Record of Verbal Complaint

Trim Ref: 

	Identifying details:
	Region Name – School Name – Complainant name

	Issue: (Select one and delete the rest)
Sub-categories can be found in 05/76596
	· School Administration, Management and Policy Implementation

· Classroom Management

· Student Issues

· Human Resources and Staffing

· Investigations

· Facilities

· Health and Safety

	Dear RD, (RESO – please move this complaint to the complaints officer identified in your region for action)
A call has been received concerning issues at the above school.

The caller stated that they have/have not contacted the principal about the complaint?

Verbal Privacy Statement read:   (
The caller is/is not requesting a review of the principal’s decision?

Caller details:

· Caller Name:  
· Date: 
· Time:

· Address:  (if possible)
· Contact details (phone/email):

· Student/s Name:

· Year of student/s: 
The caller stated the following:

Please follow-up on this complaint as appropriate and save all correspondence relating to the complaint within this Trim record.

Indicate in Trim notes all relevant information that relates to the progression of the complaint, including the outcomes and the approval from RD.

When the complaint is finalised enclose this record and all attachments into the relevant Regional complaints container.  A list of regional complaint containers can be found in Trim Corporate File 20/23/720.

With thanks

NAME 

POSITION 

	


Uncontrolled copy. Refer to CMR-PR-001: Complaints Management at http://education.gov.au/strategic/eppr/community/cmrpr001/ for master.
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