Glenroy
Neighbourhood
Learning Centre

Formal Complaint Form

If you have a complaint you should speak to a staff member first. If you have spoken to
someone but are not happy with the resolution, complete this form to lodge a Formal
complaint. You can complete this form in writing or email it to Administration:
mailto:adminassit@glenlink.vic.edu.au

The Coordinator or Manager will read this form and write back to you within 7 days and
advise you of the next step.

Name:

Student Number: Phone:

Email Address:

Which course are you studying? (v tick below)

VCAL EAL AMEP

Details of the complaint

Describe the problem / issue / complaint in as much detail as possible:

How has the problem / issue affected you?
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mailto:adminassit@glenlink.vic.edu.au

What would be an acceptable solution to your complaint?

What actions have you already taken to resolve the complaint?
(in this section please provide a list of the actions taken to initially resolve your complaint.
Make sure you include the date and what action you have already taken.)

Signature:

Date:

For staff use

Name of person receiving complaint:

Date this form received:

Actions taken to resolve the complaint. Include date, names and what actions are taken.

Student informed of outcome in writing (v') \

Date:

Signature:

Date:
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