PERROTT HILL SCHOOL[image: ]

COMPLAINTS POLICY


The Board of Directors has charged the Proprietor with day-to-day responsibility for the governance of the School.  Ultimate responsibility for the governance of the School rests individually and collectively with Board of Directors.  
  
The Proprietor chairs a Board of Governors acting in an advisory capacity in support of good governance.

COMPLAINT FORM FOR PUPILS

Please use this form if you wish to make a complaint about anyone or anything that you feel has upset you. If you do not wish to give your name you do not have to. This form may be given in to the School Office, any Form Tutor, the Head of Section, School Nurse or Head. You may also post the form in the ‘Worry’ box.

Remember: there is always someone to talk to.

Look at the ‘Circle of Care’ for advice on who you can talk to. You are also free to contact the external listeners, and Mrs Hoskyns. You may wish to contact ChildLine on 0800 1111.

Name: (you don’t have to give your name) _______________________________

Date: _______________

Nature of Complaint
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________




Member of Staff receiving the complaint: _________________________________

Action Taken: ________________________________________________________ 

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________


Outcome: ____________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________


Issue Passed to: ___________________________ Date/Time:  _________________


Seen:	Senior Member of Staff (Name):			Date/Time:  __________

Deputy Head/Director of Studies:

Head:

Parent:

Copies, please, to Pupil File and Central File (Head’s Study).

It is the School's policy for Mr Butcher to acknowledge your complaint within 24 hours. After that, he will let you know the outcome of your complaint being investigated when there has been time to do so. 
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