The Complaints Appeals Committee of the Governing Body

The Governing Body must establish a Complaints Appeals Committee.  The committee terms of reference, membership and clerking arrangements are established by the whole Governing Body. (see annex 2).
Suggested Terms of Reference for a Governing Body Complaints Appeals Committee

	1.
	Membership

	
	

	
	The Committee will consist of three governors.  Neither the Headteacher nor the Chairman of Governors will be member of the Committee as they may have been involved in the matter under consideration at an early stage.

The Chairman of the Committee will be elected by the Committee.

Committee members must be impartial and have no prior involvement with the complaint or circumstances surrounding it.

	
	

	2.
	Quorum

	
	

	
	The quorum shall be three governors.

	
	

	3.
	Meetings

	
	

	
	Meetings will be held when required to consider formal appeals made under the Procedures for Handling Complaints in ……………………………….. School.

	
	

	4.
	Function

	
	

	
	Wherever possible the Governing Body would wish to see complaints resolved at an informal stage but:

	
	

	
	(a)
	The main function of the Committee will be to undertake the duties of the Governing Body in the consideration of complaints made under the Procedures for Handling Complaints in …………………………… School.

	
	

	
	(b)
	Complaints covered by statutory procedures will not be considered by this Committee.

	
	

	
	(c)
	The Committee will seek advice from the Schools HR Team or the Governor Services Manager, or in the case of a Voluntary Aided School, the Diocesan/Church Authority Education Officer, as appropriate.

	
	

	
	(d)
	In considering the complaint the Complaints Appeals Committee will:

	
	
	

	
	
	· consider the written materials;

	
	
	· consider the complaint and the Headteacher's (or Chair's) action;

	
	
	· invite the Headteacher or Chair of Governors (as appropriate) and the complainant to the meeting; and

	
	
	· seek advice and support as necessary;

	
	
	

	
	
	At the end of their consideration, the Committee will:

	
	
	

	
	
	· determine whether to dismiss or uphold the appeal in whole or part;

	
	
	· where the complaint is upheld, decide on appropriate action;

	
	
	· advise the complainant and Headteacher (Chair) of its decision;

	
	
	· advise the complainant of any further action they may wish to take if they remain dissatisfied; and

	
	
	· arrange for amendments to be made to the School's Complaints Register and for the matter to be reported, in general terms, to the Governing Body.


The Chair of the Committee

The Chair of the Committee has a key role, ensuring that:

· the remit of the Committee is explained to the parties and each party has the opportunity of putting their case without undue interruption;
· key issues are addressed;
· key findings of fact are made;
· parents and others who may not be used to speaking at such a hearing are put at ease;
· the rules of natural justice are followed;
· the complainant is notified of the panel's decision, in writing with details of any further rights of appeal; and
the Governing Body are notified of any changes to procedure or reviews of policy recommended by the Committee.

· Complaints Appeals Committee Meeting – suggested procedure

· Whilst the meeting of the Complaints Appeals Committee is a formal meeting its conduct should be as informal as possible.

· The Complaints Appeals Committee meeting will be convened by the Clerk to the Committee at a date, time and venue convenient to all parties.

· The Clerk to the Committee will distribute the Headteacher's/Chair of Governors’ Report to the Committee at least 7 days in advance of the meeting.

· The complainant and Headteacher/Chair of Governors may each be accompanied by a fellow worker or trade union representative.

· In the case of a complaint against a member of staff, the member of staff against whom the complaint was made and/or his trade union representative or fellow worker will be entitled to attend the Complaints Appeals Committee meeting.

· The complainant and the Headteacher/Chair of Governors may request witnesses to be called to provide evidence.  Witnesses may be allowed at the discretion of the Committee and will only attend for the part of the meeting in which they give evidence.

· The Chair of the Committee is responsible for the conduct of the meeting.

· After introductions, the complainant is invited to present their case and any supporting documents to the committee.  If appropriate, the complainant's witnesses will be heard at this point.

· The Headteacher/Chair of Governors will be entitled to question the complainant and any witnesses.

· The Headteacher/Chair of Governors will present his/her report on the investigation to the Committee, together with any supporting documents and any actions taken to resolve the complaint.

· The complainant or his/her representative will be entitled to question the Headteacher and any witness.

· The Committee may ask questions at any point.

· Any reasonable request for an adjournment should be allowed at the discretion of the Chair.

· The complainant is then invited to sum up their complaint.

· The Headteacher/Chair of Governors is then invited to sum up the School's response to the complaint.

· The Chair explains the arrangements for notifying both parties of the outcome of the meeting.

· Both parties then leave the meeting to allow the Committee to reach a decision.
