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Checklist:
Preparing your complaint

Use this checklist when planning your

complaint or raising a concern.

| have checked with the person | care for that they are happy for me to
make a complaint.

| know who to contact to make a complaint or raise a concern and
how to do it.

| have thought about what | want to say and what | want to change.

| have written down important information like dates, times and other

details.

| have copies of documents like reports or emails for me to refer to if |
need to.

| have important information on hand to help identify me or the person |
care for i.e. Customer Reference Number (CRN), Aged Care ID or NDIS
Reference Number.
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