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                                                                      Appendix A


                                                    COMPLAINT FORM

                                                                                                           (for stage 2 and 3 complaints)

Please use this form to tell us about your complaint – so we can see if we are able to help you.

Please provide us with your details:

	Surname
	
	Title
	

	First Name (s)


	

	Address


	

	Telephone

	


If you are complaining on someone else’ behalf, please give us their details:

	Their name


	
	Relationship to you
	

	Address


	

	Telephone


	


Details of the Directorate/Section you think is responsible for your complaint
	Directorate


	

	Section/Division


	


Please tell us what your complaint is about
	Please include dates, times, venues and persons involved in your complaint



	


Please confirm details of your initial approach to the directorate

	Date(s) of initial/stage 2 complaint

(Date/Month/Year)


	

	Name and title of Officer who took your complaint


	

	Did you receive an acknowledgement within 3 working days?


	

	Did you receive a substantive response within 10 working days?


	

	What were the details of the response(s)?



	What outcome would you like as a result of your complaint?




Signature

Date
Reference No.


     (Internal)








