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Polisi a Gweithdrefnau Cwyno

1. Cyflwyniad

1.1 Mae Ffederasiwn Cwrt Henri, Ffairfach a Talyllychau wedi ymrwymo i ymdrin & chwynion yn effeithiol.
Rydym yn anelu at egluro unrhyw faterion nad ydych yn si"wr yn eu cylch. Os oes modd, byddwn yn
cywiro unrhyw gamgymeriadau yr ydym wedi’u gwneud a byddwn yn ymddiheuro. Rydym yn anelu at
ddysgu oddi wrth gamgymeriadau a defnyddio’r profiad hwnnw i wella’r hyn a wnawn.

1.2 Ein diffiniad o gWwyn yw ‘mynegiant o anfodlonrwydd mewn perthynas a’r ysgol neu aelod 0’1 staff sy’n
gofyn am ymateb gan yr ysgol’.

1.3 Mae’r weithdrefn gwyno hon yn ategu’n hymrwymiad ac mae’n ffordd o sicrhau bod unrhyw un sydd a

buddiant yn yr ysgol yn gallu mynegi pryder a bod yn hyderus y bydd yn cael ei ystyried yn llawn ac, os
credir bod sail 1’ch pryderon, y bydd y mater yn cael ei drin yn briodol ac yn ddi-oed.

2. Prvd i Ddefnyddio’r Weithdrefn Hon

2.1 Pan fydd gennych unrhyw bryderon neu pan fyddwch yn gwneud cwyn, byddwn yn ymateb fel arfer yn 'y
ffordd a esbonnir isod. Weithiau, mae’n bosibl y bydd gennych bryderon am faterion nad ydynt yn cael
eu penderfynu gan yr ysgol, ac mewn achosion o’r fath byddwn yn dweud wrthych i bwy y dylech
gyflwyno cwyn. Ar adegau eraill, mae’n bosibl y bydd gennych bryderon am faterion yr ymdrinnir & nhw
dan weithdrefnau eraill, ac mewn achosion o’r fath, byddwn yn esbonio sut yr eir ati 1 ymdrin &’ch
pryderon.

2.2 Os yw’r mater sy’n destun pryder i chi neu’r gWwyn yn ymwneud a chorff arall yn ogystal a’r ysgol (er

enghraifft, yr Awdurdod Lleol), byddwn yn cydweithio ag ef i benderfynu sut i ymdrin 4’r mater sy’ n
achosi pryder i chi.

3. Ydych Chi Wedi Gofyn i Ni Eto?

3.1 Os ydych yn dod atom am y tro cyntaf, dylech roi cyfle i ni ymateb. Os nad ydych yn hapus a’r ymateb
hwnnw, yna gallwch wneud eich cwyn gan ddefnyddio’r weithdrefn yr ydym yn ei disgrifio isod. Mae
modd setlo’r rhan fwyaf o faterion sy’n destun pryder yn gyflym, drwy siarad a’r unigolyn perthnasol yn
yr ysgol, heb fod angen defnyddio gweithdrefn ffurfiol.

4. Yr Hyn yr Ydym yn ei Ddisgwyl Oddi Wrthoch Chi

4.1 Rydym yn credu bod gan bob achwynydd yr hawl i gael gwrandawiad, i gael ei ddeall a’i barchu. Ond
mae gan staff a llywodraethwyr ysgolion yr un hawl. Rydym yn disgwyl 1 chi fod yn foesgar ac yn
gwrtais. Ni fyddwn yn goddef ymddygiad ymosodol, sarhaus neu afresymol. Ni fyddwn ychwaith yn
goddef galwadau afresymol nac achosion lle mae mater yn cael ei wthio mewn modd afresymol, na
chwynion blinderus. Mae’n bosibl y bydd yn briodol i’r ysgol ddatblygu polisi ar ‘weithredu mewn modd
annerbyniol’; mae enghraifft ar gael oddi wrth Ombwdsmon Gwasanaethau Cyhoeddus Cymru. Mewn



achos o’r fath, ychwanegwch ‘Mae gennym bolisi ar wahan er mwyn rheoli sefyllfaoedd lle mae rhywun
yn ‘gweithredu mewn modd annerbyniol’.

5. Sut vy Byddwn yn Mvynd Ati i Ateb v Mater sy’n Destun Pryder i Chi neu’ch Cwyn

5.1 Byddwn yn ystyried eich holl bryderon a chwynion mewn ffordd agored a theg.

5.2 Bydd yr ysgol yn parchu hawliau a theimladau pobl bob amser ac yn gwneud pob ymdrech i ddiogelu
gwybodaeth gyfrinachol.

5.3 Efallai y bydd angen ymestyn amserlenni ar gyfer delio a’ch pryderon neu gwynion ar 6l siarad a chi.

5.4 Efallai y byddwn yn gofyn am gyngor gan yr Awdurdod Lleol neu’r Awdurdod Esgobaethol lle bo
hynny’n briodol.

5.5 Gall rhai mathau o bryderon neu gwynion godi materion y mae angen iddynt gael eu trin mewn ffordd
arall (heblaw am y Polisi Cwyno hwn); mewn achosion o’r fath, byddwn yn esbonio pam ac yn nodi pa
gamau y byddwn yn eu cymryd.

5.6 Bydd y Corff Llywodraethu’n cadw cofnod o’r dogfennau a ddefnyddir i ymchwilio 1’r mater sy’n destun
pryder i chi neu i’ch cwyn am saith mlynedd ar 61 ymdrin a’r mater. Bydd cofnodion yn cael eu cadw yn
yr Ysgol a’u hadolygu gan y Corff Llywodraethu ar 6l saith mlynedd i1 benderfynu a oes angen eu cadw
am gyfnod hirach.

5.7 Caiff cwynion dienw eu cofnodi ond mater i’r ysgol benderfynu arno yn 6l ei disgresiwn fydd penderfynu
a ddylid ymchwilio i’r gwyn ai peidio, gan ddibynnu ar natur y gwyn.

5.8 Os ystyrir mai’r unig reswm dros wneud cwynion yw er mwyn achosi niwed neu dramgwydd 1 unigolion

neu 1’r Ysgol, bydd y Corff Llywodraethu’n sicrhau bod cofnodion yn cael eu cadw o’r ymchwiliadau a’r
camau a gymerir, gan gynnwys y rthesymau dros ‘beidio a gweithredu’.

