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COMPLAINTS AND APPEALS POLICY 
 

INTRODUCTION: 

This policy aligns to the requirements of Standard 6 of the Standards for Registered Training 

Organisations (RTO’s) 2015. This policy ensures that Complaints and appeals are recorded, 

acknowledged and dealt with fairly, efficiently and effectively. The purpose of this policy is for JMD 

Business Institute trading as State Institute of Training to define the system of the principles of 

natural justice and fairness in place to deal with complaints and appeals involving the conduct of:  

• its trainers, assessors or other staff 

• Students 

• A third party providing services on the SIT’s behalf 

 

DEFINITIONS 

Complaint – a statement that something is unsatisfactory or unacceptable which requires a 

systematic or formal resolution. A “Complaint” is where a prospective student, enrolled student or 

staff registers a formal complaint, in writing, concerning the manner (or behaviour) in which SIT or 

its staff (including Trainers/Assessors, Administrative Staff or Educational Agents) deals with or 

provides educational or marketing services to any of these groups. This also includes student 

amenities, discrimination, sexual harassment, bullying or any other issue that may arise when 

enrolling or studying at JMD. Complaints can include but not limited to the following; 

• Enrolment process  

• Marketing Processes  

• The quality of the training delivery  

• Assessment outcomes/including recognition of prior learning  

• Issuing of results, certificates and /or statements of attainment  

• Any other activities associated with the delivery of training and assessment services  

• Conduct of the RTO  

• Conduct of other students  

• Issues arising from third party providers on behalf of the RTO 

• Other issues such as; discrimination, sexual harassment, victimisation, disability 

discrimination and bullying 

Appeal – to apply to SIT or a higher authority or external body for review of how a complaint process 

was handled or in relation to an unfavourable decision made against them. An “Appeal” is where 

prospective student, enrolled student or staff registers a formal appeal, in writing, relating to a 

decision made by SIT or their staff (including Trainers/Assessors, Administrative Staff or Educational 

Agents) dealing with, but not limited to, educational or enrolment services, provided to any of these 

groups and refund applications. This includes requests to challenge an assessment decision. 

External Appeal  

A request for an independent, external review of a decision and handling of a particular scenario. 
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POLICY 

State Institute of Training’s complaints policy and appeals policy: 

• ensure the principles of natural justice and procedural fairness are adopted at every stage of 

the complaint and appeal process 

• are publicly available  

• set out the procedure for making a complaint or requesting an appeal 

• ensure complaints and requests for an appeal are acknowledged in writing and finalised as 

soon as practicable 

• provide for review by an appropriate party independent of the RTO and the complainant or 

appellant, at the request of the individual making the complaint or appeal, if the processes 

fail to resolve the complaint or appeal. 

Nothing in this policy and procedure limits the rights of an individual to take action under Australia’s 

Consumer Protection laws and it does not circumscribe an individual’s rights to pursue other legal 

remedies. 

 

PROCEDURE 

Principles of resolution 

State Institute of Training is committed to developing a procedurally fair complaints and appeals 

process that is carried out free from bias, following the principles of natural justice. Through this 

policy and procedure, State Institute of Training ensures that complaints and appeals: 

• Are responded to in a consistent and transparent manner.  

• Are responded to promptly, objectively, with sensitivity and confidentiality. 

• Are able to be made at no cost to the individual.  

• Are used as an opportunity to identify potential causes of the complaint or appeal and take 

actions to prevent the issues from recurring as well as identifying any areas for 

improvement. 

 

Timeframes for resolution 

• The review process of a complaint or appeal is to commence within Five (5) working days of 

complaint or appeal lodgement.  

• Complaints and appeals will be finalised as soon as practicable or at least within 30 calendar 

days unless there is a significant reason for the matter to take longer.   

• Where SIT considers more than 60 calendar days are required to process and finalise the 

complaint or appeal, it will inform the complainant or appellant in writing, including reasons 

why more than 60 calendar days are required.  

• It will also regularly update the complainant or appellant on the progress of the matter. 
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Records of complaints and appeals 

State Institute of Training will maintain a record of all complaints and appeals and their outcomes on 

the Complaints and Appeals Register, which will be securely stored according to the Privacy Policy 

and Procedures. 

 

Making a complaint or appeal 

Complaints about a particular incident should be made within ninety (90) calendar days of the 

incident occurring and appeals must be made within thirty (30) calendar days of the original decision 

being made.  

 

Informal Complaint Procedure 

• The initial stage of any complaint or feedback will be when the client directly communicates 

with the relevant SIT staff member and raises the issue/s at hand. 

• The SIT staff member will attempt to provide a solution to the issue presented. 

• If the client is dissatisfied with the solution presented, they may initiate the formal 

complaint process. 

 

Formal Complaint or Appeal Procedure 

• The informal complaint procedure must be explored first.  

• A Formal Complaint or Appeal Form must be completed. This form is available on SIT website 

and at the SIT reception. 

