
Appendix 1 
 
Please check the detail of the procedure for what needs to be included at each stage. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Informal  
Concern-contact school to make arrangements to discuss 
with appropriate person 

Formal – Stage 1 – If unresolved 
Write/contact Complaints Co-ordinator/HT, use form 
provided  

Hearing within 15 school working days.  All documents to 
be received at least 5 days before hearing. 

Complaints Panel of 3 Governors considers complaint.   

Decision communicated in 5 school working days. 
Complaints Panel decision is final school based 

stage  

Formal – Stage 3 – If unsatisfied 
Write/contact to Clerk to Governors within 10 days 
stating why and referring to Complaints Panel. 

Chair acknowledges in 3 days, investigate within 15 days 
and write response within further 5 days. (unless 

negotiated timescale) 

Acknowledge in 3 days, write/respond within further 15 
school working days, unless negotiated timescale. HT 
deals 

Formal – Stage 2 – If unsatisfied 
Write/contact to Chair within 10 days 

If a complainant has completed the local procedures 
and the complainant remains dissatisfied, they have 
the right to refer their complaint to the Secretary of 

State.  
 

The School Complaints Unit (SCU) considers 
complaints relating to LA maintained schools in 

England on behalf of the Secretary of State. 



 
 

Complaint Form 
 

Please complete and return to Mrs J Randall (Complaints Coordinator) who will acknowledge 
receipt and explain what action will be taken. 
 

Your name: 
 

 
Pupil’s name: 
 
Your relationship to the pupil: 
 
Address: 
 
 
 
Postcode: 
Day time telephone number: 
Evening telephone number: 

 
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. 
 
 
 
 
 
 
 

   
 
Signature: 
 
 
Date: 
 

 
Official use 
 
Date acknowledgement sent: 
 
 
By who:  
 
 
 
 
Complaint referred to: 
 
Date:  
 
 

 

 
 

 
 
 
 
 
 


