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	02	COMPLAINTS PROCEDURE



Company Name:	Tender Years Nursery Ltd
Setting Name:		Little Jems Childcare Services
Policy Date:		18th June 2025                      Next Review Date: June 2026

We hope that your time with us will be a happy one for both you and your child. However, if you do ever have cause for concern, we would ask that you take the following steps:

Talk to your child’s key Person. This may help to provide you with re-assurance or an explanation, which could alleviate your concern.
If this does not help, then please come and speak to the manager or the deputy manager. We may not be able to address your concern there and then but will let you know of the steps we will take in order to investigate your concern, and the timescale in which we will proceed. We will arrange a date and time to meet to discuss the findings of our investigation and how we plan to address your concern.
It is a requirement by Ofsted that all complaints are logged along with the outcome and any action taken. These records must be available to show an Ofsted Childcare Inspector if required.
If you feel that you are unable to talk to me, or that after talking, the matter remains unresolved then you can put your complaint in writing, I will investigate the matter and reply to you within 28 days.
If you wish to make a formal complaint, then you can contact the Ofsted Complaints and Investigation Unit on Tel: 0300 123 4666 or contact Ofsted at: Piccadilly Gate, Store Street, Manchester M1 2WD.
Our setting is registered and inspected by Ofsted. 



We will record, as follows, details of all complaints made for our own monitoring and record keeping purposes:

Name...............................................................................................

 Address...........................................................................................

 ..........................................................Post Code............................

Telephone: Home............................. Work......................................

 Details:
 
Please include as many details as possible i.e. date, time, who was involved.
 (Names if known) and what action is being suggested.

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 .......................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................
 (Continue on a separate sheet if necessary.)






 Which staffs was told about the complaint? Please state names if you
 Know. What was there response?

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

  Which aspects of the service are you dissatisfied with?

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................

 ........................................................................................................



 Signed .................................................Date............................
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