6. Ateb i’r Mater sy’n Destun Pryvder i Chi neu i’ch Cwyn

6.1 Mae’r siart yn Ychwanegiad A yn dangos beth all ddigwydd pan fyddwch chi’n gwneud cwyn neu’n
mynegi pryder. Mae hyd at dri cham, sef Camau A, B ac C. Mae modd datrys y rhan fwyaf o gwynion yn
ystod Camau A neu B. Gallwch ddod a pherthynas neu rywun yn gwmni 1’ch cefnogi ar unrhyw adeg yn
ystod y broses ond bydd disgwyl i chi siarad drosoch eich hun. Fodd bynnag, os yw’r achwynydd yn
ddisgybl, rydym yn cydnabod ei bod yn rhesymol i’r sawl sy’n dod yn gwmni iddo/iddi siarad ar ei ran
a/neu roi cyngor iddo/iddi.

6.2 I'r graddau sy’n bosibl, bydd y mater sy’n destun pryder i chi neu’ch cwyn yn cael ei thrin yn
gyfrinachol. Fodd bynnag, ar adegau, efallai y bydd angen 1’r unigolyn sy’n delio &’r mater sy’n destun
pryder i chi neu a’ch cwyn ystyried a oes angen i unrthyw un arall yn yr ysgol gael gwybod am y mater
neu’r gwyn er mwyn ymdrin a hi’n briodol.

6.3 Os ydych chi’n ddisgybl o dan 16 oed a’ch bod am fynegi pryder neu wneud cwyn, byddwn yn gofyn
eich caniatadd cyn cysylltu a’ch rhiant/rhieni neu’ch gofalwr/gofalwyr. Os ydych chi’n ddisgybl o dan 16
oed a’ch bod yn rhan o gwyn mewn unrhyw ffordd arall, efallai y byddwn yn gofyn i’ch rhiant/rhieni
neu’ch gofalwr/gofalwyr fod yn bresennol mewn unrhyw sgwrs neu gyfweliad gyda chi.



Cam A

6.4 Os oes mater yn achosi pryder i chi, yn aml gallwch ei ddatrys yn gyflym trwy siarad ag athro neu [enw
unigolyn dynodedig yr ysgol]. Dylech fynegi’ch pryder cyn gynted a phosibl; fel arfer, byddem yn
disgwyl i chi fynegi’ch pryder o fewn 10 diwrnod ysgol i unrhyw ddigwyddiad. Po fwyaf y byddwch yn
oedi, y mwyaf anodd y bydd hi i’r rheini sy’n delio a’r mater ymdrin ag ef yn effeithiol.

6.5 Os ydych chi’n ddisgybl, gallwch fynegi’ch pryderon i’ch cynrychiolydd ar Gyngor yr Ysgol, eich tiwtor
dosbarth neu athro/athrawes a ddewiswyd i1 ddelio a phryderon disgyblion (fel sy’n briodol i’r ysgol). Ni
fydd hyn yn eich atal rhag cyflwyno cwyn yn ddiweddarach os byddwch chi’n teimlo nad yw’r mater(ion)
a godwyd gennych wedi’u trin yn briodol.

6.6 Fel arfer, byddwn yn ceisio rhoi gwybod i chi beth rydym wedi’i wneud neu’n bwriadu ei wneud am y
mater sy’n achosi pryder i chi o fewn 10 diwrnod ysgol, ond os na fydd hyn yn bosibl, byddwn yn siarad
a chi a chytuno ar amserlen ddiwygiedig gyda chi.

6.7 Bydd yr unigolyn sy’n gyfrifol am gadw golwg ar y modd yr eir ati i ymdrin a’r mater sydd wedi achosi
pryder i chi neu a’ch cwyn yn rhoi’r wybodaeth ddiweddaraf i chi am y cynnydd sy’n cael ei wneud.
Bydd yr unigolyn hefyd yn cadw cofnod o’r mater sy’n destun pryder i chi fel y bo modd cyfeirio at y
cofnod hwnnw yn y dyfodol.

Cam B

6.8 Gan amlaf, byddem yn disgwyl i’r mater sy’n destun pryder i chi gael ei ddatrys yn anffurfiol. Os
byddwch yn teimlo nad yw’r mater cychwynnol a achosodd pryder i chi wedi’i drin yn briodol, dylech
gyflwyno’ch cwyn yn ysgrifenedig 1’r Pennaeth.

6.9 Byddem yn disgwyl i chi anelu at wneud hyn o fewn cyfnod o bum diwrnod ysgol i’r dyddiad y
byddwch yn cael ymateb i’r mater sydd wedi achosi pryder i chi, a hynny am ei bod o fudd i bawb
bod cwyn yn cael ei datrys cyn gynted ag y bo modd. Amgaeir ffurflen hefyd (Ychwanegiad B) a allai
fod yn ddefnyddiol 1 chi. Os ydych yn ddisgybl, byddwn yn esbonio’r ffurflen i chi, yn eich helpu i’'w
llenwi ac yn rhoi copi i chi.

6.10 Os yw’ch cwyn yn ymwneud a’r Pennaeth, dylech gyflwyno’ch cwyn yn ysgrifenedig i Gadeirydd y
Llywodraethwyr, gan ei hanfon 1 gyfeiriad yr Ysgol, yn gofyn iddo/iddi ymchwilio 1’ch cwyn.

6.11 Ym mhob achos, gall [enw unigolyn dynodedig yr ysgol] eich helpu 1 roi’ch cwyn ar bapur os bydd
angen.

6.12 Os ydych chi’n rhan o gwyn mewn unrhyw ffordd, bydd [enw unigolyn dynodedig yr ysgol] yn esbonio
beth fydd yn digwydd a’r math o gymorth sydd ar gael 1 chi.

6.13 Bydd [enw unigolyn dynodedig yr ysgol] yn eich gwahodd i1 drafod eich cwyn mewn cyfarfod. Cytunir
ar amserlenni ar gyfer delio a’ch cwyn gyda chi. Byddwn yn ceisio cyfarfod gyda chi ac esbonio beth
fydd yn digwydd, fel arfer o fewn 10 diwrnod ysgol 1’r dyddiad y daeth eich llythyr 1 law. Bydd
unigolyn dynodedig yr Ysgol yn cwblhau’r ymchwiliad ac yn eich hysbysu’n ysgrifenedig am y
canlyniad.

Cam C



6.14 Yn anaml y bydd cwyn yn mynd ymbhellach. Fodd bynnag, os byddwch yn dal i deimlo nad yw’ch cwyn
wedi’1 thrin yn deg, dylech ysgrifennu, drwy gyfeiriad yr ysgol, at Gadeirydd y Llywodraethwyr yn
amlinellu’ch rhesymau dros ofyn i Bwyllgor Cwynion y Corff Llywodraethu ystyried eich cwyn. Nid
oes yn rhaid 1 chi ysgrifennu holl fanylion eich cwyn eto.

