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Stage One Complaint: Template Form
Purpose
This form should be used where you wish to make a formal Stage One complaint under the Girls’ Learning Trust Complaints Policy. Before completing this form, you should normally have raised the matter informally with the school and allowed a reasonable opportunity for it to be resolved.

Please provide clear, factual and relevant information. You do not need to repeat information or correspondence the school already holds unless it is particularly important to your complaint.

1. Your Details

	Parent / Carer Name
	

	Student Name and Year Group
	

	School
	

	Parent / Carer Email
	

	Parent / Carer Telephone
	



2. Nature of the Complaint

	What is the specific issue you are complaining about?

Please provide a clear and factual account of the matter, including what happened, who was involved and the approximate dates of the relevant events.

	






	Please outline what policies, procedures you believe the school has not followed….

Please identify the relevant policy, procedure or process where possible and explain specifically what you believe was not followed or applied correctly.

	






	What have you already done to try to resolve the matter and why are you are not satisfied with the outcome?

Please briefly describe who you have raised the matter with, any action already taken by the school, and why you consider the issue remains unresolved.

	






	What do you believe should have happened differently?

Please explain what you believe the school should reasonably have done, or should have done differently, in the circumstances.

	






	What outcome are you seeking?

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

	






3. Supporting Documentation / Evidence
Please list any documents or other evidence you are attaching in support of your complaint. You do not need to resend information that the school already holds unless it is particularly relevant or you wish to draw specific attention to it.

	Document(s)
	Comment / Relevance to the Complaint

	
	

	
	

	
	

	
	

	
	



4. Declaration
I confirm that the information provided in this form is accurate to the best of my knowledge and that I would like this matter to be considered as a Stage One formal complaint under the Girls’ Learning Trust Complaints Policy.

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

	Name
	Date
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