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SAVS Formal Complaint Form


Please complete and either return to the Headteacher by hand or email via the School Office: in person or main@southascotvillageschool.org.uk. The Headteacher will acknowledge receipt of this form and explain what action will be taken, within 10 school days. 

If, however, the complaint is about the Headteacher then please either return the form to the School Office in a sealed envelope marked ‘Personal for the Chair of Governors’ or email directly to the Clerk of Governors: r.jackson@southascotvillageschool.org.uk, who will acknowledge receipt and forward to the Chair of Governors. 

Printed versions of this form are available from the School Office. An editable version of this form is available on the school website or via the School Office. A printable version of this form is available as an appendix to the complaints policy.

	Your name: fhfghgffgh f

	Pupil’s name:  gfhfg hf
	Pupil’s Year Group:  Click or tap here to enter text.

	Your relation to the pupil:  Click or tap here to enter text.
	Telephone:  Click or tap here to enter text.

	Email address for contact: Click or tap here to enter text.


Please use space overleaf and additional pages as you see fit.
	Please give details of your complaint:  Click or tap here to enter text.

	Have you raised this matter with the Class Teacher? If so, what was the outcome. If not, why not?
Click or tap here to enter text.

	Have you raised this matter with the Key Stage Lead? If so, what was the outcome. If not, why not?
Click or tap here to enter text.

	Have you raised this matter with any other member of staff?
Click or tap here to enter text.

	What other action has been taken to resolve the matter and by whom?
Click or tap here to enter text.

	What actions or outcomes do you feel might resolve the problem at this stage?
Click or tap here to enter text.

	Are you attaching any paperwork? If so, please give details.         				 
Click or tap here to enter text.

	
Signature: 

Date: Click or tap here to enter text.


	

	INTERNAL USE

	Date received: 			Date acknowledgement sent and by whom:

	Stage: 

	Complaint referred to: 

	Action taken:
· 

	Date Resolved/Concluded:



	Together we have strength.
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