WRITTEN COMPLAINTS PROCEDURE POLICY 
Our pre-school believes that children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. We welcome suggestions on how to improve our pre-school and will give prompt and serious attention to any concerns about the running of the pre-school. We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member of staff. If this does not achieve the desired result, we have a set of procedures for dealing with concerns.

AIM
We aim to bring all concerns about the running of our pre-school to a satisfactory conclusion for all of the parties involved.

Methods

To achieve this, we operate the following complaints procedure.
HOW TO COMPLAIN 

Stage 1

Any parent or staff member who is uneasy about an aspect of the pre-schools provision talks over first of all his/her concerns with the pre-school leader/manager.
Stage 2

If this does not have a satisfactory outcome, or the concerns are going to be reported to the Early Years Department., then the parent must put the complaint in writing to the pre-school manager. A written report/response from the pre-school manager will be sent to the parents and a copy to the Early Years Department. Complaints should be able to be resolved informally at Stage1 or Stage 2.

Stage 3

If the parent feels that disciplinary action should be taken against the pre-school or staff members the parent must have a meeting with the pre-school manager and a written statement must be recorded and discussed and signed by both parties present. At this stage the complaint will have been settled or if an agreement cannot be reached further advice will be taken from Health and Social Services, Early Years Department.

Stage 4

If the parent or staff member making the complaint feels that the incident is of an extremely serious nature then a meeting with a representative from the Health and Social Services, Early Years Team will take place or the procedures recommended by local Commerce and Employment Department will be followed to decide if any disciplinary action is to be taken against the pre-school or individual staff member.    
Early Years Department may be contacted on telephone number 01481729329

