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COMPLAINTS PROCEDURE

All children and adults who use any of Circle’s services should know that we have a
Complaints Procedure.

If you feel you have a complaint against any member of staff or about any service you have
received you can:

¢ Inform any member of staff that you want to complain;
e Telephone the Chief Executive on 0131 552 0305; or
e Write to the Chief Executive at: 18 West Pilton Park, Edinburgh EH4 4EJ

On receiving a complaint, we will implement the following procedure:

Complaint is logged using
Circle Complaint Log Form

acknowledgment within 5 days.

Chief Executive Officer (CEO) is informed / ( CEO will allocate a manager, unconnected
of complaint and provides written J

>L with project, to investigate complaint.

Investigating manager to gather evidence If complainant satisfied by outcome of
and convene a meeting with complainant | meeting, this will be confirmed in writing

within 10 working days and take a brief J 'L by investigating manager and the matter

minute of same. closed.

\ 4

investigating manager may convene meeting, complaint is referred back to
another meeting with Project Manager g CEO who will convene a meeting with
present. complainant within 15 days.

If not resolved at this meeting, the ( If matter still not resolved after this

—

The CEO has the power to adjourn the
meeting for more information, or uphold or
reject the complaint.

The decision of the CEO is final.




