Appendix 1 Complaint Form – It is NOT a requirement to use this form, but it may help the school in dealing with your complaint if you do.

Please complete and return to the school complaints administrator (School Business Manager - Mrs A Baker info@amblecote.dudley.sch.uk) who will distribute it to the appropriate person, acknowledge receipt and explain what action will be taken. In the interest of ensuring a satisfactory outcome, we may contact you to see if this issue can be resolved as a concern rather than a formal complaint.
	Your name:

	Pupil’s name (if relevant):


	Your relationship to the pupil (if relevant):


	Address: 
Postcode:

Day time telephone number:

Evening telephone number:

Mobile telephone number:

Email Address:


	Please give details of your complaint, including whether you have spoken to anybody at the school about it.


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


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

	If your complaint has already been looked into at Stage 1 (normally by the Head Teacher, see policy) what are your grounds for escalating the complaint?





	Signature:

Date:

	Official use

	Date acknowledgement sent:


	By who: 


	Complaint referred to:

Stage: Concern / Stage 1 / Stage 2 / TBC


	Date: 




