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[bookmark: _Toc502822644]Annex A: Stage 1 Complaints 
A.1	Please complete and return to the Academy Office, who will acknowledge receipt. Contact details are published to our Academy websites via the ‘Contacts’ page.  You should receive an acknowledgement from the Academy within two Academy days and a response within twenty (20) academy days. 
	STAGE 1 COMPLAINT FORM

	Your name:

	Address:

	Contact numbers (please state any preferred contact time):

	Email address:

	Academy:

	Student name (if relevant):


	Student Year Group (if relevant):

	Your relationship to the student (if relevant):


	What is the nature of your complaint? Please provide as much detail as possible 

	Which members of staff have you discussed this with at Stage 0? 

	What was the resolution at Stage 0?

	Why was the resolution at Stage 0 not satisfactory? 

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




	Signature:                                                                                                Date:

	Official use

	Date acknowledgement sent:

	By who: 	



	Complaint referred to:

	Date: 



CONFIDENTIAL (when complete)
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Annex B: Stage 2 Complaints                 
B.1	Please complete and return to the Head of Governance via email governor.services@harrisfederation.org.uk or by post to Harris Federation, 6th Floor, Interchange, Station Road, Croydon, CR0 2RD This form can only be used when all Stage 0 and Stage 1 processes have been completed. You should receive an acknowledgement within 2 academy days and a response within twenty (20) academy days.

	STAGE 2 COMPLAINT FORM

	Your name:

	Address:

	Contact numbers (please state any preferred contact time):

	Email address:

	Academy:

	Student name (if relevant):


	Student Year Group (if relevant):

	Your relationship to the student (if relevant):


	What is the nature of your complaint? 


	What was the resolution at Stage 1? 

	Why was the resolution at Stage 1 not satisfactory?




	What additional actions would need to be agreed in order to resolve this complaint?


	Signature:

Date:


	Official use

	Date acknowledgement sent:


	By who: 


	Complaint referred to:


	Date: 




CONFIDENTIAL (when complete)
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Annex C: Stage 3 Complaints                 
C.1	Please complete and return to the Head of Governance via email governor.services@harrisfederation.org.uk  or by post to Harris Federation Head Office, 6th Floor, Interchange, Station Road, Croydon, CR0 2RD. This form can only be used when all previous stages have been completed.

	STAGE 3 COMPLAINT FORM

	Your name:

	Academy:

	Address:

	Contact numbers(please state any preferred contact time):

	Email address:

	Student name (if relevant):


	Student Year Group (if relevant):

	Your relationship to the pupil (if relevant):


	What is the nature of your complaint? 



	What was the resolution at Stage 2? 

	Why was the resolution at Stage 2 not satisfactory?




	What additional actions would the Panel need to agree in order to resolve this complaint?


	Signature:

Date:


	Official use

	Date acknowledgement sent:


	By who: 


	Complaint referred to:


	Date: 




CONFIDENTIAL (when complete
PUBLIC
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