Annex 1

PARENTAL COMPLAINTS PROCEDURE FLOW CHART

(With timescale for responses)

INFORMAL Stage
Step 1
Speak with the Teacher
concerned (Classroom
Teacher/Vice-Principal/Principal

v

\

.

INFORMAL Stage
Step 2

If complaint is unresolved following
Step 1 contact the Principal
(verbally) to arrange a meeting.
If complaint is against the Principal
go to Step 4.

o

)

.

FORMAL Stage

Step 3
If complaint is unresolved
following Steps 1 and 2 or
procedures are to be initiated at
Step 3 write to the Principal

s
FORMAL Stage
Step 4
If complaint remains unresolved following
Steps 1-3 or complaint concerns the
Principal write to Chairperson of Board
of Governors for referral to Appeals

Sub-Committee

&

4

-

Discuss the complaint with the
Teacher.
Implement any agreements
Complaint resolved - no further
action required.

\

( Schedule Meeting with Principal to
discuss issue.

Inform Principal in writing in advance of
meeting of the nature of the complaint.
Discuss the complaint
Implement any agreements.
Complaint resolved - no further action

p

required.

-

4

Principal to acknowledge receipt of
letter of complaint (within 10 working
days)

Investigate the complaint
Implement any agreements/ changes
Principal to confirm outcocmes in
writing (within 20 working days)
No further action required.

J

/

»

Chairperson to acknowledge receipt of letter

(within 10 working days)
Investigate the complaint / meet with
complainant
Implement any agreements / changes
Confirm outcomes in writing (within 25
working days)

No further action required.

(

Written request to Chairperson to have
case heard by Appeals Sub-Committee

APPEALS PROCESS
Step 5

of Board of Governors

S

4

\

(within 10 working days)
Meet with complainant (within 30 working
Consider the complaint.
Implement any agreements / changes

( Chairperson to acknowledge receipt of letter

days)

Confirm outcomes in writing (by the 40" working

day)

.

)