6.15 Os oes yn well gennych chi, yn lle anfon llythyr neu e-bost, gallwch siarad 4 Chadeirydd y
Llywodraethwyr neu [unigolyn dynodedig yr ysgol], a fydd yn nodi’r hyn a drafodir a’r hyn a fyddai’n
datrys y broblem yn eich barn chi. Fel arfer, byddem yn disgwyl i chi wneud hyn o fewn pum diwrnod
ysgol i’r dyddiad y byddwch yn cael ymateb yr ysgol. Gofynnir 1 chi ddarllen y nodiadau, neu wrando ar
y nodiadau’n cael eu darllen, a’u llofnodi fel cofnod dilys o’r hyn a ddywedwyd. Byddwn yn rhoi
gwybod 1 chi sut y byddwn yn ymdrin &’r gwyn ac yn anfon llythyr atoch i gadarnhau hyn. Bydd y
Pwyllgor Cwynion fel arfer yn cynnal cyfarfod gyda chi o fewn 15 diwrnod ysgol o dderbyn eich
llythyr.

6.16 Bydd y llythyr hefyd yn dweud wrthych erbyn pryd y dylai’r Pwyllgor Cwynion dderbyn yr holl
dystiolaecth a dogfennau i’w hystyried. Bydd pawb sy’n rhan o’r gWwyn yn gweld y dystiolaecth a’r
dogfennau cyn y cyfarfod, a byddwn yn sicrhau bod hawliau pobl o ran preifatrwydd gwybodaeth yn
cael eu diogelu. Bydd y llythyr hefyd yn cofnodi’r hyn yr ydym wedi’i gytuno gyda chi ynglyn a ble a
phryd y cynhelir y cyfarfod a beth fydd yn digwydd. Efallai y bydd angen newid yr amserlen er mwyn
sicthau bod pawb yn gallu bod yn bresennol yn y cyfarfod, er mwyn casglu gwybodaeth neu er mwyn
cael cyngor. Mewn achos o’r fath, bydd yr unigolyn sy’n ymdrin &’r gWyn yn cytuno ar ddyddiad
newydd ar gyfer y cyfarfod gyda chi.

6.17 Fel rheol, er mwyn delio a’r gwyn cyn gynted a phosibl, ni fydd y Pwyllgor Cwynion yn ad-drefnu’r
cyfarfod fwy nag unwaith. Os byddwch yn gofyn am ad-drefnu’r cyfarfod fwy nag unwaith, efallai y
bydd y Pwyllgor o’r farn y byddai’n rhesymol gwneud penderfyniad ar y gwyn yn eich absenoldeb i
osgoi oedi diangen.

6.18 Byddwn yn ysgrifennu atoch o fewn 10 diwrnod ysgol 1’r cyfarfod 1 esbonio canlyniad ystyriaethau
Pwyllgor Cwynion y Corff Llywodraethu.

6.19 Byddwn yn cadw cofnodion o bob sgwrs a thrafodaeth fel y bo modd cyfeirio atynt yn y dyfodol ac er
mwyn 1’r Corff Llywodraethu llawn fedru eu hadolygu. Cedwir y cofnodion hyn am o leiaf saith

mlynedd.

6.20 Pwyllgor Cwynion y Corff Llywodraethu fydd yn penderfynu’n derfynol ar gwynion.

7. Amgylchiadau Arbennig

7.1 Pan wneir cwyn am unrthyw un o’r bobl neu’r grwpiau/cyrff a ganlyn, bydd y Weithdrefn Gwyno yn cael
ei defnyddio mewn ffordd wahanol.

i. Llywodraethwr neu grwp o Lywodraethwyr Caiff y mater sy’n achosi pryder neu’r gwyn ei
chyfeirio at Gadeirydd y Llywodraethwyr a fydd yn cynnal yr ymchwiliad. Fel arall, gall y
Cadeirydd ddirprwyo’r mater i lywodraethwr arall a fydd yn cynnal yr ymchwiliad. Bydd Cam B a
chamau dilynol y Weithdrefn Gwyno yn cael eu defnyddio.

il. Cadeirydd y Llywodraethwyr neu’r Pennaeth a Chadeirydd y Llywodraethwyr Bydd Is-
Gdeirydd y Llywodraethwyr yn cael ei hysbysu a bydd yn ymchwilio i’r gwyn neu’n ei dirprwyo 1
lywodraethwr arall. Bydd Cam B a chamau dilynol y Weithdrefn Gwyno yn cael eu defnyddio.



iii. Cadeirydd y Llywodraethwyr ac Is-Gadeirydd y Llywodraethwyr Caiff y gwyn ei chyfeirio at
Glerc y Corff Llywodraethu a fydd yn hysbysu Cadeirydd y Pwyllgor Cwynion. Bydd Cam C o’r
Weithdrefn Gwyno yn cael ei ddefnyddio.

iv. Y Corff Llywodraethu Cyfan Caiff y gwyn ei chyfeirio at Glerc y Corff Llywodraethu a fydd yn
hysbysu’r Pennaeth, Cadeirydd y Llywodraethwyr, yr Awdurdod Lleol ac, os yn briodol, yr
Awdurdod eEgobaethol. Fel rheol, bydd yr awdurdodau yn cytuno ar drefniadau gyda’r Corff
Llywodraethu i gynnal ymchwiliad annibynnol i’r gWwyn.

v. Y Pennaeth Bydd y mater sy’n achosi pryder neu’r gwyn yn cael ei chyfeirio at Gadeirydd y
Llywodraethwyr a bydd et/hi yn cynnal yr ymchwiliad neu bydd, o bosibl, yn dirprwyo’r mater 1
lywodraethwr arall. Bydd Cam B a chamau dilynol y Weithdrefn Gwyno yn cael eu defnyddio.

7.2 Ym mhob achos, bydd yr Ysgol a’r Corff Llywodraethu’n sicrhau bod cwynion yn cael eu trin mewn
ffordd agored a theg, heb ragfarn.

8. Ein Hymrwymiad i Chi

8.1 Byddwn yn cymryd eich pryderon a’ch cwynion o ddifrif ac, os ydym wedi gwneud unrhyw
gamgymeriadau, byddwn yn ceisio dysgu oddi wrthynt.

