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6. 

Stage 1 

A request to escalate to Stage 2 must be made to the Clerk, via the school office, within 10 school 
days of receipt of the Stage 1 response. The Clerk will record the date the complaint is received and 
acknowledge receipt of the complaint in writing (either by letter or email) within 5 school days. The 
Clerk will write to the complainant to inform them of the date of the meeting. They will aim to 
convene a meeting within 25 school days of receipt of the Stage 2 request. If this is not possible, 
the Clerk will provide an anticipated date and keep the complainant informed. At least 10 school 
days before the meeting, the Clerk will: • request copies of any further written material to be 
submitted to the committee at least 7 school days before the meeting. Any written material will be 
circulated to all parties at least 5 school days before the date of the meeting. The committee will not 
normally accept, as evidence, recordings of conversations that were obtained covertly and without 
the informed consent of all parties being recorded. The Chair of the Committee will aim to provide 
the complainant and with a full explanation of their decision and the reason(s) for it, in writing, 
within 15 school days.
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