6.1.28b Feedback and Complaint Form Version 7

[image: image1.jpg]B

Jesuit

Social Services
Building a Just Society




	Title
	Feedback and Complaint Form

	Document code
	6.1.28b
	Version #
	7


Refer to Policy 6.1.28 Participant Consultation and Engagement Feedback and Complaints

This form is used to collect information about your feedback or complaint.

If you need help to fill out this form but don’t know who to ask, please speak to your worker, a Program Coordinator/Manager or to the General Manager Practice Development & Innovation at Central Office on 03 9421 7600. 
Anonymous Complaints

You can give feedback or make a complaint without giving us your name and details, but this will mean that we cannot get in contact with you to discuss the issue and this may limit the actions we can take.
	ABOUT YOU (Details of the person giving the feedback)

	Name:

	Address:



	Phone number:                                                       Mobile:

	Best time to contact you:

	Program:

	Is someone helping you to complete this form? (e.g. friend/ family member/ support worker/ advocate/ interpreter/ an Elder )




YES 

NO 


	YOUR COMPLAINT

	What is your feedback or complaint? For example: What happened?  Who was there?  When did it happen? 



	What are you hoping will happen?


	CONFIRMATION & SIGNATURE (Making sure this information is correct)

	If someone has helped you fill out this form, have they read back to you what they have written? (Please tick)
	 Yes
	  No

	I, __________________________ (name of person giving the feedback or making the complaint) agree the information on this form is true and correct.

Signature: _______________________________________   Date:​​​​​​_____________

	Form filled out by (if different to the person making the complaint): 



	Who do I give this form to?

· Give this form to a worker or manager you are comfortable with, OR

· Send, fax or email this form to:

General Manager Practice Development & Innovation
Jesuit Social Services 

PO Box 271, Richmond VIC 3121

Ph: (03) 9421 7600
Fax: (03) 9421 7699

Email: jss@jss.org.au (Attention: General Manager Practice Development & Innovation)
	OFFICE USE ONLY

	
	Date received:



	
	Received by: (name)

	
	Date received at Central Office:
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