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Recording Complaints and use of personal data 

Following resolution of a complaint, the School will keep a written record of all formal complaints, 

whether they are resolved at the formal stage (Stage 2) or proceed to a Panel hearing (Stage 3) and any 

action taken by the School as a result of the complaint (regardless of whether the complaint is upheld). 

The School processes data in accordance with its Privacy Notice (which is available on the School's website). 

When dealing with complaints the School (including any Panel member appointed under the Stage 3 

process) may process a range of information, which is likely to include the following: 

• Date when the issue was raised

• Name of parent

• Name of pupil

• Description of the issue

• Records of all the investigations (if appropriate)

• Witness statements (if appropriate)

• Name and contact details of member (s) of staff handling the issue at each stage

• Copies of all correspondence on the issue (including emails and records of phone conversations)

• Notes/minutes of the hearing, and

• The Panel's written decision

This may include 'special category personal data' (as further detailed in the School's Privacy Notice and 

Data Protection Policy, but potentially including, for instance, information relating to physical or mental 

health) where this is necessary owing to the nature of the complaint. This data will be processed in 

accordance with the School's Data Protection Policy. 

The School will keep records of formal complaints and Complaints Panel hearings, as required by 

regulation. It will do so in accordance with its Privacy Notice, Data Protection Policy, and Retention of 

Records Policy. All records relating to complaints shall be treated as confidential. In addition to where 

requested by the Secretary of State or an inspector (see above), there may be other circumstances where 

disclosure of the substance of a complaint or particular confidential records relating to it is required, for 

example, where there is a legal, regulatory, safeguarding or data protection obligation (e.g., in response to 

a subject access request) which prevails over the requirement to maintain the records as confidential. 

For the academic year 2023-2024 the School received 6 formal complaints. 

Parents of EYFS children should follow the three stages of this Complaints Procedure. If parents remain 

dissatisfied and their complaint is about the School's fulfilment of the EYFS requirements, then parents 

may take their complaint to the ISI or Ofsted. Parents will be notified by ISI or Ofsted of the outcome of 

the investigation into their complaint within 28 days of the complaint being received. 

Westholme School will provide ISI/Ofsted, on request, with a written record of all complaints made 

during any specified period, and the action which was taken as a result of each complaint. The record 

of any such complaints will be kept in accordance with its Privacy Notice and Retention of Records 

Policy. 

Parents may complain directly to Ofsted or to ISI if they believe the provider is not meeting the EYFS 

requirements. Schools must make available details of how to contact Ofsted and/ or the ISI: 
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