Summary of Procedure for Making a Complaint
If you have any concerns or complaints about the pre-school, any members of staff or committee, this is the procedure to follow.


Pre-school leader will take the complaint to the Chair of the Committee.





In all cases the outcome of any complaint or grievance will be kept confidential, known only by the person who the complaint is against.





Member of staff will take action to resolve the complaint, record this and report back to the person who made the complaint within 2 working days.





In a most serious situation the complaint will be passed to Ofsted. They will contact  the complainant within 30 days.





Committee will fully investigate the complaint, take appropriate action and record the outcome. (28 days)





Pre-school leader will take action to resolve the complaint, record this and report back to the person who made the complaint.





Member of staff will pass the complaint to the pre-school leader.





Member of staff will record the complaint.





Complaints should be made in the first instance to any member of staff. However, if you feel it is more appropriate, you can contact the Chair of the Committee directly. (see contact details below)








