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[bookmark: _Toc222138043]Statement of Intent
[bookmark: legalframework]A complaint is an expression of dissatisfaction. It is vital that children and young people living in the children’s home and/or attending Witham Prospect School feel able to raise concerns, express complaints and be confident that they will be listened to, believed and supported. This is essential to creating a safe, caring and supportive environment.
Complaints provide an important opportunity to identify where services, care, education or health provision may fall short of expected standards. Learning from complaints helps the school and children’s home improve the quality of care and support provided to children and young people.
Children and young people will not be punished, treated unfairly, victimised or disadvantaged for raising a concern or complaint. Making a complaint will not adversely affect the care, education or health support they receive.
Witham Prospect School operates a keyworker system, and although children and young people may raise concerns with any adult they trust, keyworkers are expected to take an active interest in their key child and remain alert to anything that may affect their health, safety or emotional wellbeing. All staff must respond appropriately to any indication that a child or young person is unhappy, recognising that changes in behaviour or communication may be an attempt to express a concern or complaint.
Children and young people may communicate complaints verbally, non-verbally or through alternative communication methods. Staff are trained to support communication using Makaton, PECS, Rebus symbols, Widgit symbols and other appropriate methods. Simplified versions of this policy and complaint forms are available on request.
This policy explains how children and young people, or someone acting on their behalf, can raise a concern or complaint about the standard of care, education, health provision, facilities, treatment, or actions (or lack of action) by staff or volunteers at Witham Prospect School.
Where a complaint raises safeguarding concerns, it will be managed under the Overarching Safeguarding Children, young people and Adults Policy.
[bookmark: _Toc222138044]SCOPE OF THIS POLICY
This policy applies to complaints made by children/ young people and vulnerable adults, or on their behalf.
It does not apply to complaints relating to:
· Safeguarding or child protection (managed under safeguarding procedures)
· Staff grievances or disciplinary matters
· Admissions, exclusions or SEND statutory processes
· Financial irregularity or fraud
· School re-organisation proposals
· Complaints relating to disputes between estranged parents unless linked to failure to follow court orders
· Whistleblowing (covered by a separate policy)

[bookmark: _Toc222138045]Aims of the procedure: 
The aims of this procedure are to:
· Ensure complaints are handled fairly, promptly and in line with legal and regulatory requirements
· Make it easy and safe for children and young people to raise concerns
· Ensure children and young people are listened to and supported
· Ensure staff understand how to respond to complaints
· Use complaints to improve care, education and health provision

[bookmark: _Toc222138046]Understanding this procedure 
To investigate complaints effectively, a three-stage process is used. Most complaints are expected to be resolved at Stage One or Stage Two.
Children and young people can make a complaint in any way that works for them, including:
· Talking to a trusted adult
· Writing or drawing
· Using symbols or communication aids
· Asking someone to complain on their behalf
Support is available from:
· Keyworkers
· Trusted staff
· Parents/carers
· Social workers
· Independent visitors
· Advocates, including NYAS (National Youth Advocacy Service)
· 0808 808 1001
· help@nyas.net
Children and young people will be supported to contact an advocate or trusted person privately, where possible, and without delay.
Complaints should normally be raised as soon as possible. Matters raised more than six months after the event may not be considered unless there are exceptional circumstances, including where the child was unable to raise the concern earlier.
Anonymous complaints will not usually be investigated unless there are safeguarding or serious welfare concerns.
All staff must:
· Take complaints seriously
· Record concerns appropriately
· Escalate complaints in line with this policy

[bookmark: _Toc222138047]Monitoring and review
This policy will be monitored and refined on a continuous basis and reviewed annually by either the Directors, Director of Education, Registered Manager or a member of the Senior Leadership Team. It will be reviewed earlier if changes in legislation, regulatory requirements or best practice guidelines so require.
[bookmark: _[Updated]_Legal_framework][bookmark: _Toc222138048]Legal framework
[bookmark: rolesandresponsibilities]This policy has due regard to all relevant legislation and guidance including, but not limited to, the following:
· Best Practice Advice for Schools – Complaints Procedures 2016
· The Education (Pupil Information) (England) Regulations 2005
· Care Quality Standards 2015
· Children Act 1989 Guidance and Regulations Volume 5: Children’s Homes
· Data Protection Act
· Freedom of Information Act
· Section 29 of the Education Act 2002
· Working Together to Safeguard Children, a guide to multi-agency working to help, protect and promote the welfare of children (revised latest version) – HM Government.
· The Education (Independent School Standards) Regulations 2014 (latest available, revised) – UK Gov.
· The Children’s Homes (England) Regulations 2015 – UK Gov.
· Guide to the Children’s Homes Regulations, including the quality standards April 2015 – DFE.
· Social Care Common Inspection Framework SCCIF: children’s homes (latest version) – OFSTED.

