COMPLAINT FORM

Privacy Notice: The information provided on this form will be used by the University to follow up your complaint and to improve our
service. In some circumstances the University may provide the information to the ICAC, which monitors services provided by
Universities, or to the police for law enforcement purposes. The provision of this information is voluntary. It will be stored securely. You
may correct your personal information at any time by contacting the University Complaints Manager.

About you: the Complainant
Name:

Address:

Student Number: Staff Number:

Phone: (H) Phone: (W) Phone: (M)
Email:

How did you hear about our office? eg; web, poster, brochure, word of mouth:

Details of your complaint: Please note that it is your responsibility to clearly identify the issues of your
complaint and the outcome you hope for and to give us all the information you hold or are aware of in
support of your complaint at the beginning of the process.

On completion of this form please forward, fax or email to:
University Complaints Manager

Room SC3.05, Student Services Centre

The University of Newcastle

CALLAGHAN NSW 2308

Fax: (02) 4921 7151

Email: Complaints@newcastle.edu.au
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COMPLAINT FORM

Name of person(s) or University area(s) you are complaining about. The Respondent

What is the exact nature of your complaint? (Please note if your complaint concerns dissatisfaction with
an assessment or grade, you should follow the Appeal Against Final Result Procedures
http://www.newcastle.edu.au/policy/000261.html)

Have you contacted the person(s) or area(s) you are complaining about to try to resolve the problem?
Please provide details of your attempt to resolve this matter.

What evidence do you have to support your complaint? Please attach copies of any documents that may help us
investigate your complaint. If you cannot do this, please tell us about the documents or other evidence and how this evidence can be
obtained.

What actions or outcomes do you expect as a result of making your complaint?

I understand that the respondent to this complaint will be notified that a complaint has been made
against them and of the nature of the complaint. | understand that under the University of Newcastle
Complaints Policy, Procedures and Guidelines, making complaints that are vexatious or frivolous can
be construed as misconduct

Signature: Date:
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