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APPENDIX 01a COMPLAINT RECORD FORM 

 
 

PART A - TO BE COMPLETED BY OR ON BEHALF OF COMPLAINANT 
 

Date:  

Person making Complaint:  

Address:  

Email address:   

Phone Numbers:  

Preferred contact method:  

Person with whom complaint was lodged:  

Person completing this form. Name:  

 

Complaint made via: 

 
 Telephone  

 
 Letter (attached) 

 
 In person                        

 
 Other…………………………………………. 

 
Service provided:  

Location (if relevant to complaint):   

 
If you are making the complaint/feedback on behalf of another person provide the 
following details: 

Your Name:  

What is your relationship to the person?  

Does the person know you are making this 
complaint/providing feedback?  

Does the person consent to the 
complaint/feedback being made?   
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Statement to be read by/to the complainant: 
 

Clients/consumers and other interested parties are encouraged to complain about any aspect of 

service delivery and are assured that their complaint(s) will be dealt with in a prompt, fair and 

confidential manner and without retribution. Any Complaint will not prejudice their right to future 

service provision for Scope Home Access and that any feedback helps us to maintain and 

improve the quality of service delivery.  

 

Signed - Read by/to complainant:  

 

Details of complaint: (attach pages if required) 
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What would you like to happen now? (What outcome is the complainant seeking?) 

 
 

Staff Use Only  

Please tick, was the complainant: 
 

 Given a copy of Scope the Scope Home Access Grievance Policy (Policy B02) and informed 

of the time frames/processes for resolution of complaints? 

 

 Offered assistance to complete the complaint form?  

 

 Informed of their right to have an advocate or family member with them through any part of 

the complaint process? 

 

 Informed of the Privacy Policy in relation to complaints?  
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