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1. Introduction

We at Sight Scotland and Sight Scotland Veterans take a positive approach to
complaints, they are valued and used to improve our services, so if something goes
wrong, we want to know. We will ensure that complaints are acknowledged and
responded to promptly, and that lessons are learned to support improvements to our
services.

2. Purpose

This policy provides a framework within which service users, clients, or members of
the public, can contact us to convey dissatisfaction with the services offered and/or
received, and how we will respond.

3.Scope

We regard a complaint as an expression of dissatisfaction by a service user, client,
or a member of the public, about actions taken, actions not taken, or the standard of
service provided.

4. How to make a complaint

Complaints can be made to any colleague (employees and volunteers) in person,
telephone, and in-writing, including letter and email. Contact details are listed below.

Telephone: 0131 229 1456
Email: complaints@sightscotland.org.uk

Post: Sight Scotland/Sight Scotland Veterans, 2a Robertson Avenue, Edinburgh,
EH11 1PZ

We will also accept complaints made to us directly via direct messaging on social
media channels, although we reserve the right to not respond to complaints made in
generalised open chat forums and threads.

When a complaint is made, the colleague handling this will request the following
details.

e complainant name

e contact details

e the situation that led to the complaint

e what occurred to necessitate the raising of a complaint
e what the desired outcome is from making this complaint
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If the complainant is not comfortable with raising a complaint, a 3rd party (family
member, friend, carer, etc.) can complain on their behalf, if they have consent to do
so. We will check that the 3rd party has the authority raise the complaint, and we
may insist on proof before proceeding with an investigation.

At any time during the complaint process, the complainant can independently raise
their concerns with the appropriate regulatory body or local authority, and seek
assistance from independent advocacy services.

Complaints can be made anonymously and will be reviewed should enough detail be
provided. In such instances we will be unable to communicate the findings of the
investigation and the actions taken to resolve the complaint.

Colleagues wising to make a complaint about an internal matter should refer to
either the Grievance Policy for employees or the Complaints Procedure for
Volunteers.

5. Complaint Response Applicability

To ensure access to all relevant information is available and to help conduct a robust
investigation, complaints will only be considered where they relate to matters that
occurred within 12 months of the complaint being made. In exceptional
circumstances, and at our discretion, we may accept a complaint outside this period.

The welfare of any service user is always paramount, where an allegation of abuse is
made against a colleague, the matter will be referred to the Local Authority Adult
Support/Child Protection Team and the Police, as per our Safeguarding Policy. In
such situations, our complaints process will be superseded by the investigation from
the Local Authority and/or the Police. Full details will need to be provided to ensure
an adequate investigation is conducted, you will be informed of this should it be
required.

Should the complaint be in regard to a serious incident that occurred within the
provision of our health and care services, this policy may be superseded by our Duty
of Candour Policy.

6. Complaints Response

We will acknowledge complaints as soon as we are informed of the issue. This could
consist of an apology at the time, acknowledgement that something has gone
wrong, and actions taken to resolve the issue. We aim to resolves issues raised
within five working days, if this is not possible, we will provide an update on the
situation. If the complainant is not happy with the response, they can request that
an investigation is carried out, this should be requested within 2 months from the
date of our response.
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Investigations will be carried out where they have been requested by the
complainant, or immediately where it is clear that an investigation is required, such
as serious or high-risk issues. Where we intend to carry out an investigation, we will
aim to notify the complainant within 3 working days of receipt of the complaint or
investigation request.

An Investigating Manager, not involved in the complaint but with the necessary
knowledge to conduct the investigation, will be appointed. They will be the main
point of contact for the complainant during the investigation. The complainant may
be contacted by the Investigating Manager during their investigation to seek further
information about the event(s) that occurred. Communication will be via the method
requested or the method that the complaint was received.

Our aim is to complete investigations within 20 working days from the date that the
investigation begun. Occasionally, it may not be possible to meet this timescale, if
there are justifiable reasons for extending the timescale, the complainant will be
notified and provided with a revised date for the investigation’s completion.

Where clarification or consent is required in order to progress an investigation, the
complaint response timescales will be paused until this is received.

Once the investigation is complete, the complainant will be contacted in writing and
through their preferred communication method by the Investigating Manager, unless
the complainant has requested not to be contacted.

The lead investigator will provide:

e a summary of the complaint

e the actions taken to investigate

e an outline of their findings

e if the complaint has been upheld

e what has been agreed/done to resolve the complaint (where appropriate to
share this information)

o referral details to external regulatory bodies should the complainant be
unhappy with the response.

7. Confidentiality

Confidentiality will be respected and maintained throughout the complaints process,
with information only shared where necessary to address the complaint(s) raised.
Details of individual complaints are shared only with those involved in the event that
the complaint is regarding, it's investigation, and resolution.

Details may be amended, and complaints anonymised to share internally to ensure
lessons are learnt and to foster good practice. For full details on how your data will
be handled, please refer to our Privacy Statement.
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