8.2 Os bydd angen help arnoch 1i leisio’ch pryderon, byddwn yn ceisio’ch cynorthwyo. Os ydych yn berson
ifanc ac os oes angen cymorth ychwanegol arnoch, mae Llywodracth Cymru wedi sefydlu MEIC, sef
llinell gymorth genedlaethol sy’n cynnig gwasanaethau eirioli a chyngor i blant a phobl ifanc. Mae
cyngor a chymorth ar gael hefyd oddi wrth Gomisiynydd Plant Cymru.

8.3 Mae’r Corff Llywodraethu wedi ymgynghori & staff a disgyblion ar y Polisi hwn, a bydd yn ymgynghori
ymbhellach os bydd unrhyw newidiadau’n cael eu gwneud yn y dyfodol.

Gellir cysylltu & MEIC drwy radffon: 0808 8023456, neu destun: 84001. Mae’r gwasanaeth hwn ar gael 24
awr y dydd. Gellir cysylltu & Chomisiynydd Plant Cymru drwy radffon: 0808 801 1000 (Dydd Llun i Ddydd
Gwener 9.00 y.b. tan 5.00 y.p.), testun: 80 800 (rhowch COM ar ddechrau’ch neges) neu e-bost:
advice@childcomwales.org.uk
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Ychwanegiad A: Crynodeb o sut i ddelio 4 phryderon neu gwynion

Ychwanegiad A: Crynodeb o sut i ddelio a phryderon neu gwynion

Dilynir y weithdrefn hon os cyfhwynir pryder neu géyn am yr ysgol,

cyn belled nad yw'r pryder neu'r gwyn yn berthnasol | weithdrefnau statudol eraill.

Cam A: Mynegwch eich pryder wrth yr athro/athrawes neu'’r
unigolyn dynodedig o fewn 10 diwrned ysgol.

—— Mater wedi’i
ddatrys

g
Mater heb ei » Ysgrifennwch at y pennaeth (neu unigolyn dynodedig yr
ddatrys ysgol) o fewn pum diwrned ysgol.
| Cam B: Bydd y pennaeth* neu unigolyn arall a ddynodir gan
yr ysgol yn ymchwilio i‘ch cwyn ac yn cyfarfod & chi. Byddwch
yn cael llythyr yn nodi'r canlyniad o fewn 10 diwrnod ysgol i'r
B dyddiad y bydd eich llythyr wedi dod i law.
K~
Cwyn heb ei | Cam C: Ysgrifennwch at Gadeirydd y Llywodraethwyr*#*
datrys o fewn pum diwrnod ysgol.

» Cwyn wedi'i datrys

il

Bydd y gvyn yn cael ei chlywed gan bwyligor cwynion y corff
llywodraethu o fewn 15 diwrnod ysgol i'r dyddiad y bydd eich
llythyr wedi dod i law.

w
Cewch wybod y canlyniad o fewn 10 diwrnod ysgol.

= Oyt gden yn ymwnaeud &'t pennaeth, dylach ysgrifennu at gadeinydd v corff llywiodrasthu,

== O yw't gdyn yn yrmwneud 8 ©

Targedau yw'r holl amserdenni a ddangosir ac maent yn hyblyg, mae o fudd | bawb bod cwyn yn cael el datrys o gynted & phosibl. Bydd yr ysgol yn gweithio
gydachii sicrhau bod yw amser a neilltuir | ddelio &'r mater sy'n achasi pryder | chi new'ch cwyn yn rhesymal a' fod yn helpu i gael ateb ' broblem.

hadeainydd v Ivwodrasthwyr, dylach ysgrifennu at yr s-gadaingdd,

—— Cwyn wedi'i datrys




Ychwanegiad B: Ffurflen Gwyno

Fel arfer, yr unigolyn a gafodd y broblem ddylai lenwi’r ffurflen hon. Os ydych yn gwneud cwyn ar ran
thywun arall, llenwch Adran B hefyd. Dylech nodi, cyn i ni fynd ati i ymdrin a’r g"wyn, bod yn rhaid i ni ein
bodloni ein hunain bod gennych yr awdurdod i weithredu ar ran yr unigolyn dan sylw. Os ydych yn ddisgybl,
bydd yr ysgol yn eich helpu i lenwi’r ffurflen hon, bydd yn ei hesbonio i chi ac yn rhoi copi i chi unwaith y
bydd wedi’i llenwi.

A. Eich manylion:

Cyfenw:

Enw(au) cyntaf:

Teitl: Mr/Mrs/Ms/Arall:

Cyfeiriad a Chéd Post:

Rhif Ffon yn ystod y Dydd:

Rhif Ffon Symudol:

Cyfeiriad e-bost:

Sut y byddai’n well gennych i ni gysylltu a chi?

B. Os ydych yn gwneud cwyn ar ran rhywun arall, nodwch ei fanylion.

Ei enw yn llawn:

Cyfeiriad a Chod Post:

Beth yw’ch perthynas ag ef/a hi?

Pam yr ydych yn gwneud cwyn ar ei ran?

C. Ynglyn 2’ch cwyn (gallwch barhau a’ch atebion ar ddalenni ar wahén os oes angen)

C.1 Enw’r ysgol yr ydych yn cwyno yn ei chylch.

C.2 Yn eich barn chi, beth wnaethon nhw 0’1 le neu beth na wnaethon nhw?




C.3 Disgrifiwch yr effaith y mae hyn wedi’i chael arnoch.

C.4 Pryd y daethoch yn ymwybodol o’r broblem am y tro cyntaf?

C.5 Os oes mwy na tri mis wedi mynd heibio ers i chi ddod yn ymwybodol o’r broblem am y tro cyntaf,
nodwch yn rheswm pam nad ydych wedi cwyno cyn hyn.

C.6 Yn eich barn chi, beth ddylid ei wneud 1 ddatrys y sefyllfa?

C.7 Ydych chi wedi rhoi gwybod 1 aelod o staff am eich cwyn yn barod? Os ydych, thowch fanylion cryno
ynglyn a sut a phryd y gwnaethoch chi hynny.

