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Neighbourhood Houses

The heart of our community



                        RANCH Inc.
APPENDIX A     COMPLAINT LOGGING FORM

	Name of person receiving and logging the complaint


	

	Position of person receiving and logging the complaint 
	

	Date:

	

	Complaint Reference Number: 


	

	Complaint Priority 

1= Urgent

2= Non-urgent


	

	
	

	Name, Address and Contact Numbers of the Complainant


	

	Description of the complaint  

	(attach additional information if not enough space provided)

	Organisational impact
Description of impact on RANCH’s  business operations 


	

	Acknowledgement of complaint Letter – Date sent

	

	Key issues identified

Corrective action/resolution

Details of findings and proposed solution


	

	
	

	Complainant contacted by:

Name and Position


	

	
	

	Long Term actions required 

If Yes, provide details 


	YES    [  ]                    NO   [   ] 



	
	

	Resolution and Long Term actions (if applicable) accepted and confirmed 
President Committee of Management
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