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Mold Town Council
Concerns and Complaints Form
Please use this form if you wish to raise a formal concern or complaint under the Council’s Concerns and Complaints Policy. If you need help completing this form, please contact the Town Clerk.
Please refer to Mold Town Council’s Concerns and Complaints Policy (available online or from the Town Council Office) for full details on how your concern or complaint will be handled. 
	Section 1: Your Contact Details

	Name:
	


	Address:
	





	Telephone:
	


	Email:
	


	Preferred method of contact: 
(Please circle)
	Email           Phone          Post           Other………

	Do you require information in an alternative format or language (e.g. Welsh, large print)?
(please circle)
                                     No                                            Yes – please specify:…………………………….




	Section 2: Are you submitting on Behalf of Someone Else?

                                     No                                            Yes (please provide their name and written permission)


	Name of person you are acting for: 

	

	Their contact details:
	


	Written authorisation attached:
(Please circle)

                                     Yes                                            No

Please note: we are unable to action the concern/ complaint without written permission. 







	Section 3: Details of your concern or complaint
Please describe what happened, when and who was involved. 
(Include days, locations and the name of any Council staff or Services, if known)













	Section 4: What would you like to happen as a result?
Please state what outcome or resolution you are seeking.








	Section 5: Have you already tried to resolve this informally?
(Please circle)

               No                                                  
              
               Yes – please provide details of who you spoke to and what the response was:









	Section 6: Supporting Evidence (if applicable)
Please list and attached any documents, emails, letters or other evidence you wish us to consider. 









Declaration:
I confirm that the information I have provided is true to the best of my knowledge.
Signed:	__________________________________________
Print name:	__________________________________________
Date:		__________________________________________

Please return this form to:
Town Clerk and Finance Officer
Mold Town Council
Unit 10,
Daniel Owen Precinct
Mold
CH7 1AP
Email: townclerk@moldtowncouncil.org.uk
Website: www.moldtowncouncil.org.uk

***********************************************************************************************
For office use only
	Date received:
	


	Received by:
	


	Acknowledgement sent (date):
	


	Allocated to (investigator):
	


	Investigation deadline:
	


	Follow up/ updates sent:
	


	Outcome sent:
	


	Close by:
	


	Final outcome/ action taken :
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