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At Menston we value the good working relationship we have with our parent body.  We believe that true 
partnership is the only way to ensure that all children receive the best educational provision. 
However, we acknowledge that from time to time some parents express concerns about specific aspects of 
their child’s education.  These concerns are not at this stage necessarily complaints. For this reason the 
school has a separate policy for complaints. A ‘concern’ may be defined as ‘an expression of worry or doubt 
over an issue considered to be important for which reassurances are sought’. A complaint may be generally 
defined as ‘an expression of dissatisfaction however made, about actions taken or a lack of action’.   We are 
always happy to look into these concerns.  Most concerns are resolved by informal discussion with school 
staff.  This leaflet answers some of the most commonly asked questions. 
 
Q. What should I do if I have a concern about my child’s education? 
A. You should discuss the concern with the school.  Always treat the class teacher as your first port of 

call.  Most concerns can be dealt with by the class teacher. Following your meeting with the 
classroom teacher, if you feel you need to take the matter further, an appointment can be made with 
the Headteacher, Mr Jones. 

 
Q. What if my child is no longer on the school roll? 
A. The Headteacher or Chair of Governors will respond in writing to your concern.  You will not be able 

to access the school’s formal complaints procedure as this is only for parents with a child on the 
school roll. 

 
Q. Who should I contact at the school? 
A. It would be sensible to talk to your child’s teacher in the first instance.  He or she will know from 

clear, written internal procedures how to deal with the matter.  Most matters will be handled by the 
class teacher or the Headteacher as appropriate. 

 
Q. How do I contact the Headteacher? 
A. The school office can always make an appointment for any parent or carer to see the Headteacher. 
 
Q. What if my concern is to do with an individual employee of the school? 
A. If your concern is to do with the conduct or competence of an individual employee it will be looked 

into by the Headteacher.  If necessary it will be dealt with under the school’s disciplinary procedures. 
It cannot be dealt with under the school’s complaints procedure. 
 

Q. What if I contact a school governor? 
A. The governor should advise you to raise your concern with the Headteacher. In the interests of 

fairness, governors can only be involved if the matter becomes a formal complaint. 
 
Q. What if I contact the Local Education Authority (LEA)? 
A. The LEA will advise you to raise your concern with the Headteacher. 
 
Q. What happens if the complaint becomes formal? 
A. If the Headteacher is unable to resolve your complaint, he will ask you to put your complaint in 

writing to the Chair of Governors.  A complaints committee will meet.  You will be invited to present 
your case.  Evidence may also be taken from the Headteacher.  The committee will then consider 
the matter and come to its conclusion. 

 The decision reached will be sent to you in writing.  A copy will be sent to the Headteacher.   
 If the complaint can be resolved prior to the hearing you may withdraw your complaint by writing to 

the Headteacher or Chair of Governors.   
 If you are unhappy with the way in which the procedure has been followed you have the right to 

make written representations to the Secretary of State. 
 
Q. What if I take my child off the school roll during the time my complaint is being considered? 
A. The school will set aside your complaint and take no further action under this policy.  The 

Headteacher or Chair of Governors will write to you closing the matter on behalf of the school.   
 
 
This guidance leaflet summarises the contents of the agreed Complaints Procedure.  This procedure has 
been agreed at a meeting of the Governing Body.  A copy of the full policy can be read at the school office. 
 
 


