Appendix 1 Complaints form
This form is to be completed by any member of staff who receives a complaint or a parent who wishes to make a complaint.  It should be passed to the Complaints Co-ordinator.

	What is the nature of the complaint? 
 (Please tick)

	 Staff conduct
	 Parental conduct

	 Teaching standards
	 Pastoral care

	 Condition of premises
	 Time tabling

	 Matters of regime and routine
	 Access to or regulation of extra curricular activities

	 Other (please give details)

	Please give details of the complaint

	

	Date/s of incident
	Time/s

	If the complaint is about someone's behaviour please give the names of any witnesses to the incident/s

	

	Action taken

	

	Name
	Position (staff or parent)

	Signed
	Date


