[bookmark: Form]COMPLAINT MONITORING FORM
Care & Repair Cymru respects your privacy and will make sure that it protects your personal information. Any personal details that you give us on this form or as part of your complaint will only be used by us to:
· Help resolve your concerns
· Check whether our complaint procedures are accessible to every member of the community
· Help to improve our service
Please PRINT your contact details below:
	Name:
	

	Address:
	

	Telephone Number:
	

	Email:
	


Please describe the cause of your complaint.  If possible please include any dates or names that are relevant.  
 (Please use extra paper if necessary and attach to this form)
	Your complaint:

	What do you think we should do to resolve this problem?


---------------------------------------------------------------------------------------------------------------
For Office Use Only
	Received by:
	

	Date:
	



	Ref Number:
	

	Action Taken:


	Action feedback to complainant:


	Method of feedback:
	Email
	
	Letter
	
	Telephone
	

	Fed back by:
	



	Complaint Resolved (enter date):
	

	If unresolved passed to C&RC Board of Trustees (enter date):
	



	Further Action:


	Action feedback to complainant:


	Method of feedback:
	Email
	
	Letter
	
	Telephone
	

	Fed back by:
	

	Complaint resolved (enter date):
	





Care & Repair Cymru First Board of Trustees 2019-20 held on 5 November 2019
Appendix 1 - Complaints Policy
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Once you have completed this form, please email it to adrian.lister@careandrepair.org.uk 
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