
Appendix 3
Draft Stage 3  Response from Complaints Committee
Dear **salutation**
Complaint **date**
I refer to my communication of **date** where you were invited to attend a meeting **name of Committee**. You will recall that the **name of committee** met [with you] to discuss your complaint [as you declined to attend] at a meeting held on **date** to hear the reasons [review the available evidence] why you remain dissatisfied with the way in which the above complaint had been handled by the school.
You remained dissatisfied with the outcome of your complaint as investigated by **whom** and detailed on their letter you of **date** because  
 **detail reasons why complainant remains dissatisfied**;

**set out the complaint and findings as a laid out in the stage 2 complaint and anything extra that that may have been brought to the attention of the Committee**

**refer to any relevant legislation/policy/other information that was considered (if appropriate)**
**confirm who the committee have consulted i.e staff members, other professionals

**conclude what the **name of committee** decided in light of the above and what actions if any will be taken**
To comply with best practice, I have also enclosed a copy of the minutes of the meeting for your information, and unless I hear from you within 5 school days from the date of this letter, I shall assume that their content is accepted as being accurate.
If you are still not satisfied with the outcome of this investigation you can refer the matter to the Local Authority who may look in to the way in which your complaint has been handled, but it does not have the power to overturn the **name of committee* decision.   
Alternatively, you may wish to contact the School’s Complaints Unit (SCU) within the Department for Education if you are the view that the School has not followed the appropriate procedure, any relevant policies, or has failed to discharge a statutory duty.  Please note that SCU will not re-investigate the substance of the complaint as this remains the responsibility of the School.  I have attached a sheet with both their contact details should they be required.
In the meantime, please be assured that **name of school** takes all complaints seriously and that the issue/s you raised were investigated in line with the School’s Complaints Policy. I trust this response has now addressed your complaint (s) and we can now all move forward positively for the benefit of all concerned.

Yours sincerely
Reviewed August 2014


