[image: ]

School Concerns/Complaints Form

Name of person filling out form (Parent/Advocate): ______________________________________________

Name of child:__________________________________________

Name/Names of other child/children involved (where appropriate): __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Nature of the concern/complaint: 
(Please attach further information if necessary): ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Date when concern was first identified: ________________________________________________________

Today’s Date: ___________________

Witnesses to event/concern (where applicable): ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Expectations in relation to resolving concern/complaint: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________

Office Use Only

Date form received and by whom:

Date: _______________________	                               Received by: ____________________________

Date parents contacted: __________________________________________________

By phone:  ⃝   time: ___________		By email:  ⃝		By letter:  ⃝


Actions taken: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Decisions made_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Signed: _____________________________________ (Parent/Guardian)

___________________________ (Class Teacher)     ______________________(Principal)
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Scoil Naomh Cholmcille

Complaints/Concerns Procedure & Reporting Document.

At Scoil Naomh Cholmcille we endeavour to ensure your child’s experience is happy and academically rewarding.  There are times however that you may have concerns that you wish to have addressed in school.

Our aims are:

· Encourage resolution of problems by informal means wherever possible.
· Allow swift handling of a complaint within established time-limits for action.
· Keeping people informed of progress.
· Ensure a full and fair investigation.
· Have due regard for the rights and responsibilities of all parties involved.
· Respect confidentiality.
· Address all the points at issue and provide an effective response and appropriate redress where necessary.
· Provide information to the schools Senior Management Team and Board of Governors so that services can be improved.


Yours rights as a person making a complaint:

In dealing with your complaint we will ensure that you receive:

· Fair treatment
· Courtesy
· A timely response
· Accurate advice
· Respect for your privacy – complaints will be treated as confidentially as possible allowing for the possibility that we may have to consult with other appropriate parties about your complaint
· Reasons for our decisions.  Where the complaint is justified we will acknowledge this and address the complaint you have raised.  If, after investigation, it is judged there are no grounds for your complaint, you will be advised accordingly.
Your responsibilities as a person making a complaint:

In making your complaint we would expect that you:

· Raise issues in a timely manner.
· Treat our staff with respect and courtesy
· Provide accurate and concise information in relation to the issues you raise.
· Use these procedures fully and engage in them at the appropriate levels.


There may be times when you wish to mention or clarify something which you consider is not a concern or a complaint to the teacher, this can be mentioned informally, however should you deem your concern to be of significant importance then we would ask you to fill out the complaints form attached and this will begin procedures for formal investigations.  This also provides a written record which will be kept on file in school.  Please allow adequate time for a fair and appropriate process of investigation.  This takes time when dealing with children and their families.

All complaints where possible should be addressed with the class teacher first prior to escalating to Principal and then Board of Management as protocol dictates.


[bookmark: _GoBack]Please note:
Child Protection & Welfare

Children First Legislation

Statutory obligations of relevant services:
The Children First Act 2015 places specific obligations on organisations which provide services to children and young people, including the requirement to:
· Keep children safe from harm while they are using the service
· Carry out a risk assessment to identify whether a child or young person could be harmed while availing of the service
· Develop a Child Safeguarding Statement that outlines the policies and procedures which are in place to manage the risks that have been identified
· Appoint a relevant person to be the first point of contact in respect of the organisation’s Child Safeguarding Statement.
Mrs Ford is the DLP or Designated Liaison Person in the school and Mr Carroll is the Deputy Liaison Person in Mrs. Ford’s absence. It is very important to note that in the event that a person approaches the DLP with a child protection concern, she/ he has an obligation to follow the protocol regarding child protection.

Code of Discipline – Anti – Bullying

Every school is obliged to have an anti- bullying policy. This will be reviewed again later in the school year. It is important that you familiarise yourself with this policy and especially with the reviewed policy when it becomes available.
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