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Stage Two Complaint: Template Form
Purpose
This form should be used where you have received a Stage One complaint outcome and wish to request a Stage Two review under the Girls’ Learning Trust Complaints Policy.

A Stage Two review is not normally a complete reinvestigation of the original complaint. Its purpose is to consider whether the Stage One complaint was handled appropriately, whether relevant information was properly considered, whether the conclusions reached were reasonable on the information available, and whether the response and any proposed actions were appropriate.

Please focus your request on the specific aspects of the Stage One process or outcome that you would like reviewed. You do not need to repeat the full history of your original complaint or resend information that the school already holds.

1. Your Details

	Parent / Carer Name
	

	Student Name and Year Group
	

	School
	

	Parent / Carer Email
	

	Parent / Carer Telephone
	

	Date of Stage One Outcome
	



2. Request for Stage Two Review

	Which aspect(s) of the Stage One outcome are you asking to be reviewed?

Please identify the specific finding, conclusion, decision or aspect of the Stage One response with which you remain dissatisfied.

	






	Why do you believe the Stage One process or outcome should be reviewed?

Please explain your reasons clearly. For example, you may believe that a relevant part of the complaint was not considered, important information was overlooked, the Complaints Policy or another relevant procedure was not followed, or that a conclusion reached was not reasonable on the information available.

	






	Is there any relevant information that you believe was not considered at Stage One?

Please identify the information and explain why you believe it is relevant. Where the information was available during Stage One, please explain why you believe it was not adequately considered.

	






	Are there any specific aspects of the Stage One investigation or complaint-handling process that you believe were not conducted appropriately?

Please identify the particular issue and, where possible, the relevant part of the Complaints Policy, school policy or procedure that you believe was not followed.

	






	What outcome are you seeking from the Stage Two review?

Please describe the practical outcome or action you would like the reviewer to consider. Any remedy will need to be reasonable, proportionate and within the school or Trust’s powers.

	






3. New Information or Evidence
Please list any new information or evidence that was not available or provided during Stage One and that you would like considered as part of the review. Where you are submitting new information, please explain why it was not provided during Stage One and why you consider it relevant to the review.

You do not need to resend the original complaint, the Stage One outcome, or documents that the school or Trust already holds unless specifically requested.

	Document(s) / Information
	Why it is Relevant / Why it was not Provided at Stage One

	
	

	
	

	
	

	
	

	
	



4. Declaration
I confirm that I have received the Stage One complaint outcome and would like the matter identified in this form to be considered as a Stage Two review under the Girls’ Learning Trust Complaints Policy.

I understand that Stage Two is a review of the handling and outcome of my Stage One complaint and is not normally a fresh investigation of the original complaint.

I confirm that the information provided in this form is accurate to the best of my knowledge.

I understand that the Trust may need to share relevant information with appropriate members of staff, or others involved in reviewing the complaint, in order to consider and respond to the matters I have raised.

	Name
	Date
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