Appendix 1 - Complaint Form
Please complete and return to the relevant person as described on p7 (either Headteacher / Clerk / CEO / designated governor) who will acknowledge receipt and explain what action will be taken.
	Your name:

	Pupil’s name (if relevant):


	Your relationship to the pupil (if relevant):


	Address: 
Postcode:
Day time telephone number:
Evening telephone number:
Email address:


	Stage reached in the complaints policy 
	

	The Complaints Form is to be completed by the complainant to outline the details of their complaint(s) and desired outcome(s),










	

	Please give details of your complaint. Please include as much information as possible about what specifically you are unhappy about and why

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


	List of relevant documents enclosed with the complaint. 

	Declaration

The information included in this complaint form is accurate to the best of my knowledge.  I agree to cooperate fully with the complaints procedures and acknowledge my ongoing obligation to treat the Academy and its staff in a reasonable manner at all times.

Signature:
Print name

Date:


	Official use

	Date acknowledgement sent:


	By who: 

	Complaint referred to:


	Action taken: 

	Date: 
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