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INTRODUCTION 
  
The purpose of this handbook is to provide an insight into the philosophy, ethos and work of this 
school.  It was designed primarily for parents, but can be helpful to others who are interested and 
need information.  If you would like more information you can contact the Headteacher. 
 
A good relationship between parents and school is essential for the success of the work and 
interests of the children.  You will be formally invitated to come to the school to look at your child's 
work once a term to discuss their work programs and targets with your child’s teacher for the year.  
You are also welcome to come to school at any other time to discuss anything relating to the 
children, but you are asked to arrange the time beforehand. 
 
This is a daily special school for children with special educational needs, some with severe and 
multi-impaired.  The age range of children are from 3-19 years old.  It is a Welsh school and one 
which concentrates upon developing the ‘communication’ skills of its pupils.  It is a bilingual school 
naturally. 
 
School Hours 
Doors Open  8:45 
Morning Register 9:00 - 9:10 
Morning Session 9:00 – 12:10 
 
Afternoon Session  13:10 - 15:00 Foundation Phase 
Afternoon Session  13:10 - 15:15 KS2 – KS5 
 
CONTENTS 
 

 Admission to School 

● Visiting arrangements for the School 

● School Ethos 

● School Curriculum 

● School Objectives 

 Health & Sex Education 

 Work Experience 

 Religious Education and Worship 

 Games/Outdoor Activities 

 Term Dates (2017-18) 

 Safety 

● Home/School Agreement 

● Use of Welsh Language 

● Performance/Assessments 2016-17 

● Absences 

● Attendance 

● Complaints Procedure 
 
 
 
 
 
 



ADMISSION TO SCHOOL 
Children are admitted to the school through the referral system and assess the LEA guidelines 
Education Act 1981.  Individual Development Plans or Statement of Special Educational Needs are 
prepared by The Education Authority containing information of educational, psychological and 
health as well as comments from parents and any other agencies that deal with the pupil. 
 
The Headteacher will be involved with this procedure by inviting the named officer of the Schools 
Service.  The officer will arrange all provision until the child is admitted to school. 
 
Before accepting the child, the parents will be invited to visit the school and to discuss any relevant 
issues.  Upon admission of the child to the school, the parents are asked to complete an information 
sheet and consent form to sign, authorising their child to participate in school activities, whether 
on-site or offsite. 
 
Parents are welcome to make their own arrangements to visit the school when their child is 
considered a suitable location.  But in the end, parents must follow the statutory procedure by 
relevant officers of the County. 
 
VISITING ARRANGEMENTS FOR THE SCHOOL 
A good relationship between parents and school is essential for the success of the work and 
interests of the children.  You will be formally invitated to come to the school to look at your child's 
work once a term to discuss their work programs and targets with your child’s teacher for the year.  
You are also welcome to come to school at any other time to discuss anything relating to the 
children, but you are asked to arrange the time beforehand. 
 

SCHOOL ETHOS 
The aim is to create an environment that reflects the attempt to reach high standards in terms of 
values, attitudes and educational experiences.  The aim is to offer a broad and balanced education 
which is also challenging in its nature.  The ambition is to create the best situation where the 
individual can develop their potential in all aspects so they can feel that they have just as much to 
contribute in their society as others do. 
 
To achieve the above, the aim is to create an intimate atmosphere where the individual can feel 
safe and postivie within the school’s society and know the boundaries in which they can work.  
When receiving praise for succeeding at something, the pupils learned how to show respect and 
self-confidence towards others as well as for themselves.  Every success, however small, receives 
praise and is given recognition, which through the imagination and curiosity of the individual, in 
turn leads to more success. 
 
The school aims to offer educational experiences that are relevant to the needs and maturity of the 
individual.  The experiences and interests of staff are utilised as well as outside experiences to 
ensure a broad and balanced curriculum, which also creates appropriate challenges to the pupil.  
 
SCHOOL CURRICULUM 
Objectives 
A full list of objectives can be seen in the document "School Curriculum Policy", but these are the 
main features: 

 To enable the individual to develop their full potential by offering a curriculum which is 
characterized by its breadth, balance, relevance, differentiation, continuity and 
progression. This will enable the development of knowledge, skills, attitudes and 
concepts. 



 To allow opportunities for all pupils to follow a course of education including the 
National Curriculum Framework, the Literacy and Numeracy Framework, the Digital 
Competency Framework, ASDAN and AQA offering a variety of experiences and learning 
areas. 

