Official Complaint Letter Template

Insert your name and address here.
[Complaints Manager]  




                
Followed by name and address of organisation:


             
GP/Dental Surgery/Hospital Trust or commissioner of service such as NHS England


    
[Insert date here]
Dear Sir/Madam
RE: [NHS Complaint] [Name of complainant] [Postal address] [D.O.B] (if you are complaining on behalf of someone else put in their details).
Please treat this as a letter of complaint regarding my / the above patient’s treatment from [Insert GP/Doctor/Trust etc] 
OR
[Briefly explain why you are making the complaint on the someone else’s behalf i.e. you are their carer/relative, the person is too young, deceased, lack capacity to complain without assistance.]
BACKGROUND
Clearly explain the background of your complaint, when writing your background you then bear in mind the four W’s:
What happened? 
When?
Where? 
Who was involved?
Make sure to include dates of when each incident occurred. If the complaint is complex, then you may wish to write a timeline of events on a separate page and attach it to the letter.
COMPLAINT
I would like the following points of complaint addressed; - 
[Put your points of complaint in bullet points or numbers, ensure the points are clear and list the concerns in order of importance. Keep the points as brief as you think is reasonable]
WHAT I WOULD LIKE
In this section you will list what outcomes you would like as a result of this letter ie: 
“As an outcome to my complaint, I would like the following…”
[This could be an apology, an explanation for what happened, what steps will be taken so it doesn’t happen again, compensation*]. 
Yours faithfully,
[Name of complainant]
[Insert contact number]
*Note: if you think the service has been negligent in their treatment of you and as a result you are seeking compensation as a result of negligence then you may wish to first speak to a solicitor before making a complaint. If you have home insurance you may have legal cover for this. Hospitals have no obligation to pay compensation as a result of a complaint and if you end up taking the complaint to the Health Service Ombudsman then any money they may award you may well be less than you get from a Court.
