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Appendix 1: 

Complaint Form 
Please complete and return to William Cassidi C. E. Aided Primary School (either to the head teacher / Chair of 

Governors / Clerk to the Governing Body) in an envelope marked Private and Confidential 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): 

 

Address:  

Postcode: 

Day time telephone number: 

Evening telephone number: 

Please give details of your complaint, including whether you have spoken to anybody at the school 

about it. 
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What actions do you feel might resolve the problem at this stage? 

 

Are you attaching any paperwork? If so, please give details. 

 

Signature: 

 

Date: 

Official use 

Date acknowledgement sent: 

 

By who:  

 

Complaint referred to: 

 

Date:  
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Appendix 2 

 

Checklist for a Committee Hearing 

 

The Committee needs to take the following points into account: 

 

 

• The hearing is as informal as possible. 

 

• Witnesses are only required to attend for the part of the hearing in which they 

give their evidence.  

 

• After introductions, the complainant is invited to explain their complaint, and 

be followed by their witnesses.  

 

• The head teacher may question both the complainant and the witnesses after 

each has spoken. 

 

• The head teacher is then invited to explain the school’s actions and be 

followed by the school’s witnesses.  

 

• The complainant may question both the head teacher and the witnesses after 

each has spoken. 

 

• The Committee may ask questions at any point.  

 

• The complainant is then invited to sum up their complaint. 

 

• The head teacher is then invited to sum up the school’s actions and response to 

the complaint. 

 

• Both parties leave together while the Committee decides on the issues. 

 

• The Chair of the Committee explains that both parties will hear from the 

Committee within a set time scale.  
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