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Feedback and complaints form

Please write your feedback or details of your complaint and pass to a member of staff (The member of staff will make a copy for you if required).

If you want to give some feedback or make a complaint and don’t want to write it down, please speak to a member of staff who will write it for you.

We will aim to get back to you, acknowledge your complaint and detail how it will be dealt with within five working days of getting this form. If we can’t get back to you then, we will tell you why. If you want staff to help you complete the form please ask. You could also ask any other person to help you.

	1. Please give us your feedback or details of your complaint below:
(Complete on a separate page if needed)

	



	
2. What action would you like Transform to take?

	



	3. Your name:
	

	4. Address:
	

	
	

	5. Email:
	

	6. Phone:
	



To be completed by Transform staff 
	Date received:
	
	Investigated by (print name):
	



	Investigation and outcome:

	










	
	Y / N
	Date

	Client informed of outcome / actions?
	
	

	Client happy with outcome?
	
	

	If no: Client informed of right to escalate their complaint to Stage 2?
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