
Bright Fields School Complaint Form 
To be used for Stage 2 formal written complaints under the Complaints Policy and Procedures 

 
Please complete and return this form to the Headteacher via the School Office. If your 
complaint concerns the Headteacher, please address it to the Proprietor or nominated 

senior officer on behalf of the proprietor via the School Office. Please mark all formal 
complaints Private and Confidential. 

 
Electronic submission: 

• General complaints: complaints@brightfieldsschool.com 
• Complaints about the Headteacher: complaints@sofinoeducation.com 

 
The school will consider reasonable adjustments where required so that this procedure is 

accessible. This may include help to put a complaint in writing, provision of information in an 
alternative format, interpretation support, or arrangements for meetings in an accessible 

location. 
 
Section 1: Complainant Details 
 
Full name of Complainant: 
 

 
 

Relationship to Pupil (if applicable):  
 
Address: 
 

 

Telephone/Mobile Number:  
Email Address:  
Section 2: Pupil Details 
Name of Pupil (if applicable):  
Class/Year Group (if applicable):  
Section 3: Complaint Details 
Please set out the details of your complaint clearly, including: 
 

• what happened; 
• when it happened; 
• who was involved; 
• whether you have spoken to anybody at the school about it already and; 
• any relevant background information 

 
 
 
 
 
 
 
 
Section 4: Informal Resolution Already Attempted 
Have you raised this matter informally with 
the School first? 

Yes / No 

If yes to the above, please state: 
• Name of person contacted 
• Date(s contact was made: 

 

What response did you receive? 
 
 
 



 
 
Section 5: Outcome Sought 
Please explain what outcome you are seeking and what you would like the School to do 
to resolve this complaint: 
 
 
 
 
 
Section 6: Supporting Documents 
Are you attaching any documents to 
support your complaint? 

Yes / No 

If yes to the above, please list them: 
 
 
 
 
Section 7: Accessibility / Support Requirements 
Do you require reasonable adjustments or 
support in relation to the complaints 
process? 

Yes / No  

If yes to the above, please give details 
(for example, assistance with communication, an alternative format, or accessibility 
arrangements): 
 
 
 
 
Section 8: Declaration and Signature 
I confirm that the information I have provided in this complaint form is true to the best 
of my knowledge and belief. 
 
Signature: 
 

 

 
Print Name: 
 

 

 
Date: 
 

 

Preferred method of correspondence: 
 
☐ Email 
 
☐ Letter 
 
☐ Telephone 
 

 


