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MontroseAccess 
The Queensland Society for Crippled Children – established 1933 

 
Feedback and Suggestion Form 

(To be filled out by staff member) 
 
Document Identifier:  ID7064 Version No 1 
Approved by: Chief Executive Officer Date: 22/09/08 

The Master Document is controlled electronically.  All hard copies are uncontrolled. 

 
 
Name of person providing feedback/suggestion: ...............................................................  
 
 
Contact telephone: .............................................................................................................  
 
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:       /     /      
 
CI Register number:. ..................................................  
 
Manager responsible: ........................................................................................................  
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Complaint assessed by 
Complaints Administrator, CEO 
or Manager for responsibility, 

completeness 

If complaint is 
assessed as 

invalid 

Manager to ensure action occurs 
and CI register updated 
accordingly. 

3 days 
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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 

Complaints Administrator 
enters into CI Register and 
advises Manager for remedial 
action. 

If complaint is 
assessed as 

valid 

Report 
prepared for 

CEO 
 

Complaint 
investigated 
by delegate 
and report 

submitted to 
CEO 

CEO makes 
final 
determination 

CEO makes 
final 
determination 

Advice sent to 
complainant 
and result 
registered 

Advice sent to 
complainant 
and result 
registered 

Actions to be 
recorded in CI 
Register 

3 days

7 Days 3 days

5 days 

3 days 

30 days

15 days

3 days

Same day

Ongoing

Timeframes are estimates only 
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