfied with the employee’s response to your concern, contact their 

supervisor.  If you contact the supervisor first, s/he will refer you to step one. 
 
(3) If your concern is not resolved to your satisfaction, contact the superintendent.  If 

you contact the superintendent first, s/he will refer you to step one or two. 
 
(4) In the event that you believe that your concern has not been addressed, you may 

write a letter to the chair of the board of trustees.  If you contact the chair or any 
trustee without going through steps one to three, they will refer you back to step one.  
A trustee may assist you in making the appropriate contacts in steps one through 
three. 
 

• When a written concern about a staff member is received, the individual named 
will be notified and provided with a copy of the written concern and given an 
opportunity for explanation and written response. 

 

• At any point in the complaint process, the individual named has the right to have 
an advocate present. 

 
(5) All correspondence to the chair of the board of trustees is reviewed at a board 

meeting.  However, all personnel matters must be dealt with in-camera. 
 
(6) At all steps in the process, you are requested to tell each level that you are not 

satisfied and are going up to the next level. 
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This policy does not supercede: 
 

• The Child and Family Act of Manitoba 

• Student Welfare (Reporting Child Abuse) 

• Harassment Policy 

• Contractual Agreements with the Division 

• Codes of Professional Practice of Staff Members 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

Effective Date:  June 30, 2003 Review Date:  May 8, 2018 
Amended Date:   
Board Motion(s):  288/03  

Legal/Cross Reference: 

JLEB - Children in Need of 
Protection; JLEB-E – Report 
of Suspected Child Abuse; 
GBAA/R – Respectful 
Schools and Workplaces 
*Harassment (Employees); 
The Child and Family 
Services Act, C.C.S.M. c. C80 

 


