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Please complete this form if you wish to raise a concern or complaint about any aspect of our service. All complaints will be handled sensitively, fairly, and promptly in line with the Customer Complaints Policy.
1. Your Details
	Name:
	

	Job Title/Role:
	

	School/Organisation:
	

	Email Address:
	

	Phone Number:
	

	Preferred Contact Method:
	☐ Email ☐ Phone ☐ Post




2. Complaint Details
	Date of Incident/Issue:
	

	Division/Office Involved (if known):
	

	Nature of Complaint:
	☐ Service Delivery   ☐ Communication   ☐ Staff Conduct   ☐ Other (please specify)

	Description of Complaint:
	(Please provide as much detail as possible, including dates, names, and any supporting facts.)







3. Steps Already Taken
	Have you made this complaint with the relevant division or office?
	☐ Yes ☐ No

	If yes, please provide details (including name of contact and date):
	

	Have you received a response?
	

	If yes, please summarise the outcome:

	



4. Desired Outcome
	What outcome or resolution are you seeking?
	(e.g., explanation, apology, service improvement, compensation, etc.)

	





5. Escalation (if applicable)
	☐ This is a Level 1 complaint (initial submission)


	☐ This is a Level 2 escalation (to Senior Management)


	☐ This is a Level 3 escalation (to Director)


	If escalating, please explain why you are dissatisfied with the previous response:

	





6. Supporting Documents
	Please attach any relevant correspondence, evidence, or supporting materials.

	☐ Documents attached



7. Declaration
	Signature:
	

	Date:
	



Submission Instructions
Please submit your completed form by one of the following methods:
Email:
· North East: info@schoolsmutualservices.co.uk
· East Midlands: nottingham@schoolsmutualservices.co.uk
· South East: oxford@schoolsmutualservices.co.uk
Acknowledgement: You will receive an acknowledgement within 24 hours of receipt, including a complaint reference and contact name.
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