Complaints Process Flowchart

CEO PA/Executive Support enters
‘Complaints Form’ information on
the Complaint Register.
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Client Complaint received.

Line Manager reviews
and signs off.

Investigation & Findings:
Assigned Officer records investigation
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Assigned Officer notifies Client
in writing of the Complaint
Outcome.

CEO PA/Executive Support
acknowledges receipt of
Complaint.

and completes ‘Complaint
Investigation Form’.

Assigned Officer sends Complaint

Complaint Process Flowchartv2.3
Approved: 5/03/2019 Review: 5/03/2021

»  Form and related documents to the
CEO PA/Executive Support.
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