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Complaint Received


Letter of Acknowledgement


Investigation to be completed 


number and date logged in complaints log


by Registered Manager


send within 2 Days of receiving Complaint


Letter to be written outlining findings of investigation


within 28 Days


within 28 days of first complaint


if due to take longer an interim letter to be written to explain why


Send out Outcome Satisfaction Questionnaire with final investigation letter


File all information in Complaints File


Gather all information on complaint within one polly pocket


Write outcome and date of closure in complaints log


















image1.jpeg
Community
Therapeutic
Services





