Monitoring Tool:  Community Feedback & Complaints Process 
Each project should complete at least 10 interviews every 6 months, from a variety of community members (female, male, youth, persons with disability, project participants and non-participants) across a few communities.

Name of Project:
Name of Community:
Name of Activity (if relevant):
Name of staff member completing this form:
Is a Community Feedback & Complaints Poster on display in this community?  YES/NO
Is a Feedback & Complaints Box on display during this monitoring visit?  YES/NO
Age/Sex/Disability Status of interviewee:

INTERVIEW:
Need to add standard text for consent + purpose of this interview + text to do with confidentiality and how we will manage any complaints
	1
	Tell me about your involvement with CARE and the CARE project? 

	







	2
	Are you satisfied with the work done by CARE/Partner in your community?  Have you ever noticed any negative effects from CARE’s work?

	







	3
	Are you satisfied with the behaviour of CARE staff/partner staff in your community?  Have you ever seen or heard anything about CARE staff behaviour that has made you feel concerned or worried?

	





	4
	Do you know how to contact CARE, in case you have a complaint or feedback?  Do you think you would contact CARE if you had a complaint?  If not, why not?  

	




	5
	Do you have any complaints or feedback about CARE staff or our work that you’d like to share with me today?

	(Include a full description of complaint/feedback here + request contact details so that we may contact the person making the complaint)















If a complaint is provided, complete the below and submit a copy of this completed tool to HR Manager within 2 weeks.
	Type of complaint or feedback (please circle or highlight):
	· Child Protection Issue
· Sexual Harassment, Exploitation or Abuse 
· Code of Conduct violation
· Fraud/Corruption
(if you circled any of the above, contact HR Manager or Country Director to report immediately or as soon as possible) 
· General attitude or behavior of CARE or partner staff
· General project related
· Increased violence or conflict linked to project activities
· Other negative effect linked to project activities 
· Complaint or feedback is between community members (does not involve CARE project or CARE/partner staff)




[bookmark: _GoBack]Maintain confidentiality. Do not tell others about this complaint.





