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Comments, Concerns and Complaints Procedure
Name of Early Years Setting: Jellie tots Pre-school
Date of written: Mar 2004
Date of next review: Mar 2019
Early Years Foundation Stage

General Welfare Requirement: Safeguarding and promoting children’s welfare.  The provider must take necessary steps to safeguard and promote the welfare of children.

EYFS principles: Unique Child, Positive Relationships, Enabling Environment.

Outcome: Positive Contributions, Staying Safe, Organisation.

Statement 
At Jellie Tots we believe that all children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. Information regarding our service can be found in our welcome pack and on our notice board near our main entrance.   Our Policies and Procedures booklet and Ofsted report are kept on our front table.   Through our Partnership with Parents policy we work very closely with all parents in meeting each family’s needs and wishes as much as possible. We welcome suggestions and feedback from parents to improve our setting and take these very seriously.  

All staff will behave in a polite, courteous and professional manner at all times.

We give serious attention to any concerns about the running of the pre-school. Most of these concerns hopefully can be resolved by talking with the key worker, manager, or committee.  If you are unhappy in any way with the service we provide please let us know.

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 procedure for dealing with concerns.
Method
We aim to bring all concerns about the running of our pre-school to a satisfactory conclusion for all of the parties involved. Any parent who is uneasy about an aspect of the pre-school, in the first instance should talk through their concerns / anxieties with the manager.
If this does not have a satisfactory outcome, or if the problem re-occurs, you should put your concern in writing to the manager and the Chair of the Parent Management Committee.
If we receive a written complaint we will: 

· Investigate the complaint relating to the requirements and notify complainants of the outcome of the investigation within 28 days from the date the complaint was made.

· Keep a written record of all complaints, any action taken, the outcome of any investigation, and provide a summary on request to any parent of a child who attends our setting.

· Provide Ofsted, on request, with a written record of all complaints made during any specified period, and the action which was taken as a result of each complaint.

· Retain records for a period of at least 3 years from the date which the record was made.

If we cannot resolve a concern or you feel unable to talk to your child’s key worker or the manager you can contact Ofsted direct: 

By telephone:   Early Years Complaints Help line 0300 123 1231 

In writing to:
The National Business Unit
Ofsted

Piccadilly Gate

Store Street

Manchester M1 2WD
By email:  
enquiries@ofsted.gov.uk
Ofsted website:
www.ofsted.gov.uk
This procedure was adopted at a meeting held on Monday 24th March 04.

Signed on behalf of Jellie Tots ....................................... (Print)...................................
Comments, complaints

