[image: ]
Parent/Carer Complaints Form
We welcome feedback from parents and carers. If you have a concern or complaint about any aspect of our childcare service, please use this form to provide the details. Your complaint will be treated seriously, respectfully and confidentially, and will be investigated in accordance with our complaints procedure.
1. Parent/Carer Details
Name: ______________________________________________
Child’s Name: ________________________________________
Contact Telephone Number: ____________________________
Email Address: ________________________________________
Preferred method of contact:
☐ Telephone
☐ Email
☐ In person
☐ Other: ________________________________________________
2. Details of Your Complaint
Date of incident/concern: ______________________________
Approximate time: _____________________________________
Who was involved?



[bookmark: _GoBack]Please describe your concern or complaint in as much detail as possible:






3. What Do You Feel Should Happen?
Please tell us what you would like us to do to resolve your complaint or address your concern.




4. Supporting Information
Please provide details of any documents, photographs, messages or other information that you feel may support your complaint.



Have you previously raised this concern with a member of staff?
☐ Yes
☐ No
If yes, please provide details, including when and who you spoke to:


5. Confidentiality
We will handle your complaint sensitively and share information only with those who need it to investigate and respond appropriately. Information may need to be shared where required to safeguard a child or comply with legal or regulatory requirements.
6. Parent/Carer Declaration
I confirm that the information provided in this form is accurate to the best of my knowledge.
Name: ______________________________________________
Signature: ___________________________________________
Date: _______________________________________________

For Office Use Only
Date complaint received: ______________________________
Received by: _________________________________________
Method received:
☐ In person
☐ Email
☐ Telephone
☐ Written form
☐ Other: ________________________________________________
Complaint acknowledged on: ___________________________
Person responsible for investigation: ____________________
Investigation/action taken:




Outcome communicated to parent/carer on: ______________
Method of response:
☐ In person
☐ Telephone
☐ Email
☐ Written response
Further action required:
☐ No
☐ Yes — details:


Date complaint closed: _________________________________
Manager/Responsible Person signature: ___________________
Date: _______________________________________________
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