Instructions for Using this Policy / Template

1. Use the areas highlighted in red to prompt completion of the complaint record sheet..
2. Proof read the document and make any further additions / amendments as appropriate.

3. Insert your company logo or branding as appropriate.

4. Amend the document footer as appropriate.

5. Delete these instructions and the disclaimer at the end of this document, then save an updated copy of the document for future use.

FORMAL COMPLAINT RECORD SHEET
	COMPLAINT RAISED BY
	Full name 

	ORGANISATION NAME (IF APPLICABLE)
	Name of the organisation if the complaint is from a client.

	ADDRESS OF COMPLAINANT
	Full address

	DATE  / TIME COMPLAINT RAISED & TAKEN BY
	Date/ time & name of person that received the complaint

	COMPLAINT REGARDING
	If the complaint is about a person, provide their full name here (if temporary worker – confirm payroll number). 

	FORM COMPLETED BY / DATE
	Full name of consultant / manager who is responsible for recording and dealing with the complaint.

	REASON FOR COMPLAINT (INC DATES)
	Full details of the situation and why the complaint has been raised.

	STATEMENTS
	Attach statements from:
· Person making the complaint

· Person to whom complaint relates
· Any Witnesses 
(inc event dates / times) - record facts not opinions.  

	RESPONSE TO CLIENT
	Overview of response to the client, including:

· Reason for occurrence

· Overview of events
· Immediate action taken to resolve complaint

· Process changes to avoid re occurrence 

· Attach actual response letter and any other relevant documentation.

	ACTION TAKEN
	Details of action taken with person(s) involved (e.g. disciplinary meetings etc)

	CORRECTIVE MEASURES TAKEN
	Full details of process changes made (inc dates) to avoid re occurrence of compliant with this or any other client. Detail roll out of process changes / training etc, timescales and manager responsible. 

	RECORD EVENTS
	Update relevant records:
· Client record – date updated & by whom
· Temporary Worker / Employee personnel file – date updated & by whom

	SENIOR MANAGER SIGN OFF


	The above complaint has been thoroughly investigated, the Client has been informed of all findings and actions have been taken to avoid re occurrence.

Name:          ___________________________
Position:      ___________________________

Date:            ___________________________




Disclaimer

The material contained in this document is of a general nature.  We cannot guarantee that it will meet your specific requirements and accept no liability for any loss or damage caused by the use thereof.  If you are unsure then we recommend that you seek specific advice where evaluation of your precise factual circumstances can be determined.  By providing this document to you we are not giving legal or financial advice and no responsibility for loss occasioned as a result of any person acting or refraining from acting on the basis of this material will be accepted by Brunton Consultancy or the Author.  Brunton Bid Writing is a trading name of Brunton Consultancy.  Sale of this document is strictly in accordance with Brunton Bid Writing’s standard Terms & Conditions which can be found at www.bruntonbidwriting.co.uk. 
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