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	COMPLAINT FORM


	FORM
	SU-CF

	
	
	
	

	
	
	REVISION
	1

	
	
	
	



1. Complete Part A and Part C

2. Detach Part C from Copy 1 and give immediately to complainant.

3. Pass complete Copy 2 immediately to Quality Development Unit.

4. After resolution of complaint complete Part B and pass photocopy of form immediately to Quality Development Unit.

5. File original copy.

PART A

	Complaint made by:
	
	
	Date of complaint:
	

	
	
	
	
	

	Class / Address:
	
	
	Tel Number:
	

	
	
	
	
	

	
	
	
	Postcode:
	

	
	
	
	
	

	Full Details of Complaint:

	

	

	

	Completed by:
	
	
	Position:
	
	
	Date:
	

	
	
	
	
	
	
	
	

	Referred to:
	
	
	Position:
	
	
	Date:
	


PART B

	Full Details of Action Taken:

	

	

	

	Signature:
	
	
	Position:
	
	
	Date:
	


	I am satisfied with the resolution of the complaint
	

	
	

	I am not satisfied with the resolution of the complaint
	


	Signature:
	
	
	Date:
	
	(If appropriate)


( ……………………………………………………………………………………………………………………….

PART C - ACKNOWLEDGEMENT FORM (To be detached and given to the complainant immediately on completion).

This slip formally acknowledges the complaint made by:
	Name:
	
	
	Signature:
	

	
	
	
	
	

	Class / Address:
	
	
	Position:
	

	
	
	
	
	

	
	
	
	Date:
	

	
	
	
	
	

	The complaint will be dealt with as expeditiously as possible and we would hope to respond fully within ten working days.   Should we be unable to respond within this timescale we will keep you informed regarding progress made in dealing with the complaint.
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