
Complaints and Appeals  

Policy and Procedures  

 
 

Version Number: V.1.2024 Review Date: February 2026  
Version Date: February 2023 Approved: Phil Gillespie  
Ownership: Training Aid Australia Pty Ltd File Name: Complaints & Appeals Policy and Procedure PAGE 1 OF 1 

Trainer documents resolution in 
complaints and appeals register  

Trainer documents grievance in 
complaints and appeals register 

Trainer documents actions in 
complaints and appeals register 

Director / CEO documents grievance 
in complaints and appeals register 

Director / CEO documents actions in 
complaints and appeals register 

Director / CEO documents resolution 
in complaints and appeals register.   

Director / CEO documents 
Participants option for external 
mediation in complaints and appeals 
register.   

Director / CEO documents resolution 
in complaints and appeals register.   

Client has complaint or appeal 

Discuss the complaint or appeal with the relevant 
trainer or another TAA representative. 

Trainer attempts to resolve the issue through 
discussion and conciliation. 

Complaint or appeal is raised formally with the 
Director or CEO 

Director /CEO interviews all parties and attempts to 
reach a suitable resolution. 

External and independent mediation is sought.  The 
Participant is provided with information and options 
about how to pursue the matter further. 
If you are still not satisfied call the Department of 

Fair Trading or Contact the Vocational Education 

Accreditation Body in your State 
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Student Complaints and Appeals Flowchart 
For any problems or difficulties: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


	Student Complaints and Appeals Flowchart

