

[CHO logo]
CHIA Vic Template: Feedback & Complaints Form

[Note: This is a template form for community housing organisations that is intended to help meet the obligation to have a complaints procedure as required by section 97 of the Housing Act 1983. It should be tailored to the specific needs of the organisation and linked to your complaints policy. The content of this form can be adapted for online feedback & complaints forms].
Feedback & Complains Form
Your complaints, comments, suggestions, and compliments are important to us. Please complete this form as fully as possible, explaining why you are dissatisfied or pleased with the service or response you have received. If it's a complaint, please tell us what you would like us to do to put it right. You can view our complaints policy on our website.
Please return this completed form to:
CHO Name
Address
Address
Email
Your details
	Date
	

	Title (Mr/Mrs/Miss etc.)
	

	First name(s)
	

	Last name
	

	Street Address
	

	Suburb
	

	Postcode
	

	Telephone number
	

	Email address
	


Why are you contacting us?
Do you wish to make a:
	☐ Complaint
	☐ Compliment

	☐ Suggestion
	☐ Comment



Would you like a reply? 		☐Yes		☐No
Which service are you contacting us about?
	





Please provide your feedback in the box below:
	










If your feedback is a complaint, what would you like us to do to put things right? 
	










Have you contacted us about this before? 	☐Yes		☐No
If yes, how did you contact us? 
	☐ Online
	☐ Phone

	☐ Email
	☐ Letter

	☐ Other (please specify): 




Who did you contact (if known)? 
	





Demographic Information & Equal Opportunity
We want to make sure that everyone is treated fairly and has equal access to our complaints procedure. 
We monitor our complaints to ensure that this is happening. You do not have to fill in this part of the form, but it may help us to improve our services.
If you do not fill in this part of the form, it will not affect the way we deal with your complaint. The information you give us is strictly confidential and we will use it for monitoring and statistical purposes only. 
Your personal details
Do you identify as:
	☐ Male
	☐ Female

	☐ Another term (please specify):

	☐ Prefer not to say


Your age?
	☐ Under 16
	☐ 17-24
	☐ 25-44
	☐ 45-59

	☐ 60-74
	☐ 75+
	☐ Prefer not to say


Do you identify as Aboriginal or Torres Strait Islander? 
	☐ Yes
	☐ No
	☐ Prefer not to say


I would describe my ethnic origin as:
	Please specify: 
	☐ Prefer not to say


Language spoken:
	Please specify: 
	☐ Prefer not to say


Do you require an interpreter? 
	☐ Yes
	☐ No
	☐ Prefer not to say


Do you consider yourself to have a disability?
	☐ Yes
	☐ No
	☐ Prefer not to say


If Yes, what type of disability? 
	Please specify: 
	☐ Prefer not to say
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