SHIPTON BELLINGER PRIMARY SCHOOL
COMPLAINTS POLCY

AUTUMN 2025

Who can molte a comPlainl?

This complo‘mrs Procedure is nor limired ro paren|;s or carers of children H‘»ar are regisrered ak Hw school. Ang
person, including members of Hw Pub[ic, may ma|<e a complaint Lo Shipron Be”inger Primarg Schoo[ abour any
provision of faci[ihes or services er we Provide. Unless complainl's are dea”; wi|;h under separare s|;a£u|;or3

procedures (su,ch as aPPeals relahng |:o exc[usions or odmissions), we wiH use Hlis complaints Procedure.

The difference l)etween a concern and a complaint

A concern may be defined as 'an expression of worry or doubf over an issue considered fo be imporfaml for w/u’ch

reassurances are SOU‘g/’Ht‘.

/\ complainf may be clefined as ‘an expression of dissah’sjfacfion /wwever made, abaut[ acfians fa/(en ora lac/< of

ach‘an'.

Ik is in everHone's inreresr le concerns and complainrs are reso[ved al Hw earliesl Possib[e srage. ManH issues can be
resolved informaHH, winur Hle need Lo use Hw formo,[ srages of Hw Comp[ainlfs Procedure. Shipton Beuinger PrimarH

SCl‘lOOl rakes cancerns seriouslg and wi“ mo,|<e everH GJ.'J.'OFL |70 reso[ve H’le ma%er as quicklﬂ as PCSSib[e.

If you ho,ve diJ:J:icu“:H discussing a concern wiH1 a Parhcular member of s|:aff, we wiu respecr your views. In Hmese
cases, H1e Headl‘eacher, wi“ refer you |:o o,noHler s|:aJ:J: member. Simi[orlg, iJ: Hme member of sraJ:J: direcHH involved J:eels
unable to deal with a concern, the Headteacher will refer you to another s}aJ:J: member. The member of s}oJ:J: may be

more senior bur does nor |'10ve }o be. The abilir‘tj Lo consider Hle concern objechve[g o,nd imparl‘iaHH is more imporranr.

We undersl?and however, H}Ok Htere are occasions when people would li|<e }o raise Hleir concerns formallg. In Hwis
case, Shipron Beuinger Primarg School wi“ allempl ro reso[ve H'le issue mkernqug, leough H‘»e slqges ouHmed wiHm'm

Hlis complainrs Proceclu,re.

HOW l’O raise a concern or mol(e a comPloinL

/\ concern or complainl can be mo,de in person, in wrihng or bH Lelephone. Theg may also be mode bH a Hlird Parrﬂ

0,C|7if19 an behalf on a comPlainanr, as [ong as Hmeg I'IOVC GPPFOPF'L(lI?e consenl |70 dO SO.

Concerns should be raised with either the class teacher or headleacher. If the issue remains unresolved, the next s}ep



is ITO mo|<e a formol comPlo'mr.

ComPloinonrs should nor oPProoch individuol governors ro raise concerns or comPloinrs. Theg hove no power ro ocr on

an 'md'widuol bosis ond 'd may olso Prevenl Hlem from considering comP[oinrs or S|:oge 2 of H‘»e Procedure.

ComPloinEs ogoinsr school sroff (excePr Hw heodreocher) should be mode in H’»e firsl' insronce, lo Bever[g Seed, H1e

Heodreocher via Hw schoo[ oHice. Pleose mor|< H’»em as Privore ond Confidenhol.

ComP[o,'mEs H‘LGIT ‘mvolve or are obour Hw heodreocher shou[d be oddressed LO ChOF[OHG RO[Ph, Hw Choir OI.‘

Governors), via Hle school oHice. Pleose mor|< |:hem as Privofe ond Confidenho[.

ComPlo‘mrs about the Chair of Govemors, any individual qovernor or the whole 9overn'm9 bodﬂ should be addressed
to Jane Stweart (the Clerk to the Govern‘mg BodH) via the school oHice. Please mark them as Private and
Confidenhol.

For ease of use, o remPlore comPloinr form is inc[uded or Hme end of Hlis Procedure. If you require helP in
comPleHng er form, P[eose conrocr Hw schoo[ oHice. You can olso os|< Hlird Porru orgonisohons [i|<e Hle Cihzens

Advice |:o helP you.

