
Resolving complaints about solicitors 
 
 
 
 
 
 
 
 
Resolution form 
How to use the resolution form 
If you have difficulty filling in this form, please see notes for clients or let us know and we will do our 
best to help you. 
 
Part 1 
• Write the name of the solicitor’s firm and the name of the solicitor who deals with complaints (if 

you know). 
• Write your own name and address on the right-hand side. 
 
Part 2 
• List the areas where you feel your solicitor’s service has not been good enough. 
• You might find it helpful to number the points. 
• Continue on a separate sheet if you need more space for your complaint. Make sure that you 

send your solicitor a copy of the extra sheet with this form and keep a copy for your own records. 
 
Part 3 
If you have an idea of what you want the solicitor to do, for example, sending you papers, taking some 
action or telling you what is happening with your case, put this in part 3. 
 
When you have filled in the form 
 
Make a copy including the notes for solicitors and send it your solicitor. Keep a copy for your own 
records.  If your complaint is not resolved we may ask you to send us a copy of this form. 
 
Give your solicitor 28 days to reply to you. 
 
If you do not get a reply from your solicitor after this time, or you get a reply which you are not happy 
with, call the Legal Complaints Service helpline on 0845 608 6565. 
 
Please make sure that you contact us within six months of trying to sort things out with your solicitor if 
you want us to investigate your complaint. 
 
 
 
 
 

 
 
 

Legal Complaints Service, Victoria Court, 8 Dormer Place, Leamington Spa, Warwickshire CV32 5AE 
Phone: 01926 820082 

 
 



Resolution form 
Before filling in this form, please read notes for clients. 
 

Part 1 To the complaints handling partner  

Please use their name if you know it: …………………………………………………………………………………………………… 

Name of firm: ……………………………………………………… Your name: …………………………………………………….. 

Address and postcode: ………………………………………...... 

………………………………………………………………………. 

………………………………………………………………………. 

………………………………………………………………………. 

Your address and postcode: …………………………………. 

……………………………………………………………………. 

……………………………………………………………………. 

……………………………………………………………………. 

Solicitor’s reference: ……………………………...……………… Your phone number: …………………………………………... 

 

Part 2 I want to make a complaint about the service I have received from your firm 

The person dealing with my case is or was: ……………………………………………………………………………………………. 

My complaint is: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 3 The solution I’d like 

Please tick as appropriate. I am happy for you to deal with my complaint in writing 

I would prefer you to arrange a meeting to discuss my complaint 

 

 

I would like you to do the following to sort out my complaint. 

 

 

 

 

Your signature: …………………………………………………. Date: ………………………………………………………………. 

 
 



Notes for the solicitor  

 
For more information about rule 15, contact Lawyerline on 0870 606 2588. 

 

 
 

1. This form has been designed by the Legal Complaints Service to help you to deal with a complaint under rule 15. 
2. Please reply to your client within 28 days of receiving the form. 
3. Please read the notes below before answering the complaint. 
4. You do not need to contact the Legal Complaints Service. 
 

 
What you should do when you receive this form 
 
• Acknowledge you have received it immediately.  

• Tell your client how the complaint will be dealt with, 
who will deal with it and what the timescale is likely 
to be.  

• Keep your client informed of progress.  

• You should deal with the form within 14 days, but if 
you find that this is not possible, write to your client 
saying why and telling them when they might expect 
a response.  

• Make sure you keep to that deadline.  

Make a note of the client’s expectations and conside
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What will happen if you do not re
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Sorting out a complaint 

• Explain what is happening to 
stage.  

• Give reasons for any delay.  

Apologise if yo
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If y u are not at fault 

• Give a full explanation of the matter.  
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• Respond in writing, even after a meeting.  
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• Sorting out complaints benefits everyone.  
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PLEASE SEND THESE NOTES TO THE SOLICITOR
ALONG WITH THE RESOLUTION FORM



Notes for the client 
Please read these notes before you fill in the form. 
 
 
When should I use this form? 
 
• If you have a complaint about the way your solicitor 

is dealing with your case, you must first try to sort out 
the problem with the firm.  

• Solicitors must have a procedure for dealing with 
complaints.  

• This form is to help you put your complaint to your 
solicitor directly.  

• It’s a good idea to complain in writing, so that you 
and your solicitor both then have a record of your 
concerns.  
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Part 2:  How to set out your complaint 
 
• Set out the details of your complaint in part 2.

• Make your complaint short and to
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How long should I wait for a reply? 
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