SAMPLE INVITATION LETTER TO COMPLAINANT

**insert headed paper
**insert school address
[bookmark: _GoBack]**insert date
									
Dear ___________________
I hope you are well.
As part of the investigation into your complaint, I would like to invite you to meet with me regarding the issues raised in your letter.  I suggest the following dates:
· school to insert a selection of two dates to enable choice of suitable time / day
Please confirm by (school to insert means by which complainant can confirm attendance).

As indicated in our complaints procedure[footnoteRef:1], Section 5.3 Rights of parties involved during  [1:  Applicable to the two-stage Model School Complaints Procedure October 2019, available at https://www.eani.org.uk/school-management/policies-and-guidance/managing-school-complaints
] 

the investigation, you may be may be accompanied but not represented by another person 
during the process, for example spouse, friend, family member or interpreter, provided this
person is not offering legal representation or acting in an official capacity.

I have enclosed a summary of the specific complaints from your original letter, these will form the basis of the investigation. We can discuss these when we meet.

Yours sincerely,

______________________________________
School to insert Principal’s / Chair’s Signature
Contact details