• When making a complaint or appeal, provide as much information as possible to enable 

State Institute of Training to investigate and determine an appropriate solution.  This should 

include: 

o The issue you are complaining about or the decision you are appealing – describe what 

happened and how it affected you. 

o Any evidence you have to support your complaint or appeal. 

o Details about the steps you have already taken to resolve the issue. 

o Suggestions about how the matter might be resolved. 

• The form can be lodged using any one of the following methods; 

In person on Campus (Reception or relevant Management Member) 

By Email - info@sit.vic.edu.au 

By Post to the office address 

 

Resolution of complaints and appeals 

• Once the complaint or appeal is received, the CEO will convene an independent panel to 

hear the complaint; called the (complaint and appeals committee). 

• The independent panel shall not have had any previous involvement with the complaint or 

appeal. This panel will include; 

o The CEO 

o Another SIT staff member 
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• In the case of an assessment appeal, an assessor who is independent from the original 

decision will assess the original task again.  The outcome of this assessment will be the result 

granted for the assessment task. 

• In all other cases the complainant/appellant will be contacted within Ten (10) working days 

of the complaint been received and a time will be organised for them to attend a meeting 

with the complaint committee. 

• The CEO will seek approval from the complainant/appellant and member of staff to have 

both parties present at this meeting. 

• If either party objects, both parties will be heard on the same day at different times to 

ensure the respect and comfort of all parties involved. 

• The client will be given the opportunity to present their case to the committee and is 

welcome to bring a support person to this meeting. 

• The complainant/appellant will have appropriate access to his/her records, following SIT 

Records Management Policy. 

• The relevant staff member shall be given the opportunity to present their case to the 

committee and is welcome to bring a support person to this meeting. 

• The complaints and appeals committee will review all evidence presented at the meeting 

and make a decision regarding the complaint or appeal. The resolution time is 30 days. 

• This decision will be communicated in writing to all parties involved within five (5) working 

days of making the decision. This will include details of the reasons behind the decision.  

• SIT will maintain the student’s enrolment of the complainant/appellant during the 

Complaints and Appeals process.  

• Decisions or outcomes in the favour of the complainant/appellant shall be implemented 

immediately. 

• Complaints and Appeals will be handled in strict confidence. 

• Complaints and appeals will be considered based on procedural fairness and lead to 

opportunities for improvement as a Continuous Improvement Report. 

• Should the complainant or appellant be dissatisfied with the outcome of this process, 

external mediation and resolution is available. 

 

Independent parties 

• State Institute of Training acknowledges the need for an appropriate independent party to 

be appointed to review a matter where this is requested by the complainant or appellant 

and the internal processes have failed to resolve the matter.  Costs associated with 

independent parties to review a matter must be covered by the complainant/appellant 

unless the decision to include an independent party was made by State Institute of Training.  

• State Institute of Training may also appoint the independent party to be involved in the 

resolution of a complaint or appeal where it is deemed necessary.   

• State Institute of Training will provide complete cooperation with the external mediator 

investigating the complaint/appeal and will be bound by the recommendations arising out of 

this process.   
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• The CEO will ensure that any recommendations made are implemented within twenty (20) 

days of being notified of the recommendations.  The complainant or appellant will also be 

formally notified in writing of the outcome of the mediation.  

 

External Complaints and Appeals 

In the case where the complainant or appellant be dissatisfied with the outcome of the SIT 

Complaints and Appeals process, external mediation and resolution is available. 

 

National Complaints Hotline:  

The National Training Complaints Hotline is a national service for consumers to register complaints 

concerning vocational education and training. The service refers consumers to the appropriate 

agency/authority/jurisdiction to assist with their complaint. Consumers can register a complaint with 

the National Training Complaints Hotline by: 

• Phone: 13 38 73, Monday–Friday, 8am to 6pm nationally.   

For more information about the National Complaints Hotline, refer to the following webpage: 

https://www.education.gov.au/NTCH  

 

Australian Skills Quality Authority (ASQA). 

The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational 

education and training sector. ASQA regulates courses and training providers to ensure nationally 

approved quality standards are met. ASQA can investigate complaints about: 

• the quality of the training that you receive 

• registered training organisations that you believe have breached the required standards 

• the marketing/advertising practices of organisations claiming to be registered training 

organisations, or to offer nationally recognised training. 

However, ASQA will only use the information you provide to inform its regulatory approach and will 

not contact State Institute of Training on behalf of the complainant or act as their advocate. For 

more information, refer to the following webpage: http://www.asqa.gov.au/complaints/make-a-

complaint---domestic-students/make-a-complaint---domestic-students1.html 

 

Publication 

This policy and procedure will be published in the Student Handbook and on State Institute of 

Training’s website.  

 

https://www.education.gov.au/NTCH
https://aei.gov.au/Regulatory-Information/Education-Services-for-Overseas-Students-ESOS-Legislative-Framework/National-Code/nationalcodepartd/Pages/ESOSNationalcode-PartD.aspx
http://www.asqa.gov.au/complaints/make-a-complaint---domestic-students/make-a-complaint---domestic-students1.html
http://www.asqa.gov.au/complaints/make-a-complaint---domestic-students/make-a-complaint---domestic-students1.html

