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Grievance/Complaints Procedure 

Dealing with grievances/complaints informally

If you have a grievance or complaint to do with your work or the people you work with you should, wherever possible, start by talking it over with your manager. You may be able to agree a solution informally between you.

As a self-employed contractor, we have no legal obligation to you under employment law.  

Definition of a complaint

Complaints are defined as any expression of dissatisfaction or grievance made in writing or in person to a representative of Shana Keelers School of Dance and Performing Arts by an external individual or organisation in relation to our business activities.

Recording complaints

All verbal or written complaints will be recorded in the complaints log at the time the complaint is made, or as soon as possible afterwards.

When recording a complaint, staff will record the name and contact details of the person, as well as full details of the complaint including the date.  Details of all communication with the complainant and any actions to resolve the complaint will be recorded in the same place.

Escalation and Review of complaints

If you are dissatisfied with the immediate response or the complaint cannot be resolved to the satisfaction of the individual or organisation making that complaint, we will inform them about where they can take further action (e.g. local authorities, the Equal Opportunities Commission, Health and Safey Executive, or Environment Agency).

Policy review date: April 2027
image1.png




