SAMPLE STAGE TWO OUTCOME LETTER

**insert headed paper
**insert school address
**insert date
[bookmark: _GoBack]
Dear ______________________

We have now completed our consideration of your complaint received on _____________.  
(Insert a brief reference as to how the complaint was handled by the Committee / Panel in the context of the school complaints procedure – see further information on Pg 5 - 7 Guidance on Using School Complaints Procedure.)

Our findings are as follows:
1. FOR EACH ISSUE / POINT OF THE COMPLAINT, OUTLINE A RESPONSE – UPHELD / PARTIALLY UPHELD / NOT UPHELD, WITH A BRIEF REASON FOR THE OUTCOME AND ANY FOLLOW-UP ACTIONS REQUIRED 

(See pg 6 Guidance on Using School Complaints Procedure for help in forming a response, available on
 www.eani.org.uk/school-management/policies-and-guidance/managing-school-complaints)

This letter concludes stage two of the complaints procedure at our school.  
(You may wish to add a concluding comment to personalise your correspondence and help maintain positive relations with all parties, and reflect the ethos of your school).

If you remain dissatisfied with the outcome of your complaint, you can refer the matter to the Office of the Northern Ireland Public Services Ombudsman (NIPSO). Details are included below:
The Ombudsman provides a free, independent and impartial service for handling complaints about schools in Northern Ireland.  You have the right to complain to the Ombudsman if you feel that you have been treated unfairly or have received a poor service from a school and your complaint has not been resolved to your satisfaction.

A complaint should normally be referred to NIPSO within six months of the final response from the School.  

Contact details for NIPSO are:
Northern Ireland Public Services Ombudsman
Progressive House
33 Wellington Place
Belfast
BT1 6HN

Freepost: FREEPOST NIPSO         Telephone: 02890 233821      Freephone: 0800 34 34 24
Email:  nipso@nipso.org.uk        Web:  www.nipso.org.uk



Yours sincerely 

______________________
Chairperson		

