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Definition of both a  complaint  and  grievance .
Complaint 
A complaint is an expressed dissatisfaction over something believed to be wrong or unfair. Examples can include discontent, regret, pain, censure, resentment, or grief., or the cause or subject of protest or outcry. The feeling of resentment over something believed to be wrong or unfair:
COMPLAINTS / FORM 
Note: 
Students may initiate a complaint about the actions of a School staff member or lecture. Staff and students are encouraged to adopt a non-adversarial approach to resolving complaints. 
Complaints should be initiated by:
(i) Discussing the matter with the staff member who made the decision.
(ii) If agreement cannot be reached with the staff member, the matter should be discussed with Program Manager / Operations.
(iii) If agreement cannot be reached with the staff member and Program Manager, the matter should be discussed with management
(iv) If agreement cannot be reached with the staff member and Program Manager then, the matter should be discussed with the Management Team.
(v) If agreement cannot be reached, the management team will submit the appeal to an external panel for consideration.
(vi) Failing this the Student may make a formal complaint to the New Zealand Qualifications Authority.  Talk with the Operations team for details). 
All complaints need to be completed on the form below and emailed or given to the Registrar 
Email  dene@tasman.ac.nz



COMPLAINTS / FORM 
All complaints need to be completed on the form below and emailed or given to the Registrar 
Email  dene@tasman.ac.nz

	Student Name:
	Date: ______/_________/_________

	Studying in Course:_____________________
	Complaint: ______________________

	Nature of complaint - Brief Reason: & supporting evidence if applicable.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Officer used (Please circle appropriate person)
Teacher
Program Manager
Management
	Received By: _____________
Confirmed By: _________________
Date: _____/______/_______






MANAGEMENT RESPONSE TO COMPLAINT:

	Response from: (Please circle appropriate person)
Management : 
Program Manager 
Teacher 
	Date:    /   / 2025

Confirmed by Management :

	Action Taken
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Received by the complainant 

 Signature 

Date 
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Grievance 
A Grievance: is a formal complaint or dispute voiced by an employee /student against an employer Staff member or organization, related to an incident, decision, or issue that adversely affects the that person’s  performance.
GRIEVANCE PROCEDURE
What do you do if you have a grievance?
We want you to be happy at Tasman International Academies.  There are times however when things do not go as smoothly or as well as we may like.  Here are some ideas of what you can do about it.
If you do have a problem, please ask for help while it is still a little problem.  Do not wait for it to become a big problem.  If you are not confident in discussing this problem or that your spoken English is good enough to discuss with the Tasman team, you can always bring a friend to support your grievance or a student that has better English with you, to help with discussions on how best to resolve the problem.
Grievances need to be completed on the form below and emailed or given to the Registrar (Laurice):
Email  dene@tasman.ac.nz
Problems with a teacher
Make a time to talk to your classroom teacher about your concern.  If your concern is the classroom teacher, make a time to talk to the Teacher responsible for International Students who is [Teacher’s name and room number]
After a few days, if you do not think the problem has been resolved by your classroom teacher or by the person responsible for international students, please talk to Student Support, [either Jaimin or Mia]
If, after a few days after you have spoken to Student Support the problem is still there, then please talk to Dene Collison Operations & Quality leader)
Problems with school friends
Take the time to talk to your class teacher about your concern
You can also talk with your country’s student support person.  They are very helpful, especially with broken friendships.   You can make an appointment at reception through Laurice the Registrar
Problems with your Homestay or caregiver
Make a time to talk to Jaimin or Mia who are responsible for International Students and homestays. They will discuss the concerns with you and do their best to sort things out.  If necessary, they will refer you to the Management Team on the matter and/or your parents.
At all the above meetings, notes will be taken of your concerns and of the solutions put in place.
If, after all the above have been tried, it is felt that your problem has not been resolved, then the student/parent may contact NZQA. (See the Operations team for details)  




GRIEVANCE APPLICATION FORM 
	Student Name:
	Date: ______/_________/_________

	Studying in Course:_____________________
	Complaint: ______________________

	Nature of grievance - Brief Reason:& Supporting Evidence
__________________________________________________________________________________________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Officer used (Please circle appropriate person)
Teacher
Program Manager
Management
	Received By: _____________
Confirmed By: _________________
Date: _____/______/_______







RESPONSE FORM 
	Response from: (Please circle appropriate person)
Management: 
Program Manager 
Teacher 
	Date:    /   / 2025

Confirmed by Management :

	Action Taken
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Received by the complainant 

 Signature 

Date 
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