
 

Further Action Required?       ͏    Yes     ͏   No     

 

Describe:____________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

 

Referred to: _______________________________    Date & Time ______________________________ 

 

Follow -Up  Notes:___________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

Date  and Time Resolved:________________________         Resolved By:_______________________________ 

 

Additional Notes:____________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

       

Logged into LACES ______     Staff Initials_____ 

 

PLEASE USE BACK OF FORM OR ADDITIONAL SHEETS AS NECESSARY 

 

Type of Action:__________________________________ Time & Date:__________________ 

 

Relevant Contact Information: 

 

Name : ________________________   Phone #__________________ Initial Point of contact: ______________ 

 

Additional Notes:___________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

Steps Taken _______________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 

 

______________________________________________________________________________________________________ 
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