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[bookmark: _u9zhvhrq6x9g]
[bookmark: _y4h81br9guzc]Appendix B: Complaint form
[bookmark: _xjue7md4kli6]The person who experienced the problem should normally fill in this form. If you are making a complaint on behalf of someone else please fill in Section B also. Please note that before taking forward the complaint we will need to be satisfied that you have the authority to act on behalf of the person concerned. If you are a pupil the school will help you complete this form, will explain it to you and will give you a copy of it when it is completed.
[bookmark: _9hfzd8wohyxj]
[bookmark: _m48x5dh8wmdm]A.	Your details
	Surname
	

	Forename(s)
	

	Title: Mr/Mrs/Ms/other
	

	Address and postcode
	

	Daytime phone number	
	

	Mobile phone number
	

	e-mail address	
	


[bookmark: _hgzmy7xwf3dn]
[bookmark: _tm0j25fjgbp7]How would you prefer us to contact you?
[bookmark: _w3gqz68zxnm0]
[bookmark: _o1ntqb5daj6n]B.	If you are making a complaint on behalf of someone else, what are their details?
	Their name in full
	

	Address and postcode
	

	What is your relationship to them?
	

	Why are you making a complaint on their behalf?	
	


[bookmark: _4o2a3wd815gy]
[bookmark: _w7l258fnjhhr]
[bookmark: _4tgbmkm8icxh]
[bookmark: _etfa4mur554o]	
[bookmark: _7magx31mnltz]C.	About your complaint (continue your answers on separate sheets of paper if necessary)
[bookmark: _vwkw0r29dkoi]C.1	Name of the school/member of staff/person you are complaining about.
[bookmark: _1vpkbd5c3n65]
[bookmark: _c24hp8ytvkcd]
[bookmark: _osbqwurvi7jr]
[bookmark: _r5us0osmmwhg]C.2	Tell us what the reason is for your complaint, what do you think we did wrong or did not do?
[bookmark: _3z1cds1bnw8e]
[bookmark: _kg9opzbjhx4w]
[bookmark: _msd37ppthb3w]
[bookmark: _gattuxil311r]C.3	Describe how you have been affected.
[bookmark: _jzck8xlwzuf2]
[bookmark: _v9mgi5tlgwwt]
[bookmark: _y1aucgc2hrno]
[bookmark: _eegxlxpw8urj]C.4	When did you first become aware of the problem?
[bookmark: _kf3t0vd4lfsz]
[bookmark: _ek7y01o905xh] 
[bookmark: _lqh8hb5p9ps6]C.5	If it is more than three months since you first became aware of the problem, please give the reason why you have not complained before.
[bookmark: _z5x7l54oaax3] 
[bookmark: _mrd40porm77p]
[bookmark: _tr8e8xdbiy48]
[bookmark: _mcmj92cuj9gw]C.6	What do you think should be done to put matters right?
[bookmark: _yem21wywxkry]
[bookmark: _b6d2gib68wqy]
[bookmark: _l5c1o9ey5ymq]
[bookmark: _q1mg89wkxnux]C.7	Have you already put your complaint to a member of staff?
[bookmark: _2cjelcxvjl19]If so, please give brief details about how and when you did so.
[bookmark: _4mmzvoii8ztu]
[bookmark: _bi74t38gby6z]
[bookmark: _cckdhuz82iqk]
[bookmark: _skrikgugixlb]
[bookmark: _mk8fs4oxbcje]
[bookmark: _ar10oytoaffa]
[bookmark: _nli5sjcfzyfs]Signature of complainant:	Date:
[bookmark: _nff4xm80rdoa]Signature if you are making a complaint on behalf of someone else
[bookmark: _outygzlekyea]
[bookmark: _yjfd4g63w4fz]
[bookmark: _ntv9ni7e9e9v]
[bookmark: _9k5uhbvxd9bq]Signature:	Date:
[bookmark: _jjcij3k0gz4b]
[bookmark: _x3f4erxjaaio]
[bookmark: _pav1vsvaa7iv]Please send this form and any documents to support your complaint to: olchfa@olchfa.org.uk
[bookmark: _2az7vq5x94r2]
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