[Type text]
[Type text]
[Type text]

[image: image1.jpg]€D

STAFFING

RRRRRRRRRRRRRRRRRRRRRRRR





COMPLAINT FORM

	Branch:                                                                              Date:



	Name and Position of person taking details of complaint:



	Complainant Name and Position:



	Organisation/Address:



	Telephone Number:

	Complaint Verbal / Written  (delete as necessary)


	Summary of Complaint                                                                            Sign and Date

	Include here details of whom the complaint is about; date and time of incident and nature of the complaint.




ED Staffing Personnel use only.

	Summary of meeting with employee-Date and Time

	Document all details of meeting and/or ask candidate to make a statement in writing – attach to complaint form



	Actions taken by Branch and outcome of complaint

	


Details of Complaint Tracking:

Please detail here if complaint has been reported to Commission for Social Care Inspection/GMC/GDC/The Police

	Notes on discussion
	Action taken and outcome
	Signature and Date

	
	
	

	
	
	

	
	
	

	
	
	


Please file in candidate notes when complaint closed.

Policy updated 

5th July 2015

Review date

5th July 2016
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