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ES04A: Complaint Record Form
Applicable to Community Language Schools SA and all member schools.

Community Language Schools takes all complaints seriously and wishes to resolve any issues or concerns quickly. Please complete the form and return to the Principal or School Administrator of your Community Language School. Please provide contact details so that the school can contact you to resolve the matter.  
	Your Name:
	

	Your Position:
	
	Parent
	
	Student
	
	Relative of a student

	
	
	Visitor
	
	Volunteer
	
	Staff member  

	
	
	Other: 

	Date: 
	

	Contact Details:
	

	
	

	Nature of the Complaint

	Date:
	
	Time:
	

	Location:
	

	Description of what happened:





	

	Details of any witnesses:
	

	How do you think this issue can be resolved?
	











	Signature of Complainant:
	



	Responding to the complaint – For School Use ONLY


	Complaint Record Form has been given to: 
	Name:__________________________________________
Position: ________________________________________

	Action Taken:

(It may not be necessary to do all of the following actions. Tick only the actions that are relevant and have been taken to resolve the issue).
	
 Assess the complaint                   
 Classify the issues
 Identify resolution
 Discussed the issue with all parties
 Investigate plan required (attach a copy to the complaint form)
 Evidence obtained 
 Speak to witnesses
 Speak to staff
 Speak to person who has made the complaint
 Prepare a document setting out the complaint (attach a copy)
 Inform all people concerns about the resolution and decisions made
Other: 
	
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____
____/____/20____

____/____/20____

	What is the agreed action to be taken to resolve the complaint?
	

	Further action: 
	






	Signature of Person handling the Complaint
	



Privacy Disclaimer
The school acknowledges and respects the privacy of its community. Your personal information and details of your complaint will remain confidential. The intended recipients of this information are the school, and Community Language Schools SA. The information collected will be stored in a secure location as per the requirements of the Privacy Act 1988. You have the right to access and alter personal information concerning your complaint in accordance with the Privacy Act 1988.




	
ES04: Grievance and Complaints Policy and Procedures  
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