[bookmark: _General_procedures][bookmark: _Toc222138049][bookmark: UsingCO2monitors][bookmark: RPLevidence]General procedures
[bookmark: _The_learning_environment][bookmark: _Assessment][bookmark: _Toc222138050][bookmark: Improvingnaturalventilation][bookmark: assessment]RAISING A CONCERN OR COMPLAINT 
[bookmark: _Toc222138051]STAGE ONE – INFORMAL COMPLAINT
Many concerns can be resolved through early discussion, clarification or the provision of information. Informal complaints or concerns raised by a child or on a child’s behalf will be taken seriously and addressed in a professional, supportive and child-centred manner. Resolving issues at this stage is encouraged and often prevents the need for escalation, although it does not remove the child or young person’s right to progress the matter to a formal stage at any time.
Children and young people may raise concerns with any trusted adult, including:
· A member of staff
· Their keyworker
· The Headteacher
· The Registered Manager
· The Head of Care
At this stage, Form 1 will be used to briefly record the initial concern or complaint, in line with recording requirements under the Children’s Homes Regulations and CQC Regulation 16.
Where a concern relates to an operational issue within the education provision or residential children’s home, it is normally appropriate for this to be raised with the Headteacher or the Registered Manager. Children and young people may be supported to do this by a trusted adult, and a simplified complaint form (including the use of symbols or alternative communication methods) is available on request.
Where a complaint relates to a member of staff:
· Any concern involving safeguarding, child protection or abuse of children or vulnerable adults will be managed immediately under the Safeguarding Policy, regardless of whether the child or vulnerable adult wishes to pursue the complaint under this procedure.
· Where safeguarding concerns are not identified, the child or vulnerable adult may choose to raise the matter informally with the staff member concerned, with appropriate support. This will always take place with the knowledge of the Registered Manager for residential children and young people.
· Where the child does not wish to speak directly with the staff member, the concern will be considered by an appropriate member of the Senior Leadership Team.
No person who is the subject of a complaint will be responsible for investigating or resolving it. Records of informal complaints and actions taken will always be made and maintained.
Children and young people are encouraged to speak to senior staff at any time and should be supported to contact anyone they believe can help them, including parents, carers, social workers or advocates. Staff will assist children to do this and provide privacy where possible, in line with safeguarding requirements.
Witham Prospect School has access to independent advocacy support, including a visiting advocate who is accessible to children and young people and can support them in raising complaints:
Independent Children’s Advocate 
Kelly Harris, Grahams Consultancy
Telephone: 07718078679
Email: kelly@grahamsconsultants.co.uk. 
Children may also contact the Regulation 44 Independent Person for impartial advice and support:
Abigail Clay – Associate Consultant, Dialogue
Telephone: 07734 955694
Email: abigail.clay@dialogueltd.co.uk
Dialogue: 01803 493030
The Registered Manager or Headteacher will make an informed decision as to whether a complaint raised at the informal stage is sufficiently serious to require the involvement of a child’s parent/carer or social worker, taking account of safeguarding duties and the child’s wishes where appropriate.
It is anticipated that most complaints will be resolved at this informal stage within 15 school days of the concern being raised. This timescale does not prevent a child or young person from progressing the complaint to the next stage at any point if they remain dissatisfied.
Where a complaint involves one or more Directors and there is a perceived conflict of interest, the member of staff who initially receives the complaint will refer the matter to the Human Resources Department. Human Resources professionals act independently and may seek external advice from Croner, ensuring that complaints are considered objectively, without bias relating to seniority or personal relationships.
 
