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Feedback System  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From all 
channels. 

Senior Staff 
 receives feedback 

Is it a 
complaint? 

Contact the person to 
acknowledge receiving 

feedback and clarify any 
info needed.    

 (within 3 working days) 

Able to 
contact the 

person? 

Establish if it is 
a complaint 
and ask the 
person to 

complete and 
sign Complaint 

Form. 

Senior Staff 
 handles the issue or 
decide if it should be 
handled by Student 

Support Service or by 
higher level. 

To be 
handled as 

a complaint. 

Actions and decisions 
made.  Record and file.               
(total within 21 working days) 

To review for 
continual 

improvement. 
Analyse for 

improvement. 

Treat as a 
feedback. 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 

Yes 

No 
Yes 

Yes 

No 

No 

If it is regarding 
malpractices, 
treat under 
Malpractice 
Procedures,  

OS-O04. 


