Complaints procedure

The school operates a complaints policy based on the Dfe best practice guidance, which advises parents on the proce-
dure for sorting out problems at school, curricular and otherwise. A fuller version of this policy and the complaints form
are available from the school office.

STEP 1- First of all, talk to the teacher concerned. Difficulties can often be sorted out very quickly in this way.
TALK TO THE |You may need an appointment. You may also need an appointment if your complaint is complicated,
TEACHER or there are strong feelings on either side. In any case, please do not try to see the teacher during the
school's teaching day when they are taking a lesson.
You may bring a friend to support you, for example to help you to put your case. Complainant must
allow 5 days for the member of staff to respond. We hope that you can reach an agreement that satis-
fies you and the school. If you cannot, then you can go to Step 2.
STEP 2 - MEET |The complainant goes to the Headteacher. This can only happen if you have been through Step 1. We
THE do recognise however that some complaints may go straight through to the Headteacher because of
HEADTEACHER | the seriousness of your concerns.
The school office will arrange for you to meet with the Headteacher or another senior member of staff,
for example the Deputy Headteacher.
Afterwards, the school will write to you within 5 days to acknowledge your complaint and no longer
than 20 school days saying what it has decided. We hope the decision will satisfy you. However, if you
cannot accept what the school says, then you can go to Step 3.
STEP 3 - The complaint goes, in writing, to the Chair of Governors. This can only happen if you have been
GO TO THE through both Steps 1 and 2. The school office can send the letter for you.
CHAIR OF The Chair of Governors will write to you within 5 days to acknowledge your complaint and no longer
GOVERNORS |than 20 school days saying what has been decided. (No complaints should be made through parent
governors, as they have no role as communicators between parents and the school.) If still dissatis-
fied, the complainant may proceed to Step 4.
STEP 4 - The complaint goes, in writing, to the School's Governing Body. This can only happen if you have
GO TO THE been through both Steps 1, 2 and 3. The letter must explain why the complainant is still dissatisfied.
GOVERNING The school office can send the letter for you.
BODY A meeting with at least two Governors will follow. Afterwards, they will write back telling you their con-

clusions within 20 school days of the hearing.
(No complaints should be made through parent governors, as they have no role as
communicators between parents and the school.) .

Complaints against the Headteacher are usually first dealt with by the Chair of Governors, or any individual governor
should be made in writing to the Clerk of the Governing body. Contact the school for further information.
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MARYLAMND PRIMARY SCHOOL COMPLAINT FORM
Please complete this form and return it to the Headteacher/Clerk to Governing Body, who
will acknowledge it= receipt and inform you of the next stage in the procedure.

Your name:

Relationship with school (e.g. parent or a pupil on the school's

Your Address:

Daytime telephone number_.________

Evening telephone number: . — - R
Signed — - bate ..

Please give concise details of your complaint, (including dates, names of witnesses efc..). to
allow the matter to be fully investigated.

You may continue on separate paper, or attach additional paperwork if you wish
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