[bookmark: _Toc222138052]STAGE TWO – FORMAL COMPLAINT
If a concern or complaint is not resolved to the child or young person’s satisfaction at the informal stage, or if the matter is of a serious nature and requires immediate formal consideration, the complaint may be progressed to the formal stage.
Children and young people may make a formal complaint in writing or verbally, and will be supported to do so by:
· Their keyworker
· Any trusted member of staff
· A parent or carer
· A social worker
· An independent advocate
Where a child or young person is unable to complete a written complaint independently, a simplified complaint form (including the use of symbols or alternative communication methods) is available on request. Children may also request a verbal or auditory version of the form. The use of the complaint form is encouraged but not mandatory, in line with the Equality Act 2010 and CQC Regulation 16.
Formal complaints should be directed as follows:
· Education matters: Headteacher
· Residential care or health matters: Registered Manager
· Complaints relating to the Headteacher or Registered Manager: Board of Directors
Where a complaint relates to senior leadership, children and young people will be supported by staff or advocates to access a Director. The person complained about will not be involved in considering or investigating the complaint at this stage.
All formal complaints will be acknowledged in writing within five (5) working days (Monday- Friday) of receipt.
The complainant may be invited to a meeting to clarify the issues raised and to explore whether the complaint can be resolved promptly. Where such a meeting is offered, the child or young person may be accompanied by one trusted person, such as a parent, carer, advocate or friend, who must not be legally qualified. Where possible, meetings will take place within ten (10) working days of receipt of the complaint.
Where a meeting is declined, or where the complaint cannot be resolved through discussion, the matter will proceed to a formal investigation. The investigation may include interviews with those involved, the taking of written statements, and a review of relevant records.
Where a complaint relates to a child, young person or vulnerable adult, they may be interviewed as part of the investigation. Children and young people will normally be supported during interviews by a parent, carer or trusted adult. Where this would cause undue delay in investigating a serious or urgent matter, or where the child has expressed a preference for their parent or carer not to be present, another trusted member of staff or advocate may provide support. In all cases, due consideration will be given to the child’s age, understanding and communication needs. If the school or children’s home considers that participation may be detrimental to the child, this will be discussed with the child and their representative.
Where a complaint is made against a member of staff, they will be informed of the complaint and given the opportunity to respond fully and present their account as part of the investigation.
Once all relevant information has been gathered as far as reasonably practicable, the complainant will receive a written response setting out:
· The findings of the investigation
· The decision reached and the reasons for it
· Any actions to be taken as a result of the complaint
Where a complaint or investigation identifies failures in care, education or health provision, appropriate and proportionate action will be taken promptly to address the issues and reduce the risk of recurrence, in line with CQC Regulation 16.
Where possible, the written outcome will be provided within fifteen (15) working days of receipt of the formal complaint. The outcome letter will also explain how the child or young person may request that the complaint be considered at Stage Three (Review Panel) if they remain dissatisfied.
In exceptional circumstances, where the Headteacher, Registered Manager or a member of the Board of Directors considers at an early stage that the complaint would be more appropriately dealt with at Stage Three, the matter may be referred directly to the Chair of the Board of Directors. The child or young person, and their representative where appropriate, will be informed of this decision and the reasons for it without delay.
 
[bookmark: _Toc222138053]STAGE THREE – REVIEW PANEL
If a child or young person remains dissatisfied with the outcome of the Formal Complaint stage, they may request that a Review Panel is convened to reconsider their complaint. A request for a Review Panel will normally only be considered where the procedures at Stages One and Two have been completed, unless the children’s home or school determines that it is appropriate for the complaint to proceed directly to this stage.
A request for a Review Panel must be made in writing within ten (10) working days of receiving the written outcome of the Formal Stage. Children and young people may request support from a keyworker, trusted member of staff, parent/carer, social worker or advocate to help them make this request. A simplified Review Panel request form, including versions using symbols or alternative communication methods, is available on request, though its use is not mandatory.
The request should clearly set out:
· The grounds of the complaint
· The reasons for dissatisfaction with the Stage Two outcome
· The outcome the child or young person is seeking
· Copies of any relevant documentation
The request will be acknowledged in writing within five (5) working days of receipt.


