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Who canmakea complaint?

This complaints procedure is not limited to parents or carers of children registered at the
school. Any person, including members of the public, may make a complamatherby
CPSchoolboutanyprovisionof facilitiesor serviceghat we provide.Unlesscomplaintsare
dealt with under separate statutory procedures (such as appeals relating to exclusions or
admissions), we will use this complaints procedure.

Thedifferencebetweenaconcernand a complaint

1 Aconcernmaybe definedasan expressiomf worry or doubtoveranissue
considered to be important for which reassurances are sought
Acomplaintmaybe definedasan expressiormf dissatisfactiorhowevermade,about
actions taken or a lack of action

ltisinS @ S NEigtefeStthadt concernsand complaintsare resolvedat the earliestpossible
stage. Many issues can be resolved informally without the need to use the formal stages of
the complaints procedure.

AmotherbyCPSchookakesconcernsseriouslyandwill makeeveryeffort to resolvethe

matter as quickly as possible.

If you havedifficulty discussing concernwith a particularmemberof staff, we will respect
your views. In these cases, the headteacher will refer you to another staff member.
Similarly jf the memberof staff directlyinvolvedfeelsunableto dealwith aconcernthe
headteacher will refer you to another staff member. The ability to consider the concern
objectively and impatrtially is more important than seniority.

However we understandthere are occasionsvhenpeoplewould like to raisetheir concerns
formally. In such case8motherby CP Schowlill attempt to resolve issues internally
through the stages outlined within this complaints procedure.

Howto raisea concernor makea complaint

A concern or complaint can be made in person, in writing, or by telephone. They may also
be madeby athird party actingon behalfof a complainantaslongasthey haveappropriate
consent to do so.

Concernshouldbe raisedwith either the classeacheror the headteacherlf the issue
remains unresolved, the next step is to make a formal complaint.

Complainants should not approach individual governors to raise concerns or complaints.
Theyhaveno powerto acton anindividualbasisandit maypreventthem from considering
complaints at Stage 2 of the procedure.

1 Complaints about school staff (except theadteacher) should bmade in the first
instanceto the headteachewiathe schooloffice,markedPrivateand Confidential




T Complaintghat involveor are aboutthe headteacheishouldbe addressedo
Mr. Stewart Morris(Chair of Governors)yia the school office, markderivate
and Confidential
Complaints about the Chair of Governors, any individual governor, or the whole
governingbody shouldbe addressedo the Clerkto the GoverningBody,viathe
school office, marke@rivate and Confidential

Foreaseof use,atemplate complaintform isincludedat the end of this procedure.If you
require help completing the form, please contact the school office.

In accordancevith equalitylaw, we will considermakingreasonableadjustmentsif
required.

Anonymouscomplaints

We will not normallyinvestigateanonymouscomplaints However the headteacheior Chair
of Governors, if appropriate, will determine whether the complaint warrants investigation.

Timescales
You must raise the complaint within three months of the incident or, where a series of

associated incidents have occurred, within three months of the last of these incidents. We
will considercomplaintsmadeoutsideof this timeframeif exceptionakircumstancespply.

Complaintsreceivedoutside of term time

Complaintanadeoutsideof term time will be treated ashavingbeenreceivedon the first
school day after the holiday period.

Scopeof this ComplaintsProcedure

Thisprocedurecoversall complaintsaboutanyprovisionof communityfacilitiesor services
by Amotherby CP Schopbther than complaints that are dealt with under other statutory
procedures, including those listed below:

Exception Whoto Contact
Admissiongo schools,
statutoryassessmentsf Special
Educational Needs, LocalAuthority
schoolreorganisatiorproposals

Handled under our safeguarding and child

Matters likelyto requirea Child protectionpolicy.Contactthe LADCor MASH.

Protection Investigation

Exclusiorof childrenfrom school Referto governmentguidanceon exclusions.
Whistleblowing Seeour whistleblowingpolicyor contactthe DfE.







