      THE PEGASUS PARTNERSHIP TRUST                                                                                                                                                 “Children First”
	
The Pegasus Partnership Trust: Complaint form
	



Please complete and return to the Academy Lead or CEO who will acknowledge receipt and explain what action will be taken.
	Academy Name:
	


	Your Name:
	


	Child’s Name: 
	


	Your relationship to the child:
	


	Address:
	




	Daytime phone number:
	


	Evening phone number:
	


	Mobile phone number:
	


	Please give details of your complaint:







	What action, if any, have you already taken to try to resolve the complaint? Who did you speak to and what was the response?






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






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



	Signature
	


	Date
	





	Academy use only

	Date acknowledgement sent:
	


	Who sent acknowledgement:
	


	Signature
	


	Please complete the following, acknowledge the stages of the complaints procedure that have been followed and make any comments as necessary

	Stage 1 (complaint heard by staff)
	OUTCOME:


Date:
Signature:


	Stage 2 (complaint heard by senior member of staff)
	OUTCOME:


Date:
Signature:

	Stage 3 (Panel Hearing)
	OUTCOME:


Date:
Signature:



All functions of the complaint’s procedure must adhere to the requirements of the GDPR legislation.

Please complete and return this form to the academy office in a sealed envelope addressed to the Academy Lead, CEO, Chair of LSG or Clerk to LSG (as appropriate) or email the Academy Lead, the CEO at ceo@theppt.co.uk or email governance@theppt.co.uk 









Appendix 2 Academy Complaints Procedure– Flowchart
[image: ]Stage One Informal Stage: Complaint made within 5 working days








Stage Two Formal Stage:
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[image: ]Stage Three Review Panel Stage
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Note:- If the complaint is about the actions of the Academy Lead then the CEO carries out the Headteacher’s role as indicated above.

Note:- If the complaint is about the actions of the CEO then the Chair of the Trustees carries out the Headteacher’s role as indicated above.
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