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Name of person providing feedback/suggestion: ............cccccviiiieiiiiiie e
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Postal Address (if applicable):. ...

Do they wish to receive notice of outcome of their feedback?
Yes / No

Do they wish to remain anonymous? Yes / No

Feedback / Suggestion:

Received by: ... Date: [/

Date received and recorded by Complaints Administrator: [

Manager reSPONSIDIE: ....ci i s e e
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Feedback or Complaint received, recorded and
forwarded to Complaints Administrator. Issue is
assessed as either complaint or feedback.
Acknowledgement letter sent in response to written
complaint by Complaints Administrator
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Manager to ensure action occurs

and CI register updated
accordingly.
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Same day

Timeframes are estimates only
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