[image: ]SACL Complaints, 
Compliments & Feedback

[bookmark: _GoBack]Regarding Complaints:
By understanding and following the Formal Complaint Process, you can ensure your concerns are properly addressed:
· All formal complaints must be submitted within 14 days of the incident
· Complaints should be reported immediately and shall be addressed informally if possible and appropriate
· Complaints not having all the needed information may be returned for completion and could result in delays
· Giving your complaint to the wrong person can lead to delays
Feedback Type
☐   Complaint			☐   Compliment		☐   General Feedback
Reporting
Date Reported 					Date Discussed
Click or tap to enter a date.			 Click or tap to enter a date.
Contact Information
[bookmark: _Hlk206405495]Your First Name				Your Last Name
Click or tap here to enter text.			Click or tap here to enter text.
Phone Number					Email
Click or tap here to enter text.			Click or tap here to enter text.
What Happened
What you want us to know? What you would like to say?
Click or tap here to enter text.
Are you writing about a specific person?	☐   Yes		☐   No
Please provide their name.		Click or tap here to enter text.
Did you talk to anyone about this already? If so, who? When? What was said or done?
Click or tap here to enter text.
What would you like to see happen?
Click or tap here to enter text.
SACL Employee receiving this document
First Name					Last Name
Click or tap here to enter text.			Click or tap here to enter text.
Date Received
Click or tap to enter a date.
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