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WETASKIWIN REGIONAL PUBLIC SCHOOLS
“Inspiring students to become the best they can be.”






FORM 416-2
Check List for Concerns and Complaints

The following checklist may assist Wetaskiwin Regional Public Schools staff who are inquiring into the nature and extent of a concern and complaint.

· Set timelines for the steps of the inquiry.

· Notify the appropriate parties.

· Set an agenda and time frame for meetings.

· Meet with the parties, individually or in groups, as necessary.

· Establish the ground rules for appropriate behavior.

· Explain that Wetaskiwin Regional Public Schools will not tolerate threats or abusive language and that the meeting will conclude if Wetaskiwin Regional Public Schools staff feel unsafe.

· Remain courteous and professional at all times.

· Review the Concerns and Complaints Form.  If the form has not been completed, use the form as a guideline to inquire into the nature of the concern or complaint.

· After you have made a determination notify the person who raised the concern or complaint and the appropriate staff member about your decision or determination and the reasons for the determination or decision.

· Keep a record of communication about the meeting and communication about the matter.
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