 To ensure equal opportunities for access to all aspects of the curriculum, regardless of 
the nature and extent of disability, gender, race, culture or individual needs. 

 
THE CURRICULUM 
Broad educational experiences are offered by combining Developmental Curriculum (applicable to 
the individual in terms of their personal, social and self-sufficient skills) and educational areas within 
the National Curriculum or the Foundation Phase. This is presented primarily through a thematic 
approach circulating over three years.  There is a Weekly Timetable that reflects regular time for 
core subjects and specific and relevant tasks to the individual.  Some experiences are offered in a 
modular form, a period of time that lasts for a fixed period, such as half a term.  
 

Other curricular and managerial issues 

 Pupils with profound and multiple learning needs following educational programs based on 
Routemap (ACCAC). 

 Pupils follow the Literacy and Numeracy Framework and the Digital Framework to develop basic 
skills across the curriculum. 

 Pupils in the Foundation Phase classes following programs ABA (Applied Behavior Analysis) to 
ensure the development of basic skills early in their educational development.  The school has a 
full-time ABA Behavoiur Therapist to ensure consistency and development. 

 All pupils develop literacy and numeracy skills by following Daily Targets which ensures an 
increase of the targets in their Individual Education Plan. 

 Pupils develop life skills and independence through ‘Active Support' and developments in these 
skills are shown clearly through a system of logging data and graphs. 

 Older pupils follow ASDAN career framework using the framework of the program ‘Personal 
Progress' and 'Transition Challenge’. 

 The school has been awarded the quality mark by Careers Wales for the work which is carried 
out with pupils aged 16+, who are able to attend weekly work experiences and collaborate with 
Careers Wales, Anturwaunfawr, Menter Fachwen and the Arfon Community Scheme.  
Entrepreneurial skills are also developed through a variety of projects within the classes. 

 Pupils follow reading programs - Headsprout and TRUGs to further develop their skills. 

 The school has been awarded the Quality Mark (3 times) by the Basic Skills Agency and is 
registered by the Accreditation Network Development Plan ASDAN and AQA. 

 Each class’ curriculum includes work on developing self-care skills, communication, gross motor 
skills and physiotherapy, arts and crafts, sensory development, computer skills, and visual and 
auditory skills. 

 Development of pupil’s skills and personality is strongly encouraged to ensure they develop as 
much as they can within their capability, pupils have the opportunity to use a range of resources 
and gain experiences within the school and the wider community. 

 Full use is made of the school's hydrotherapy pool.  The changing rooms nearby also includes 
changing bed special that fluctuate as needed and there is also a Dipper hoist poolside. 

 The school also has Sensory Rooms where we offer a variety of experiences that broaden and 
stimulate visual skills and other senses, as well as communication skills.  There is a Light Room 
and a Dark Room, there is a Soft Play and we are in the process of developing an 
Emotional/Mindful Room. 

 Each child's has an individual program of work that has been specially designed for them.  
Outside agencies such as Music and Language Therapists also visit the school to see individuals 
and to provide input into individual programs. 



 Our aim is to develop the individual as best they can and try to give a wide range of educational 
and social experiences inside and outside school. 

 The primary classes receive riding lessons through RDA Treborth.  Each class receives a six week 
period in order to develop large motor skills and help develop communication. 

 The school has minibuses, which allows the school to take pupils out into the community on 
work-related educational trips of the term.  Every week classes will have the opportunity to visit 
their local community in order to promote confidence and personal skills. 

 The educational visits are vital to ensure the full development of our pupils where they learn 
skills such as awareness of different places in the environment, road safety, shopping, café 
skills. 

 The opportunity for pupils to join the Urdd yearly will give them the chance to compete in the 
Arts and Crafts comp or with a Musical Band. 

 There’s the opportunity for children to participate in Competitive Sports outside school eg 
"Splash and Swim"; Football, Climbing; Swimming, Urdd activities and ‘Welsh Games’ 

 Our goal is to nurture and give confidence to our pupils and make them inquisitive learners. 

 Person Centered Reviews are held to review their placements and support annually.  The pupil 
has a personal profile which they will take with them to the review. 

 The school has gained an award by 'Clywed’ which shows the school has the ability to 'Hear' and 
listen to the voice of our young people. 

