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Please tell us about your concerns.

INTRODUCTION

· In this School all staff are dedicated to giving all the pupils the best possible education and caring for their health, safety and welfare at all times.  We are committed to working closely with parents and believe that schools and parents should work in partnership, each carrying out their particular responsibilities to help the pupils gain the most from their time at School.

· If you feel that something is not going quite as you would like it, we are doing something you are unhappy with or not doing something you feel we should, PLEASE TELL US ABOUT  IT.
· In the first instance, please discuss your concern with your child’s Class Teacher or the particular teacher most closely concerned.

· If, after doing this, you do not feel that your concern has been properly addressed or, if your concern is about a particular member of staff, please discuss the matter with the Head of the School.

· If, after doing this, you are still not satisfied, you can address a formal complaint to the Governors at the School.

The First Step

· As a first step, if you are unhappy with anything about the School, please talk to the teacher most involved.   The teacher will formally note your concern and immediately strive to resolve the situation.

· Usually, teachers are available after classes have finished, but to ensure the teacher has time to listen properly to what you have to say, it may be worth telephoning the School to make an appointment.

· We would hope that most concerns can be resolved this way. The Teacher will not only try to address your concern but will report the matter to the Head so that he is aware of your concern and what is being done about it.

· Should the matter not be satisfactorily resolved, or procedures implemented for its resolution within 10 working days, then Step 2 should apply.

The Second Step.

· Very occasionally, it may be that your concern cannot be resolved by the teacher or you may feel that the situation has not altered.  If this is the case, you should raise the issue with the Head yourself, who at this stage will begin to keep a written record of all discussions.
· It is important that you telephone the School to make an appointment so that the Head can set aside time to discuss the situation carefully with you.

· It is our experience that matters can be sorted out satisfactorily this way.

· Again, the time scale referred to in Step One applies from the date of contact with the Head.

Taking Matters Further.

· We would expect most, if not all concerns to have been resolved through the stages described so far in this document.  In exceptional circumstances, however, this may not be the case and you may wish to pursue the matter further and more formally.

· Matters relating to the internal management and organisation of the School and other such matters would normally be raised with the Board of Governors. In this situation the following procedures would apply:-
You should set out your concern, in writing, to the Bursar/Company Secretary (Mr M. Green ) at the School address.  Your complaint will be immediately passed to the Chairman of Governors.

The Governors will then meet formally to consider your complaint. They may invite you to come along and amplify what has been written down and they may well invite other people to give their point of view on what you have said.    The Board meets every two months, but in exceptional circumstances, an extra-ordinary meeting may be convened.

The Governors will then have to make a decision in the light of all the information to hand.  Their decision is final.

· The Governors may, on receipt of your complaint, ask someone to investigate what you have said. The Reverend V. Pollard has agreed to act in this capacity being wholly independent of the school (apart from the occasional assembly visit). In particularly serious matters, this investigation would result in the completion of a report, a copy of which you, the Head Teacher, the Governors and any other party involved would receive prior to their meeting to discuss the matter.  Such a meeting would be chaired by a third party – Mr Graham England, a Solicitor.   It would be his remit to act as Arbitrator in an effort to bring these matters to a satisfactory conclusion.

· It is hoped that this meeting with Mr England could be arranged within seven working days.

· Parent(s) are welcome to attend this hearing and to be accompanied should they wish to be so.   A written record of all such complaints is available for scrutiny and will be kept by the Company Secretary for three years.   These are confidential (unless the Secretary of State or inspection team request sight under Section 162A of the 2002 Act)
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