[bookmark: _Toc222138054]Composition of the Review Panel
The Review Panel will consist of at least three members, including:
· Two Directors, and
· One person independent of the management and running of the school and children’s home
All members of the Review Panel will be impartial and will not have had any prior involvement in the matters forming the subject of the complaint, in accordance with the Education (Independent School Standards) Regulations 2014 and the Children’s Homes (England) Regulations 2015.
[bookmark: _Toc222138055]Arrangements for the Hearing
Every effort will be made to convene the Review Panel hearing within twenty (20) working days of receipt of the request. The child or young person will receive written notification of the date, time and location of the hearing at least five (5) working days in advance, together with details of the Panel members. Any reasonable objection to a Panel member will be given fair consideration.
Copies of the complaint and all documentation submitted in support of the complaint, or by the school or children’s home in response, will be provided to the Review Panel and shared with the parties involved at least three (3) working days before the hearing. Any additional documents should be submitted to the school secretary no later than three (3) working days prior to the hearing. The Panel reserves the right not to consider documentation submitted after this deadline.
The Review Panel is under no obligation to hear oral evidence from witnesses but may do so and/or consider written statements where this is considered helpful and proportionate.
Attendance and Conduct of the Hearing
The child or young person will be invited to attend the hearing and may be accompanied by one trusted person, such as a parent, carer, advocate or friend, who must not be legally qualified. A representative of the school or children’s home will also attend. The school secretary, or another nominated person, will be present to keep an accurate record of the proceedings.
The hearing will be conducted in a fair, supportive and orderly manner, ensuring that all parties have the opportunity to ask questions and make representations in an appropriate way. Unless otherwise agreed, the hearing will normally proceed as follows:
· The complainant and the Headteacher or Registered Manager attend together
· The Chair of the Review Panel introduces those present and explains the process
· The complainant presents their complaint, with support where appropriate
· Panel members and the Headteacher or Registered Manager may ask questions
· The school or children’s home explains the actions taken and decisions made
· The complainant and Panel members may question the school’s representative
· The complainant summarises their complaint
· The Headteacher or Registered Manager summarises the school’s response
· The Chair confirms the timescale for the decision
· All parties withdraw while the Panel deliberates
Outcome of the Review Panel
Following the hearing, the Review Panel will reach its decision and provide a written outcome within five (5) working days. The outcome letter will be sent to the complainant and, where appropriate, to their parent/carer, the person complained about, and the Headteacher or Registered Manager. The letter will set out the Panel’s decision and the reasons for it.
The Review Panel may:
· Dismiss the complaint in whole or in part
· Uphold the complaint in whole or in part
· Decide on appropriate actions to resolve the complaint
· Request further information to assist decision-making
· Recommend changes to policies, systems or procedures to reduce the risk of recurrence
The decision of the Review Panel represents the final stage of the children’s home and school’s complaints procedure.
 	 
[bookmark: _Toc222138056]RECORDS OF COMPLAINTS 
In accordance with the Children’s Homes (England) Regulations 2015 and Regulation 16 of the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014, a written record will be kept of all complaints received by the children’s home and school.
Records will clearly document:
· The nature of the complaint
· The actions taken by the children’s home or school in response
· The outcome of the complaint
· The stage at which the complaint was resolved
All correspondence, statements and records relating to individual complaints will be treated as confidential and stored securely in accordance with the Data Protection Act 2018 and UK GDPR. Information will only be disclosed where access is requested by the Secretary of State, required during a children’s home or school inspection, or where disclosure is necessary under other lawful authority.
Complaints will be monitored and reviewed over time to identify patterns, themes or areas of risk. Learning from complaints will be used to inform service improvement, staff training, and changes to policies or practice where appropriate.
Complainants have the right to request access to relevant records under the Freedom of Information Act and data protection legislation. Where such a request is made, the children’s home or school will be given an appropriate amount of time to remove or redact information relating to other children, young people, vulnerable adults or third parties, in order to protect confidentiality and privacy.
Where requested, a summary of complaints received, the responses provided and any related correspondence or information will be supplied to the Care Quality Commission (CQC) within 28 days, in line with Regulation 16.
[bookmark: _Additional_safeguarding_procedures][bookmark: _Toc222138057][bookmark: Improvingmechanicalventilation]UNREASONABLE COMPLAINANT BEHAVIOUR AND CONDUCT
Complainants, and those acting on their behalf, are expected to conduct themselves in a respectful and calm manner throughout the complaints process. Witham Prospect School recognises that children and young people may feel upset or distressed when raising concerns and will take this into account when considering behaviour and communication.
In rare circumstances, where behaviour towards staff, members of the Senior Leadership Team or Directors is abusive, threatening or unreasonably persistent, it may be necessary to apply reasonable and proportionate restrictions in order to protect the safety and wellbeing of staff and others, and to ensure that the school and children’s home can continue to operate effectively.
Where such circumstances arise, the school or children’s home will:
· Write to the complainant (or their representative) to explain why the behaviour is considered unacceptable or unreasonably persistent
· Clearly set out what actions or restrictions are being put in place
· Explain the duration of those actions and how they will be reviewed
Any restrictions applied will be proportionate, kept under regular review, and lifted as soon as it is appropriate to do so.
Where behaviour is so extreme that it poses an immediate risk to the safety or welfare of staff, children or others, the school or children’s home may take additional action without prior warning. This may include contacting the Police or taking legal action, where this is necessary and appropriate.
Nothing in this section will prevent a child or young person from raising safeguarding concerns or seeking support through appropriate external agencies.

