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Complaints Procedure

In the event that a pupil or parent has a complaint or concern they should in the first instance speak to the teacher involved or the member of staff who has responsibility for the class/area in question.

If the matter cannot be resolved through an informal meeting of those concerned, the parent should put their complaint or concern in writing to the owner.

The owner shall respond to a written complaint or concern within 7 days. The response shall be in writing and include a proposed solution to the issue. 

The owner may hold informal meetings with all parties concerned in order to establish the most appropriate solution.

In the event that a parent is not satisfied with the action proposed by the owner a parent may request a complaints panel meeting. This meeting shall involve a panel of three appropriate people who were not directly involved in the matter, appointed by the owner. One of the panel shall be independent of the management and running of the school. The parent may attend (and be accompanied at) the meeting. The complaint, proposed solution and reasons why the solution was not deemed appropriate shall be considered by the panel. The panel shall consider all the information available and all viewpoints before offering its recommendations.

The findings and recommendations of the complaints panel meeting shall be copied in writing to the owner, the complainant and where relevant the person complained about.

A record of all complaints shall be kept on record and held according to the Data Protection Act, along with all further correspondence, i.e; owners response, parents response and complaints panel meeting minutes.

All statements and records relating to complaints shall be kept confidential except where the Secretary of State or a body conducting an inspection under section163 of the 2002 Act requests access to them.

