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Complaints and Appeals Form 
Next Step Training | TOID 41481 
Version 1.0 | May 2025 

Please complete this form to lodge a formal complaint or appeal. Completed forms can be 
submitted via the Student Portal or at Reception. All submissions will be handled 
confidentially. 

 
Note: If you are dissatisfied with the outcome of your complaint or appeal, you may escalate 
externally (e.g., ASQA or independent mediation). 

 

1. Type of Submission 
☐ Complaint    ☐ Appeal 

2. Complainant Information (Optional) 
Full Name:  
Email:  
Phone:  
Course Name (if applicable):  

3. Details of Complaint or Appeal 
Date of Incident or Issue:  
Location (if applicable): 
Description of the issue (attach additional pages if necessary): 
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4. Supporting Evidence 
List any documents attached to support your complaint/appeal: 
 
 
 
 
 
 

5. Desired Resolution 
Please describe the outcome you are seeking: 
 
 
 
 
 
 

6. Declaration 
I declare that the information provided in this form is true and accurate to the best of my 
knowledge. 
Signature:                                                             Date: 

OFFICE USE ONLY 
Received By: 
Date Received:  
Assigned Staff Member:  
Action Taken: 
 
 
 
 
 
Outcome and Date of Resolution: 
 
 
 
 
 
 

Office Use Section – Continuous Improvement Action Taken: __________________________ 
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