
These instructions are for anyone using ‘Google Chrome’  If you are using a 
different web browser the steps may be different.  
 
Once you have opened the form please read the instructions carefully. 
 

You will need to complete ‘Stage One’ of the form before emailing it 
appeals@sjp.essex.sch.uk 

 
 
Once you have filled in the information for ‘Stage one’ you will need to save the PDF 
file and then attach it to an email to send.  
 
To do this you need to click on the button in the top right-hand side of the screen 
and click ‘With your changes’: 
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When you click this button it will ask you where you would like the file to be saved. 
Make a note of where you have saved it as you will need to attach this to your email 
before you send it to appeals@sjp.essex.sch.uk 
 

 
 
‘Stage One’ is now complete and you need to attach the file you have just completed 
to an email and send this to appeals@sjp.essex.sch.uk 
 
The school will email you once a decision about the appeal has been made. They will 
email you back with a copy of the form that you sent.  
 
If you need to go to ‘Stage two’ you will need to complete ‘Stage two’ of the form 
and return it to the school following the same steps. 
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