
Complaints Procedure Flow Chart 
The Complaints Procedure flow chart is designed to assist trainees in understanding the procedure to follow and the stages associated with the process. If 
you are not satisfied with an aspect of our ITT provision, there are four stages you can follow. 

 

 
 
 

 

Stage 1 
Initial ‘Cause for 
Concern’ is raised by 
the trainee teacher. 
 

Trainee teacher to talk 
to the staff member 
concerned directly to 
find an informal 
resolution. If the 
trainee teacher does 
not feel comfortable 
talking with him/her, 
then discuss with 
professional mentor 
or YWTT tutor. 
 

If the concern is dealt 
with and all concerned 
are satisfied with the 
outcome, then the 
complaint is resolved. 
If the trainee teacher 
is not satisfied with 
the outcome, a ‘Stage 
2 – Formal Complaint’ 
is raised. 
 

Stage 2 
Trainee teacher to complete the 
Stage 2 Complaint Form and send to 
the YWTT Lead Mentor 
 

The trainee teacher should have 
evidence that they tried to resolve 
the initial complaint, as in Stage 1. 
They should be able to identify the 
resolution that they are seeking. 
 

Once the completed complaint 
form is received the complaint will 
be investigated by the YWTT Lead 
Mentor 

The outcome is then 
communicated with the trainee 
teacher. If the complaint is dealt 
with and all concerned are 
satisfied with the outcome; then 
the complaint is resolved. If the 
trainee teacher is not satisfied 
with the outcome, a ‘Stage 3 –
Complaint’ is raised. 
 

Stage 3 
Trainee teacher to complete the 
Stage 3 Complaint Form and send 
to Director of YWTT. 
 

The Director of YWTT, will 
review all of the correspondence 
relating to the complaint and 
may meet with all those 
involved. 
 

The Chair of the YWTT Executive 
Board will consider all aspects 
of the complaint and will then 
decide on an outcome. 
 

The outcome is then 
communicated with the trainee 
teacher. If all parties are 
satisfied with the outcome, the 
complaint/appeal is resolved. If 
the trainee teacher is not 
satisfied with the outcome they 
are then able to request a 
‘Stage 4 -  Complaint’ 
 

The outcome is then 
communicated with the trainee 
teacher. If all parties are 
satisfied with the outcome, the 
complaint/appeal is resolved. If 
the trainee teacher is not 
satisfied with the outcome they 
are then eligible to refer the 
matter to the Office of the 
Independent Adjudicator (OIA) 
for external review. Completion 
of Procedures Letter issued 
 

Stage 4 
Trainee teacher to complete the 
Stage 4 Complaint Form and send 
to YWTT Administrator. 
 