Llofnod yr Achwynydd: Dyddiad:

Llofnod os ydych yn gwneud cwyn ar ran rhywun arall:

Llofnod: Dyddiad:

Dylech anfon y ffurflen hon ac unrhyw ddogfennau i ategu’ch cwyn at:
Mrs.M. Morgan, Swyddog Gweinyddol, Ysgol Gynradd Cae’r Felin, Pencader, Sir Gaerfyrddin. SA39 9AA
Defnydd Swyddogol

Dyddiad anfon cydnabyddiaeth:

Gan bwy:

Cwyn wedi’i chyfeirio at:

Dyddiad:




Gweithdrefnau a Thaflenni Enghreifftiol ar gyfer Ymdrin 2 Chwynion gan/yn ymwneud
a Disgyblion

Paratowyd y testun isod i’w ddefnyddio gan ysgolion i’w roi i ddisgyblion. Gellir addasu’r testun ar gyfer
posteri, taflenni, llythyrau neu wefan yr ysgol. Ar 6l y testun cyffredinol hwn mae dwy daflen, y naill i’w
defnyddio mewn ysgolion cynradd, a’r llall mewn ysgolion uwchradd.

Dweud eich Dweud

Oes gennych chi awgrym neu fater sy’n achosi pryder i chi neu giyn?
Trwy weithio gyda’n gilydd, gallwn wneud gwahaniaeth.

Rydym am i chi deimlo’n ddiogel ac yn hapus yn yr ysgol, ond weithiau efallai y byddwch yn poeni neu’n
pryderu am rywbeth, neu am wneud awgrym. Rydym hefyd am glywed pa agweddau ar fywyd yr ysgol
rydych chi’n eu mwynhau ac yn eu gwerthfawrogi.

Os ydych chi’n poeni am rywbeth, dywedwch wrth aelod o staff yn syth er mwyn i ni fedru ymchwilio
i’r mater. Byddwn yn ystyried eich pryderon ac unrhyw faterion y byddwch yn eu codi o ddifrif.

Os nad ydych chi am fynegi’r pryder eich hun, gallwch ofyn i aelod o gyngor yr ysgol, aelod o staff neu
rywun arall rydych chi’n ymddiried ynddo i godi’r mater ar eich rhan (efallai y bydd gan yr ysgol unigolyn
dynodedig y gall disgyblion siarad ag ef/a hi [nodwch y manylion cyswllt]. neu Fel arfer yn yr ysgol hon,
bydd [enw’r unigolyn dynodedig] yn gwneud hyn.

Pan fyddwch chi’n mynegi pryder neu gwyn neu’n gwneud awgrym:
* byddwn yn gwrando ar bopeth rydych chi’n ei ddweud
* byddwn yn gofyn cwestiynau i chi i helpu 1 wneud pethau’n glir
* byddwn yn eich trin yn deg
» gall rhywun eich helpu, fel rhiant/gofalwr, ffrind, perthynas neu rywun arall
* bydd y sawl sy’n delio a’r mater sy’n achosi pryder i chi yn dweud wrthych beth sy’n digwydd.

Preifatrwydd
Fel arfer, ni fyddwn yn dweud wrth unrhyw un beth rydych chi’n ei ddweud oni bai bod yr unigolyn

hwnnw’n gysylltiedig a’r gwaith o ddelio a’r mater sy’n achosi pryder i chi. Weithiau, byddwn yn dweud
wrth bobl eraill, er enghraifft, os ydych chi neu rywun arall mewn perygl o gael niwed neu ofid. Os felly,
byddwn yn esbonio’r sefyllfa i chi.

Pan fydd mater yn achosi pryder i chi neu pan fydd gennych gwyn yn erbyn unigolyn arall, fel arfer bydd gan
yr unigolyn hwnnw hawl i gael gwybod am y pryder neu’r gwyn a chyflwyno ei ochr ef/hi o’r stori.

Cyngor yr Ysgol

Os yw’r mater sy’n achosi pryder i chi neu’ch awgrym yn effeithio ar yr ysgol gyfan neu ar gr "wp o ddisgyblion,
efallai y byddwn yn awgrymu bod cyngor yr ysgol yn ei ystyried neu gallwch ofyn i gyngor yr ysgol ei ystyried
eich hun.

Rydym ni i gyd am i’n hysgol fod yn ddiogel, yn ofalgar ac yn llwyddiannus — y gorau posibl. Gyda’ch
help chi, gallwn wneud hynny.



Gweithio Gyda’r Gyfraith

Y Fframwaith Cvyfreithiol

Deddf Addysg 2002

1.

Mae Adran 29(1) o Ddeddf Addysg 2002 (‘y Ddeddf’) yn ei gwneud hi’n ofynnol i Gyrff Llywodraethu
pob ysgol a gynhelir yng Nghymru sefydlu gweithdrefnau ar gyfer delio & chwynion yn ymwneud a’r
Ysgol neu a darparu cyfleusterau neu wasanaethau o dan Adran 27 o’r Ddeddf.* Mae’n rhaid i Gyrff
Llywodraethu roi cyhoeddusrwydd i’w gweithdrefnau cwyno hefyd.

Mae prosesau statudol ar wahan ar gyfer cwynion ac apeliadau’n ymwneud a’r cwricwlwm, anghenion
addysgol arbennig (AAA), addoli crefyddol, derbyniadau, gwaharddiadau, cwynion gan staff, gallu
athrawon a disgyblaeth staff. i weld canllawaiu ar y pynciau hyn, ewch i www.dysgu.cymru.gov.uk

. Mae Adran 29(2) yn ei gwneud hi’n ofynnol in Gorff Llywodraethu roi sylw priodol i ganllawiau a

gyhoeddir gan Weinidogion Cymru o ran sefydlu a rhoi cyhoeddusrwydd i weithdrefnau cwyno’n
ymwneud a’r Ysgol neu a darparu cyfleusterau neu wasanaethau o dan Adran 27 o’r Ddeddf.

Cyhoeddir y cylchlythyr hwn o dan Adran 29(2) mewn perthynas & sefydlu a rhoi cyhoeddusrwydd i
weithdrefnau ar gyfer delio & chwynion yn ymwneud a’r Ysgol neu a darparu cyfleusterau neu
wasanaethau o dan Adran 27 o’r Ddeddf. Mae’n rhaid 1 Gyrff Llywodraethu roi sylw priodol i’r canllaw
statudol mewn perthynas a’r materion hyn a’i ddilyn, oni bai bod rhesymau da dros gredu, o dan
amgylchiadau penodol yr Ysgol neu’r gwyn, nad yw’r canllaw’n berthnasol neu fod ystyriaethau eraill yn
bwysicach na’r canllaw.

Deddf Addysg 1996

5. Cyhoeddir y weithdrefn enhreifftiol a gweddill y cylchlythyr hwn o dan Adran 10 o Ddeddf Addysg
1996. O dan yr adran hon, rhaid 1 Weinidogion Cymru hyrwyddo addysg pobl Cymru.