In accordance wiH1 equolirg [ow, we wiH consider moking reosonoble odjusrmenrs if required, ro enoble comPloinonrs
ro access ond comP[ere Hus comP[oinrs Procedure. For insronce, Providing 'mformohon in o”ernohve formol's,

ossisring comPloinonrs in roising a formo[ comPloinr or holding meerings in occessible locorions.

Ano nH mous comPlaints

We wi“ nor normouu inveshgore anonymous comP[oinrs. However, Hte heodreocher or Choir of Governors, if oPProPriore,

wi“ derermine whther H1e comPloinr worronrs an inveshgohon.

Time scoles

You muslr raise Hle comP[oinr wiHmin leee monHms of Hme incidenr or, where a series of ossociored incidenrs hove
occurred, wiHmin Hdree monHls of Hle losr of Hlese incidenl‘s. We wiu consider comP[oinrs mode ourside of Hus hme

frame if excePHonol circumslonces OPPlH‘

ComPlainls received oulside of lerm l'ime

We will consider comPloinrs made oulside of term lime to have been received on the ]:irsr school doH ofrer the

holidou Period.

ScoPe of this ComPloinls Procedure

This Procedure covers o“ comPloinrs obour any Provision of commun'du focilihes or services bﬂ ShiPLon BeHinger
Primoru School, other than comPloirds that are dealt with under other sroruroru Procedures, mcludmg those listed

below.

Exceptions | Who ko conkact |




e Admissions to schools

o Stalulory assessments of Special
Educational Needs

e School re-organisaion

FOPOSQLS

Concerns ObOUIT admissions, SITOITULOFH assessments OJI Special
EdUCOHOHOl Needs, or SCI‘IOO[ re-orgamsahon PFOPOSQ[S shou[d

be raised with Hampshire Countﬂ Council.

o Mallers [ikelg bo reo[uire o Child

Prokechon Inveshgahon

Complaints about child Prokechon makters are handled under our
child Protechon and safeguarding po[icg and in accordance with

re[evanl Statul?Ol‘H guidance.

If you have serious concerns, you may wish to conkach the local
o,unrilH designal‘ed oHicer (LADO) who has local responsibilihj
for so,feguorcling or the Mu[h—/\gencg Sa;eguording Hub
(MASH). HCC So,feguarding Unik

01962 876364 chi[d.Protecﬁon@hanl’s.gov.u|<

(] Exclusion of chi[dren from schoo[*

FurH\er informahon abouk ro,is'mg concerns o,bouL exc[usion

can be found o,t: www.gov.uk/school—discilp[me—

exc[usio ns/ exc[usio ns.

*complaimts abouf Hw appltcah’on of Hle behaviaur Policy can be
made fhrough the school's camp/aim‘s pracedure. The school

be/laviour policy can be Faund on H;e school websife.

(] WhisHeblowing

(PFO Lecked disclosures)

We ho,ve an intemo[ whisHeblowmg Procedure for a“ our

emP[OHGGS, including kempororg SITO,H.' Ond CODh"GCkOI"S.

The Secrekara of Sfoke for Educahon is Hle Prescribed person
for moﬁers re[ohng lfo educahon for whisHeblowers in educahon
who do nok wo,nt Lo raise maHers direcl wiH1 H'leir emPloHer.

Referrals can be made Gl: www.educahon.qov.uk/conlacbus.

Volun|:eer Slfo,ff WhO hove caoncerns QL‘)OU} our SChOO[ should
compla‘m H‘tr‘ough H1e SCI’LOO[’S complain}s Procedure. YOU mOH
0,|,$O be able I?O complain direck I?O Hw LA or H‘te Deparl?men} ]:OF

Educahon (see linl( above), depending on H‘»e substance of Hour

complamf

(] Skaff 9rievances

Complainks from SLOHI wi“ be deau wiH1 under H'1e

SCl’lOOl.S inkernql 9rievance PrOCCdUFGS.
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° Sko’ff conduck Complainrs aboul sro]:f will be dealt with under the school's

internal discip[inarg procedures, i]: appropria}e.

Comp[oinonrs will nor be 'mformed of any disciplinarg ochon foken
ogoinst a sroff member as a result of o complo‘ml. However, the

comploinonk wi” be nobfied that Hw moHer is being oddressed.

