Document 3.5 – Assessment mapping document
Appendix D ● Workplace Assessment
TSA Complaints and Appeals Form

TSA Complaints and Appeals Form
	Instructions

	This form can be used by anyone who wishes to:
(a) Make a complaint about an action, product or service of Training Services Australia (TSA)

(b) Appeal against an assessment decision made by a TSA trainer / assessor
Before using this form, you are requested to contact TSA to raise the matter informally.  Our contact details are:

Telephone: 08 9422 6444


Email: tsa@tsa-wa.com.au
Should the matter not be dealt with to your satisfaction, you are invited to complete and lodge this form.  The completed form may be emailed, mailed or hand delivered to TSA and marked for the attention of The Principal of TSA and at one of the following addresses:

Email: 
tsa@tsa-wa.com.au


Mail: 
U3/799 Beaufort Street, Mount Lawley  WA  6050

	Your Details

	Name of person making complaint / appeal: 
	

	Organisation:
	

	Email:
	

	Phone:
	
	Mobile:
	

	Postal address:
	

	If you are making this complaint / appeal on behalf of someone else, please provide their name here:
	

	Information about complaint / appeal

	Please indicate the type of complaint / appeal you have.  You can make more than one selection.

	Dissatisfied with assessment decision made by TSA Trainer / Assessor
	(
	Facilities or premises
	(

	Information provided by TSA
	(
	Record keeping
	(

	Training delivery
	(
	Qualifications / statements of attainment that have been issued / not issued
	(

	Treatment by TSA staff or trainers
	(
	Training and assessment resources
	(

	Assessment methods or processes
	(
	Other (please identify)
	(

	Have you already raised the matter informally with TSA?
	

	If ‘YES’, please indicate:

· Who did you raise the matter with?

· Approximately when did you raise the matter?

· How did you raise the matter (email, telephone, face-to-face, etc)?
	

	Provide a brief outline of your complaint / appeal

You may attach additional documents if relevant.  Where possible, you should include relevant dates, persons involved, venues and reference to documents.
	

	What would you like the outcome of your complaint / appeal to be?
	

	How to lodge this complaint / appeal

	You may lodge this complaint / appeal by mail or email, or you may hand deliver it to Training Services Australia.  Please ensure it is marked for the attention of The Principal of TSA at one of the following addresses:

Email: 
tsa@tsa-wa.com.au


Mail: 
U3/799 Beaufort Street, Mount Lawley  WA  6050

Please make a copy of the completed form for your own records before sending to TSA.

	What next?

	Upon receipt of this form the Principal of TSA will begin an investigation of your complaint or appeal.  This may include:
· Speaking with you and giving you the opportunity to present your side of the case

· Speaking with TSA staff members, including, where appropriate, your trainer / assessor

· Seeking external advice

The Principal will endeavour to respond to your complaint or appeal in writing within 21 days of receiving it.
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