Complaints Procedure
IN WRITING

Date stamp the letter, log into Red Complaints File, pass to Headteacher for action.

BY TELEPHONE

Keep Calm!!

Listen to complaint – take details from person making complaint, try to contact PTC, or if unavailable, the Headteacher or, in her absence, a member of SMT.  If unable to do so, advise complainant that matter will be passed to PTC for attention.  Date stamp your note, log into Red Complaints File, pass to PTC for action.

IN PERSON

Keep Calm!!

Listen to complaint – take details from person making complaint, try to contact PTC, or if unavailable, the Headteacher or, in her absence, a member of SMT.  If unable to do so, advise complainant that matter will be passed to PTC for attention.  Date stamp your note, log into Red Complaints File, pass to PTC for action.

