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Please complete and return to Rachel Tyroll, School Administrator, who will acknowledge receipt and explain what action will be taken.  
	
	Your name:  
	

	Address:  
	

	Postcode:  
	

	Daytime telephone number:  
	

	Evening telephone number:  
	

	If applicable, name of child(ren) at school:  
	



	Please give details of your complaint:

	




	What action, if any, have you already taken to try and resolve your complaint? (Who did you speak to and what was the response?)

	





	Your relationship to the school, e.g. parent, carer, neighbour, member of public:  

	



	What actions do you feel might resolve the problem at this stage?

	



	Are you attaching any paperwork? If so, please give details.

	



	Signature:  
	

	Date:  
	




	Official Use:  
	

	Date of acknowledgement sent:   
	

	By Whom:   
	

	Complaint referred to:  
	





Complaints Process Flowchart
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| Stage 1: Concern or complaint is made to member of staff for investigation |

| Stage 1: Aresponse is provided within 10 days of receipt of the concern or complaint |

| Is the complainant satisfied with the informal resolution? |

-

Stage 2: Formal complaint is made to Headteacher or LGB Chair
for investigation and mediation if appropriate

Is the complainant satisfied with the outcome of formal investigation and / or mediation? H

-

A request to escalate the complaint to Stage 3 must be made by the
complainant within 5 school days

Stage 3: An LGB Complaints Panel meeting is convened by the clerk within 20 school days of receipt

Stage 3: The decision made by the LGB Complaints Panel is communicated to the
complainant and to the Headteacher within 5 school days of the meeting

of the written request to escalate

Is the complainant satisfied with the LGB panel’s decision? |

. If, following these steps, the complainant feels that
Most complalrfts cannot. be taken to ODST, althc.>Lfgh the school has acted unreasonably or did not follow
ODST may decide to FEYIEW the LGB panel’s decision [— the correct procedures, they can contact the
to check it has acted fairly and reasonably Education and Skills Funding Agency
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