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Complaints Management Flowchart 
 

 

Complaint received. Logged into 

Complaints Register.

Complaint assigned to Freshcare 

Manager, and details forwarded.

Within 72 hours Manager emails 

complainant and notifies resolution 

timeframe. 

Investigation and follow up of 
Complaint. Involve others as required.

Email/  call for additional information 

if required from complainant.

Respond, in writing to complainant. 

Complaint outcome

met?

No
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Record all details in 

register and close 

complaint.

CEO actions as 

appropriate. 


