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Feedback Review Process

Purpose

This document outlines the process for collecting, reviewing, actioning, and closing feedback to
support continuous improvement.

Scope

This process applies to all feedback received from employees, clients, host employers, stakeholders,
audits, and surveys.

Feedback Review Process
Step 1: Collect Feedback

Feedback is collected through formal and informal channels including surveys, meetings, audits,
emails, verbal feedback, and a Nintex feedback link.

Step 2: Record and Acknowledge

All feedback is recorded in the CRM system in the Feedback Register. Feedback submitted via the
Nintex link is automatically captured and stored in the Feedback Register. Receipt of feedback is
acknowledged where appropriate.

Step 3: Review and Assess

Feedback is reviewed when received to determine risk, impact, and whether it represents a
recurring issue. Responsibility for review is assigned.

Step 4: Decide on Action

Actions may include immediate correction, planned improvement, monitoring, or no action with
justification. Decisions are documented.

Step 5: Implement Changes

Approved actions are implemented within agreed timeframes. Relevant stakeholders are informed
of changes.

Step 6: Review Effectiveness

Outcomes are reviewed to confirm the issue has been resolved or improved.
Step 7: Close the Loop

Step 7: Close the Loop

Records

CRM feedback records, meeting notes, audit reports, and improvement actions are retained as
evidence.

Review

This process is reviewed annually or when changes to operations or compliance requirements occur.
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