
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
USEFUL CONTACTS 
 
Miss K S Latchford, Headteacher 
Cotmanhay Infant School 
Beauvale Drive 
Ilkeston, Derbyshire DE7 8RR 
Tel: 0115 9302064 
headteacher@cotmanhay-inf.derbyshire.sch.uk  
 
 
Sabrina Malik 
Chair of Governors  
Contact the School: 
Tel: 0115 9302064 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Listening to  
Parents / Carers, 
Pupils and the  
Community 
 
 
 
 
 

Leaflet for parents and members of the public 
offering guidance about our complaints procedure 
 
 

mailto:headteacher@cotmanhay-inf.derbyshire.sch.uk


We aim to make our school a happy, safe and caring place so that all 
pupils may benefit from the best possible education. 
 
If you are not happy, let us know straight away. 
 
If you think we are not living up to your expectations of us we want to know so that 
we may have the opportunity to put things right.  It is better to do this sooner rather 
than later. 

 
 
THE COMPLAINTS PROCEDURE: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The decision of the Complaints Panel is final 
 
The Local Authority has no statutory role in resolving external complaints about the 
actions of school staff.  However, the Local Authority does have a responsibility to 

ensure that an appropriate procedure has been followed when schools deal with 
complaints.  If a complainant contacts the Local Authority it will only investigate 

procedure and will not investigate the complaint itself. 

Informal  
Contact school to make 

arrangements to discuss your 
concern with appropriate person 

Formal – Stage 1   
If unresolved 

write to the Headteacher, use 
complaints form provided  

Headteacher will acknowledge in 3 
days, write/respond within further 
15 working days, unless negotiated 

timescale.  

Formal – Stage 2 –  
If unsatisfied 

write to Chair of Governors within 
10 days using complaints form: 

Mrs Sabrina Malik at Cotmanhay 
Infant School 

Chair will acknowledge in 3 days, 
investigate within 15 days and 
write response within further 5 

days.(unless negotiated timescale) 

Formal – Stage 3 –  
If unsatisfied 

write to Clerk to Governors within 
10 days stating why and referring 

to complaints panel. 

Hearing within 15 working days.  
All documents to be received at 

least 5 days before hearing. 
 

Complaints Panel of 3 Governors 
considers complaint.   

 

Decision communicated in 2 
working days. 

Complaints panel decision is final 
school based stage 


