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If a complaint is made about the organisation, a member of staff or volunteer information will be
handled seriously and confidentially. The following pathway must be followed:

Complaint is made to senior member of staff — Owen Ferron,
Carly Ferron or Daniel Henry. Complaints must be officially
made in writing either in the form of a letter or an email.
Email address: insightcic@outlook.com

|

Acknowledgement of receipt of complaint made within 5

working days.

l

Information gathering — this may include discussions with

young person, parents, member of staff, others involved in
the situation such as witnesses and other senior members of
staff.

|

Outcome of investigations shared with those involved.

(Disciplinary action taken where necessary)

!

Review outcome and Lessons learned — Review of outcome and
support staff member. appropriate support person/s
information shared involved.

with other members of
staff to improve
practice.

Complaint records will be held on file for 10 years.
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