*Mae Adran 27 yn rhoi pwer i Gorff Llywodraethu ysgol a gynhelir ddarparu unrhyw gyfleusterau neu wasanaetha a fydd yn ategu unrhyw
ddiben elusennol er lles disgyblion yn yr ysgol, eu teuluoedd a phobl sy’n byw a gweithio yng nghyffiniau’r ysgol.


http://www.dysgu.cymru.gov.uk/

beth nad ydych
Coryn ywi pan fydehweh yn dweud wrth ww'm:lwmh siarad am

nysgol
ym hapus yn ¢f gylch-Fel Plentyn SEC0 L0 i eich poen

unrh d ydychyne
Brd'd:“: rys;ﬁ ffordd o ddelio d'ch pryderon.

Sut mae dweud wrth rywun am rywbeth sy'n eich poeni?

s nad ydych yn hapus a rhywbeth yn eich ysgal galtwch ddweud with elch
athrz neu cedalyn arall yn yr ysgol. Bydd y persen hamme'n gwneud 2l orau
I'ch helpu chi new'n ded o hiyd | rywun arall a all ekch helpu chivn yroysasl

cewah wyboclaeth am yr hyn syod angen | chi el wreud a phiwy y dylech
slarad ag efthi am eich prydemn.

* ¥
- * S gy
- TP Lo ga e
» Gwath - il m:n:':;
- Ewisg ¥ '-lh’ | fion

Dim ond rhai or pethau y gallwech boeni amdarynt sydd uchod. Efallai fod pethau eraill
rydych yn anhapus yn eu cylch acam siarad amdanynt. Gallent fod yn b=thau ymoyr ysgol
neu y tu allan i'r ysgol. Peidiwch & chadw'r broblem i chi'ch hunan. Bydd rhywun yn
fodlon gwrando ar beth sydd genrych i'w ddweud. Weithiau bydd rhaid i chi sén wrth
rywun arall am eich problem er mwyn delio 3'r mater. Bydd y person sy'n siarad 4 chiyn
dweud hyn wrthych.



Taflen Cwynion Disgyblion
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Preifatrwydd

Bydd pob cwyn yn ca2l ei gadw'n breifat. Mae hyn yn golygu na fydd fel rheol yn
cael & drafod gydag unrhyw un heb eich caniatid chi. Ond mae rhai amgylchiadau
pan fydd angen i gwyn gael ei rannu gyda phobl eraill, yn enwedig os yw/n golygu
eich bod chineu blentyn arall mewn perygl. Os felly, bydd hyn yn cael ei esbonio i
chi.



Complaints Policy and Procedures

1. Introduction

1.1

1.2

1.3

Cwrt Henri, Ffairfach and Talley Federation of schools is committed to dealing effectively with
complaints. We aim to clarify any issues about which you are not sure. If possible we will put right any
mistakes we have made and we will apologise. We aim to learn from mistakes and use that experience to
improve what we do.

Our definition of a complaint is *an expression of dissatisfaction in relation to the school or a member of
its staff that requires a response from the school.’

This complaints procedure supports our commitment and is a way of ensuring that anyone with an
interest in the school can raise a concern, with confidence that it will be heard and, if well-founded,
addressed in an appropriate and timely fashion.

2. When to Use This Procedure

2.1

2.2

When you have a concern or make a complaint we will usually respond in the way we explain below.
Sometimes you might be concerned about matters that are not decided by the school, in which case we
will tell you who to complain to. At other times you may be concerned about matters that are handled by
other procedures, in which case we will explain to you how your concern will be dealt with.

If your concern or complaint is about another body as well as the school (for example the Local
Authority) we will work with them to decide how to handle your concern.

3. Have you asked us vet?

3.1 If you are approaching us for the first time you should give us a chance to respond. If you are not happy

with our response then you may make your complaint using the procedure we describe below. Most
concerns can be settled quickly just by speaking to the relevant person in school, without the need to use
a formal procedure.

4. What we expect from vou

4.1 We believe that all complainants have a right to be heard, understood and respected. But school staff and

Governors have the same right. We expect you to be polite and courteous. We will not tolerate
aggressive, abusive or unreasonable behaviour. We will also not tolerate unreasonable demands or
unreasonable persistence or vexatious complaining. It may be appropriate for the school to develop an
“unacceptable actions’ policy; an example is available from the Public Services Ombudsman for Wales
(PSOW), in which case add *We have a separate policy to manage situations where we find that
someone’s actions are unacceptable.’

5. Our approach to answering your concern or complaint

5.1 We will consider all your concerns and complaints in an open and fair way.



5.2 At all times the school will respect the rights and feelings of those involved and make every effort to
protect confidential information.

5.3 Timescales for dealing with your concerns or complaints may need to be extended following discussion
with you.

5.4 We may ask for advice from the Local Authority or Diocesan Authority (where appropriate).

5.5 Some types of concern or complaint may raise issues that have to be dealt with in another way (other
than this Complaints Policy), in which case we will explain why this is so, and will tell you what steps
will be taken.

5.6 The Governing Body will keep the records of documents used to investigate your concern or complaint
for seven years after it has been dealt with. Records will be kept in school and reviewed by the
Governing Body after seven years to decide if they need to be kept for longer.

5.7 Complaints that are made anonymously will be recorded but investigation will be at the discretion of the
School depending on the nature of the complaint.

5.8 Where complaints are considered to have been made only to cause harm or offence to individuals or the

School, the Governing Body will ensure that records are kept of the investigations that are made and
what actions are taken, including the reasons for ‘no action’.

6. Answering Your Concern or Complaint

6.1 The chart in Appendix A shows what may happen when you make a complaint or raise a concern. There
are up to three Stages: A, B and C. Most complaints can be resolved at Stages A or B. You can bring a
relative or companion to support you at any time during the process but you will be expected to speak
for yourself. However, we recognise that when the complainant is a pupil it is reasonable for the
companion to speak on their behalf and/or to advise the pupil.

6.2 As far as possible, your concern or complaint will be dealt with on a confidential basis. However, there
could be occasions when the person dealing with your concern or complaint will need to consider
whether anyone else within the school needs to know about your concern or complaint, so as to address
it appropriately.

6.3 If you are a pupil under 16 and wish to raise a concern or bring a complaint we will ask for your
permission before we involve your parent(s) or carer(s). If you are a pupil under 16 and are involved in a
complaint in any other way, we may ask your parent(s) or carer(s) to become involved and attend any
discussion or interview with you.

Stage A

6.4 If you have a concern, you can often resolve it quickly by talking to a teacher or [name of school’s
designated person]. You should raise your concern as soon as you can; normally we would expect you to
raise your issue within 10 school days of any incident. The longer you leave it the harder it might be for
those involved to deal with it effectively.

