[bookmark: _Toc238725290]Central England Academy Trust: Complaint Form

Please complete this form electronically where possible and email or submit it to the office of the relevant setting. A staff member will acknowledge receipt and advise on the next steps. Please keep to the key points. If you use an AI tool to help you write your complaint, please read section 12 of the Complaints Procedure first.

	Your name:  
	


	Pupil’s name (if relevant):  
	  


	Your relationship to the pupil (if relevant):  
	  


	Address:

	



	Postcode:

	

	Daytime telephone number:  
	


	Evening telephone number:  
	


	Email address:  
	


	Please give details of your complaint, including whether you have spoken to anybody at the school/Trust about it and any actions that you or the school/Trust have already taken: (Please summarise the key points, normally in no more than two sides of A4.)












	What actions do you feel might resolve your complaint at this stage?  











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






	Use of AI tools: did you use an AI tool (for example ChatGPT, Copilot or Gemini) to help write this complaint?   Yes  /  No
This will not affect how your complaint is considered. If you did, please check that everything in this form is accurate and reflects your own concerns, and that you have not entered information about other pupils, staff or families into the AI tool.

	Declaration: I confirm that the information in this form is accurate to the best of my knowledge and sets out my own concerns.

	Signature:  
  
	Date:  


	Official Use

	Date form received:

	Date acknowledgement sent:  

	By who:   

	Complaint referred to:  

	Action taken:   
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