 

SCHOOL AIMS 
The "School Aims" set the basis and guidelines for work, image and development of the school.  
These are the main objectives - 
 
1.  Teach all children to reach their full potential in all aspects of their individual development, 
which is educational, intellectual, physical, emotional, cultural and social. 
2.  Encourage and teach pupils how to enjoy a meaningful contribution to life within society. 
3.  To assist the transition from childhood to adulthood and school life to adult life within the 
community, relevant to the individual in terms of personal and social maturity. 
 
MEANS OF ACHIEVING THE OBJECTIVES 
1.  To design a curriculum that offers a broad and balanced range of experiences and one which is 
relevant to the specific needs of the individual. 
2.  To ensure a safe and happy environment that encourages and supports the needs of the 
individual. 
3.  To promote, coordinate and develop in cooperation with external agencies with expertise the 
development of the child. 
4.  To encourage the parents to be actively involved in all of this. 
5.  By developing a good relationship between the school and the local community and to create a 
functional relationship on various levels with mainstream schools in the area. 
6.  To Monitor and Assess continually with the aid of the online assessment resource BSquared and 
other assessment tools. 
 
HEALTH AND SEX EDUCATION 
It is believed that sex education should, within a moral framework, be taught as an integral part of 
the curriculum of the individual and the presentation of what is considered the importance of family 
life. 
 
The Education Act 1988 requires that the curriculum promotes the spiritual, moral, cultural, mental 
and physical development of children in school and in society, and prepare pupils for the 
opportunities, responsibilities and experiences in life as adults. 



The Education Act 1993 states that sex education must be included for secondary age pupils and 
available through choice for primary age.  That choice is up to the school's governors, but parents 
may choose to withdraw their children from sex education that is not incuded within the National 
Curriculum. 
 

WORK EXPERIENCE 
16 year olds have access to work experience and need parental consent to do so.  Pupils will choose 
a work experience placement following visits to different places.  There is an opportunity to have 
various experiences during their time before they leave school. 
Pupils will attend a day of work experience week.  Usually pupils attend the same experience 
working for at least a term, if they enjoy the experience and would like to continue then they can do 
so for a second term.  By the third term, the pupil will be offered a different place and somewhere 
new will be suggested.  This method ensures that by the time they finish school at the age of 19, the 
pupil will have received at least 4 or more different experiences, and can then decide where is the 
best placement after school. 
 
Examples of experiences available to pupils: 
Antur Waunfawr: 
Cafe, Shop, Warehouse (recycled furniture), Caergylchu Recycling, Gardening, Office Work and 
multi-group requirements. 
 
Enterprise Fachwen: 
Cibyn café, Carpentry Workshop, Polytunnel, EB's cafe, Life Skills in the Cottage, Llanberis Shop 
(working in the store and photography) and the site in Fachwen. 
In the Community: 
Some individuals have been working out in the community such as Tesco, local Primary Schools, the 
Leisure Centre and Nurseries. 
A close association with Careers Wales, placements and the cooperation and understanding of 
parents is crucial in this process of finding the correct place. 
 

RELIGIOUS ED & COLLECTIVE WORSHIP 
The school does not have direct formal links with any religious denomination.  However, ministers 
from all denominations are invited to talk to the pupils and conduct services. 
 
This is the usual weekly routine: - 
 

Monday  Primary Service in the hall. 
Tuesday  Secondary Service 
Friday   Service Awards: Service to celebrate individuals’ successes during 

the week with 'Gair o Ganmol' or 'Gold Star of the Week'. 
 

In Pendalar the morning assemblies are a way to promote social and communication development 
of a person.  We seek to create a close, "family" atmosphere so that pupils feel happy and free, 
which is so important for the development of their self-esteem. 
 
Arrangements can be made for those pupils whose parents do not wish them to attend a religious 
service. 
 

 
 
 



SPORTS/OUTDOOR ACTIVITIES 
The pupil’s weekly timetable is extremely busy, with opportunities to attend such lessons as PE; 
swimming; experiences in the local community to shop, go to the cafe, library etc; and outdoor 
centres to receive activities as canoeing, climbing, abseiling, orienteering, etc. 
 