[bookmark: _Mobile_phones_and][bookmark: _Monitoring_and_review_1][bookmark: _[Updated]_Use_of][bookmark: _Toc222138058]MONITORING
Witham Prospect School will continuously monitor and evaluate its system for dealing with complaints to ensure that we respond effectively and efficiently. A written record is kept of all complaints and the outcomes, including the stage at which they are resolved. These records can be made available to inspectors for their perusal. 
In addition to this complaint’s procedure, children and young people, parents and staff can access the complaints procedure of their placing authority or contact;
Ofsted National Business Unit
Piccadilly Gate
Store Street
Manchester
M1 2WD

Tel: 0300 123 1231
Email: enquiries@ofsted.gov.uk
Or
Lincolnshire Social Services Child Care Team
Tel: 01522 554135




[bookmark: _Toc222138059]EXTERNAL REGULATORS, OMBUDSMAN AND WHISTLEBLOWING
[bookmark: _Toc222138060]Complainants and others may contact external regulators or oversight bodies at any stage of the complaints process. These routes are available where concerns cannot be resolved internally, where independent oversight is required, or where the concern relates to regulatory compliance, safeguarding, or serious risk.
[bookmark: _Toc222138061]Regulatory Bodies
[bookmark: _Toc222138062]Ofsted
Concerns relating to the school’s education provision, residential care, safeguarding arrangements or standards of care may be raised with Ofsted:
[bookmark: _Toc222138063]Telephone: 0300 123 3155
[bookmark: _Toc222138064]Website: www.gov.uk/ofsted
[bookmark: _Toc222138065]Email (whistleblowing): whistleblowing@ofsted.gov.uk
[bookmark: _Toc222138066]Care Quality Commission (CQC)
Concerns relating to health provision delivered under the children’s homes CQC registration may be raised with the Care Quality Commission:
[bookmark: _Toc222138067]Telephone: 03000 616161
[bookmark: _Toc222138068]Website: www.cqc.org.uk
[bookmark: _Toc222138069]Whistleblowing – Health Provision (CQC)
[bookmark: _Toc222138070]Concerns relating specifically to the quality, safety or legality of health provision delivered under the children’s homes registration for the regulated activity of Treatment of disease, disorder or injury may be raised directly with the Care Quality Commission via its confidential whistleblowing arrangements:
[bookmark: _Toc222138071]Telephone: 03000 616161
[bookmark: _Toc222138072]Email: whistleblowing@cqc.org.uk
[bookmark: _Toc222138073]The CQC whistleblowing process may be used where concerns cannot be raised internally, or where there is concern about risk of harm, unsafe practice, or regulatory non-compliance. Raising a whistleblowing concern will not result in detriment or less favourable treatment.
[bookmark: _Toc222138074]Department for Education (DfE)
[bookmark: _Toc222138075]For matters relating to the operation of independent schools, complainants may also contact:
[bookmark: _Toc222138076]Department for Education: www.gov.uk

[bookmark: _Toc222138077]Ombudsman – Residential / Social Care Provision
[bookmark: _Toc222138078]For complaints relating to residential or social care provision, including where a complainant believes the matter has not been handled appropriately through the school’s complaints procedure, concerns may be raised with the Local Government and Social Care Ombudsman (LGSCO):
[bookmark: _Toc222138079]Telephone: 0300 061 0614
[bookmark: _Toc222138080]Website: www.lgo.org.uk
[bookmark: _Toc222138081]The Ombudsman is independent of the school and may investigate complaints about social care functions where internal procedures have been exhausted or are considered inadequate.

Information about advocacy, independent advice and external escalation routes will be made available to complainants at all stages of the complaints process.

