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Complaints Policy 
At Parkhead Community Primary School we aim to provide the highest level of service to all our stakeholders.  Whilst most concerns of poor service can be dealt with informally, there are times when a more formal procedure is needed to ensure the correct outcomes.  
Please find overleaf the procedure we use in school to endeavour that we do our best when a formal complaint is made and to ensure that the correct procedures have been followed.
Summary (proceed to the next stage if you are not satisfied with the outcome)

1. verbally contact your child’s class teacher

2. ask the office for an appointment to talk to the headteacher

3. formally inform the headteacher that you are making an official complaint






Governor’s complaints panel meeting arranged


Issue letter inviting complainant to meeting


Issue letter confirming panel decision


Ensure complaints co-ordinator informed of outcome





 





Issue not resolved





Issue resolved





Complaint heard by headteacher


Acknowledge receipt of complaint


Write to complainant with outcome of investigation


Ensure complaints co-ordinator informed of outcome





Issue not resolved





Issue resolved





Complaint heard by staff member


Ensure complaints co-ordinator informed of outcome





Flowchart





Summary of Dealing with Complaints





Annex C








