


You may wish to withhold your personal details, however please note without these details we will not be able to respond to you 
personally. 

Name: _______________________ _____ _ Tel: __________ _ 

Address: ________________________________ Postcode: ____ _ 

Campus Name:---------------------------------------

Details: (Please add details here:) _____________________________ _ 

Signed: ___________________________ Date: ____________ _ 

Thank You! Please forward this form to the Manager. You may attach extra sheets ifneeded. 

Form Authorised By: EMCS, Issue No: 4, Issued: Aug 2010, Reviewed Sept 2015, Nov 2015, Feb 2016, May 2026

Office Use Only 

Log No: 

Date received: 

Date Acknowledged 

I 

I 

I 

I 

Phone / Fax / Email / Letter / In Person (Please circle) 

Investigation and Action 

Record details here. Include dates of any discussions. 
Attach extra sheets as necessary. 

Signed: __________ Date: I 

Feedback 
Complainant informed of actions taken/ planned by 

I 

Phone / Fax / Email / Letter / In Person 

Signed: __________ Date: 

A full reply or explanation of any delays should be 
sent within 20 days of receipt of the complaint. 

Evaluation 
Is the complainant satisfied with the result? 

Complaint closed out 

I I 

y 

N Inform CEO, invite complainant to contact CEO to discuss 

Signed: __________ Date: I I 


