




If the complaint is against the Head, the complaint should be made to the Chair of the Board of 

Governance. The Chair of the Board of Governance will nominate someone to determine the 

complaint. The Stage 2 process described above will then be followed as if the references to the 

Head (or their nominee) is to the individual nominated by the Chair of the Board of Governance to 

determine the complaint against the Head.

A note-taker will attend the hearing to take a note. This will not be a verbatim note but an accurate 

reflection of what was discussed. Notes of the hearing will be shared with attendees as soon as 

practicable after the hearing. To the extent there is any disagreement about the content of those 

notes or further comments from the parties, these will be considered by and, where possible, 

resolved by the Chair. A copy of any comments on the notes will be appended to the notes.



The remit of the Panel shall be at the discretion of the Chair of Governors and the manner in which 

the hearing is conducted shall be at the discretion of the Panel. 

• 

• 

• 

Please note that, for the purposes of this procedure, working days refers to weekdays (Monday to 

Friday) during term time, excluding bank holidays and half term. This means that during School 

holidays it may take longer to resolve a complaint although the School will do what is reasonably 

practicable to avoid undue delay. It may also take longer to resolve a complaint during periods of 

significant disruption to School life or as a consequence of unavoidable staff absence, however 

deviation from the normal timescale for resolving a complaint during term time will only occur on an 

exceptional basis, and the School will take all reasonable steps to limit any such delay. The School 

expects parents to engage in the process in a reasonable, constructive and responsive manner to 

help ensure matters can be dealt with in a timely way and in line with the targets set out in this 

Procedure.  



• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

This may include ‘special category personal data’ (as further detailed in the School’s Privacy Notice 

and Data Protection Policy, but potentially including, for instance, information relating to physical or 

mental health) where this is necessary owing to the nature of the complaint. This data will be 

processed in accordance with the School’s Data Protection Policy.

• 

• 

In addition to where requested by the 
Secretary of State or an inspector, there may be other circumstances where disclosure of the 
substance of a complaint or particular confidential records relating to it is required, for example, 
where there is a legal, regulatory, safeguarding or data protection obligation (e.g., in response to a 
subject access request) which prevails over the requirement to maintain the records as confidential. 
 
Parents of EYFS pupils should follow the three stages of this Complaints Procedure. If parents remain 

dissatisfied and their complaint is about the School’s fulfilment of the EYFS requirements, then 

parents may take their complaint to the ISI or Ofsted.

Great Ballard will provide ISI/Ofsted, on request, with a written record of all complaints made during 

any specified period, and the action which was taken as a result of each complaint.  The record of 

any such complaints will be kept in accordance with its Privacy Notice.
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