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Stage 3 Complaint Panel Hearing Request Form

Important Information About Stage 3 Panel Hearings

What is a Stage 3 Panel Hearing?

A Panel Hearing is a meeting to review the Stage 2 decision about your complaint. The Panel will look at the parts of the Stage 2 response that you are still unhappy with.

Please note: The Panel can only consider complaints that you have already raised at Stage 2. They cannot consider new complaints that have not been previously raised.

What will the Panel do?

The Panel will:
· Review all the documents from your complaint.
· Listen to what you and the Stage 2 decision-maker have to say.
· Review the decision reached at Stage 2 and to consider, on a balance of probabilities, as to whether or not to uphold each complaint.
· Make recommendations they feel are required.

The Panel cannot:
· Award any money.
· Impose sanctions on staff, pupils or parents.
· Consider new complaints.

The Panel's decision is final.

Once the Panel has made their decision, that is the end of the school/academy's complaints process.  If you are dissatisfied with the decision of the complaint panel you can escalate this to the DfE.  The DfE cannot overturn the decision about a complaint, their role is to make sure the complaint is handled properly in line with the regulatory framework.   
How to Request a Panel Hearing

Please complete this form and return it to the Head of Governance within 15 school days of receiving the Stage 2 decision.

Send your completed form and accompanying evidence to:
Head of Governance: complaints@excalibur.org.uk

Following receipt of the completed form, you will receive:
· Written acknowledgement will be provided within 5 school days.
· We will make best endeavours to arrange a stage 3 panel hearing within 20 school days of your request.
· We will endeavour to provide you with 10 school days' notice of the date, time and place of the hearing.

Panel Hearings are usually held online.

Section 1: Your Details

Your Name:		_____________________________________________

Your Address:	_____________________________________________
			
			_____________________________________________
			
			_____________________________________________

Postcode:		_____________________________________________

Telephone:		_____________________________________________

Email Address:	_____________________________________________
(We will use this email address to send you information about your Panel Hearing)

Name of Child/Children (if applicable): ___________________________________________

School/Academy:	______________________________________________________________

Section 2: Your Stage 2 Decision

Date you received the Stage 2 decision: ___________________________________________

Section 3: What Are You Still Unhappy About?

Please tell us clearly which parts of the Stage 2 decision you are still dissatisfied with and why.

Remember: You can only raise issues that were included in your original complaint. The Panel cannot consider new complaints.

What parts of the Stage 2 response are you unhappy with?









(Please continue on a separate sheet if you need more space)


Section 4: What Outcome Do You Want?

Please tell us what you would like to happen as a result of the Panel Hearing.

Be as specific as possible about what would resolve your complaint:













(Please continue on a separate sheet if you need more space)

Section 5: Will someone come with you to the hearing?

You are welcome to bring someone with you to the Panel Hearing for support. This could be a relative or friend.

The Panel Hearing is not a legal process, so you do not need legal representation.

Will you be bringing someone with you?

☐ Yes
☐ No

If yes, please provide their details:

Name: __________________________________________________________________________

Relationship to you: _______________________________________________________________
(e.g., spouse, friend, family member, advocate)

Contact telephone number: ______________________________________________________

Contact email address: ___________________________________________________________

Important: If Your Companion is Legally Qualified

If the person accompanying you is legally qualified (e.g., a solicitor or barrister), please tick this box: ☐

Please note: If your companion is legally qualified:
· The Panel will want to speak to them directly before the Panel Hearing.
· They will not be permitted to act as an advocate or address the Panel unless the Chair invites them to do so.
· They are there to support you, not to represent you.

Section 6: Supporting Documents

Please attach copies of any documents that support your complaint.

Please list the documents you are attaching to this form:

1. ___________________________________________________________________________
2. ___________________________________________________________________________
3. ___________________________________________________________________________
4. ___________________________________________________________________________
5. ___________________________________________________________________________

☐ I confirm I have attached copies of all relevant documents

Section 7: Do you need any support?

Do you have any disability or special requirements that we need to consider when arranging the Panel Hearing?

☐ Yes
☐ No

If yes, please tell us what support you need:





(For example: wheelchair access, hearing loop, interpreter, documents in large print or another format)

If you need help completing this form because of a disability, please contact the Head of Governance who will be happy to make appropriate arrangements.

Section 8: Declaration

Please read this carefully before signing:
· I confirm that the information I have provided in this form is accurate and complete.
· I understand that the Panel can only consider complaints that were raised at Stage 2.
· I understand that the Panel cannot award money or impose sanctions.
· I understand that the Panel's decision is final and there are no further stages within the school/academy.
· I understand that I can withdraw my request for a Panel Hearing at any time up to and including the date of the hearing.
Your Signature: ___________________________________________________________________

Date: ____________________________________________________________________________

What happens next?

Within 5 school days:

You will receive written acknowledgement of your request.

At least 10 school days before the hearing:

You will receive:

· The date, time and place of the Panel Hearing.
· Information about who will be on the Panel.
· A bundle of documents that the Panel will consider – which will include the documents you have submitted with this form.

At least 7 school days before the hearing:

You must send any additional documents that you would like included in the panel documentation.

At the Panel Hearing:
· The hearing will be conducted in a fair and respectful manner.
· You will have the opportunity to explain your complaint.
· The Stage 2 decision-maker will explain their decision.
· The Panel will ask questions.
· Everyone must show courtesy and respect.

Within 5 school days after the hearing:

You will receive the Panel's written decision and any recommendations.

Within 15 school days after the hearing:

You can request a copy of the minutes by contacting the Head of Governance at complaints@excalibur.org.uk.

Need Help?
If you have any questions about completing this form or about the Panel Hearing process, please contact:

Please return this completed form to:
Head of Governance: complaints@excalibur.org.uk

Deadline: Within 15 school days of receiving your Stage 2 decision.



For Office Use Only

Date received:			_____________________________________________

Acknowledged by:			_____________________________________________

Acknowledgement sent:		_____________________________________________

Panel Hearing date arranged:	_____________________________________________

Panel members appointed:	_____________________________________________
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