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INFORMAL COMPLAINT  FORM  
 

Please use to record details of the concern or complaint received and the action taken. Please copy to the 
Head of Learner Services for information.  
 
Name:  __________________________________________________________________________  

Address:  __________________________________________________________________________ 

__________________________________________________________________________  

__________________________________________________________________________ 

Telephone No:  __________________________________________________________________________ 
 
 

Details of Complaint:  
 
 
 
 
 
 
 
 
 
 
Action Taken:  
 
 
 
 
 
 
 
 
 
 
Follow up required (Yes/No? What? By whom?)  
 
 
 
 
 
 
 
 
 
 
Signed:  ________________________________________ 

Print Name:  ________________________________________ 

Date:  ________________________________________ 


