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                                                    Complaint Form 


Please use this form to tell us about your complaint – so we can see if we’re able to help you. 
If you’re not sure about anything – or have difficulties filling in this form – just phone us on 
0116 2887482 
	Please let us know if you have any practical 
needs where we could help – for example with information in another format (eg large print) or in a different language.








	First name(s)
	
	title For a copy of our Complaint Policy with contact our main office 
To return your form email community@communityap.org.uk
Or post your form to;
Community Action Partnership
Office 5&6 Northfield Lodge
35 Leicester Road 
Blaby
LE8 4GR



	Surname
	

	Service area
	

	Date of birth
	

	
Address for 
writing to you
(include postcode)
	

	
	

	Daytime phone 
	

	Email
	


[bookmark: OLE_LINK2][bookmark: OLE_LINK1]	

	The service related to your complaint 
	

	

	Is your complaint directed toward the conduct of a member or staff or volunteer? If yes please tell us who?
		



Please tell us about your complaint 
	

	








































If your complaint is relates to a safeguarding concern, Community Action Partnership will fully investigate under safeguarding policies and procedures which may involve Leicestershire Police and Social Services. 



Just a few more questions

	· Is this your first complaint regarding this issue?
If not please enclose a copy of the last letter or response we sent you.
	[bookmark: Check5][bookmark: Check6] YES |_|    NO |_|



	· Are you a regular customer of Community Action Partnership services?
	* If YES, please tell us which services you use.
	*YES |_|    NO |_|




How would you like us to put things right for you?
	






Finally, please read and sign this declaration

	
	“
	· To the best of my knowledge, all the information I’ve given you is accurate. 
· I understand that you resolve many complaints by phone, letter and email. 
· I understand that all complaints are logged and kept on file for 3 years. 
· I understand I will receive a read receipt message from the member of staff dealing with my complaint within 5 working days
· I understand that my complaint will be dealt with by the most appropriate member of staff and that I will receive a formal response within 28 working days of submission.
· I give my permission for my data to be shared with any investigating agencies where my complaint relates to child protection or adult safeguarding concerns

	”


	
Signature  _________________________  	date_________________________		
		 



Office Use 
Date received:                                                                   Staff member dealing with complaint:                                                                                      
Initial response date:
Formal response date
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