
 

 
 
 

Child Safe Complaint Handling Procedure 

How to Tell Us If Something Is Wrong 
What Is This About? 
At HOME in PLACE, we want to make sure you feel safe and happy. If something is bothering you or 
you think something is wrong, you can tell us. We will listen and help you. 
 

Who Can Use This? 
Anyone who is part of HOME in PLACE, like kids, their families, and people who work here, can use 
this guide to tell us about problems. 

 

How to Tell Us 
You can tell us about a problem in different ways: 

• In Person: Talk to someone you trust at HOME in PLACE. 

• Phone: Call us and tell us what's wrong. 

• Writing: Write a letter or an email. 

• Website: Use our website to send a message. 

 

 

What Happens When You Tell Us? 
• We Listen: We will listen carefully to what you say.  

• We Write It Down: We will write down what you tell us, so 
we don't forget. 

• We Keep It Private: We won't tell anyone else unless we 
need to for your safety.  

• We Help: We will try to fix the problem as quickly as we can. 

 

 

Important Things to Know 
• You Won't Get in Trouble: You won't be punished for telling 

us about a problem. 

• We Take You Seriously: We believe you and want to help. 

• We Will Keep You Safe: Your safety is the most important 
thing to us. 

 

Who Will Help You? 
There is a special person called the Child Protection Officer. This person is trained to help kids and 
will make sure your problem is handled properly. 

 
 
 
 
 
 



 

 

What Should You Do If You Feel Scared? 
If you feel scared or unsure, you can: 
Talk to a Trusted Adult: This could be a parent, teacher, or 
someone you trust. 
Draw a Picture: Sometimes drawing can help you explain 
what's wrong. 

 

Steps We Take 
Listen and Write Down: We listen to you and write down 
your complaint. 
Check and Fix: We check what happened and try to fix it. 
Tell You What We Did: We will tell you what we did to help. 

 

Need More Help? 
If you need more help or want to talk to someone else, we can help 
you find the right person to talk to. 
 


