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STAGE 2 COMPLAINTS RECORDING FORM (B)

	1. Person QA Discussed Complaint With

	Name:   

Position:                                         Date:
	Ref No

	
	Date received:

	2. Action Taken

	Referred to _____________________________________ (name) 

Position  _______________________________ for further action

Date:
	(


	No further action required
	

	Passed to _________________________________ to investigate

Date:
	

	Letter sent on _____________________ (date) to Complainant 

explaining action taken and timescales.
	

	3.  OUTCOME

	WAS THE COMPLAINT UPHELD
	YES
	NO
	PARTIALLY

	· Letter sent to Complainant on _______________________ (date) explaining findings and how to request a Review 

	· Complainant accepts outcome
	YES
	NO

	· Complainant requested a Review
	YES
	NO

	4. STAGE 2 COMPLETED

	Once the investigation is completed at stage 2 form B and any relevant documentation to be sent to:

	Copy to Director of Service
	

	The Establishment/School/Project/Section subject of the complaint, for filing
	

	Signed _________________________________        Date ______________
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