Learner Instructions:

FORMAL COMPLAINT

To make a formal complaint, please complete this form and submit it to the Manager. Your
complaint will be dealt with by the manager as soon as possible. The manager may ask to

meet with you to discuss this matter further and/or let you know of the outcome.

Learner Name;

Date:

Programme name:

Tutor:

Explain your complaint (Give as much detail as possible)

What do you think is a fair and reasonable solution to your complaint

Learner Signature

Date Received
By Manager:
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