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Appendix 1: Complaints form 

Orbis Education and Care  

Complaints Form 

Part 1: Details of Complaint   

Complainant’s Name:  

Address:  

Telephone Number:  

Date of Complaint:  

By Letter  By Telephone  In Person  

Written Acknowledgement (Formal Only) Date:  

Name of young person: ( If different to above )  

Part 2: Area(s) of complaint ( please tick box ) 

Education  Care Practice  Catering  

House Keeping  Maintenance  Building & Ground  

Other State  

Briefly describe 

the complaint: 

 

Date Notified to Complaints Officer (if applicable):  
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Date Notified to Responsible Individual  (if applicable):  

Part 3: Action taken to Investigate the Complaint 

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:  

Part 4: Corrective Action 

Is corrective action  required:   Yes  No   

Briefly describe the corrective 

action required: 

 

Action taken by:  

Name:  

Signature:  

Position ( Job Title )  

Date:  
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Comments: 

 

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

Complaints Procedure 

 


