
COMPLAINTS POLICY

The Centre aims to have first line resolution on any complaints, however, we recognise that this may not always be possible and therefore the following procedures apply:

Where a learner feels that they can approach the staff member in question:

1. Stage 1: Learners will take up any complaint they may have directly with the staff member in question in order for this to be informally discussed between both parties. If the complaint can be closed here, then no further action will be taken. If not, the learner will move to stage 2.
1. Stage 2 is where the learner and staff member having a formal meeting that will be logged by the staff member and signed by both parties regardless of outcome. If the complaint is closed at this stage no further action will be taken. However, if the learner is not satisfied then they will progress to stage 3.
1. Stage 3 is where either the learner or the staff member in question (or both) report directly to myself as principal. I will have separate meetings with both parties involved and where neccessary, speak to others whom may be able to provide evidence on the complaint. From there, I will make a final decision and notify both parties involved of the outcome.

Where a learner feels that they cannot approach the staff member in question, we simply move straight to stage 3.
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