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Cardinal Heenan Catholic High School
“RESPECT, BELIEVE, ACHIEVE.”

CARDINAL HEENAN CATHOLIC HIGH SCHOOL
Formal Complaint Form
Please complete this form if you wish to make a formal complaint under the School's Complaints Policy. Where possible, concerns should first be raised informally with the appropriate member of staff.

Please complete all sections clearly. If you require assistance completing this form, please contact the School Office.

	Section 1 – Your Details

	Full Name 

Address 

Postcode 

Telephone Number 

Email Address 



	Are you:

	☐ Parent/Carer

	☐ Pupil

	☐ Member of the Public

	☐ Staff Member

	☐ Governor

	☐ Other ___________________



	Section 2 – Child's Details (if applicable)

	Child's Name
Year Group 
Form



	Section 3 – What is your complaint about?

	Please tick all that apply.

	☐ Teaching and Learning

	☐ Behaviour

	☐ Safeguarding

	☐ SEND

	☐ Attendance

	☐ Communication

	☐ School Procedures

	☐ Admissions

	☐ Exclusions

	☐ Staff Conduct

	☐ Other ______________________



	Section 4 – Have you already tried to resolve your concern?

	☐ Yes

	☐ No

	If yes, please tell us:

	Who did you speak to?


	When?


	What was the outcome?




	Section 5 – Please describe your complaint

	Please:

	· stick to the facts; 
· include dates where known; 
· avoid repeating information; 
· limit your response to two sides of A4 or approximately 1,500 words. 




	Complaint Summary









	Section 6 – Timeline of Events

Date:
What happened:


	

	Section 7 – Evidence

	Please list any documents you are submitting.

	☐ Emails

	☐ Letters

	☐ Medical Information

	☐ Witness Statement

	☐ Photographs

	☐ Other

	Details:



	Section 8 – Witnesses

	Please provide the names of anyone who witnessed the events.

	Name:
Relationship:




	Section 9 – What outcome are you seeking?

	Please explain what you would like the school to do.







	Section 10 – Equality and Accessibility

	Do you require any reasonable adjustments to enable us to investigate your complaint?

	☐ No

	☐ Yes

	Please tell us what adjustments would help.






	Section 11 – Declaration

	I confirm that:

	☐ The information provided is accurate to the best of my knowledge.

	☐ This complaint reflects my own concerns.

	☐ I understand that knowingly providing false or misleading information may affect the investigation.

	☐ I have read the School's Complaints Policy.

	Signed:

	Date:



	School Use Only

	Date Received:

	Reference Number:

	Stage:

	☐ Informal

	☐ Stage 1

	☐ Stage 2

	Received By:

	Acknowledged:

	Response Due:
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