® Comploinrs about services Provided Providers should have their own comploinfs Procedure to deal

bg oner Providers who may use wiH1 comp[ainrs obour service. Pleose conkocr Hlem direcr.

school Premises or foci[iﬂes

o Nalional Curriculum - conkent Please contach the DePortmenk for Education al:

WWW,GCJ,UCGHOn.qUV.U,I(/COHLO,CtUS

If oner bodies are invesl’igohng ospecrs of Hle comploinl', for exomple Hw Police, [ocal ouH‘rorirH (LA) sofeguording |;eoms or
Tribunols, H\is may impoc} on our abilirg |;o odhere |;o Hw lfimescales wiHlin Hns Procedure or resulr in |;|we Procedure being

suspended unh[ Hmose Pub[ic bodies ho,ve complered H‘reir inveshgohons.

If a comploinonl' commences lego[ o,chon ogoinsk Shipton Bel[inger Primor3 Schoo[ in re[ohon Lo Hleir comploinl', we wiH
consider wheHmer ro suspend |;|'1e comp[oinl’s Procedure in relohon ko Hleir comploinr unh[ Hmose [ego,[ Proceedings hove

concludecl.

ComPlainl compoigns

If we receive lorge volumes OI.‘ comPloinrs

Q“ bosed an H1e same subjec|:

o J:rom comploinonrs unconnecred WiH‘L H‘le SChOO[

We may, iJ: H‘»is is aPProPrio,l'e, send a remplare response Lo QH comploinonts or Publish a single response on our school

website.

Resolving comploinls

/\L eoch sfoge in Hme Procedure, Shipkon Beuinger Primorg School wo,nts lo resolve H'le comploink If aPProPriale, we wiH

acknowledge that the complaink is upheld in whole or in part. In addition, we may offer one or more of the following:
e an explanalion
e an admission that the situalion could have been handled digperently or better
o an assurance that we will ry fo ensure the event complained of will nok recur

® an explanahon of the sreps that have been or will be taken to help ensure that it will not hoppen oga‘m ond

an indicahon of Hle hmescoles wiHm'm which any chonges wi“ be made


http://www.education.gov.uk/contactus

® an undertoking bo review school Policies in light of the complaink

® an OPOLOQH.

Wi,lhdrawal ofa ComPloinl

If a complainank wants to withdraw their comp[ain}, we will ask them lo con]:irm this in wrilf‘mg.

Stage |

Formal complaints must be made to the headleacher (unless H‘»eH are aboul the headkeacher), via the school omce. This
may be done in person, in wri|;ing (Prefero,blg on the Ccmpla'mt Fcrm), or bg Le[ephone.

The headleacher will record the dale the complain[ is received and will acknow[edge receipk of the complaink in wriﬁng

(eil’her bH [eH;er or emo,il) wiHl‘m 5 school doﬁs.

WiHlin H1is resPonse, er headteacher wi” seel( ko clo,rifﬂ Hw nakure of Hte complainl, as|< whal remains unresolved o,ncl
whal outcome the complainunk would like to see. The headleacher can consider whether o face bo foce meeﬁng is the most
oppropria[e way of doing Hlis.
Note: The headteacher may delegafe the invesh’gah’on fo another member of the school’s senior leaders/lip team but not the
decision fa be fa/(en.
During Hme inveshgal‘ion, Hne heqdkeocher (or inveshgator) wi“:

(] iJ: necessary, inkerview Hmose involved in |;he mo,|,+er cmd/or H’»ose complained of, a“owing Hlem Lo be

accomponied if |;|'1e3 wish

(] keep a wriHen record of any meeﬁngs/inkerviews in relaﬁon ko Hmeir invesﬁgahon.

A|: Hme conclusion of Hweir inveshgahon, |;he headkeacher wiu Provide a formal wri|:|:en response wiHr'm 20 school dqgs of Hle

da[e of receiplf of H1e comp[aink.

If Hwe headl’eacher is unab[e |:o meek |;his deadl‘me, Hleg wiH Provide H‘»e comp[ainanb wi|:h an updake and revised response
dale.

The response wi“ de}ail any achons |;a|<en }o inveshgate er complaink and Provide a fu“ explanahon of Hle decision made
o,nd Hle reason(s) for iL Where aPProPriaLe, ik wiH include c[ekails of ochons Shiplon BeHinger PrimarH School will Lake Lo

reso lve H‘le compla‘mb

The headkeacher wi“ o,dvise Hle complainank of how lo escalale Hmeir complainl should H’leﬂ remain dissahsped wiH1 Hw

oukcome OI.‘ Skage |

If |:|'1e comploink is obouf |:|'1e heodfeocher, ora member of |:|'1e 9overnin9 bodg (including H'w Cho,ir or Vice-Chair), a
suilqblg ski[led governor wiH be aPPoinled ko comple[e aH H‘»e achons al Sfage |.

