
This procedure will be followed in the event of a concern or complaint about the school, provided that the concern or complaint does not fall under other statutory procedures.   
Appendix A: Summary of dealing with concerns or complaints  

  

  

  

 Issue not  Write to the Headteacher or if the complaint is about the Headteacher to the Chair of   

resolved  Governors within 5 school days.    

  

  

 

 

  

Headteacher (in consultation with the Chair of Governors), will investigate your complaint. 

Within 10 school days of receipt of your letter you will receive a written response indicating the  
outcome.    

 

 

 

  

  

Complaint 

resolved  
 

  

      

  

Write to the Chair of Governors 
  

within 5 school days.  

   
  

  

   

Complaint heard by Governing Body Complaints Committee within 15 school days of receiving  
your letter.    

   

 Raise your concern with the appropriate member of staff  within 10 school days.  

  

  

Issue 

resolved  

   

Complaint 

not 

resolved  



   

  

   

You will be informed of the outcome within 10 school days.  

  

  

  

  

  

The Governing Body’s Complaints Committee is the final arbiter of  
 complaints.  

All timescales shown are targets and are flexible. The school will work with you to ensure that the time allowed to deal with your concern or complaint is reasonable and helps to achieve an answer to 
the problem.  



Appendix B: Pro forma document to register a complaint (STAGE B)  

Please complete and return to the Headteacher who will acknowledge receipt and explain what action(s) 

will be taken.   

Your name:   

Your relationship to the school:   

Your address:   

Postcode:   

Daytime telephone:   

Evening telephone:   

Details of your complaint:   

What have you done so far to try and resolve your concerns or complaint? (Who have you spoken to and 

what was the response?)  

Are you attaching any documents? Please give details.   

Signature:   

  

Date:   

  

  

 

  

Official use   

Date acknowledgement sent:   

By whom:   

Date:  

 