These activities will be an integral part of the school curriculum and have been designed specifically 
for the individual.  The County’s visits policy is implemented and adhered to with all educational 
visits (use of the program EVOLVE) 
 

TERM DATES 
 
2017-2018 
TERM: 
 
October 2017   1st September, 2017 – 22nd December, 2017 
Spring 2018   8th January, 2018 – 23rd March, 2018 
Summer 2018   9th April, 2018 – 20th July, 2018 
 
Students will return to school on Monday, September 4, 2017. 
 
HOLIDAYS: 
October 30 - November 3, 2017 (Half-Term) 
December 25, 2017 - January 5, 2018 (Christmas Holidays) 
12 - February 16, 2018 (Half-Term) 
March 26 - April 6, 2018 (Easter holidays) 
May 7, 2018 (May Day) 
May 28 - June 1, 2018 (Half-Term) 
23 July - 31 August 2018 (Summer Holidays) 
The school will reopen on Monday, September 3, 2018 for teachers, 
and Tuesday, September 4 pupils (to be confirmed). 
 
Number of days in each month, schools will be open: 
21 SEPTEMBER 2017 
20 OCTOBER 2017 
NOVEMBER 2017 19 
DECEMBER 2017 16 
JANUARY 2018 18 
FEBRUARY 2018 15 
MARCH 2018 17 
APRIL 2018 16 
18 MAY 2018 
JUNE 2018 20 
15 JULY 2018 
---- 
195 
---- 
September 1, 2017 – School Day Management 
4 Days Training 
 
 
 



Going on holiday during school term 
Taking children on holiday during term time can lead to a variety of problems such as: 

 your child's education suffers 

 missed classes and extra-curricular activities 

 loss of continuity of work 
 

SAFETY 

Any accident that occurs on the school grounds or during a school trip and any treatment given, will 
be recorded with the school’s incident form.  A copy is then given to the Head. Serious incidents are 
recorded on the County’s incident form (HS11).  This also applies to accidents with staff. 

Parents are informed of incidents/accidents relating to their child (unless they are minor incidents).  
If a pupil has hit his head the school will notify the parent immediately.  This does not mean that the 
parent must come to school but they can do if they so wish. 

All staff have received a day’s First Aid Course. 

The safety and welfare of our pupils is very important.  All staff therefore have a duty to assess risks 
before any activity starts.  For example, assessing the safety of PE equipment, cooking activities, 
outdoor activities etc. 

Any defect or damage will be reported to the senior management team and to the caretaker in 
writing with the date and name of the member of staff. 

Risk Assessments are carried out on the County Database System.  For a full list of the School Risk 
Assessments, see the Risk Assessments file in the Head’s Office. 

 

Morning parking arrangement - the taxis have priority to enter the school grounds 8: 40am.  Access 
to the disabled parking bay can be used by taxi and parent vehicles that carry wheelchairs.  
Everyone else to use the school’s one way system, and to drop the pupils at the main entrance. 

Afternoon order - parents have priority over the taxis and access the school grounds at 14:55pm 
and to pass queueing taxis on the roadside.  Taxi to access school grounds 15:00pm.  Parents who 
arrive after 15:00pm to join the taxis in the queue. 

 

HOME/SCHOOL AGREEMENT 

The school is in the process of updating the agreement with the parents. 

 
USE OF WELSH LANGUAGE 
Welsh is the main language of the school although the priority over which language is given to 
parents. 
Welsh is the main language of the Foundation Phase with the same arrangement for pupils who 
face communication difficulties. 
Welsh is the main language of communication in the school.  The aim of the Schools' Welsh 
Language Charter is for every child to speak Welsh on the corridors and out on the yard. 
In accordance with the Gwynedd Language Policy all children are taught through the medium of 
Welsh.  English will be presented informally at the end of the Foundation Phase and formally from 
Year 3 onwards.  Our aim is for every child to be fluently bilingual leaving school where this is 
practically possible. 
 
