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First Contact Form for NHS Complaints Advocacy
Please use this form as a guide for providing information we need to access the NHS Complaints Advocacy service.
You may not be able to answer all the questions or have all the information, but please provide as much detail as you can.
Your permission for data protection purposes
We collect personal information to be able to create a First Contact Form for you to access our NHS Complaints Advocacy service.
We will always make sure that your information is protected and treated securely.
Any information about you that we hold, or details you give us, will be held in accordance with data protection law which is the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.
We only share personal data with other organisations where it is lawful to do so in line with our Data Protection Policy.
Our Data Protection Policy can be found on our website or we can send it to you.
Permission given
Yes ☐ No ☐
When did the incident or issues happen?
Please give details of the month and year.

You can also use the Timeline suggested on page 3.
Timescales
The timescale for making an NHS complaint is 12 months from when the incident happened or, within 12 months of becoming aware of the need to make a complaint.
Under the NHS Complaints Procedure, an organisation does not have to investigate anything over 12 months old but depending on your reasons for not being able to complain before now, they may use their discretion and agree to investigate. An Advocate can discuss this with you further.
What outcome are you looking for?
Outcomes that CAN be achieved through the NHS Complaints Procedure, include:
An apology ☐
An explanation ☐
A service improvement ☐
A combination of the above ☐
Other ☐ Please tell us:

Outcomes that can NOT be achieved through the NHS Complaints Procedure, include:
Legal action
If you are seeking financial compensation for damage to health caused by medical negligence you will need to take legal action. If you are seeking a small amount of money for, perhaps, lost property, damaged items or loss of earnings, you can raise this as part of an NHS Complaint. For larger amounts relating to medical negligence, you will need to take legal action.
Staff disciplined, sacked or prosecuted
You cannot get staff disciplined, sacked or prosecuted by making an NHS Complaint.

Your details
Name: 
Address: 
Contact number: 
Date of birth: 
Email: 
Ethnicity: 
Do you have a disability or long term condition: 
How did you find out about Healthwatch: 


The patient’s details if different to above
The name of the patient: 
Relationship to you: 
Are they able to give their consent to you acting on their behalf? Yes ☐ No ☐
NHS organisation
Which NHS organisation/s is the complaint about?


Timeline
Please just include significant incidents and events. You don’t need to include everything. The Advocate will go through this with you.
Example
	Date
	Action / event
	Person / organisation contacted
	Method of contact (e.g., conversation phone, email)
	Details of communication
	Outcome / next step

	[Date of incident]
	Incident occurs
	N/A
	N/A
	[What happened]
	

	[Date of incident]
	Incident occurs
	N/A
	N/A
	[What happened]
	

	[Date of incident]
	Incident occurs
	N/A
	N/A
	[What happened]
	

	[Date of incident]
	Incident occurs
	N/A
	N/A
	[What happened]
	

	[Date of incident]
	Incident occurs
	N/A
	N/A
	[What happened]
	




The complaint
Give an overview of the nature of the complaint.
For example, what happened; where it happened such as the Ward / Gate number, outpatient appointment; how it happened; who is involved, where possible give names and positions of any staff involved.












Next steps
Thank you for completing this form. When we receive it back it will take 1-2 working days to create a case. The response time once a case is created is 7 working days for contact from an Advocate.
We understand that making a complaint can be difficult.
We also have information and a self-help pack on our website if you would prefer to think about it some more or make a complaint yourself.
If at any point you feel you need more information, advice or support you can get in touch with us.
Telephone 01924 787379
Email enquiries@healthwatchwakefield.co.uk
Website www.healthwatchwakefield.co.uk
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