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How to Raise a Concern or Make a Complaint
A Guide for Parents and Carers



We want to work with you to resolve any concerns quickly and fairly. Here is a simple guide to our complaints procedure:

1. Raise Your Concern Early
1. Speak to your child's class teacher or the Headteacher first. Many issues can be resolved informally.
2. Making a Formal Complaint
1. If the issue is not resolved, you can make a formal complaint in writing, by phone, or in person.
1. Complaints about the Headteacher should be sent to the Chair of Governors.
3. Our Commitment to You
1. We will acknowledge your complaint within 5 school days.
1. We will investigate your complaint thoroughly and respond within 30 school days.
1. If you are not satisfied, you can ask for a review by a committee of governors.
4. Respectful Communication
1. We ask that all communications are respectful and courteous.
1. Rude or aggressive behaviour is not acceptable and may affect how we handle your complaint.
5. Support Available
1. If you need help making a complaint, please contact the school office.
1. We can provide information in different formats or languages if needed.
6. Further Help
1. If you feel your complaint has not been handled properly, you can contact the Department for Education.

Contact Us:
Ashdon Primary School
Tel: 01799 584219
Email: admin@ashdon.essex.sch.uk
We value your partnership and want to resolve any concerns constructively and fairly.
Thank you for working with us to support your child's education.
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