Complainls about the headleacher or member of the 9overnin9 bodg must be made fo the Clerk, via the school oHice.
If Hle complainf is.

(] ]oinHH about the Chair and Vice Chair or



® H'le enhre governing bOCI,H or
® H'le mOjOFil?lJ OJI I?he governing bOdH

S}oge | will be considered bﬂ an independenr irweshgoror oPPoirded bl:] the governing bodﬂ. Al the conclusion of their

inveshgahon, H1e independent inveshgcdor will Provide a JIOFmOl wriden response.

Stage 2
If Hne comPloino,nr is dissohsped wiH1 Hle ourcome o} Sroge | ond wishes fo roke Hw moHer furl‘her, H‘leH can esco[ofe H1e

comploinr bo Sloge 2—a meeﬁng with members of the governing bodgis comp[oints commiHee, which will be formed of the

firsr |;hree, imporhol, governors ovo,'doble. This is H1e J:ino[ s|;o,ge of Hw Comploinrs Procedure.

A requesr |:o escolore ro Sroge 2 mus|; be mode Lo Hle C[erk via H1e scnoo[ o;pce, wiH\in |0 schoo[ doHs of receip|; of Hle

Stoge | resPonse.

The Clerk will record the date the comploint is received and ocl(now[edge receipr of the comP[oinr in wr'ding (either bﬂ leter
or email) within 5 school dogs.

Requesrs received outside of Hﬂs Hme frame wiH oan be considered i].' excepﬁonol circumsronces opplﬂ.

The Clerk wiH wr'de to Hwe comploinonl ro inform Hlem of Hle dore of Hw meehng. TneH wiu aim Lo convene a meehng
wiHnn 20 schoo[ doﬂs of receipr of Hle S|:oge 2 requesr. IJ: H}is is nor Possib[e, Hle C[erl( wi“ Provide an onhcipoted dore

ond keeP Hle comploinonr informed.

If the comPloinonL rejec[s the offer of three Proposed dofes, without good reason, the Clerk will decide when o hold the

meehng. Ilr wiH Hden proceed in Hde comploinonl"s obsence on |;he bosis of wriHen submissions from bolrh Porhes.

The comploinrs committee will consist of ak least three governors with no Prior involvement or l(nowledge of the comploinf
Prior fo the meehng, Hmeg will decide omongsr themselves who will ack as the Chair of the Comploinrs Committee. If there are
fewer than three governors from Shiplon Beuinger PrimorH School ovoiloble, the Clerk will source any oddihonol,
'mdependenr governors rhrough ancther local school or leough their LA's Governor Services team, in order ko make up the

committee. Auernohvelg, an enﬁrelg independenl commilfee may be convened to hear the comploinr at Sroge 2.

The commiltee will decide whether to deal with the comploinl bH inv'ding Podies bo a meel‘ing or H'lrough written

represenl;ohons, bur in making Hleir decision H‘ICH wiH be sensihve Lo Hme comp[oinonFs needs.

If the comploinanl’ is invited to altend the meehng, H’»eH may br‘mg someone olong lo provide supporr. This can be a relalive
or friend. Generollﬂ, we do nol encourage either Podg to bring legol represenrohves to the committee meehng. However, there

may be occasions when legol represenrohon is oppropriore.

For insronce, if a school emplogee is called as a wilness in a comploird mee|:ing, H‘IGU may wish to be suppoded 53 union

ond/or legol FCPFCSCHITOHOH.

Nofe: Comloloinfs obow‘ sfaff conducf wiU nof general[y be hand/ed under [/u's comlolainfs procedure‘ Complainanfs wi” be

advised H;af any sfaff conducf comlolainfs wi[[ be cansidered under sfaff disciplinary procedures, Lf aloloropriofe, buf outtcomes
will nof be shared WiHl Hlem.



Represenkak‘wes from H'le media are not Permiﬁed ITO a“end.

