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Confidential: Complaint Form
This form should be completed if you are dissatisfied with any service provided by Social Care Wales and wish the matter to be investigated further.
Section A: Personal details

	First names:


	

	Surname:


	

	Address:

(including post code)


	

	Telephone number


	

	E-mail


	

	What address do you want correspondence sent to if different from above?



	Address:

(including post code)


	

	Access Needs/Other Requirements



	Please state in the box below if you require wheelchair access/induction loop/sign language/interpreter/easy English interpreter/personal assistant/accessible format/mentor support, or any other requirements. This is if you need to visit our offices. Or whether the format of the response should be in a particular format, Braille, large print



	


Section B

	Please give details of the department or person you are complaining about, where appropriate



	First names:

	

	Surname:

	

	Office address:
(including post code)


	

	Work telephone number:

	

	E-mail address:

	

	What is your complaint?



	

	Incident 



	(Summary of incident)



	Date(s) and time(s) of incident(s)



	

	Key parties involved



	

	Action taken



	

	Full circumstances of the complaint or incident in detail (please continue on separate sheet of paper if necessary)


	

	What redress or outcome are you looking for?



	

	Please try and specify the grounds of your complaint



	

	Have informal attempts been made to resolve this matter? If so, please detail



	


Section C: Representative details (if applicable)

	Do you have a colleague/support worker/carer you wish to accompany you through this procedure?



	First names:

	

	Surname:

	

	Address:
(including post code)


	

	Telephone number:

	

	E-mail address:

	


For office use only

	Complaint reference number


	

	Date received


	

	Date of acknowledgement letter


	

	25 working day response date


	

	Actual date


	

	Investigating Officer


	


