Complaints Form

[image: https://hive.forms.usercontent.microsoft/Images/c0652a33-5146-4bde-8d52-2d4f1cf309f1/8f4aeea0-c49d-4106-87ca-0db1d0c6d150/T8KA3D1ZWXRTD37RXZPBFXARRG/e21c7b16-93fd-4bac-93e0-757da31696ac]At Literacy Aotearoa, we want everyone to feel safe, respected, and supported. If something has happened that you’re not happy about, please let us know by filling in this form.

We take all concerns seriously and will look into what happened carefully and respectfully. Your feedback helps us make things better for everyone.

In order for us to assist you better and quicker, please provide all of the information requested below.
Section 1 – Your Details
	1. Your Full Name
	                                                  

	2. Course / Class
	                                                  

	3. Location
	                                                  

	4. Your Phone Number
	                                                  

	5. Your Email Address
	                                                  


Section 2 – Your Complaint
	6. Describe your complaint in detail
(What happened, where and when did it happen, and who was involved?)

	



	7. Have you talked to anyone or done anything to fix this?
If yes, please describe what you did.
If no, just write “No” – don’t worry, you can still submit the form.

	



	8. What outcome or solution would you like to see?

	







Section 3 – Declaration and Submission

By sending this form, I confirm that 
1. The information I’ve given is true and correct.
2. I understand that the person I’m complaining about may be told about this, and others named in the form may also be informed.
	Your Signature
	

	Your Name
	

	Date
	



Please note:
· You will get a message once your form is received, and we will work with you to find a fair and respectful solution.
· Making a complaint will not cause any trouble for you.
· [bookmark: _GoBack]You can email this form to [insert email address], or hand it to the Site Coordinator or Administrator at your campus.
image1.jpeg
Literacy Aotearoa

Choice Change Freedom




