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LEARNERs’ Trust – Complaints Procedure Form
Formal Complaint – Stage 1

This form is used when an issue has not been resolved through informal discussion and initiates a Formal Stage 1 investigation under the LEARNERs’ Trust Complaints Policy.
Section 1: About you
	Name:
	

	Address:
	






	Postcode:
	

	Email:
	

	Daytime telephone no.:
	

	Evening telephone no.
	



Section 2: About the pupil (if applicable)
	Pupils name:
	

	Date of birth:
	

	School:
	






Section 3: Informal resolution
[bookmark: Check3][bookmark: Check4]Have you already raised this concern informally?
|_| Yes    |_| No 
	(If no, please explain why informal resolution was not possible)
	



	Who did you raise it with?
	


	When was this discussed?
	



	What was the outcome of that discussion?
	



Section 4: Your complaint
	What happened?
	




	When did this happen?
	


	Who was involved?
	









Section 5: Evidence
[bookmark: Check1][bookmark: Check2]Do you have any documents or information you wish the Investigating Officer to consider?
|_| Yes    |_| No

If yes, please list them here:
	







Section 6: Outcome sought
What outcome are you seeking as a result of raising this complaint?
	







Section 7: Declaration
I confirm that the information provided is accurate to the best of my knowledge.
	Name:
	

	Signature:
	

	Date:
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