At Lincoln High School, we are commi ed to providing a suppor ve and transparent learning
environment for all students and parents regarding the Interna onal Baccalaureate (IB)
program, including both the Middle Years Program (MYP) in 9th and 10th grades and the
Diploma Program (DP) in 11th and 12th grades.

We understand that concerns or grievances may arise regarding curriculum, assessment marks,
or other aspects of the IB program. This guidance aims to provide a fair and transparent process
for students and parents within our community to voice such grievances. It is our sincere belief
that the majority of concerns can be and are best resolved at the school level through open
communica on, respect, and collabora on. To this end, this guidance outlines the steps to
follow should concerns or disagreements arise.

Step 1: Informal Resolu on

A. In most cases, it is recommended to begin by addressing the concern informally. Talk to
the relevant teacher, subject coordinator, or the 1B Coordinator to discuss the issue and
seek clarifica on.

B. Schedule a mee ng with the concerned sta member(s) to express your concerns and
seek a resolu on. Itis important to maintain a respec ul and construc ve dialogue
during these discussions.

C. Keep arecord of all mee ngs, conversa ons, and relevant documenta on related to the
concern. This will help provide a clear overview of the issue and any steps taken to
address it.

Step 2: Formal Wri en Complaint (if unresolved)

A. If the issue remains unresolved a era emp ngan informal resolu on, a formal wri en
complaint may be submi ed to the school administra on.

B. Compose a clear and concise wri en complaint outlining the nature of the concern, the
steps taken so far, and the desired outcome.

C. Submit the wri en complaint to the IB Coordinator (MYP or DP depending). Ensure that
a copy is also sent to the principal for their reference.

D. The relevant IB Coordinator will review the complaint and ini ate a review process as
appropriate.

E. The school will provide a wri en response to the complaint within a reasonable

meframe, acknowledging the concern and outlining the proposed course of ac on to

address it.

Step 3: Review by School Administra on (if unresolved)
A. If the issue remains unresolved a er following the previous steps, the complaint may be
escalated to the principal or the school's leadership team.
B. The principal or the leadership team will review the complaint and any previous
documenta on orac ons taken.
C. They will provide a wri en response within a reasonable meframe, addressing the
concerns raised and any proposed solu ons or further steps.



Step 4: Media on or Mee ng (if necessary)
A. Insome cases, amedia on or mee nginvolving the concerned par es may be arranged
to facilitate dialogue, understanding, and resolu on of the grievance.
B. The school administra on, along with relevant sta members and parents, will
par cipate in the media on or mee ng.
C. Aneutral third party, such as a guidance counselor or an administrator from another
department, may be present to facilitate the discussion and ensure fairness.

Step 5: Escala on to the Interna onal Baccalaureate Organiza on (IBO)
A. If the grievance remains unresolved at the school level, and a er following all internal
processes, it may be appropriate to escalate the ma er to the IBO.
B. Prepare aformal wri en complaint outlining the concern, the steps taken within the
school, and the desired outcome.
C. Submit the complaint to the IBO as per their established procedures, following their
guidelines for raising concerns.

This guidance is reviewed annually. The last review was 10/20/24.


https://www.ibo.org/contentassets/fab8ccef45b743c0a68de6f9ea989385/ib-complaints-procedure-nov-2018-en.pdf

