gj& Complaints

BRITISH VIETNAMESE
INTERNATIONAL SCHOOL Flowchart
HANOI

A NORD ANGLIA EDUCATION SCHOOL

Policy Number: BVIS HN _01
Description: This flowchart is to be used in conjunction with the
Complaints Policy.

Version No. Amendments Issue Date Issued By
01 Revised June 2013 RMD

02 Revised and rebranded August 2018 | MJS

03

04

05




Complaint heard by staff member (Informal
Stage)

e Ensure Principal informed of outcome

Issue resolved Issue not resolved
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Complaint heard by Principal (Stage 1)

¢ Acknowledge receipt of written complaint
¢ Write to complainant with outcome of investigation
e Ensure outcome recorded in campus Complaints File
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Issue resolved Issue not resolved

Complaints Panel meeting arranged (Stage 2)

e Issue letter inviting complainant to meeting
o Issue letter confirming panel decision
e Ensure outcome recorded in Campus Complaints File
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