
[Your Full Name]
[Your Address]
[Your Postcode]
[Your Email]
[Your Phone Number]
[Date]

Subject: Formal Complaint Regarding [Brief Description of Issue]
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I am writing to make a formal complaint regarding [briefly state the issue or concern], concerning my child, [Child’s Full Name], who is in [Year/Class] at [School Name].

Despite previous attempts to resolve this matter informally, the issue remains unresolved and now warrants a formal complaint. The nature of my complaint is as follows:

[Provide a detailed and factual account of the situation, including relevant dates, names of individuals involved, and any previous communications or actions taken.]

This issue has affected my child in the following ways:
[Describe any emotional, educational, or physical impact on the child.]

I would appreciate a full investigation into this matter and a written response outlining the steps the school intends to take to address my concerns. I am happy to attend a meeting to discuss this further if required.

Please confirm receipt of this letter and provide details of the school’s complaints procedure, including the expected timescales for a response.

Yours sincerely,

[Your Name]
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