Little Stars Complaint Form
  
This complaint form should be completed by the person(s) making the complaint. If you are complaining on behalf of someone else, you must demonstrate that you have authority to make the complaint and there is good cause for you to make the complaint on behalf of another person  
 
Section 1 
 
Name(s) of person(s) making complaint:  ________________________________          __________________________________________________________________________________
 
Full Contact Address & Details:    



 
 
Section 2 – to be completed only if you are complaining on behalf of someone else: 
 
The name of the person on behalf of whom you are making this complaint: 



 
 What is your relationship to the person(s) on whose behalf you are complaining and why are you making the complaint on their behalf? 



  What is the basis of your authority to make this complaint on their behalf? 



 
 Section 3  
 
When do you say the matter complained about occurred? 



 
 If the matter complained of occurred more than 6 months ago, please provide details of any exceptional circumstances for the delay in making the complaint. 
  



 
 Section 4 
 
If you are complaining about a member of staff at the preschool, please identify this person, if they are known to you. 
 



 

 Section 5  
 
What are you complaining about?    (Please give as much information as possible -    continue on another sheet, if necessary) 


























Section 6 
 
Please confirm whether you have already taken steps to try to resolve your complaint and, if so, please provide details of any steps taken? 







 
 
Section 7   What you would like the preschool to do to resolve your complaint? 








 
 





Section  8  
 
Declaration  
 
The information contained in this form may be shared with the person complained about, if applicable.  Do you consent to this information being shared with any person who is the subject of your complaint? [   ]    yes         [   ] no         [   ]  not applicable 
 
Any information you provide to us will be processed for the purposes of considering and resolving your complaint.  We may also need to share information about your complaint with others in order to comply with our statutory obligations.   
 
If you are not willing to let us disclose information to the person complained about or any other person, or body for the purpose of dealing with your complaint we may not be able to deal with your complaint. 
 
You may submit your complaint by hard copy or electronically.  If you submit your complaint by hard copy you must print your name below, personally sign the form and date it.  If you submit your complaint electronically you must type your name, which will be accepted as your signature, and date the form. 
 
 
Print Name(s) _________________________________________________________ 
 
Signature  ____________________________________________________________
 
Date     _______________________________________________________________
 
 
 
Please send this form to Little Stars Preschool, 12 – 14 Station Road, Earl Shilton Leicestershire LE9 7GA, or by email to little.stars.preschool@live.co.uk, marked confidential and for the attention of either Lynsey Allen or Sophie Allen.