6.5 If you are a pupil, you can raise your concerns with your school council representative, form tutor or a
teacher chosen to deal with pupil concerns (as appropriate for the school). This will not stop you, at a



later date, from raising a complaint if you feel that the issue(s) you have raised have not been dealt with
properly.

6.6 We will try to let you know what we have done or are doing about your concern normally within 10
school days, but if this is not possible, we will talk to you and agree a revised timescale with you.

6.7 The person overseeing your concern or complaint will keep you informed of the progress being made.
This person will also keep a log of the concern for future reference.

Stage B

6.8 In most cases, we would expect that your concern is resolved informally. If you feel that your initial
concern has not been dealt with appropriately you should put your complaint in writing to the
headteacher.

6.9 We would expect you to aim to do this within five school days of receiving a response to your
concern as it is in everyone’s interest to resolve a complaint as soon as possible. There is also a form
attached (Appendix B) that you may find useful. If you are a pupil we will explain the form to you, help
you complete it and give you a copy.

6.10 If your complaint is about the Headteacher, you should put your complaint in writing to the Chair of
Governors, addressed to the school, to ask for your complaint to be investigated.

6.11 In all cases, a designated person can help you to put your complaint in writing if necessary. Please
inform the admin is this support is needed.

6.12 If you are involved in any way with a complaint, Headteacher / Chair / vice chair will explain what will
happen and the sort of help that is available to you.

6.13 Headteacher / Chair / vice chair will invite you to discuss your complaint at a meeting. Timescales for
dealing with your complaint will be agreed with you. We will aim to have a meeting with you and to
explain what will happen, normally within 10 school days of receiving your letter. The school’s
designated person will complete the investigation and will let you know the outcome in writing within
10 school days of completion.

Stage C

6.14 It is rare that a complaint will progress any further. However, if you still feel that your complaint has not
been dealt with fairly, you should write, through the school’s address, to the Chair of Governors setting
out your reasons for asking the Governing Body’s Complaints Committee to consider your complaint.
You do not have to write down details of your whole complaint again.

6.15 If you prefer, instead of sending a letter or e-mail, you can talk to the Chair of Governors or Vice chair
who will write down what is discussed and what, in your own words, would resolve the problem. We
would normally expect you to do this within five school days of receiving the school’s response. You
will be asked to read the notes or will have the notes read back to you and then be asked to sign them as
a true record of what was said. We will let you know how the complaint will be dealt with and will send
a letter to confirm this. The Complaints Committee will normally have a meeting with you within 15
school days of receiving your letter.



6.16 The letter will also tell you when all the evidence and documentation to be considered by the complaints
committee must be received. Everyone involved will see the evidence and documentation before the
meeting, while ensuring that people’s rights to privacy of information are protected. The letter will also
record what we have agreed with you about when and where the meeting will take place and what will
happen. The timescale may need to be changed, to allow for the availability of people, the gathering of
evidence or seeking advice. In this case, the person dealing with the complaint will agree a new meeting
date with you.

6.17 Normally, in order to deal with the complaint as quickly as possible, the Complaints Committee will not
reschedule the meeting more than once. If you ask to reschedule the meeting more than once, the
Committee may think it reasonable to make a decision on the complaint in your absence to avoid

unnecessary delays.

6.18 We will write to you within 10 school days of the meeting explaining the outcome of the Governing
Body’s Complaints Committee’s consideration.

6.19 We will keep records of all conversations and discussions for the purpose of future reference and review
by the full Governing Body. These records will be kept for a minimum of seven years.

6.20 The Governing Body’s Complaints Committee is the final arbiter of complaints.

7. Special Circumstances

7.1 Where a complaint is made about any of the following the Complaints Procedure will be applied
differently.
i. A Governor or group of Governors The concern or complaint will be referred to the Chair of
Governors for investigation. The Chair may alternatively delegate the matter to another governor
for investigation. Stage B onwards of the Complaints Procedure will apply.

ii. The Chair of Governors or Headteacher and Chair of Governors The Vice-Chair of
Governors will be informed and will investigate it or may delegate it to another governor. Stage B
onwards of the Complaints Procedure will apply.

iii. Both the Chair of Governors and Vice-Chair of Governors The complaint will be referred to
the Clerk to the Governing Body who will inform the Chair of the Complaints Committee. Stage
C of the Complaints Procedure will then apply.

iv. The whole Governing Body The complaint will be referred to the Clerk to the Governing Body
who will inform the Headteacher, Chair of Governors, Local Authority and, where appropriate,
the Diocesan Authority. The authorities will usually agree arrangements with the Governing Body
for independent investigation of the complaint.

v. The Headteacher The concern or complaint will be referred to the Chair of Governors who will
undertake the investigation or may delegate it to another governor. Stage B onwards of the
Complaints Procedure will apply.

7.2 In all cases, the School and Governing Body will ensure that complaints are dealt with in an unbiased, open
and fair way.



8. Our Commitment to You

8.1 We will take your concerns and complaints seriously and, where we have made mistakes, will try to learn
from them.

8.2 If you need help to make your concerns known we will try and assist you. If you are a young person and need
extra assistance the Welsh Government has established MEIC which is a national advocacy and advice

helpline for children and young people. Advice and support can also be accessed from the Children’s
Commissioner for Wales.

8.3 The Governing Body has consulted with staff and pupils on this Policy and will consult further if any
amendments are made in the future.

MEIC may be contacted by Freephone: 0808 802 3456, or text: 84001. This service is operated 24 hours a day.

The Children’s Commissioner for Wales can be contacted by Freephone: 0808 801 1000 (Monday to Friday 9a.m.
to 5p.m.), text: 80 800 (start your message with COM) or e-mail: advice@childcomwales.org.uk



Summary of Dealing with Concerns or Complaints

Appendix A

Appendix A: Summary of dealing with concerns or complaints
This procedure will be followed in the event of a concern or complaint about the school,
provided that the concern or complaint does not fall under other statutory procedures.

Stage A: Raise your concern with the teacher or designated

person within 10 school days. ¥ Issue resolved

K

Az_wm:m not qm..ozmnf_ v, Write to the headteacher (or designated person as advised
. . by the school) within five school days.

v

Stage B: Headteacher* or other person designated by the
school will investigate your complaint and meet you. You will
receive a letter within 10 school days of receiving your letter
> with the outcome.
, . —
_ Complaint . Stage C: Write to the chair of governors** within five
 not resolved school days.
il

Complaint heard by governing body complaints committee
within 15 school days of receiving your letter.

