LEARNING FROM COMPLAINTS

Name of Complainant:                                                                Ref:

Form to be completed by officer responding (This information will anonymised and shared with the service)

	Brief sentence re details of each individual complaint
	Comments on Quality of recording/file related to complaint
	Concerns re Practice related to complaint
	Concerns re Policy / Procedure relating to complaint
	Good Practice relating to each complaint
	Changes made to Service

	Example "Service user hit by another resident; no help from staff"
	Example "incident report not signed"
	Example "Staff should refer to bullying policy"
	Example "Bullying Policy needs to be reworded to include …"
	Example "Staff dealt with a volatile situation by …"
	Example "Number of staff on duty increased"
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Kirklees Council encourages a smoke free environment to protect the health of its employees.
This correspondence and any response you make is covered by Kirklees’ access to personal information policy.  Any information you provide about a client may be shared with that client.  We also operate a complaints, comments and compliments procedure. For information please visit www.kirklees.gov.uk
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