
NEW INDIAN MODEL SCHOOL, AL AIN
Parental Complaints Procedure 

 
The New Indian Model School takes all concerns and complaints very seriously, 

and always seeks  to resolve matters  fairly and to the mutual  satisfaction  of  all 

concerned. We hope that parents will not have cause to be dissatisfied with the 

quality of education and service provided, but should cause for complaint arise, the 

following procedure should be followed. 

 Step 1: 

Should a parent have a concern regarding any aspect of their child’s education, 

they should contact the appropriate Class Teacer in the first instance. The Class 

Teacher will treat all complaints seriously, formally recording and acknowledging 

each one using a Record of Concern Form (Annex 1) and taking action within 24 

hours  of  receipt.  It  is  hoped  that  the  problem will  be  readily  resolved  to  the 

satisfaction  of  the  parent  by  this  means.  However,  if  the  ClassTeacher  cannot 

resolve  the  matter  (s)  he  may  refer  the  problem  to  the  appropriate  Section 

Supervisor (Primary and Girls’ Section: Mrs Shobana Kumar and Boys’ Section: 

Mr.Jacob) who will provide guidance and assistance with the matter. Please note 

that complaints made directly to the Supervisor will usually be referred back to the 

relevant Class Teacher in the first instance, in order to allow the Class Teacher the 

opportunity to resolve the matter. However, this is dependent upon the nature of 

the complaint, as the Supervisor may feel that it would be more appropriate to deal 

with the matter him/herself. 

 It is very much hoped that the action of the Class Teacher and/or the Supervisor 

will resolve the issue, but should this not be the case, and a resolution which is  

satisfactory to the parent has not been found, then the parent should proceed to 

Step 2. 



 

Step 2: 

If the complaint cannot be settled by the process described above, the parent should 

then put their complaint in writing to the Vice Principal/Principal, who will then 

decide  upon  the  appropriate  next  step.  This  will  usually  result  in  the  Vice 

Principal/Principal contacting the parent to arrange for a meeting to discuss the 

issues  involved along with  the  Section  Supervisor  and the  Class  Teacher.  The 

Principal  will  keep  a  record  of  all  the  issues  raised  and  will  carry-out  any 

investigation necessary. The parent will then be informed of the decision either in 

writing or by means of a further meeting with the Principal, who will give reasons 

as to how and why the decision has been made. It is very much hoped that the 

matter will be resolved at this formal level. 

Contact email address: principal@nimsalain.com

 

 

 Review of the policy:  At the end of every academic year

 



Annex 1: Record of Concern 

Date: …………………….

Name of person raising the concern: 
………………………………………………......................................................

Name of person receiving the concern (with designation): 
…………………………………………………………………………………..

Pupil’s Name (If applicable): ……………………………………….…

Pupil’s Class (If applicable): ………….............

 Details of the Concern: (Attach copy of any written communication) 
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
…………………….

Action Taken: (who, what, when) 
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………

Reported To: 
……………………………………………………………………………………
……………………………………………………………………………………
……



Review/Follow Up: 
……………………………………………………………………………………
……………………………………………………………………………………
……


