
 

 

 

1 

       
   

 
 

 
 

Complaints Policy and Procedure 
 
 
Introduction 
 
The Free School Norwich will endeavour to provide high quality teaching and pastoral care 
for its children.  However, if parents/guardians do have a complaint, they can expect it to be 
treated by the school in accordance with this Procedure. 
 
Access to complaints procedure 
 
The Free School Norwich takes its obligations under the Equality Act 2010 very seriously.  
Therefore, the school will take account and align to any specific communication 
requirements of the complainant. For example, a complaint can be made in person or by 
telephone as well as in writing. As records of complaints are kept on file, where there are 
communication difficulties, the school may use recording devices to ensure the 
complainant is able to access and review the discussions at a later point.   
 
 
Stage 1 – Informal Resolution 
 

• It is hoped that most complaints and concerns will be resolved quickly and informally. 
 

• If parents/guardians have a complaint they should normally contact their child’s class 
teacher. In many cases the matter will be resolved straightaway by this means to the 
parents/guardians' satisfaction, usually on the same day as the complaint is received, 
or certainly within three days. If the class teacher cannot resolve the matter alone, it 
may be necessary him or her to consult the Principal or Vice Principal, in which case 
a response will be made within seven days of the original complaint. 

 

• Complaints made directly to the Principal or Vice Principal will usually be referred to 
the relevant teacher unless deemed appropriate for him or her to deal with the matter 
personally. A response will be made within seven days of the complaint. 

 

• The teacher will make a written record of all concerns and complaints and the date on 
which they were received.  Should the matter not be resolved within two weeks or in 
the event that the class teacher and the parents/guardians fail to reach a satisfactory 
resolution, then parents/guardians will be advised to proceed with their complaint in 
accordance with stage 2 of this Procedure. 
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Stage 2 – Formal Resolution 
 

• If the complaint cannot be resolved on an informal basis, then the parents/guardians 
should put their complaint in writing, or in an appropriate alternative media to the 
Principal.  The Principal will decide, after considering the complaint, the appropriate 
course of action to take. 

 

• An acknowledgement of the complaint will be made within three days, to include an 
explanation of how the complaint will be dealt with. 

 

• In most cases, the Principal will speak to the parties concerned, normally within 7 
days of receiving the complaint, to discuss the matter.  

 

• It may be necessary for the Principal to carry out further investigations. 
 

• The Principal will keep written records of all meetings and interviews held in relation 
to the complaint.  

 

• Once the Principal is satisfied that, so far as is practicable, all of the relevant facts 
have been established, a decision will be made and parents/guardians will be 
informed of this decision in writing, within two weeks of the commencement of stage 2 
of this procedure.  The Principal will also give reasons for his/her decision. 

 

• If parents/guardians are still not satisfied with the decision, they may proceed to 
Stage 3 of this Procedure. 

 
Stage 3 – Complaints Panel Hearing 

 

• Stage 3 applies in situations where parents/guardians are not satisfied with the 
decision made by the Principal or Vice Principal in Stage 2. 
 

• The Governing Board does not meet with parents/guardians to discuss individual 
concerns or complaints.  If parents/guardians seek to invoke Stage 3 (following a 
failure to reach an earlier resolution), they will be required to put in writing the 
reasons why they are not satisfied with the decision / action taken in Stage 2, and will 
be referred to the Chair of Governors, who has been appointed by the Governors to 
call hearings of the Complaints Panel.   

 

• The Complaints Panel will consist of three persons not directly involved in the matters 
detailed in the complaint.  At least one member of this Panel will be independent of 
the management and running of the school. Each of the Complaints Panel members 
shall be appointed by the Board of Governors.  The Chair of Governors, on behalf on 
the Complaints Panel, will then acknowledge the complaint and schedule a hearing to 
take place as soon as practicable and normally within 14 days. 
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• If the Complaints Panel deems it necessary, it may require that further particulars of 
the complaint or any related matter be supplied in advance of the hearing.  Copies of 
such particulars shall be supplied to all parties not later than 2 days prior to the 
hearing. 

 

• The parents/guardians may be accompanied to the hearing by one other person.  
This may be a relative, teacher or friend.  Legal representation will not normally be 
appropriate. 

 

• If possible, the Complaints Panel will resolve the parents/guardians’ complaint 
immediately without the need for further investigation. 

 

• Where further investigation is required, the Complaints Panel will decide how it 
should be carried out.  After due consideration of all facts they consider relevant, the 
Complaints Panel will reach a decision and may make recommendations, which it 
shall complete within 7 days of the Hearing.  The Complaints Panel will inform 
parents/guardians of its decision and the reasons for it via the appropriate method in 
line with the Equality Act 2010. The decision of the Complaints Panel will be final. The 
Complaints Panel’s findings and, if any, recommendations will be sent in writing to the 
parents/guardians, the Principal, the Governors and, where relevant, the person 
complained of. 
 

• Written records will be kept of all complaints and outcomes, at whatever stage they 
were resolved. 

 
Parents/guardians can be assured that all concerns and complaints will be treated seriously 
and confidentially.  Correspondence, statements and records will be kept confidential except 
in so far as is required of the school by paragraph 6(2)(j) of the Education (Independent 
Schools Standards) Regulations 2003; where disclosure is required in the course of the 
school’s inspection; or where any other legal obligation prevails.  

 
The Chair of Governors may be contacted via the School’s address, marking any such 
correspondence ‘for the attention of the Chair of Governors’. 
 
If parents/guardians remain unhappy with the outcome from Stage 3 or any part of the 
process, they are able to contact the authorities detailed below: 
 

1. OFSTED: Telephone: 08456-404040. 
2. The Local Authority Designated Officer (for complaints against a member of staff 

which would need the intervention of an outside agency): Tel: 01603-223477. 
 
Complaints Against the Leadership of the School 
 
Complaints against the Principal are usually first dealt with by the Chair of Governors. 
Complaints against the Chair of Governors or any individual governor should be made by 
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writing to the Clerk to the Governing Body.  In both cases, the complaint will be handled in 
line with Stage 3 of the above procedure.   
 
The Complaints Panel investigating a complaint against the Principal will consist of 
members who are all independent of the management and running of the school.  The 
Complaints Panel investigating a complaint into the Chair of Governors or any individual 
governor will consist of a combination of members of the school management team and 
other governors or/and Members.   
 
Complaints from Children 
 
If a child has a complaint, they should in the first instance speak to their class teacher. If the 
matter is not resolved to their satisfaction, the issue should then be raised through the 
following channels: 
 

• Vice Principal 

• Principal. 
 
In many cases the matter will be resolved straightaway but if the matter is escalated then it 
is hoped it will be resolved within 7 days. 
 
Complaints Not in Scope of this Procedure 
 
The Free School complaints procedure covers all complaints about any provision of 
facilities or services that a school provides with the exceptions listed below, for which 
there are separate (statutory) procedures: 
 

• Admissions to schools  

• Statutory assessments of Special Educational Needs (SEN)  

• School re-organisation proposals  

• Matters likely to require a Child Protection Investigation  

• Exclusion of children from school 

• Whistleblowing 

• Complaints about services provided by other providers who may use school 
premises or facilities 
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