[bookmark: _Toc58237293][bookmark: _Toc61019043][bookmark: _GoBack]Appendix 1 – School contact details
Stamford Green Primary School and Nursery
Christ Church Mount
Surrey
KT19 8LU
01372 725383
info@stamford-green.surrey.sch.uk

[bookmark: _Hlk58243090]Headteacher: Mrs Louise Druce parents@stamford-green.surrey.sch.uk
Clerk to Governors: Mrs Beth Saunt clerk@stamford-green.surrey.sch.uk


[bookmark: _Toc58237294][bookmark: _Toc61019044]Appendix 2 – Complaint form 
Please complete and return to Mrs Druce Headteacher for Stage 1, or Clerk to the Governing Body for Stages 2 and 3 who will acknowledge receipt and explain what action will be taken.
	Your name:

	Pupil’s name (if relevant):


	Your relationship to the pupil (if relevant):


	Contact details:



	Please give details of your complaint (adding extra pages if necessary):


	No.
	Details of issue
	What action has been taken to resolve the matter and by whom?

	1
	
	

	2
	
	

	3
	
	

	etc
	
	

	What actions do you feel might resolve the problem at this stage?

	Are you attaching any paperwork? If so, please give details.

	Signature:
Date:

	Official use

	Date acknowledgement sent and by whom:


	Stage: 

	Complaint referred to:


	Action taken: 

	Date: 
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