Al? leask IO SChOO[ CJ,OIJS before er meehng, Hwe C[erk wiH:

(] confirm qnd nohw H‘»e comp[oinank of Hw do}e, |:ime o,nd venue of H’»e meehng, ensuring HW,E, if H‘»e comp[ainant

is ‘mvi}ed, Hw dakes are ccnvenienk |:c o,H Parhes cmcl H'lat Hw venue and Proceedings are occessible

® requesk copies Of QnH J.‘UJ'H‘LGI" wriﬁen makerial ITO be submi&ed kO Hw commiHee OI? leas} 5

SCl’IOO[ CI,QHS before H’Ie meehng.

/\nH wri&en mo,terio,l wi“ be circulated to o,ll Po,rhes o,t leask 3 schoo[ dags before Hle do,ke of H1e meehng. The commi%ee
wiH not normaHH occept, as evidence, recordings of conversohons Hw,k were obkained coveng o,nd wiH‘»out H‘»e informed

consen|; of o,H Parhes being recorded.

The commiHee wi” o,lso no|; review any new comploinks o,t H}is s|:o,ge or consider evidence unreloted to H1e iniha[ complaint

}0 be included. New comploinks mu,s|; be dea” W'LHI from S|:09e | Of |;he Procedure.

The mee|;in9 wi“ be he[d in pr'wake. Eleckronic record'mgs of meehngs or conversahons are not normau‘tj PermiH;ed unless a
complainanlf's own disobi[il’g or sPecio,l needs require iL. Prior know[edge o,nd consenk of o,H Po,rhes oHending must be

sougM before meehngs or conversahons take Place. Consenk wiH be recorded in any minules laken.
The commi“ee wi” consider Hte complaink cmc[ aH Hle evidence Presen[ed. The commiHee can.
(] U,Phold Hne complainl' in whole orin Part

(] dismiss Hme complainl' in whole orin Par}.

If Hme complo,'m} is upheld in whole orin Po,rk, Hle commi%ee wi”:
(] decic[e on er aPProPriafe achon Lo be Laken Lo reso[ve Hw comp[oirﬂ:

o where GPPFOPI"iake, recommend changes kO Hw SCI"&CO[’S SHSITGmS or PI"OCCdUI"CS ITO Prevenk

similar issues in Hle fukure.

The Choir of Hle Commi%ee wiH Provide |;he complo,‘mo,nk cmd Shipton Be”'mger PrimarH School wiH1 a fu“ explano,hon of

erir decision and Hle reason(s) for iL, in wrihng, wiHlin 5 schoo[ do,Hs.

The leHer lo Hle comp[ainanl wiH include dekails of how lo conkack H'le Deparkmenk for Educahon if Hleg are dissahsped
win |:he way Hwir complaink hos been handled bH Shiplon BeHinger PrimarH School.

If Hle complainf is.
(] ]oinHH aboul Hle Chair and Vice Chqir or

[ H‘ue enhre governing bodg or

o the majoril’g of the govem‘mg bodﬂ



Skage 2 Wi“ be heard bH a commiHee OJI independenk, CO-OP'?GCI 9overnors.

The response wi” detail any achons }aken ko invesbgake Hle complo‘m} and Provide a fu“ exPlonohon of Hw decision
mode and H‘»e reascn(s) for if Where apprcprio,te, ik wiH 'mclude detai[s of achons Shipton Be”inger Primo,rg Schoo[

wi“ kake ko resolve H‘»e comp[ainf

The response wiH olso advise H‘»e complainank of hcw |:c esco,[o,te Hleir comploint shou[d H’teH remain dissahsped.

Next SlePs
I]: the complainank believes the school did not handle their compla‘mlr in accordance with the Published complainks

procedure or erg acted unlaw;ullﬂ or unreasonablg in the exercise of their dulies under educalion [aw, H‘teH can

CODI?QC} l?he Deparlfment JIOT' Educahon aﬁer H'teH l’IOVG comple[ed Skage 2

The Deparlmenk for Educahon wi” noL normaHH reinvesﬁgake Hle subskance of complainks or overkurn any decisions
made l)!.j Shipton Bell‘mger Primor‘tj School. TheH wiu consider whe|:her Shipkon Be”inger PrimarH School has adhered

to educalion legis[ahon and any skalukorg Policies connected with the complainL

The complainant can refer erir comploinl ko Hw DeParlmenk for Ec[uco,hon online o}: www.educahon.gov.uk/conkactus,

bg }elephone on: 0370 000 2288 or bg wrihng bo:

DePor}menL for Educol‘ion Piccadi“g Gake
Store Street Manchester

MI 2WD.


http://www.education.gov.uk/contactus

Shiplon Bellinger Primorg School ComPloinl Form
Please compleke and refurn lo the headteacher / Clerk / designafed governor who will acknowledge receipk and explain

wha} achon wiu be lfaken.

