[image: ]
St Bede’s RC High School Formal Complaint Form
This form should only be completed after Part A (informal stage of the Complaints’ Policy) as outlined in Complaints-Policy has taken place, and the concern or complaint has not reached a resolution.
Please complete and return for the attention of Diane Dudgeon (Clerk to Governors) who will acknowledge receipt and indicate what action will be taken.
	Pupil’s Name:

	Year group pupil is in:

	Your Name:

	Your relationship to the Pupil:


	
Address:


Postcode:


	Daytime Telephone Number:
	Evening Telephone Number:


	
	As indicated in Part A of the Complaints’ Policy, please confirm, by marking with an X in this box, that you have followed Part A of the Complaints policy. 

	What action(s), have already been taken to try and resolve your complaint at the informal stage (Part A)?  Who did you speak to and what was the response?



	Please give a succinct summary of your complaint (approximately 200-300 words)



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



	Signature:

	Date:


	
Official use

Date acknowledgement sent:

By whom?

Complaint referred to:

Date:
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