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How to Complain

Step 1         Talk to the Room Leader    -     see photograph on the door.
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Step 2                    If not satisfied – Talk to the Manager or Deputy.


 
Step3      If still not satisfied put complaint in writing & request a meeting

               with the manager and staff concerned.

               Parent may bring a friend to make notes.







[image: image4]         Written record to be kept.




                                    Agree conclusions to resolve problem.

                                    Copy of conclusions / notes to be sent to parent within 28 days.









If still not satisfied an external mediator should be invited to help and advise.
All matters to be kept confidential.




The written record to be signed by all concerned.




Decide what action to be taken.




If child is at risk  - we will follow the procedures of the Herefordshire Safeguarding Children Board.
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