 
 
 
 



2016-2017 PERFORMANCE/ASSESSMENT 
Whole School 

SUBJECT Above Expected Below 

LANGUAGE 2016-17 2016-17 2016-17 

Reading 18% 66% 16% 

Writing 23% 60% 16% 

Language 17% 67% 16% 

Listening 18% 67% 15% 

MATHS    

Numeracy 13% 69% 18% 

Using and Applying 16% 75% 9% 

Shape, Measure and Space 17% 69% 14% 

Data 24% 63% 14% 

SCIENCE    

Scientific Enquiry 19% 61% 20% 

Life Processes 23% 61% 16% 

Materials & their Properties 17% 61% 22% 

Physical Processes 23% 61% 16% 

PHSE    

Citizenship 32% 58% 10% 

PHSE 31% 51% 18% 

ICT    

Computer Skills 27% 62% 11% 

 
Foundation Phase 

SUBJECT    

LANGUAGE 2016-17 2016-17 2016-17 

Reading 10% 60% 30% 

Writing 10% 30% 60% 

Language 11% 44% 44% 

Listening 20% 50% 30% 

MATHS    

Numeracy 20% 30% 50% 

Using and Applying 11% 67% 22% 

Shape, Measure and Space 10% 30% 60% 

Data --% --% --% 

SCIENCE    

Scientific Enquiry --% 45% 55% 

Life Processes --% 45% 55% 

Materials & their Properties --% 45% 55% 

Physical Processes --% 45% 55% 

PHSE    

Citizenship 33% 22% 44% 

PHSE 20% 50% 30% 

ICT    

Computer Skills 10% 60% 30% 

 
 
 
 



KS2 

SUBJECT    

LANGUAGE 2016-17 2016-17 2016-17 

Reading 20% 52% 28% 

Writing 28% 52% 20% 

Language 16% 64% 20% 

Listening 16% 64% 20% 

MATHS    

Numeracy 4% 60% 36% 

Using and Applying 9% 65% 26% 

Shape, Measure and Space 13% 58% 29% 

Data 25% 63% 13% 

SCIENCE    

Scientific Enquiry 16% 44% 40% 

Life Processes 16% 60% 24% 

Materials & their Properties 12% 64% 24% 

Physical Processes 16% 60% 24% 

PHSE    

Citizenship 29% 46% 25% 

PHSE 28% 48% 24% 

ICT    

Computer Skills 12% 80% 8% 

 
KS3 

SUBJECT    

LANGUAGE 2016-17 2016-17 2016-17 

Reading 30% 55% 15% 

Writing 34% 50% 16% 

Language 24% 64% 12% 

Listening 23% 65% 13% 

MATHS    

Numeracy 17% 77% 7% 

Using and Applying 23% 77% 0% 

Shape, Measure and Space 21% 79% 0% 

Data 36% 50% 14% 

SCIENCE    

Scientific Enquiry 27% 70% 3% 

Life Processes 36% 57% 7% 

Materials & their Properties 27% 61% 12% 

Physical Processes 35% 55% 10% 

PHSE    

Citizenship 26% 74% 0% 

PHSE 27% 53% 20% 

ICT    

Computer Skills 38% 50% 13% 

 
 
 
 
 



KS4 

SUBJECT    

LANGUAGE 2016-17 2016-17 2016-17 

Reading 10% 85% 5% 

Writing 15% 85% 0% 

Language 14% 71% 14% 

Listening 15% 70% 15% 

MATHS    

Numeracy 15% 80% 5% 

Using and Applying 16% 84% 0% 

Shape, Measure and Space 21% 79% 0% 

Data 14% 64% 21% 

SCIENCE    

Scientific Enquiry 14% 71% 14% 

Life Processes 24% 71% 5% 

Materials & their Properties 11% 53% 37% 

Physical Processes 19% 76% 5% 

PHSE    

Citizenship 20% 80% 0% 

PHSE 21% 68% 11% 

ICT    

Computer Skills 25% 65% 10% 

 
KS5 

SUBJECT    

LANGUAGE 2016-17 2016-17 2016-17 

Reading 0% 100% 0% 

Writing 9% 91% 0% 

Language 9% 91% 0% 

Listening 9% 91% 0% 

MATHS    

Numeracy 10% 90% 0% 

Using and Applying 18% 82% 0% 

Shape, Measure and Space 18% 82% 0% 

Data 0% 100% 0% 

SCIENCE    

Scientific Enquiry 27% 73% 0% 

Life Processes 27% 73% 0% 

Materials & their Properties 27% 73% 0% 

Physical Processes 36% 64% 0% 

PHSE    

Citizenship 73% 27% 0% 

PHSE 80% 20% 0% 

ICT    

Computer Skills 50% 50% 0% 

 
 
 
 
 



2016-17 Results: 

 pupils work on their daily targets and this has led to almost every pupil making the expected 
progress. 