YOUT name:

PuPil's name (if relevonn.

Your relol‘ionship lo H;e P”P"l (if relevonll

Address:

POSLCOJCZ

Daﬂ hme lelephone number. Evening

le lephone number:

Please give delails of your comPlainl, including whether you have sPol(en to anﬂbodﬂ ol the school aboul it.




Whal aclions do you ]:eel migM resolve the Problem ol this sloge?

Are you auoching any PaPerworl(? If SO, Pleose give detoils.

Signolure:

Dote:

Oﬂ:iciol use

Dale acl(nowledgemenl senl'.

BB WhOI

Complainl referred lOZ

Dote:




Roles and Responsibilihes

Comploinont

The complainank wi“ receive a more effechve response |:c H’»e comploint if H’teﬂi

expla‘m the complaint in qu as eorlH as Possible

co—opera}e wiH1 H‘»e school in seeking a soluhon |:c H‘»e comploint

resPcnd PromPHH lfo requesks for informahon or meehngs orin agreeing Hw cletails of H’»e complamk
ask for assistance as needed

Lreo,t aH Hmose involved in |;he complo‘mt wiH1 respecE

refra'm from pub[icising Hle de}ails of Hleir complaint on social medio, and respecl‘ conpclenha[ihj.

Inveshgotor

The inveshgakor's role is bo establish the facks relevant lo the complaint bH:

Providing a comprehensive, open, Lronsparenk cmc[ fair considerahon of Hte complainL H}rough:

o sensiive and thorough interviewing of the complainank ko eskablish what hos happened and who has been
involved

o) inkerviewing sLaFF and children/goung People and other People relevant fo the complaink

o consideralion of records and other relevant informahon

e} analﬁsing informahon

liaising wiH1 Hw comPlainank and Hw comPlainl's co-ordinolfor as aPProPriale Lo c[ariw what lfhe complainant

feels wou[d Puk H‘»ings rigH:.

The inveshgakor should:

conduct inkerviews with an open mind and be prepared o persist in the queslioning

keep notes of inferviews or arrange for an independent nole faker fo record minules of the meeling
ensure that any papers produced during the invesligation are kept securely pending any appeal
be mind;ul of the limescales o respond

prepare comPrehensive repor|: for H‘»e headbeacher or complainl‘s commilkee H‘»al seks cul H'le facls, idenhfies

SO[UHOI’IS and recommends courses 0]: OChOD }0 resolve problems.

The headkeacher or complainks commillee wiH Hlen delerm'me wheHmer lo uphold or dismiss Hw complainf and communicake



that decision to the comploinonk, Provid‘mg the oppropriobe escalation delails.

Comploinls Co—ordinotor (H‘»is cou[d be H‘»e heodl’eocher / designol‘ed complo‘m}s governor or oH’»er stoff member

Providing odminiskrohve suPPorD
The comploirds co-ordinator should:

o ensure thal the comploinanr is fullg updoled ol each s|:oge of the Procedure
o liaise with S}O,HI members, heodkeocher, Chair of Govemors, Clerk and LAs (if opproprioke) bo ensure the smooth

running of the comploinks Procedure
(] be aware of issues regording:

O shoring Hurd Porl‘g informo,ﬁon
e} oddihono[ suPPorL This may be needed I:)H comploinonks when moking a complo'm} ‘mclud'mg

inkerprekohon suppod or where Hle comp[oinonk is a child or young person

o keep records.

Clerl( l’O Hle Governing BOdH

The Clerk is the contach Poin} for the complainont and the commiltee and should:

® ensure Hmo,t oH People involved in Hle comploint Procedure are aware of Hleir [ego[ rights o,nd duhes, inclu,ding

any under legislahon relohng lo school comploinks, educalion lo,w, the Equoldﬁ Ack 20|O the Freedom of
Informohon Ack 2000 the Data Protection Act (DPA) 2018 and the General Data Protection Regu[oﬁons (GDPR)

(] sek Hme dore, |:ime cmd venue of Hle meehng, ensuring chd |;he dcdes are convenier’d Lo oH Porhes (if H’teH are

invited to attend) and thal the venue and Proceedings are accessible

o COHQ'FG QnH wriHen mokerio[ relevor’d |?O H‘le comploinl‘ (for exomp[e; stoge | PQPeFWOY‘I(, SChOO[ and comploinon}

submissions) ond send 'd }o Hw Porhes in odvonce of H‘»e mee|:‘m9 wiHl'm an ogreed Hmescole
e record the proceedings
(] circuloke |:|'1e minules of Hw meehng

(] nohw all Parhes of the committee’s decision.

