Precedent local authority complaint letter
From: [Your name & address]
To:   
[In England]
The Director of Children’s Services, [if concerning a disabled child or his / her carer]
The Director of Adult Social Services [if concerning a disabled or elderly adult or his / her carer]

[in Wales]

The Director of Social Services 

Date

Dear 

Formal Complaint 
[Name of person about whom the complaint concerns]

I ask that you treat this letter as a formal complaint concerning the discharge by your authority of its functions in respect of [myself / the above named].

I require the complaint to be investigated under the formal process prescribed by the Children Act 1989 (as amended) [if a disabled child] / the procedures prescribed by the Local Authority Social Services and National Health Service Complaints (England) Regulations 2009 (as amended) [if a disabled / elderly adult]. 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 social workers [etc.] 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, compensation, etc.]

[if relevant include – I do not, however wish this complaint to in anyway undermine my good working relationship with [name of social worker etc.].

I understand that your complaints receiving officer will wish to contact me in order to investigate this complaint. I suggest that this be done by [here give a telephone contact number and the time/days you are normally available or some other convenient way you can be contacted].

I also understand that in investigating this complaint you may need to share information with other relevant parties /agencies and also to access my [or if the complaint is on behalf of your daughter / son] records. I confirm that I am in agreement to you taking this action – so far as it is strictly necessary, and accordingly give my consent to this, under the Data Protection Act 1998.

Yours …