 































[bookmark: _Toc222138082]SUMMARY OF COMPLAINTS PROCEDURE  
 
 
	 
Stage 1:  Informal 
concerns 
 
	Complainant brings complaint to attention of 
· School or residential home complaints – member of staff
· Headteacher or Registered Manager complaints - Directors 
Complete form 1

	
	Issue to be resolved within 15 working days 

	
	Where no satisfactory solution has been found, child to be advised that they may proceed to Stage 2 

	 
	

	 
Stage 2:  Formal 
Written 
Complaint 
 
	Complainant to put complaint in writing using Complaint Form (appendix 3) to 
· School or residential home complaints – Headteacher or Registered Manager
· Headteacher or Registered Manager complaint - Directors 

	
	Complaint to be acknowledged within 5 working days  

	
	(Optional) Meeting with child within 10 working days  

	
	Response to the complaint sent within 15 working days  

	 
	

	 
Stage 3:  
Referral to 
Review Panel 
 
	Complainant to request hearing within 10 working days of receiving notice of the outcome of Stage 2 (appendix 5)

	
	Request to be acknowledged within 5 working days 

	
	Hearing to take place within 20 school days of receipt of request  

	
	Notification of date, time and place of the hearing and details of the Review Panel present sent at least 5 school days before the hearing 

	
	School and complainant to submit evidence in support of their case to School secretary at least 3 school days before the hearing 

	
	Review Panel decision sent not more than 5 school days after the hearing 


 
	
	
	

	
	
	














School and Residential Home informal complaints: 
Headteacher or Registered Manager at:
Witham Prospect School
Old Harbour Farm
Newark Road
Norton Disney
Lincs.
LN6 9JR


School and Residential Home formal complaints: 
Headteacher, Registered Manager or Directors at:
Witham Prospect School
Old Harbour Farm
Newark Road
Norton Disney, Lincs.
LN6 9JR

Or
Chair of the Board of Directors
Longboat Special Education Ltd (parent company)
c/o Hill Top Farm
Danethorpe Lane
Danethorpe Hill
Newark
NG24 2PD


School Secretary
Jayne Stothard
Witham Prospect School
Old Harbour Farm
Newark Road
Norton Disney, Lincs.
LN6 9JR
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Appendix 3				     
Confidential
Proforma for the registration of a formal complaint.
Use of this form is not obligatory, to comply with the Equality Act 2010 the children’s home or school will accept alternative methods of contact or ways of complaining in case of disability, learning disability, English as a second language or other restrictions. We are happy to accept concerns or complaints via methods such as email, letter, telephone conversation (notes to be taken by recipient) or with a translator present.


	Details of person recording complaint:

Name: 

Address: (workplace if staff member)




Tel No (work)							(Home or mobile)

Email:






	
Child details: (if applicable – complaints do not need to be child based and as such a child does not have to be named)

Name:

On which dates or over what period did the event(s) take place that have raised your concern or complaint.





Are you aware of anyone who might be able to provide and further information about this issue?





	Details of complaint (Please state clearly the nature of the complaint)

















	Have you already raised this issue as an informal complaint or a concern? If so, please provide details as to whom you informed, when and any details of further communications you have had with that person as a result.







Please use a separate sheet if necessary, please number and initial any further sheets.



Signed:									Date:




Date form received:		      Date issue resolved:                      Action taken
	

	
	


Appendix 5
Confidential
Pro Forma for requesting a Review Panel Hearing
Use of this form is not obligatory, to comply with the Equality Act 2010 the children’s home or school will accept alternative methods of contact or ways of complaining in cases of disability, learning disability, English as a Second Language or other restrictions. 
We are happy to accept email, letters or this request made via our Widgit version of this form.


	This form should be used to formally request a review panel meeting


Your details:

Name:


Contact details: (this can be a trusted adult)


Have you already had your complaint addressed using stage 1 & stage 2 of the Complaints Policy (if not, please explain why or undertake these stages.)








	Please complete the following – cross out the one that does not apply

I have undertaken stages 1 & 2 and wish to have my case heard at a Review panel meeting OR

I have not undertaken stages 1 & 2 for the reasons given above.

I do not agree with the decision made at stage 2 for the following reasons:








	If you have further information that you wish to present to the review panel meeting, please indicate here and make sure that it is received by the panel at least three days before the hearing date.
























Office use only

Date Review Panel meeting request received	……………………………………………………………………

Date Stage 1 completed				…………………………………………………………

Date Stage 2 completed				…………………………………………………………

Date invites sent out					…………………………………………………………

Date further information received			…………………………………………………………

Date outcome letter sent out				…………………………………………………………








FORM 1
Complaints and Concerns
Initial or Informal stage

	Date:
	Complaint or Concern

	
	







	
	Staff signature:                                                                         Staff name:

	
	Pupil signature where appropriate:                                     Pupil name:




	Date:
	Action taken

	
	








	
	Staff signature:                                                                           Staff name:




	Date:
	Outcome (please indicate if referred to Safeguarding)

	
	








	
	Staff signature:                                                                            Staff name:



	Reviewed date:
	Manager:

	Reviewed date:
	Director
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