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Appendix A – Formal Complaints Form
Procedure: 
1. Please read the organisation’s ‘Complaints Policy and Procedure’ before completing this form. 

2. This form is to be used for issuing a formal complaint as described in the ‘Complaints Policy and Procedure’. You do not need to complete this form if you are making an informal complaint.

3. If you decide to make a formal complaint, please complete the form below to the best of your ability with particular attention to the event you are complaining about and the outcome you would like. You are welcome to either email or post this to us pending on your preference. 

4. If you wish to write a letter instead of completing this form, please provide the same information as requested on this form. 

Your Contact Details: 
	Name: 
	


	Address: 
	





	Telephone (Home):
	
	Telephone 
(Mobile):
	

	Email: 
	




	How would you best describe your association with Swindon and Gloucestershire Mind? Please tick one of the below:

	A visitor to the organisation or service premises.

	

	A person accessing the organisation’s support/services.

	

	A relative or friend of a person accessing the organisation’s support/services.

	

	A professional acting on behalf of a person accessing the organisation’s support/services. 
	




Your Complaint: 
	Who or what is your complaint based upon? 

	













	Please provide details of your complaint* 
including the following details, dates, locations, people involved etc. If you are unable to provide exact dates, it is important to give an approximate timeframe. 

	






























*Continue on separate sheet if appropriate. 


	If the complaint being made occurred over 28 days ago, please explain why the complaint was not made during that period.

	













Witnesses:
If there are any witnesses regarding the completing, please provide their details below (if known): 
	Name: 
	


	Address: 
	





	Telephone (Home):
	
	Telephone 
(Mobile):
	

	Email: 
	




Desired Outcome: 
	Please tell us what your desired outcome would be by submitting this complaint. 

	














Sending your Complaint: 
	Please send your complaint to the below contact details:

	Post: 	Swindon and Gloucestershire Mind, Sanford House, Sanford Street, Swindon, SN1 1HE
Email: 	hr@sgmind.org.uk  



In line with the requirements of the Equality Act (2010), we provide reasonable adjustments to support you if you are unable to make your complaint in writing. We can also provide help if English is not your first language. If you need any other assistance, we would be more than happy to help you. 
For further help, please contact us via the details below. 
Post: 	Swindon and Gloucestershire Mind, Sanford House, Sanford Street, Swindon, SN1 1HE
Email: 	hr@sgmind.org.uk  
Tel: 	01793 547150





















	Separate Sheet: 
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