Cerebra LEaP Project template letter
- This letter applies to England, Wales & Scotland

“We want to make a complaint about a council or health body”
Please change or delete the green text as appropriate.
[Your name]
[Address] 

[Tel]
[E-mail]
[Date]

Complaints Officer 
[Address]
Dear Complaints Officer 
My son / daughter: [name]

Date of birth: [e.g. 12th March 2007]
Formal complaint
I ask that you treat this letter as a formal complaint concerning the discharge by your

[authority/trust] of its functions in respect of [myself] [my son/daughter]. I require the

complaint to be investigated at the earliest opportunity. Although I am making a formal

complaint I do not want it to interfere with the good working relationship I have with

[name of person in authority / trust] or to in any way delay or interfere with the support

arrangements provided to [me / my son/daughter].
My complaint is:

[here set out as precisely as possible

(a) what it is that is being complained about

(b) the names of the key staff who the complaints investigator will need to speak to;

(c) the dates of the relevant acts / omissions;

If possible also enclose copies of any relevant papers]

What I want to achieve by making this complaint is [here set out as precisely as possible what you want to be the result of your complaint: i.e. an apology, a changed service provision, an alteration to practice, interim support arrangements [and if so – timescales for this], etc.]
I understand that you will wish to contact me in order to investigate this complaint. I suggest that this be done by [here give telephone / email contact details and the time/days you are normally available etc.].
I also understand that in investigating this complaint you may need to share information with other relevant parties / agencies and also to access my records. I confirm that I am in agreement to you taking this action – so far as it is strictly necessary.
Yours faithfully
