
Provider Complaints Record 
Date of complaint: ……………………………………20…. 
A: Source of complaint 
 
Parent (in writing, including email) 
Parent (in person) 
Parent (phone call) 

 
 

 
Staff member 
Anonymous 
Ofsted (include complaint number if known 
Other – (please state method) 

 

B: Nature of Complaint 
(please tick all welfare requirements that the complaint relates to) 

Welfare Requirement 1 
Safeguarding & Promoting 
Children’s Welfare 
Specific Requirement 1.1: 
 Safeguarding 
  Information and complaints 
  Premises & security 
  Outings 
  Equality of Opportunity 
Specific Requirement 1.2: 
  Medicines 
  Illnesses & injuries 
  Food & Drink 
  Smoking 
Specific Requirement 1.3: 
  Behaviour Management 
Welfare Requirement 2  
Suitable People 
Specific Requirement 2.1: 
  Safe Recruitment 
  Alcohol/other substances 
Specific Requirement 2.2: 
  Qualifications, training, Skills &  
  knowledge 
Specific Requirement 2.3: 
  Staffing arrangements 

 
 

Welfare Requirement 3 
Suitable premises, Environment & 
Equipment 
Specific Requirement 3.1: 
  Risk Assessment 
  Premises 
 
Welfare Requirement 4 
Organisation 
Specific Requirement 4.1: 
 Systems should be organised to ensure 
  each child receives an enjoyable &  
  challenging experience 
 
 
Welfare Requirement 5 
Documentation 
Specific Requirement 5.1: 
 Records, policies & procedures 

 

Please note further details of the complaint: 
 
 
 
 
 
 
 



C: How it was dealt with 
 
 
Internal investigation 
Investigation by Ofsted 
Investigation by other agencies 
(please state which agency) 

 
 
 

 
 
Please give details of any internal investigation or attach an outcome letter from Ofsted: 
 
 
 
 
 
 
 
D: Actions and outcomes 
 
 
Internal actions 
Actions agreed with Ofsted 
Changes to conditions of 
registration 
Other action taken by Ofsted 
No action 
Actions imposed or agreed 
with other agencies 
 

  
Brief Explanation 

Has a copy of this record been shared with parent(s)    Yes / No 
 
Name of recorder: Outcome notified to parent:   Yes  /  No 

(within 28 days for Early Register and 20 days for Child Care Register)* 
Date: 
 

Position: 
 
Name: 
 
Signature ……………………………. 

Date completed: 

 
*     Requirements require the providers to give an account of the findings of the investigation into the   

complaint and any action taken to the parent who made the complaint, within 28 days (for those  
registered on Early Years Register) and 20 days (for those registered on Childcare Register) of the 
date of the complaint. 
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