Appeals Form
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[bookmark: _GoBack]We are here to help, and we will look after your information. Please fill in what you can, and if you need help, you can ask someone you trust to support you.

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 and Appeal
	6. What is the complaint reference number? You can find it on any letter or email we sent you about your complaint.

	



	7. Why would you like to appeal? Please share your reason so we can understand and help.

	



	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.
	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 or appealing a complaint outcome will not cause any trouble for you.
· You can email this form to complaints@literacy.org.nz, or hand it to the Site Coordinator or Administrator at your campus.
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