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Be your best self



Exhall Grange Specialist School 

Complaints Policy

Complaint Form 

Please complete and return to the Headteacher who will acknowledge receipt and explain what action will be taken.

	Your name:



	Pupil’s name (if relevant):



	Your relationship to the pupil (if relevant):



	Day time telephone number:
Evening telephone number:


	Your desired outcome(s) – What are you hoping to achieve?


	Key points of your complaint – Please summarise the key issues for you


	Timeline – please summarise the sequence of events – in date / time order 



	Are you attaching any paperwork? Please give clear references and indications of documents, records, policies, and any other documents that will help us to understand your point of view and your complaint



	Signature:

Date:


	

	Official use

	Date acknowledgement sent:

	By whom:

	Complaint referred to:

	Date:
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