
Provider Complaints Record

	The Early Years Foundation Stage (EYFS, 2025) clearly outlines the requirements providers must meet when dealing with complaints in points 3.98 and 3.99


	Date of Complaint:                           Complaint Number: 

	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)


	

	B: Nature of complaint (List all requirements that the complaint relates to. It may help if you cross reference the details of the complaint with the specific points in the EYFS requirements.  

For example – Accident or injury 3.77 & 3.78

	The Safeguarding and Welfare Requirements      


The Learning and Development Requirements 


Other 



	Provide details of the complaint:



	What to consider next:  

	Which policies do you need to consider? For example – Complaints, Safeguarding, 

	Do you need to take advice? Who else do you need to notify?  For example - LADO, Ofsted,


	C: How it was dealt with

	Investigation by other agencies  

Investigation by Ofsted


Internal investigation (following discussion with other agencies)

	Please give details of any internal investigation or attach any outcome letter from other agencies:



	D: Actions and outcomes

	Actions imposed or agreed with other agencies 
Actions imposed or agreed with Ofsted


Changes to conditions of registration


Other action taken by Ofsted

Internal actions 
No action



	Please give details



	Date Complainant notified of outcome: 

(Must be within 28 days and the level of information shared must be carefully considered to maintain confidentiality)
	 

	Name of person completing this form:

Position:

Signature:
Date:


Updated 07.11.25                          © Coventry City Council 2023. All rights reserved

