[image: ]Complaint Form (stage 1 and/or stage 2) 
	Your name:    

	Pupil’s name (if relevant):


	Your relationship to the pupil (if relevant):


	Address:  
  
Postcode:

Mobile number                                                             Email Address:

	
Please provided a summary of the key points of your complaint to be considered by the stage 1 investigation officer: (If this is a request to be considered by a stage 2 governor panel, please explain why you were dissatisfied with the outcome of the previous stage 1 investigation).


1. I am writing to make a formal complaint about ……..  (the incident you are complaining about). 


· Bulletin point 1 
· Bulletin point 2 
· Bulletin point 3 



2. I am complaining because …….. (give as much detail about the incident(s) as you can.  Include the date/time, people involved, what happened, any witnesses). 






3. So far the following actions have been taken: (explain what has happened so far in response to your concerns e.g. meetings, actions by the school. You can include copies of any letters or emails). 




4. I am not happy with the actions taken because …….. (e.g. not enough done, the problem is still going on, no action has been taken). 







	I would like you to put things right by (e.g. explaining how this incident happened, an offering an apology, changing school policy, providing extra support for my child to … etc).

· Bulletin point 1 
· Bulletin point 2 
· Bulletin point 3 


	If you are attaching any evidence/paperwork, please give details of what this is. 











	Your signature:

Date:

	Official use

	Date acknowledgement sent:


	By whom: 

	Complaint referred to:


	Date: 


	Please note that a copy of the written complaint will need to be provided to the person(s) you are complaining about in order for them to be able to provide a full response.  
If you do not wish for the full written complaint to be provided to the person(s) you must indicate this in your complaint/complaint form and state your reasons why this information should not be shared.  In this case, an agreed summary of the complaint will then be provided to the person(s) you are complaining about in order for them to respond.




image1.png




