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TRAINING ACCREDITATION COUNCIL
COMPLAINT LODGEMENT FORM


If you require any assistance or the use of an interpreter, Please contact the Complaints Coordinator, TAC Secretariat on Ph: 9441 1919 for assistance.

Note: this form should be completed and signed prior to lodging with the Training Accreditation Council (TAC).  The Complaint Form (including all evidence and relevant document / information) can be submitted by mail, facsimile, emailed or lodged with TAC in person.


1.
Details of Complainant:
Surname:

Given Name:

Organisation (if appropriate):

Address

Phone Number:
(Home)


(Work)


(Mobile)

Email: 

2.
Details about the Person Lodging the Complaint:
Are you (Please tick appropriate box)
Student / Client of training organisation 

Parent / Guardian / Caregiver or Family member / Friend

RTO/Training organisation

Industry organisation

Other (please specify):


If the complaint is being lodged on behalf of a student, is the student aware of the complaint?     
     Yes

No
If No, please provide details:…………………………………………………………………………………………………………..

If Yes, is the student in agreement with the complaint being lodged ?

   Yes
           No
Do you have a difficulty in making a complaint due to issues with English language, hearing or speech / communication impairment?   

Yes

No

If No, please provide details:…………………………………………………………………………………………………………..

3.
Who is the Complaint Against ?
Name of Training Organisation / RTO:

Contact name (In the organisation):

Organisation business address:

Organisation phone number:   (Home)


(Work)


(Mobile)

Email: 


4.
About the Complaint:
Please state clearly all relevant details of your complaint and attach copies of all evidence and relevant documents / information.  Please ensure that you retain the originals of all documents forwarded to us.
a.
Have you attempted to resolve the complaint with the training organisation / RTO ? (remember you must lodge your complaint directly with the training organisation / RTO in the first instance, if appropriate) 


Yes


No

If No, what has stopped you doing this ? ………………………………………………………………………………….
If Yes, please provide details (include names. dates, outcomes of discussions/meeting etc):

b.
What is the issue and what happened?
c.
When and where did it happen? (Place, time and date, etc) 
d.
Who was involved? (include details of any telephone conversations / meetings, etc) 
e.
Have you complained to another Agency / Department or taken any other action in relation to your complaint ? 

Yes


No

If yes, please provide details:
f.
What action or outcome would you like to see as a result of your complaint?

5.
Have you raised this issue previously?


Yes

      No


If yes, when?



with whom?

What was the result?

6.
Privacy and confidentiality 
All complaints will be treated confidentially and the privacy of the complainant will be maintained where requested, however, it is important to note that we may not be able to preserve the anonymity of a complainant if a complaint is investigated.  It is sometimes impossible to guarantee that a VET customer will not be identified, particularly if the circumstances of their complaint are unique or well known within the RTO.  

It is important to note that in attempting to maintain privacy and confidentiality the ability of the investigation to address the issues raised in the complaint may be restricted and/or limited.  As such the provision of more detailed and specific information will enable a more focussed investigation of the complaint.

Do you consent to the release of your details to assist in the investigation of the complaint? 
   Yes

No


Declaration:
I have read and understood the TAC Complaints Handling Policy and associated processes located at www.tac.wa.gov.au.  I declare that the evidence and information provided by me is, to the best of my knowledge true and correct.

Signature:






Date:
Print Name: 


What happens next?
· Within 5 working days of us receiving your form you will receive acknowledgement of your complaint, which will give you a reference number to quote when contacting us.
· Your complaint will be given careful consideration and attention and we will review all information provided to ensure that the complaint relates to the training organisations / RTOs compliance with the registration requirement of the AQTF. 

· We will advise you of the progress of your complaint within a reasonable period of time, if necessary (either in writing or via telephone)

· If we are unable to action your complaint we will advise you of the reasons why.

PLEASE CHECK THAT YOU HAVE ATTACHED ANY EVIDENCE AND RELEVANT DOCUMENTS BEFORE LODGING
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