
Advice for dealing with concerns, issues or complaints 

Please see the flowchart below for the process to follow. 

Contact the school by phone or email. Explain your concern and ask for this to be 
addressed. School will arrange a meeting or call within 5 working days. 

Has this resolved your concern? 

Yes       No 

 

No further action 

Contact school to explain you are not satisfied and ask if there is anyone further you 
can speak to. 

Has this resolved your concern? 

Yes       No 

 

You can make a written complaint to school. Read the complaints policy (available on 
the school website), fill in the complaints form (on the website) and submit this to 
school (you can email it or you can hand it in in person). We accept complaints in any 
form, but we need to know the exact nature of your complaint and how you would like it 
resolved. 

School will investigate your complaint and aim to provide a written response to you 
within the given timescale (15 working days) 

Has this resolved your concern? 

Yes       No 

No further action The written response to your first complaint will explain the 
further steps that you can take to escalate this to stage 2 

No further action 


