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SUMMARY CONCERNS AND COMPLAINTS PROCEDURES
A more detailed policy is available on request. 

STAGE 1 
In the event of day-by-day need to communicate, or deal with concerns or complaints, parents and carers should are invited to speak with (See Chart below): -

· CLASS TEACHERS REGARDING: routines, learning, absences, and relationships.

Teachers will be happy to talk briefly before 8.50 or after school on any day except Wednesday when all staff attend staff meetings.

All teachers will be happy to make longer appointments should one be needed.

· SECRETARY/CLERICAL ASSISTANT REGARDING: uniform, medication, and absences, dinner money, folders, appointments, and general queries.

· MISS GORNINGE [SENCO] special educational needs.

· MRS BEECHEY [EYFS/KS1] AND MRS RICHARDSON [KS2] REGARDING: Curriculum, behaviour or learning

· HEADTEACHERS, MRS ADAMS AND MRS CONSTANTINOU REGARDING: having spoken to staff above, any of the matters above, or any other matters, concerns or complaints.

· CHAIR OF GOVERNORS, MR STEPHEN EDWARDS, REGARDING: any matters needing clarification which have previously been discussed with the head teachers as above
We are very committed to addressing concerns and complaints as quickly as possible, and to keeping those with concerns notified. However, there are matters about which the school and governing body is unable to disclose information, and it may be necessary on occasions in the interests of confidentiality, to inform parents and carers of this.
[image: image3.png]FORMAL COMPLAINTS PROCEDURE.

STAGE 1 INFORMAL

Concern expressed to a member of staff
I
Satisfactory outcome Unsatisfactory outcome
1 I
No further action Proceed to stage 2
'

STAGE 2 HEADTEACHER'S INVESTIGATION

Complainant sees or writes to Headteacher
|
Headteacher investigates and reports back to complainant.
1 1
Satisfactory outcome  Unsatisfactory outcome
1 |
Nofurtheraction  Proceed to stage 3
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Complainant makes complaint to Chair of Governors
I
Chair notifies Headteacher, investigates and reports back to Headteacher and complainant.
I
Satisfactory outcome Unsatisfactory outcome
1 1
Nofurtheraction  Proceed to formal complaint, stage 3
1
STAGE 4 FORMAL COMPLAINT TO GOVERNORS

Complainant makes formal complaint to Governing Body complaints panel
|
Panel meet with Headteacher and complainant
1 1

Governors ensure that issues are resolved at this stage wherever possible.
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