

[bookmark: _GoBack]SAMPLE STAGE ONE OUTCOME LETTER

**insert headed paper
**insert school address
**insert date

Dear ______________________

I have now completed my investigation into your complaint received on __________________________________.  

As part of my investigation, I (school to outline briefly, the range of actions taken eg interviewed relevant staff, reviewed correspondence / relevant policy, etc).  

My findings are as follows:
1. FOR EACH ISSUE / POINT OF THE COMPLAINT, OUTLINE A RESPONSE – UPHELD / PARTIALLY UPHELD / NOT UPHELD, WITH A BRIEF REASON FOR THE OUTCOME AND ANY FOLLOW-UP ACTIONS REQUIRED 
(See pg 6 Guidance on Using School Complaints Procedure for help in forming a response, available on
 www.eani.org.uk/school-management/policies-and-guidance/managing-school-complaints)


I hope that you are satisfied that I have thoroughly investigated all aspects of your complaint fairly and according to our school complaints procedure. 

This letter concludes stage one of our school complaints procedure.  If you remain dissatisfied, you should write to the chairperson of the board of governors, marking the letter ‘private and confidential’ and leave it at the school office for delivery.  Please provide clear information and include the following:

· Reason(s) why you disagree with the stage one findings
· Any aspect in which you think that the school’s complaints procedure was not fully followed


I have included a copy of our school complaints procedure for your convenience.

Yours sincerely


___________________________
School Principal



		




