SAFE & SOUND

St. Patrick’s Catholic Primary School


COMPLAINTS PROCEDURE

Safe & Sound aims to provide a high quality, efficient and accessible service to parents and children.

The way that we work is reviewed regularly. However, from time to time a parent may feel that they have a complaint against some aspect of our Provision or an individual member of staff. Usually it should be possible to resolve any problems as soon as they occur. If not, then the formal complaints procedure should be followed.
Stage One

First – Put your complaint in writing to the Deputy Manager. Full details along with names and dates should be included, letting us know what it is you are unhappy about.

Second – We will acknowledge your complaint as soon as possible and the Deputy Managers together with the Headteacher will fully investigate the matter within fourteen days. If there is any delay, we will advise you of the reasons. We will keep you up to date with what is happening and give you a full reply.

The response you receive will be copied to the staff members concerned, with recommendations for any action to be taken, and reported at the management committee. If you are not satisfied with the outcome, you can ask the Deputy Managers to refer to the next stage.

Stage Two

The Deputy Managers will refer the complaint and response to the Head Teacher and Governors. They will investigate the complaint together with the Head Teacher and Deputy Head Teacher response at a specially convened meeting.

The Chair of Governors and Head Teacher will send a reply within four weeks outlining how the complaint was investigated and detailing the outcome.

A record of all complaints will be kept with the Head Teacher.
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