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LF004
Improvement Opportunities and Complaints (IOC) Investigation Form

	TRIM Reference
	INT     
	Date raised 
	     /     /     

	Responsible Manager assigned to conduct investigation
	     

	Record details of Improvement Opportunity or Complaint below:

     


	Steps 1, 2 and 3 are to be completed by the responsible Department Manager and returned to the Quality Educational Compliance office.

	Step 1 - What Containment Action has been taken?

	


	
	Date implemented:
	     /     /     

	Step 2 - What was the Root Cause?

	     


	Step 3 - What Permanent Corrective action has been taken?

	     


	
	Date implemented:
	     /     /     

	Has the Permanent Corrective Action been effective in resolving this issue?
	 FORMCHECKBOX 
 Ye  FORMCHECKBOX 
 No

	Department Manager’s Signature:    
	
	Date:
	     /     /     

	Initiator’s Signature: (or GM if initiator is not available)
	
	Date:
	     /     /     


	Quality Educational Compliance Office Use Only

	Verification Comments:
     


	Verified by:
	     
	Date:
	     /     /     
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Questions, Compliments, Complaints and Suggestions
Complete this form and place it in any of the designated boxes located throughout the Wodonga TAFE campus. Please print clearly.

All information is strictly confidential. Refer to the privacy disclaimer below for more information.

	Your details (optional)

	Name
	     
	Student no. (if known)
	     

	Address
	     

	Phone
	     
	Email
	     

	Signature
	
	Date
	     


	Comment, suggestion or question (if there is insufficient space, please attach additional information)

	     


	What is your desired outcome (if applicable)

	     


	Do you wish to be contacted regarding this matter?              FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


Privacy Disclaimer: Wodonga TAFE is collecting the information on this form to evaluate client satisfaction for the purpose of continuous improvement. This information is required by the Quality Unit. Only authorized departmental officers have access to this information and your personal information will not be disclosed to any other third party without your consent, unless authorized or required by law.
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