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Initial concern raised with Class 
Teacher 

Class Teacher decides whether they can act to resolve the 
concern or if another member of staff is better positioned to 

help. 

Action taken by Class Teacher 

Concern 
resolved Concern unresolved/ongoing Inclusion Manager Nurture 

Support/HLTA 

Learning Mentor 

Refer to Key Phase Leader 

Refer to Deputy Head 
Teacher 

Refer to Head Teacher 

Concern unresolved/ongoing 

Refer to Chair of 
Governors/Formal 

Complaints Procedure 

Referral to another member of staff 

Action taken 

Concern 
resolved 

Concern 
resolved 

Concern 
unresolved/ongoing 

On rare occasions, you may wish to discuss deeply sensitive or 
personal issues with school e.g. you think a child is at risk 
physically or emotionally. If this is the case it would be 
appropriate to request contact with the Deputy Headteacher 
(Senior Designated Person for Child Protection) who will then 
make a decision as to who is best placed to deal with your 
concern.  
A copy of our School’s Complaint Procedure can be found on 
the school website. The link is: https://www.rossettacre.n-
yorks.sch.uk/school/policies/ 
 
 

Refer to Assistant 
Headteacher 
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