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The Charter School

 Headteacher: Christian Hicks MA

If you have a matter that you would like to raise with the school, we should like to support you in progressing this forward.  Please provide us with the following information for us to assist you.
	Students Name:
	Your Name: 

	Year Group:
	Relationship to student: 

	Form Tutor:
	Telephone Number: 


	Please provide us with full details of the matter in question - if this involves dates and times, please include them. 




	What action have you taken so far to resolve this matter 
Have you spoken to other staff in the school     No[   ]  Yes [   ] if yes please give details




	What is the outcome would you like to achieve 




Signature:  ____________________________ Date: ___________________

If you wish to raise an issue with the school you should contact your child’s tutor. Details should be in their planner. 

Issues can then be raised with 

· The Year Leader 

· The Director of Learning for the Key Stage

· The Deputy Head

Please ensure you have contacted each person before contacting the next person: the person who works mostly with your child is the person who can resolve matters most quickly.

Phone calls: you will not be able to speak directly to a teacher.

Reception will ask the teacher to call you back. Please note, our teachers have full teaching loads and perform break and lunchtime duties.  

Email: Expect an acknowledgement within three days and a reply within two school weeks. 

Appointments: We will endeavour to organise an appointment within two school weeks of your request. 

For School use: Passed to _____________________ on date ____________________
Action taken:  

Copy in Pupil File 

