
 

 

COMPLAINTS PROCEDURE FOR PARENTS 
 
Introduction  
 
Woldingham School has long prided itself on the quality of the teaching and pastoral care provided 
to its students.  However, if parents do have a complaint, they can expect it to be treated by the 
school in accordance with this Procedure.  If parents have any queries or worries about their 
daughters they are encouraged to discuss these, in the first instance, with relevant members of staff 
over the telephone, by arranging a meeting at school, or during the Parent/Teacher Meetings.  We 
recognise that the first indication of concerns may be communicated by email.  
 
Stage 1 – informal resolution 
 
It is hoped that most complaints and concerns will be resolved quickly and informally. 
 
Academic issues 
 

• Any queries or complaints relating to academic issues should be discussed, in the first 
instance, with the Head of Year (this includes the Head of Marden and the Head of Sixth 
Form). The matter may be referred to the relevant member of staff but the Head of Year will 
handle the query/complaint. 

• In more serious cases, the Deputy Head (Academic) should be approached. 
• Parents are always welcome to contact the Head directly on all matters. 

 
Pastoral issues 
 

• Any queries or complaints relating to pastoral issues should be discussed, in the first 
instance, with the Head of Year (this includes the Head of Marden and the Head of Sixth 
Form). The matter may be referred to the relevant member of staff but the Head of Year will 
handle the query/complaint. 

• In more serious cases, the Deputy Head (Wellbeing) should be approached. 
• Parents are always welcome to contact the Head directly on all matters. 

 
The member of staff who receives the complaint will make a written record of all concerns and 
complaints and the date on which they were received. Complaints will be acknowledged as soon as 
possible, and at the latest within five working days.  
 
The complaint will be investigated and the relevant department or member of staff will be given an 
opportunity to respond. Following investigation, appropriate action will be taken and this will be 
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explained to the parents and implemented. It may also be appropriate for the member of staff to 
apologise to the parents. 
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