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CHILDREN’s SERVICES & LEARNING DIRECTORATE
CUSTOMER CARE & COMPLAINTS SERVICE
NOTIFICATION OF ENQUIRIES, INFORMAL COMPLAINTS, COMPLAINTS, COMMENTS AND COMPLIMENTS RECEIVED DIRECTLY BY STAFF

Please complete for all enquiries, informal complaints, complaints, comments or compliments received directly by staff.  Once completed, please return to the Customer Care & Complaints Manager.

[image: image2.wmf] 











Thank you for completing this form, it enables enquiries, informal complaints, comments and compliments to be monitored effectively by maintaining a central record of all those received by Children’s Services & Learning Directorate and the Communities, Health & Care Directorate.  It also provides information for enquiries and informal complaints, which go on to be registered as Stage 1 Complaints.

If you have any queries about enquiries, informal complaints, comments or compliments you receive or need assistance responding to them please do not hesitate to contact the Customer Care & Complaints Manager on 023 8083 3154.
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Completed by:                                                            Date:


Workbase:





Please indicate whether this is an informal complaint, complaint, or compliment by highlighting the appropriate notification area.  ALL STAGE 1 COMPLAINTS MUST BE FORWARDED TO CUSTOMER CARE & COMPLAINTS SERVICE FOR ACKNOWLEDGING AND RECORDING.





Date received:                                             How received:  Tel/e-mail/letter/other





Complainant’s details:


Surname:                                                 First Name:





Address:











Postcode:                                                          Tel No:





Name and address of Service User:





Brief details of enquiry, Informal complaint, comment or compliment:





Date Acknowledged:                                   By Whom:








Please attach any relevant correspondence with this form for registering and monitoring purposes.





Action Taken (give as much detail as possible and attach any relevant correspondence with this form):





Is matter resolved?                              Yes/ No/Unsure





Date completed:








Dealt with by:


            





Outcome:
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