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Complaints Form
Appendix A — Prept. Foundation
This form may be completed by a child, young person, parent/carer, staff member, volunteer, partner, or member of the public. Support is available on request.

1. Your Details (optional)
	Name:
	

	Role / Relationship to Prept. Foundation:
	

	Contact details (email / phone):
	



	Do you wish to remain anonymous?

	☐  Yes     ☐  No




2. Details of the Complaint
	Date of incident / concern:
	

	Location / programme / activity:
	

	Name(s) of staff, volunteers, or others involved (if known):
	



	Please describe your complaint clearly and factually:

	

	

	

	




	3. Impact — How has this issue affected you or others?

	

	

	




4. Actions Already Taken (if any)
	Have you raised this informally before?

	☐  Yes     ☐  No



	If yes, who did you speak to and when?
	




	5. What Outcome Are You Seeking?

	

	

	




6. Related Concerns (please tick if applicable)
	☐  Safeguarding concern

	☐  Whistleblowing concern

	☐  Inclusion / discrimination concern

	☐  Complaint only




7. Consent & Declaration
I confirm that the information provided is accurate to the best of my knowledge.
	Name:
	

	Signature (if applicable):
	

	Date:
	




For Office Use Only

	Complaint reference number:
	

	Date received:
	

	Received by:
	

	Policy pathway applied:
	

	DSL / Manager assigned:
	




Confidentiality Notice: All complaints are handled sensitively and in line with Prept. Foundation's Complaints, Safeguarding, Whistleblowing, Inclusion, and Data Protection policies.
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