!

You will be informed of the outcome within 10 school days. N Complaint resolved

5 Complaint resolved

= If the complaint is about the headteacher you should write to the chair of governors.

*= |f the complaint 5 about the chair of governors you should write to the vice charr.

All timescales shown are targets and are flexible; however it is in everyone's best interest to resolve a complaint as soon as possible.

The school will work with you to ensure that the time allowed to deal with your concern or complaint is reasonable and helps to achieve an answer
to the problem.




Appendix B: Complaint Form

The person who experienced the problem should normally fill in this form. If you are making a complaint on
behalf of someone else please fill in Section B also. Please note that before taking forward the complaint we
will need to be satisfied that you have the authority to act on behalf of the person concerned. If you are a
pupil the school will help you complete this form, will explain it to you and will give you a copy of it when it
is completed.

A. Your details:

Surname:

Forename:

Title: Mr/Mrs/Ms/Other:

Address and Postcode:

Daytime Telephone Number:

Mobile Telephone Number:

e-mail Address:

How would you prefer us to contact you?

B. If you are making a complaint on behalf of someone else, what are their details?

Their name in full:

Address and postcode:

What is your relationship to them?

Why are you making a complaint on their behalf?




C. About your complaint (continue your answers on separate sheets of paper if necessary)

C.1 Name of the school you are complaining about.

C.2 What do you think they did wrong or did not do?

C.3 Describe how you have been affected.

C.4 When did you first become aware of the problem?

C.5 If it is more than three months since you first became aware of the problem, please give the reason why
you have not complained before.

C.6 What do you think should be done to put matters right?

C.7 Have you already put your complaint to a member of staff? If so, please give brief details about how and
when you did so.

Signature of Complainant: Date:

Signature if you are making a complaint on behalf of someone else:

Signature: Date:

Please send this form and any documents to support your complaint to:
The office:

Ysgol Cwrt Henri, Cwrt Henri. SA32 8RX

Ysgol Ffairfach, Heol Bethlehem, Ffairfach.SA19 6SY

Ysgol Talyllychau, Talyllychau. SA19 7YH

Official Use

Date acknowledgement sent:

By whom:

Complaint referred to:




Date:

Procedures and Model leaflets for Handling Complaints from or Involving Pupils

The text below is written for use in schools to give to pupils. It can be adapted for posters, leaflets, letters or
school websites or intranets. After this generic text are two leaflets, one for use in primary schools, the other
for secondary schools.

Have yvour Say

Do you have a suggestion, concern or complaint?
By working together we can make a difference.

We want you to feel safe and happy at school, but sometimes you may feel worried, have a concern or want
to make a suggestion. We also want to hear about areas of school life that you enjoy and value.

If you are worried about something please tell a member of staff straight away so that we can look into
it. We will take your concerns and any issues that you raise very seriously.

If you don’t want to raise the concern yourself, you can ask a member of the School Council, a member of
staff or someone else you trust to take the matter up on your behalf (the school may have a designated person
for pupils to speak to).

[insert contact details] or Normally in this school [insert name] will do this.

When you raise a suggestion, concern or complaint:

e we will listen to everything you say

» we will ask you questions to help make things clear

o we will treat you fairly

e someone can help you, such as a parent/carer, friend, relative or someone else ¢ the person dealing
with your concern will tell you what is happening.

Privacy
Usually, we will not tell anyone about what you say unless they are involved in dealing with your concern.

Sometimes we will tell other people, for instance, if you or someone else is in danger of being hurt or upset.
If this is the case we will explain it to you.

When you have a concern or complaint against another person, then that person will normally have a right to be
made aware of the concern or complaint and be allowed to give their side of the story.

School Council

If your concern or suggestion affects the whole school or a group of pupils, we might suggest that the School
Council considers it or you might want to ask the School Council yourself.

We all want our school to be safe, caring and successful — the best it can be. With your help we can
make it so.



Working with the Law

The Legal Framework

Education Act 2002

1. Section 29(1) of the Education Act 2002 (‘the Act®) requires Governing Bodies of all maintained schools
to establish procedures for dealing with complaints relating to the school or to the provision of facilities or
services. Under section 27 of the Act*, Governing Bodies must also publicise their Complaints Procedures.

2. There are separate statutory processes for complaints and appeals relating to the curriculum, special
educational needs (SEN), religious worship, admissions, exclusions, staff grievance, teacher capability and
staff discipline. You can find guidance on these topics at www.learning.wales.gov.uk.

3. Section 29(2) requires a Governing Body to have regard to guidance issued by the Welsh Ministers in
establishing and publishing complaints procedures relating to the school or to the provision of facilities or
services under section 27 of the Act.

4. This circular is published under Section 29(2) in relation to the establishing and publicising of procedures
for dealing with all complaints relating to the school or to the provision of facilities or services under
section 27 of the Act. Governing Bodies must have regard to the statutory guidance with respect to these
matters and follow it unless there are compelling reasons for concluding that, in the particular
circumstances of the school or the complaint, the guidance is not relevant or is outweighed by other
considerations.

Education Act 1996

5. The model procedure and the remainder of this circular are published under section 10 of the Education
Act 1996, under which the Welsh Ministers shall promote the education of the people of Wales.

«Section 27 provides the Governing Body of a maintained school with the power to provide any facilities or services whose provision furthers any
charitable purpose for the benefit of pupils at the school, their families and people who live and work in the locality of the school.


http://www.learning.wales.gov.uk/
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How do you tell someone about your worries?
|

IF you are not happy with something In your school you can tell your
teacher or ancther grown up at school That person will try to help you
ar find someone else to halp you. Your school has Inforrration telling
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These are only some things you may worry about. There may be other things that you
are not happy with that you want to talk about. These things could be in school or
away from school, Don't keep your worry a secret. Anything you say will e listened to
Sometimes this worry has to be told to someaone else so that your wormy can be dealt
with. The person you are talking to will tell you this.
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Where to find the Complaints Procedure &

If you want to make a complaint ask a member of staff for a copy of
your school’s complaints procedure. It will explain how you go about
making your complaint. You can also ask the person named in the
procedure as a contact point to find someone to help you make
your complaint and guide you through the process.
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Some things you could complain about are:
wip

Privacy

All complaints will bz kept private. This means that normally it will not be discussed
with anyone without your consent. However there are some circumstances where a
complaint has to be shared with other people, espedally if it means you or another
childis in danger of being hurt. If this is the case this will be explained to you.




