Langholm Cluster Formal Complaints Procedure

If parents feel that talking with staff did not address their concerns they may wish to make a formal complaint

· This should be made in writing to the headteacher who will acknowledge receipt of the letter/email within 3 working days
· The HT will investigate the complaint and arrange a meeting with the complainant and if appropriate, members of staff
· The meeting will take place within 10 working days of the complaint being made. If there is an unavoidable delay the complainant should be informed of the reason for this and a time arranged for a meeting with the headteacher
· A written report of points discussed and the agreement reached will be provided by the headteacher within 20 days of the complaint being made and the matter will be reported to the School’s Education Officer
Appeals Procedure
In the event that it is felt that the matter has not been satisfactorily resolved then the complaint may be taken to the education authority via the education officer who will help to define the problem
· Review the actions which may have been taken
· Suggest other ways in which the problem might be resolved
· Take further action as considered necessary if the matter is still unresolved 
[bookmark: _GoBack]You can make a complaint in person, by e-mail, by phone, in writing or use our online complaints form.
