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Flowchart of complaints 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attempt to resolve issue by member 
of staff 

Issue Resolved 
Records destroyed and 

regarded as obsolete after 3 
months 

Issue unresolved 
5 working days to complete 
and submit complaint form 

 

Stage 1: 
Complaint heard by 

Headteacher / Designated 
Person 

Within 3 weeks of the event 

Acknowledge receipt of complaint – within 10 
days 
 
Write to complainant with outcome of 
investigation 

Issue Resolved Issue unresolved 
Letter sent to governors 

within 5 days 

Stage 2: 
Governors Complaints panel 

meeting arranged 

Issue letter inviting complainant to meeting 
 
Issue letter confirming panel decision 

Issue Resolved 
 

Issue unresolved 

Stage 3: 
Secretary of State for Education 

Informal Complaint 
Within 5 days of the event 