 When looking at CASPA data, it is seen that an individual increase above the expected 
increase has reduced over a 3 year roll, but the number that makes progress within what is 
expected has increased.  This shows that our latest data is more accurate and follows the 
correct percentage. 

 2016-17 data conveys that over 85% of pupils make linguistic progress but the data is not 
specific to one language. 

 reading and writing results show that 84% of pupils have made good or better progress, 
84% have made good or better progress with oracy, and 85% have made an improvement in 
their listening skills.  The boys need to be targeted in the language because they do not 
achieve as well as the girls. 

 In Mathematics, the data suggests a strength in use and application with 91% of pupils 
succeeding in or above the expectated range that again suggests the effectiveness of 
working on daily targets with pupils. 

 the rest of the Mathematics data is also above 86% apart from the Numeracy element 
which is 82% this year. 

 In Science, many pupils succeed with physical processes and life processes.  There is a need 
to track pupils' progress in this area for another year, the results of pupils are better than 
2016 (have risen by 10% more) but there is room for improvement again. 

 data from PHSE conveys that 90% of pupils succeed in citizenship while the majority also 
succeed with PSE. 

 the data shows that almost all the ICT skills of ICT are good, with nearly 90% achieving. 
 
 
Key Stage progress data 

 Data in the Foundation Phase suggests that only a few pupils make progress with many 
performing under the expected threshold.  The greatest challenge is seen in Language, 
where about half the pupils are within the threshold but the majority below.  The results 
have improved since 2015-16 but still need attention. 

 In the Foundation Phase there are obvious strengths to be seen in aspects of Mathematics, 
Science, PSE and Computer Skills, but only a few of the pupils succeed.  The majority 
succeed in Using and Applying Mathematics. 

 by the end of KS2 the data suggests a significant increase in performance with just a few 
pupils performing below the threshold.  Scientific Enquiry appears to be an exception to 
this, with only 60% successful in this area. 

 
SECONDARY AGE PUPILS 

 pupils at the end of KS3 highlight the same increase as between the Foundation Phase and 
KS2 with many of them performing within the threshold, with only a few exceptions. 

 by the end of KS4, most pupils succeed in Language and the data is very contrasting to what 
is seen in the Foundation Phase and is a very positive evidence of progress throughout the 
school.  By this KS, almost every pupil succeeds, except in the area of Data where around 
80% have made progress, also in Materials and their Properties where nearly 60% have just 
achieved here. 

 Currently, it is not possible to report accurately the progress of KS5 pupils, because they 
follow a different curriculum, and use BSquared to assess 'Adult Steps' and CASPA does not 
at present recognise this assessment due to the small amount of schools that have started 
using this new program. 

 



Recognized qualifications 

 an ASDAN scheme is used with post 16 pupils. 

 100% of Pendalar pupils leave with qualifications. 

 ASDAN 2016/17 pupils: 

 'Transition Challenge' - 10 pupils achieved 

 AQA 2016/17 - 35 pupils gaining a qualification following completion of 10 units of work. 

 All school leavers move on to further education or work. 
 
ABSENCES 
 

 All absences must be explained, either with a note in the diary or by telephone from parents 
to the school secretary or by email.  Verbal messages should not be sent through the 
transport services (taxi escort). 

 Parents who intend to go on a family holiday during term must apply in writing to the 
Headteacher. 

 Appointments for the hospital, clinic or dentist should be made outside of school hours, if 
possible.  When this is not possible, please let the school know in advance in the usual 
manner. 

 
ATTENDANCE 

 Attendance in School from September 2016 – 2017 was 92.5%  

 School’s Target 95% 
 
 
COMPLAINTS PROCEDURE 
The Local Education Authority, in accordance with the requirements of the Secretary of State, under 
Section 23 of the Education Reform Act 1980, has established a procedure to consider complaints 
concerning the way schools' Governing Bodies and the Education Authorities act in relation to the 
school curriculum and other related matters.  This procedure is outlined in a document in both 
Welsh and English and is available at the school and on the school’s website (ysgolpendalar.org). 
 
Any parent who wishes to make a complaint under these arrangements in a language other than 
English and Welsh the Authority can provide a copy if necessary.  Complaints can be dealt with 
quickly and effectively by contacting the school and speaking with the Headteacher.  This is the first 
logical step, and the Governing Body would expect that this step has been completed before 
presenting the complaint formally in exceptional cases. 


