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Appendix B
SCHOOL COMPLAINT FORM 

Please complete and either return to the Headteacher by hand or email to holytrinitysunn@holytrinityprimary.org , who will forward to the Headteacher who will acknowledge receipt of this form and explain what action will be taken. If, however, the complaint is about the Headteacher then please either return the form to the School Admin Officer in a sealed envelope marked ‘Personal for the Chair of Governors’ or email directly to the Clerk of Governors: c.elsasser@holytrinityprimary.org  who will acknowledge receipt and forward to the Chair of Governors. 

	Your name:



	Pupil’s name:

	Pupil’s Year Group:

	Your relation to the pupil:


	Telephone day:


	
	Telephone evening:


	Email address for contact:





If you are completing a paper copy of this form and there is insufficient space in any of these boxes please use space overleaf and additional pages as you see fit.
	Please give details of your complaint:






	What action has been taken to resolve the matter and by whom?





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



	are you attaching any paperwork? If so, please give details.         Yes / No   





	Signature:

Date:


	Official use

	Date acknowledgement sent and by whom:


	Stage:


	Complaint referred to:


	Action taken:










	Date:



‘I know that there is nothing better for people than to be happy and to do good while they live.’  Ecclesiastes 3:12
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