Complaints procedure

The following complaints procedure is available to the parents of pupils 
· Initially any complaint is to be made informally to the Head Teacher or Lead Trustee who will note the complaint for further reference.

· If parents are not satisfied with the outcome they must then make a written complaint to the school and a response will be made in writing after a meeting of the Trustees within two weeks. 

· If the parents are not satisfied with this response then a panel will be convened to include the head teacher, a trustee and an external member not associated with the school and independent of the running of the school. The Lead Trustee will choose the independent member. Parents will be able to attend the meeting of this panel. This will be completed within a further two weeks.

· All details will be kept confidential. Any reports or recommendations made will be available to the complainant as well as the DCFS, its Inspectors and the Secretary of State.

The following grievance procedure is available for employees and volunteers

Grievance Procedure
Step 1: You inform the Trustees of your grievance in writing and a written response will be made within two weeks
Step two: If necessary, the Trustees will arrange a meeting to discuss your grievance. You have the right to be accompanied by a work colleague or union representative. At the end of the meeting the Trustee will inform you of the decision and you have the right of appeal.
Step 3: If an appeal is requested, a further meeting is arranged, if possible with different Trustees. You have the right to be accompanied by a work colleague or union representative. After the appeal meeting, you will be told the trustees decision.
.

All details will be kept confidential. Any reports or recommendations made will be available to the complainant as well as the DfES, its Inspectors and the Secretary of State. 
Complaints Registered

	Year
	Informal
	In Writing
	Brought to a Panel

	2005/2006
	Two
	One
	None

	2006/2007
	None
	None
	None

	2007/2008
	One
	None
	None

	2008/2009
	One
	Six
	One


