Provider Complaints Record (Mar 2014)
	Date or complaint:
	

	A: Source of complaint

	Parent (in writing, inc email)

Parent (in person)

Parent (phone call)
	
	Staff member

Anonymous

Ofsted

Other 
	

	B: Nature of Complaint:
	(Please tick all areas that the complaint relates to)

	Learning & Development

How well the early years provision meets the needs of the range of children who attend

	1. Planning

2. Tracking
3. Other
	
	
	

	Safeguarding
The contribution of the early years provision to children’s well-being 

	Safeguarding

1. Premises

2. Medicines

3. Illness, injuries

4. Outings

5. Behaviour management

6. Food & Drink

7. Risk assessment

8. Suitable Premises, environment & equipment

9. Other
	
	
	

	Leadership and Management
The leadership and management of the early years provision.

	1. Safer Recruitment

2. Suitable People

3. Organisation
4. Documentation

5. Other
	
	
	

	Please note further details of the complaint (attach correspondence):



	C: How it was dealt with

	Internal investigation

Investigation by Ofsted

Investigation by Outside agencies (if so, who?)

	Please give details of internal investigation or attach an outcome letter to Ofsted:



	D: Actions & outcomes

	Internal actions

Actions agreed by Ofsted

Changes to registration

Other action taken by Ofsted

No Action

Actions imposed or agreed with other agencies
	Brief explanation (attach any correspondence)

	Has a copy of this record been shared with parent (s)?  Yes/ No

	Confirmation of complaint has been given to parents within 7 working days: Yes/ No

Outcome notified to parent within 28 days: Yes / No

Parent’s name:                                              Parent’s Signature:

Date:                                                               

	Name of recorder

	Position:

Signature:

Name:
	Date:


