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5	Complaint Form 
Please complete and return to the headteacher via the office, marked PRIVATE & CONFIDENTIAL. Only forms completed in full will be accepted. Incomplete forms will be returned for completion prior to processing. 
You must have completed Steps 1 & 2 in Part A before escalating to Part B unless in exceptional circumstances. 

	Your name:

	Pupil’s name (if relevant):


	Your relationship to the pupil (if relevant):


	Address: 
Postcode:
Telephone number:

	Please reference the statutory document(s)/policies and appropriate section(s) which relate to your complaint:





	Please provide details below of the actions you have taken to date in line with section 1.3a Part A Steps 1 & 2 of our Complaints Policy

	Step 1

Details of the initial concern:






Name of staff member:

Date raised: 

Actions agreed (if applicable):

	Step 2

Reason for feeling dissatisfied after initial concerns raised:





Name of staff member:

Date raised:

Actions agreed:







	Part B

If the concern has still not been satisfactorily addressed, please provide details of your complaint (see 2.1).


	What actions do you feel might resolve the problem at this stage?

	Please attach and list all relevant paperwork including any emails sent or received by the staff member(s).


	Signature:

Date:

	Official use

	Date acknowledgement sent:


	By whom: 


	Complaint referred to:


	Date: 
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