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**insert headed paper
**insert school address
**insert date
									
Dear ______________
I acknowledge receipt of your letter of complaint, received on _______________________. 
I will arrange for an investigation of the complaint to be carried out in line with our school complaints procedure and will respond to you by (insert a date 20 working days from the receipt of the written complaint).  
As part of the investigation, I may wish to speak to you, and if that is the case, I will be in touch with you to arrange this.
I enclose   a copy of / a link to    our school’s complaints procedure for your information. (delete as appropriate)

Yours sincerely


________________________
Principal / Chair of the Board of Governors (delete as appropriate)



