
COMPLAINTS PROCEDURE 
Hillview International Schools 

 
Information for Parents 

 
Hillview International Schools wants pupils to be healthy, happy and safe, and do well. 

Co-operation between parents, staff and Board members leads to a shared sense of purpose 
and a good atmosphere in the school. 

 
I have an issue or complaint I would like to discuss with the school... 

 
Take time to read this leaflet. 
 
Remember that there is usually more than one viewpoint when an issue arises. Make sure that 
what you want to discuss is clear in your mind. A good tip is to write down the main points so 
that you don’t forget anything. 
What should I do next? 
First consider asking to see the teacher to discuss the issue. They will be willing to offer an 
appointment as quickly as possible, which will give you both time to talk about it politely and 
calmly without being interrupted. Think about what you hope will happen as a result of your 
discussion and let the teacher know this. 
 
What should I do if I still feel unhappy about the issue? 
 
If you are unhappy with the outcome of the discussions you can ask for an appointment to see 
the Head Teacher or a member of the leadership team, Deputy Head Teacher or Senior Teacher. 
It is in everyone’s interests, particularly those of your child or children, for issues to be sorted 
out smoothly. It will be best to end on a positive note with no bad feeling even if it is not 
possible for all your requests to be met. If a solution is proving difficult the Head Teacher can 
speak to a Board member who may be willing to offer some input to help resolve the issue, but 
there is no obligation for any Board member to become involved at this time. 
 
If you are both finding it difficult to resolve the issue then the procedures in Hillview’s 
Complaints Policy should be followed. 
 
Most problems will have been sorted out by now 
However, if the issue has not been resolved it can become a formal complaint. This is a serious 
step to take and it is important that you have thought things through carefully. If you wish to 
follow the process for making a complaint, you must ask the school for a copy of their 
complaints procedure and write a formal letter of complaint to the Head Teacher. 
 
What happens if I have a concern specifically about the Head Teacher? 
If you have a concern specifically about the Head Teacher (not the Head Teacher’s decision) you 
should write to ‘The Chair of Board members’ at the school address, marking the envelope 
‘urgent, private and confidential’, setting out your concern. 


