 COMPLAINTS PROCEDURE    for   Bosco  Independent  School
Any complaints, either from parents, students, staff (or other users of the Bosco College,) should, in the first instance, be dealt with informally by the relevant Manager.  If s/he is unable to deal with the grievance, this will be passed on to the Director
If the complainant is still not satisfied with the outcome, then the parent, student, staff member, should put the complaint in writing.

If the complainant(s) wish the matter to be considered further, it will be referred to the Proprietors / Trustees of the Centre
This panel will consist of three people who have not been directly involved in previous consideration of the complaint, one of whom will be independent of the management and running of the College.

Parents may attend this panel hearing and be accompanied if they wish.
Copies of findings and recommendations made by the panel will be circulated to the complainant, proprietors, Director and where relevant, the person complained about.  All correspondence, statements and records of complaints are kept confidential but will be shown to Ofsted when they inspect. Copies will also be made available to the registration Authority on request
Sr. Cecily. 

(On behalf of the Trustees)  

Stages of logging a complaint/

Stage 1 – Immediate within the day to the line manager/manager, where the person responsible will answer the complaint within their area of responsibility. This needs to be put in writing
(If you have not had any satisfaction)

Stage 2- within two days to the Director – who will try to resolve difficulties as far as s/he is able

(If still no satisfaction)

Stage 3- within two weeks to Trustees, who will reply within ten days of receiving the complaint and whose decision will be final.

Signed: Sr. C Dunn                                                                     Updated: January 2014
(Director)






Signed N. Kirkby Chair- Proprietors                                 Review:  January 2015
 Stage 1  - Logging a complaint/appeal
Date 


Time 



Place 
Appellant  name 

Address

Phone number 

Nature of Complaint/appeal

 Person spoken to : 

Answer to complaint/appeal 

Was the person satisfied?  YES/NO

If not has the person been referred on :    YES/NO       to whom 

Signature of appellant 

Signature of person responsible 

  Stage 2 – Logging a complaint/appeal with Director       

Date 


Time 



Place 
Appellant  name 





Address

Phone number 

Nature of complaint/appeal if added to from first stage 

 Person spoken to : 

Answer to complaint/appeal  if added to from stage 1

Was the person satisfied?  YES/NO

If not has the person been referred on :    YES/NO       to whom 

Signature of appellant 

Signature of person responsible 

Stage 3 – Logging a complaint/appeal

Date 


Time 



Place 
Appellant  name 





Address

Phone number 

Friend/representative/accompanying person   name 






Address

Phone number 

Nature of Complaint/appeal if added to from stage 2

 Persons spoken to : 

Answer to complaint/appeal if added to from stage 2

Final decision made                                                  Date   

