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‘Each person is a unique creation of God. All of us are gifted.  Every aspect of what we think and do should be based upon the Gospel values of Peace, Justice, Truth and Love.’ 
POLICY OVERVIEW
The school strives to ensure that pupils are appropriately educated and happy at Nicholas Breakspear Catholic School.  The school and the pupils also recognise their responsibilities in respect of the wider community in and beyond the school.  In addition to these general responsibilities the school has a commitment to each individual child in line with the principles contained in “Every Child Matters”.  On occasions, however, a problem or concern may arise.  The great majority of these can be sorted out informally – in person, by telephone etc.  If you think that we have not taken action over a significant problem or we have made the wrong decision and you now wish to make a complaint the procedure is as follows.
1. Procedure for General Complaints by parents/carers and pupils 
· Complaints should be brought to the attention of the school as soon as possible.  Any matter raised 3 months after the event being complained of will not be considered, save in exceptional circumstances. 

· Take up the problem in the first instance with the Head of Year or Head of Department by letter, telephone or appointment (via the school reception). 

· Investigation of any complaint or request for a review will begin and an acknowledgement made within 5 school days of receipt of the same, save in exceptional circumstances.  The investigation will normally be completed within 15 school days. 

· If a satisfactory solution is not reached the relevant Assistant Headteacher or Deputy Headteacher should be contacted (via the school reception). 

· If a satisfactory solution is not reached you will need to consider whether to make a formal complaint to the Headteacher, preferably in writing.  You may wish to use the Complaint Form which follows.

· If the problem is still not resolved then a formal complaint in writing can be made to the Chair of the Governing Body (via the school reception).  You may wish to use the Complaint Form which follows. 

· If you consider that the problem has not been handled properly by the Governing Body you may wish to make a complaint in writing to the Director of Children’s Service.  The Director of Children’s Service will only consider complaints about the procedure followed by the Governing Body – not about the decision itself. 

2. Procedure for Other Complaints
· If your initial complaint is about the Headteacher you should write to the Chair of the Governing Body. 

· If your complaint is about a particular member of the Governing Body you should write to the Chair of the Governing Body. 

· If your complaint is about the Chair of the Governing Body you should write to the Director of Children’s Service. 

· If you consider that the Governing Body is acting ‘unreasonably’ or is failing to carry out its statutory duties properly you should write to the Secretary of State for Education and Skills. 
3. Procedure for Complaints by members of the public
· Contact the Headteacher, preferably in writing 

NICHOLAS BREAKSPEAR SCHOOL COMPLAINT FORM

COMPLAINT TO CHAIR OF GOVERNING BODY

If you have tried to sort out your complaint with the Headteacher and have been unsuccessful and you wish to take the matter further, please complete this form and send it to the Chair of the Governing Body via the school.

Name:

_______________________________________

Address:
_______________________________________



_______________________________________



_______________________________________

Tel (home)
_______________________________________

Tel (work)
_______________________________________

Tel (mobile)
_______________________________________

Name of child: ______________________________________

Year group:
_________________________

What is your complaint about?  When did the incident take place?  What would you like the Governing Body to do about your complaint?

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________ (please continue on a separate sheet if necessary)

Signed: ________________________________

Date: ______________

Please print name: _________________________________
NICHOLAS BREAKSPEAR SCHOOL COMPLAINT FORM

COMPLAINT TO HEADTEACHER

If you have tried to sort out your complaint with the Head of Year / Head of Department followed by an Assistant Headteacher and/or Deputy Headteacher and have been unsuccessful and if you wish to take the matter further, please complete this form and send it to the Headteacher.

Name:

_______________________________________

Address:
_______________________________________



_______________________________________



_______________________________________

Tel (home)
_______________________________________

Tel (work)
_______________________________________

Tel (mobile)
_______________________________________

Name of child: ______________________________________

Year group:
_________________________

What is your complaint about?  When did the incident take place?  What would you like the Headteacher to do about your complaint?

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________ (please continue on a separate sheet if necessary)

Signed: ________________________________

Date: ______________

Please print name: _________________________________ 
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