Formal complaints guidance for kaimahi

When informal resoluton fails or is not suitable

Policy states a kaimahi
who receive an oral
complaint is responsible
for putting the complaint
in writing to the
satisfaction of the
complainant

Kaimahi confirm with akonga that they
wish to proceed with a formal complaint
and guide akonga to the relevant
Student Services who can assist
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Complaint(s) must be
within 21* days of

the incident or issue.

Kaimahi guides akonga to Complete the Notice
of Formal Complaint (NOC) form available on
the Unitec webpage
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Akonga receives acknowledgement within 3
working days of receipt of the complaint

Respondent(s) will be made
aware of the complaint made
against them and will be given
a copy of the NOC form.
Anonymous investigation is
not possible.

If a complaint is accepted, the relevant o) OO
executive or appointed investigator
introduces themselves to complainant
and respondent and formal
investigation begins.
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If the akonga is not satisfied with the
outcome they may appeal. Refer section 9
Akonga Complaints Procedure
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Process ends

*Please note:
®  Complaints made beyond 21 days of the incident or issue may only proceed at the discretion of the relevant executive.

®  The policy specifies an outcome will be delivered in writing within 30 days of receipt of the complaint. This may be extended where the investigator needs
further time to address all matters raised in the complaint, all parties are notified and kept informed of extensions to timeframes.

Unitec encourages akonga to bring a support person to any meetings related to their complaint.

For more information please visit unitec.ac.nz/complaints




