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Complaints


Compliments


Comments


Suggestions





Tell us if you have something to say





You might want to:





Make a complaint about something you are unhappy with





Pay a compliment to someone who has helped you





Make a suggestion about how we could do things better





�





This is a:





     Complaint					Compliment





     Comment					Suggestion


























Improving Peoples Lives











Whatever you want to say about A4e, we promise we will listen and respond





If you are paying someone a compliment on this form we will let you know we have received it and make sure it goes to the member of staff concerned.





If you are making a suggestion we will ensure that it is passed on to someone who may be able to do something about it.  We will let you know in due course how services may have changes as a result.





If you want to make a complaint initially speak to the member of staff directly concerned – this may help to get the problem sorted out to everyone’s satisfaction as early as possible.  Make a note of the details surrounding the events that have caused you a problem





You may prefer these issues to be dealt with by someone else.  If so, please complete the attached form and your comments will be followed up through the A4e complaint process.


�If you make a complaint this is what will happen:


(  Your comments will be referred to the person best able to deal with them.  This will usually be the manager and they will do their best to sort the matter out.





The person appointed to investigate your complaint will acknowledge it within 7 days and tell you what they are going to do.  They will then write to you tell you the outcome of their investigation within 28 days.  If there are reasons why this cant be completed within 28 days, a note will be sent explaining the reasons for the delay and setting another date for completion


( If you are unhappy with the outcome of the initial investigation, then you have the right to have your complaint investigated by a more senior member of staff.  Within 7 days we will write to you telling you who will be conducting the formal enquiries





We will aim to resolve your complaint within 28 days.  During this time you, and any other person involved in the situation, will be contacted by the investigating officer.  If there are reasons why this can’t be completed within 28 days, a letter will be sent explaining the reasons for delay and setting another date for completion.











Improving peoples lives








DETAILS:





Improving Peoples Lives





Name: 





Address:


  














Telephone:





Signed:				    Date:


I am:


   ( Service User        ( Relative/Friend        ( Carer


   ( Advocate              ( Other (Please specify)………..


Please place in an envelope marked ‘CONFIDENTIAL’ and send to:


Service Manager, A4e, Enterprise House, 6 – 8 Yarm Road, Stockton-on-Tees, TS18 3NA


        





Improving Peoples Lives
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