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Complaints Policy & Procedure - Annexes

Editable versions of Annexes A, B and C to be completed by staff/complainant as necessary, as referenced in the Complaints Policy & Procedure
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Annex A - Stage 1 - Initial record of concern/complaint
To be completed by a member of staff (may be shared with the complainant if requested)
	School/Trust: 
	

	Name of Complainant: 
	

	Name of Child and Year Group: 
	

	Date of Contact: 
	

	Who the complaint is against: 
	

	Nature of Concern

	

	Actions Taken 
(summarise the specific actions that have been agreed with the complainant to try to resolve the concerns/complaint) 

	

	Signature:
	Date:





[bookmark: _Toc197588082]Annex B - Stage 1 / Stage 2 - Complainant Form
Please complete and return to the Complaints Coordinator/Manager who will acknowledge receipt and explain what action will be taken.
	Stage (delete as applicable): 
	1   2

	Your name: 
	 

	Pupil’s name and year group: 
	 

	Your relationship to the pupil: 
	 

	Who the complaint is against: 
	 

	 

	Address: 
	

	Postcode: 
	 

	Telephone Number: 
	 

	Email: 
	

	Please give details of your complaint:





	What action, if any, have you already taken to try and resolve your complaint. (Who did you speak to and what was the response)?





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






	Are you attaching any paperwork? If so, please give details.





	Please consider if you give consent to share your personal data with any investigating officer or not. Please delete either 
I give my consent for information held in paper and electronic records in respect of the complaint to be made available to facilitate any investigation. I consent to this confidential and sensitive data to be shared for that specific purpose. I realise that any information held about any third party cannot be shared without their specific consent.
 
Should it be necessary in the view of the investigator to seek that third party consent I give my approval that they may share sufficient information with that third party to enable that person to make an informed choice about whether or not to give consent to sharing that person’s information with the investigator.

OR 

I do not give my consent to share my personal data to an allocated investigating officer. I acknowledge that this may limit the scope of the complaint investigation.

	
Signature: 

Date:


	Official Use Only
Date acknowledgement sent: 
 
By whom: 
 
Complaint referred to: 
 
Date: 
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	Your name: 
	 

	Pupil’s name and year group: 
	 

	Your relationship to the pupil: 
	 

	Who the complaint is against: 
	 

	 

	Address: 
	

	Postcode: 
	 

	Telephone Number: 
	 

	Email: 
	

	Please confirm that you are requesting that your complaint be taken to a Stage 3 panel. 




	Please provide details of why you were dissatisfied with the outcome of Stage 2 investigation.




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






	Are you attaching any paperwork? If so, please give details.





	Please consider if you give consent to share your personal data with any investigating officer or not. Please delete either 
I give my consent for information held in paper and electronic records in respect of the complaint to be made available to facilitate any investigation. I consent to this confidential and sensitive data to be shared for that specific purpose. I realise that any information held about any third party cannot be shared without their specific consent.
 
Should it be necessary in the view of the investigator to seek that third party consent I give my approval that they may share sufficient information with that third party to enable that person to make an informed choice about whether or not to give consent to sharing that person’s information with the investigator.

OR 

I do not give my consent to share my personal data to an allocated investigating officer. I acknowledge that this may limit the scope of the complaint investigation.

	
Signature: 

Date:


	Official Use Only
Date acknowledgement sent: 
 
By whom: 
 
Complaint referred to: 
 
Date: 
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