
   If you have a concern....... 

Voicing a concern or complaint: 

If you have a concern or would like to provide feedback while using the services of Rutland 
Elementary Community School Society, there are a number of ways to do so.  It is 
important to recognize that although we operate in a School District building, we are not 
part of the School District and therefore have an independent pathway to resolving 
concerns.  Please proceed with the following complaint procedure: 

 

1.  Talk to Someone 
If  you have a concern while receiving services at Rutland Elementary Community 
School Society, we encourage  you to discuss it, firstly, with the person involved.  
Often, a discussion will solve your problem.  If the concern is not resolved at this 
point, you have other options. 
 
You can: 
• Call the Executive Director who can be reached at 250-765-4052 or via email at 

deborah.hughes@sd23.bc.ca 
• Write a letter 

You may wish to write a letter to the Executive Director.  Your letter could include 
the information shown in the example below, however, you may use any letter 
format that you wish.  The mailing address for Rutland Elementary Community 
School Society is 620 Webster Road, Kelowna, B.C., V1X 4V5.  Alternatively, you 
may drop your letter off with the school secretary and she will put it directly in 
our mailbox.  We will respond to your letter as soon as possible, but no later than 
30 days. 
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Sample Letter 
Date 
Your Address 
Your Phone Number 
 
Dear_______,  
 
I am having a problem with __________(explain what is happening, how long it has 
been going on, who is involved and anything that has been done to try and solve 
the problem). 
 
I would like to suggest __________(you may have some ideas about how the 
situation should be handled.  If so, tell the person you are writing to). 
 
I would like to sit down and talk with you about this.  (If you want an advocate or 
someone else you trust to be with you, you could add the next sentence.)  I 
would like ______________(name), who is my advocate, to join us for the meeting.  
Please contact me as soon as possible.  (You may prefer a phone call to a letter, 
if so, ask the person to phone you as soon as possible.) 
 
Yours sincerely,  
 
Your signature 
 

What to do if your concerns have not been resolved: 
 

If your concern has not been resolved to your satisfaction, you can make contact 
with: 
• The President of the Board of Directors – connect@shaunnataylor.ca - with 

your concerns who will: 
• Review concerns with the board members (as necessary) 
• Present concerns and discuss collaboratively with Executive Director 
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• Develop a response letter or action plan to forward to complainant 
• Follow up as necessary 

  



I have read and understand the Complaint Process at Rutland Elementary Community 
School Society. 
 
 
 
__________________________Signature    ______________________Date 
 
 
Please return this page with your registration documentation. 


