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Appendix 1: Complaints form
Orbis Education and Care

Complaints Form

Complainant’s Name:

Address:

Telephone Number:

Date of Complaint:

Written Acknowledgement (Formal Only) Date:

Name of young person: ( If different to above )

Education Care Practice Catering

House Keeping Maintenance Building & Ground

Other State

Briefly describe
the complaint:

Date Notified to Complaints Officer (if applicable):

This document relates to Article 23 (Every child with a disability has the right to live a full and decent life with dignity and independence, and to play an active part
in the community. Governments must do all they can to provide support to disabled children.) of the UN Convention the Rights of the Child. This organisation is
committed to safeguarding and promoting the welfare of children and young people
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Date Notified to Responsible Individual (if applicable):

Investigation By:

Briefly describe
the investigation
and outcome:

How was the outcome of the investigation report back to the complainant?

By Letter _ By Telephone In Person

Report back made by:

Signature of the complainant:

Is corrective action required: Yes - No

Briefly describe the corrective
action required:

Action taken by:

Name:

Signature:

Position ( Job Title )

Date:

This document relates to Article 23 (Every child with a disability has the right to live a full and decent life with dignity and independence, and to play an active part
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Comments:

Date(s) Action Taken:
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Appendix 2: Complaints procedure

Complaints Procedure

I have a complaint

Can | discuss how |
] h » What can | do
or I am unhappy feel about this

about something

‘ They will listen to what you

have to say and if you want,
Who can I discuss

this with?

Head of Education Advocate

2

After talking with them am |

happy with what has been said
or agreed?

they can write it down.

LSA, REW or

Teacher

I can discuss it with the

Complaints’ Officer.

The Complaints® Officer

1 am still unhappy will listen to what you

I can refer to the Senior Person

I am still unhappy

Can ask for my complaint to be
investigated by an Independent

Complaints Person

Important: You can contact the Regulator or your Funding

Authority at any point to discuss your complaint
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