Appendix 1.2: Lighthouse Schools Partnership – Concerns and Complaints Policy
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FORMAL COMPLAINT SUBMISSION FORM

The prompts/headings below are applicable for all complaint stages. You must provide the requested information for all sections so that your complaint can be fully investigated.
Written complaints should be no longer than two sides of A4 (three at Stage 3).


	Your Name and Contact Details (including email and phone number):


	



	Name of child, their school, year group and your relationship to the child (we can only accept complaints from those with parental responsibility/carers):


	




	Details/reason for your complaint (include dates, names of witnesses etc. to allow the matter to be fully investigated)

If you are requesting to move to the next stage of the Concerns and Complaints Policy what areas have not yet been addressed or resolved.


	




	What action, if any, have you already taken to try and resolve your complaint (who have you spoke with, or written to, and what was the outcome/response?):


	




	A clear ideal outcome/resolution to your complaint:
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