Committee Chair

The commillee,s choir, who is nominoked in odvonce of Hw comPloinl meehng, should ensure

thak:



both Parhes are asked (via the Clerk) lo Provide any additional informahon relahng to the complain} bH a

sPecified dare in advance of H‘»e meehng

Hle meehng is conducfed in an informa[ manner, is nor adversarial, ancl H‘»ah if aH Parhes are invired |:o a&ena,

evergone is rreared WiH‘L respect and CGUF‘lFeSEAJ

complainants who may not be used to speaking ol such a meehng are Pu} of ease. This is parchlarlH imporranr if

the complainant isa child/ﬂoung person
the remit of the commiltee is expla'med to the complainanr

wriHen marerial is seen bg everyone in aHendance, Provided ir aoes nor breach conpdenhalirg

or any individual's rights bo Pr'wacg under the DPA 2018 or GDPR

If G new issue arises 'J wou[d be usefu[ |:o 9'we everyone Hle opporrunirg Lo consider and commenr upon ir; Hus may require a

short adjournmenl of Hw meehng

bOH‘l Hme complainanr and Hle schoo[ are given Hle opporrunirg Lo ma|<e H’»eir case and see|< claril’H, eiHler

through. written submissions ahead of the meeling or verbally in the meeting itsels
the issues are addressed

key findings of fact are made

the committee is open-minded and acts independently

no member of Hw commiHee has an exlemal inreresl' in Hw ourcome of Hle Proceedings or any involvemenr in

an earlier srage of the Procedure
Hle meehng is minu[ed

Haeg liaise wiH1 Hme Clerk (and complainrs co—ordinaror, if Hle schoo[ has ane).

Committee Member

CommLHee members SI"LOU,[d be aware H"LO}S

Hle mee|;in9 mus|; be independenr and imparhal, and shou[d be seen ra be 0 no governor may sir on Hle cammiHee if

Hweg have had @ Prior involvement in the complaint or in the circumstances surrounding 13
the aim of the meehng should be o resolve the compla‘mr and achieve reconciliation belween the school and the

complainan}

We recognise Hmt Hme complainanr mighr nor be sahs]:ied wiH1 H1e ourcome if Hwe mee|:‘mg cJ,oes nor f‘md in Hwir

]:OVOUI‘. II? mOH 0?’1[3 Be POSSiHe kO es}ab[ish Hle J?GC}S and ma|<e recommendahons.

many complainanrs will feel nervous and inhibiled in o J:ormal seH:‘mg

Parenls/carers oﬁen fee[ emohonal when discussing an issue H‘»al affecls H‘»eir chi[d.



extro, care needs ITO be I?aken when Hwe compla‘mant is a child/goung Person and Present during O” or PQFl?

of Hw meehng

Care]:ul consideration of the akmosphere and Proceedings should ensure thal the child/goung person does
not feel inkimidated.

The commi&ee should resPeck Hw views of Hw child/gcung person and give H@em equ,o,l ccnsidero,hon Lo

H’IOSG OJ.‘ O(J,U”?S.

If Hw child/goung person is H‘»e complainant Hw commi&ee should o,sl< in o,dvo,nce if any supporE is needed
bo help them Presenk their complaink. Where the chi[d/goung Person’s Paren} is the comp[ainan}, the
commiHee should g'we Hle Po,rent H‘»e cPPcrfu,nifg ko say which Parts of Hw meehng, if any, H‘»e child/gcung

PGFS(Jn needs tO aHend.

However, Hme parenk should be o,dvised Hmo,t o,greement migM no} alwa\tjs be Possib[e if Hle Parent wishes Hw
child/goung person lo aHend a Park of Hw meehng Hwk er commi%ee considers is nok in Hte child/ﬂoung Person)s

besk inkeresks.

Hw we[fo,re OI.' Hw child/goung Person is Po,ro,mou,nl'.



