[Your name 
and address]

[Today’s date]

[Complaint handler’s 
name and address]

Dear [insert name of person responsible for handling complaints],

Subject: [insert name of hospital or service] official complaint 
I am writing to complain about the treatment I received at [insert name of hospital/service]
[Give details of the incident which you are complaining about. State the date, time and place of the incident, the name of the staff member who handled it and your reason for visiting in the first place. This can be in bullet points if you prefer.]
As a result of this incident, I have experienced [insert details of the impact on you.]
I am writing to you rather than to the service, as I would be more comfortable for someone not directly employed by [insert name of hospital/service] to handle my complaint.

I would now like you to investigate my concerns in accordance with your complaints procedure.

[Give details of what outcome you expect to result from your complaint – examples could be an official apology, a reprimand for the member of staff concerned or a change in procedures]
To assist you in your enquiries, my patient information is as follows:

[Give your full name, address, date of birth, NHS number and the GP you are registered with. This can be in bullet points if you prefer.]

I enclose copies of [description of any evidence you will send with the letter to support your complaint.] 
I look forward to hearing from you shortly, in line your complaints procedure.

Yours sincerely,

[Your name]
