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COMPLAINTS  PROCEDURE   -  PARENTS  AND  STUDENTS 

 

 

Complaint made to member of staff or 

committee member 

Issue resolved 

informally 

Issue not resolved  

C.O. investigates complaint. 

-Fills in Part 2 of Complaint 

Form 

Issue not resolved 

Issue raised at next meeting.  

- Invite complainant to 

attend if they wish.  

Issue resolved   

Member of staff or committee 

member registers complaint. 

- Fills in Part 1 of Complaint Form 

and gives to committee member 

responsible for complaints 

(Complaints Officer – C.O.) 

Fill in Part 3 of Complaint 

Form – Resolution. 

- Copy for School 

- Copy for Complainant 
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COMPLAINTS  PROCEDURE   -  STAFF 

 

 

Complaint made to committee members 

Issue resolved 

informally 

Issue not resolved  

C.O. investigates complaint. 

-Fills in Part 2 of Complaint 

Form 

Issue not resolved 

Issue raised at next meeting.  

- Invite complainant (staff 

member) to attend if they 

wish.  

Issue resolved   

Committee member / staff member 

registers complaint. 

- Fills in Part 1 of Complaint Form 

and gives to committee member 

responsible for complaints 

(Complaints Officer – C.O.) 

Fill in Part 3 of Complaint 

Form – Resolution. 

- Copy for School 

- Copy for Complainant  
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COMPLAINT  FORM 
 

 
 

DATE: 

 

NAME OF COMPLAINANT: 

 

NAME OF STAFF / COMMITTEE MEMBER: 

 

COMPLAINT (Filled by member of staff / committee member): 

 

 

 

 

 

 

 

 

 

 DATE RECEIVED BY COMPLAINT OFFICER: 

 

INVESTIGATION (Attach extra sheets if necessary): 

 

 

 

 

 

 

 

 

 

 

 

 

 COMMITTEE MEETING DATE: 

 

RESOLUTION: 

 

 

 

 

 

 

 

 

 

 

 

 

COPY TO: - COMMITTEE FILE 

                   - COMPLAINANT 

 

 


