[image: ]Godstone Primary and Nursery School Formal Complaints Form (Stage 2)

Please read our complaints policy before completing this form.  If you are not satisfied or feel that you have been unfairly treated, we would like you to indicate your concern below.

It is, however, important that you attempt to resolve any difficulties in the first instance by discussing your concerns/complaint with a member of staff or the Headteacher.

[bookmark: _GoBack]If you have tried this and you are still not satisfied with the response, then please fill in all the sections of this form and return it to the Chair of Governors, Liam McGivern, c/o Godstone Primary & Nursery School, Ivy Mill Lane, Godstone, Surrey, RH9 8NH.


	Name
	

	Name of pupil, year group and your relationship to them (where applicable)
	

	Address
	

	Telephone (Day)
	

	Telephone (Mobile)
	

	Email Address
	

	


	Details of the complaint

	






	Action taken so far (including staff member who has dealt with it so far) or solutions offered

	






	The reason that this was not a satisfactory resolution for you

	






	What action would you like to be taken to resolve the problem?

	






	

	
Signed:

	Date:

	

	Official use
	

	
Date received:
	
Signed:
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