Care Records Complaint Template
Use this template to complain about delays, missing information, errors, or poor handling of your care records request.


Your full name: ______________________________
Current address: ______________________________

To: [Complaints department / Chief Executive]
Date: [Date]


Dear Sir or Madam,
I am writing to make a formal complaint about the way my request for care records has been handled.
On [date] I requested my records. [Describe what went wrong: delay / missing files / redactions / errors / lack of support / other.]
This has caused me distress and has made it harder for me to understand my own history.
I would like you to: [state what you want, e.g. provide the missing records, correct errors, explain delays, apologise, review your process].
Please respond to this complaint within [20 working days / your organisation's complaints timeframe]. If I am not satisfied with your response, I may escalate my complaint to the Information Commissioner's Office and/or the Local Government and Social Care Ombudsman.


Yours faithfully,
______________________________
Signature
