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Informing a complainant that special arrangements will be made for him/her to meet members of staff

Dear …………….*

Following my letter to you dated …………….* informing you that the School consider that your recent behaviour in connection with the School to be unacceptable/unreasonable* and that we now consider you to be subject to the School’s Persistent Complaint/harassment Policy, I am now writing to outline for you the arrangements we have  made regarding meetings at the School.

For the foreseeable future, should you wish to meet with a member of staff, we would ask you to note:

· The meeting will be arranged with a written appointment as soon as possible and with a third party present;

· In the interest of all parties, formal notes of the meeting may be taken.

These arrangements do not, of course, apply to any emergencies concerning your son/daughter/children ………………..* which should be reported to the School in the usual way.

I thank you for your forbearance in this matter and do hope that the differences we are currently experiencing can soon be resolved.

Yours sincerely

*  Complete as appropriate




Llangyfelach Primary School


Pengors Road, Llangyfelach, Swansea SA5 7JE





Headteacher:  Mr Lee Burnell


Deputy Headteacher: Mrs C J Bate





(: 01792 771497
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