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Reporting a complaint about an organisational member of UKCP: 

Policy and complaints form

Our organisational members aim to offer a high-quality service. If for any reason you are dissatisfied or wish to make a complaint, you should contact the organisation directly to allow them the opportunity to put things right. If you are dissatisfied, you can ask for your concern to go through their formal complaints process. 
The organisational member should have a written complaints procedure and they are obliged to provide you with a copy and follow its steps. This should include an appeals step. This policy does also apply to appeals against eligibility for the UKCP register, as adjudged by your organisational member.
Please note that UKCP cannot deal with a complaint against an organisational member until you have fully exhausted the organisation’s complaints procedure, including any appeals procedures involving other outside regulatory bodies. 
What we will do:
The UKCP Registrar (or delegate) will review your complaint and any additional evidence provided by the organisational member to check if policy and procedure have been followed correctly.  In complex cases, this may involve discussions with other UKCP parties, such as the Senior Management Team, Executive Team, or senior College representatives.
If we find that a procedure or policy has not been followed correctly, or there is a issue with the procedure or policy itself (and this has had a material impact on the outcome of your complaint), we may recommend that the complaint is reviewed by the organisational member in question, or we may make a recommendation for a new outcome/resolution. 
We will also review any upheld (or partially upheld) complaints as part of the next organisational member Review to ensure that action has been taken to remedy any arising circumstances and ensure that other individual members are not negatively impacted.
UKCP will not generally intervene in complaints relating to value for money, academic judgment or grievances against individual members of staff. We may also take a decision that other matters are outside of our remit, as appropriate (however we will provide reasons to you for this). If your complaint is directly about the behaviour, or conduct, of an individual UKCP registrant, we will direct you to our CCP process.
The decision of the UKCP organisational member complaint is final and there is no further process for 
Appeal within UKCP.
Please use the below form to provide:
· the basic information needed to identify you and the organisation you wish to make a complaint against
· details of your complaint needed to investigate the matter.
Please return send your completed form by email to OMComplaints@ukcp.org.uk.
Your contact details
	Your Name:
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	Your Address:
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	[bookmark: Text4]                                                                                Postcode:                                      

	Daytime telephone number*:
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	Email:
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* Please provide us with a telephone number we can contact you on during office hours.


Organisation’s contact details
Please give details of the organisation against which you wish to make a complaint.
	Name:
	     

	Address: 
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	Telephone number:
	



Please list any steps you have taken to try and resolve the matter with the organisation directly 
	     





Details of your complaint
Please describe your complaint as fully as possible. 
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Supporting documents
Please provide copies of any correspondence about your complaint or any other evidence that you think supports your position.
Please list below the documents you are sending, numbering each so that we can easily identify them.
	Document Number
	Description
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Declaration and consent to disclose 
To deal with your complaint, we will need to disclose details of it to the organisation. Please read, tick the statements, and sign and date the declaration box below to give us your consent to do this. We are unlikely to be able to take your complaint any further if you do not provide consent to all the options.
	 |_|	I would like the UK Council for Psychotherapy to consider my complaint. I confirm that all the information I have given in this form is, to the best of my knowledge, accurate. 
I understand that: 
|_|	UKCP will need to handle personal details about me 
|_|	UKCP will need to disclose my complaint and any information that is necessary, including confidential material, in connection with it to the organisation named in this form. 
|_|	The organisation can disclose to the UKCP any information that is necessary for the UKCP to consider my complaint. 
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Next steps:
Thank you for completing this form. Please send by email to OMComplaints@ukcp.org.uk, along with any supporting documents.
You should expect an acknowledgement from us within 5 working days of receiving your complaint. Our aim will be to report on our review within 20 working days for receiving your complaint however in complex cases this may not be possible.
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