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Complaints Procedure Flowchart 
 

We anticipate that the vast majority of complaints will be satisfactorily resolved at an informal 
level. If this is not the case, the next stage of the process is laid out here. 
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If at this point you are still unsatisfied with the 

resolution of your issue, please see the full 

flowchart in the school’s Complaint Policy.  

HT/Chair/Clerk communicates 
outcome 

  

HT, clerk, chair or other delegated 

person looks into complaint 

    

HT/Chair/Clerk acknowledges complaint 
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Person is NOT satisfied with handling and/or outcome of concern 

  

Person expresses concern, raises issue etc. informally, 
primarily through class teacher and/or school office 

  

     
   

  

       

  

 

  

  

  

 

 

 

School receives formal complaint addressed to 

head, chair of GB or clerk to GB (regarding 

staff, the head or a governor, respectively.) 5 

day

s 


