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Intertrain Pty Ltd Complaints Form 

Section 1 

Complainant Personal Details 
 
Name:  
 

 Date:   

Address:  
 

 

Phone Number:  
 

Email:   

Preferred 
contact 
method: 

 
     Phone             Email              Other         Advise:  

Are you a 
student or staff 
member: 

 
    Student    go to section 2                   Staff     go to section 2            

 

Section 2 – Intertrain Student 

If you are an Intertrain Student please complete this section 

Intertrain Student Details 
 
Course/Qualification 
Enrolled in: 
 

 Date of enrolment  
(If known): 

 

Estimated 
completion date:  

 

Instructor/Trainer/A
ssessor Name:  

 
      

 
*Students Proceed to Section 4  
 

 

Section 3 – Intertrain Staff 

If you are an Intertrain staff member, including contractors and third-party providers please complete 
this section 

Intertrain Staff Details 
 
Department:  Date of employment  

(If known): 
 

Supervisor/Manager 
Name:  

 
      

 
*Staff Proceed to Section 4  
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Section 4 – Incident Details 

Complaint/Incident Details 
 
Nature of  
Complaint/incident:  
 

 
Complaint     Complete section 4A     
 
Incident  Complete section 4B 
 
 
 
Comments:  
 
 
 

Section 4A - Complaint 
Please describe your 
complaint in detail:  

 
 
 
 
 
 
 
 
 
 
 
 
 

Is this the first time 
you have raised this 
issue or an issue of 
this nature:  

Yes       No       If No, please provide details below 
 
 
 
 
 
 
 

Please explain what 
you expect the 
outcome/resolution 
of lodging this 
complaint to be: 
 
 
 
 

 

Section 4B - Incident 
Date of Incident:   

 
Time of Incident:  

Location of Incident:    
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 Please describe the 
incident in detail:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If there were any 
others who 
witnessed the 
incident, please 
provide their 
details: 

 
 

Is this the first time 
you have been 
involved in an 
incident like this or 
of this nature has 
occurred : 

Yes       No       If No, please provide details below 
 

Please explain what 
you expect the 
outcome/resolution 
of lodging this 
complaint to be: 
 

 
 
 
 
 
 
 

 

Section 5 – Intertrain Administration –  

Intertrain Administration to complete this section only – not for applicant to complete  

Intertrain Complaint/Incident Administration  
 
Complaint/Incident 
Number: 
 

 Date Received:   

Investigation 
Required: 

Yes       No        Investigated By:  
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Investigation Details 
and Findings:   

 
      
 
 
 
 
 
 
 
 
 
 

Investigation 
Outcome:  
 
*Including any 
repercussions and 
disciplinary action 
required 

 
 
 
 
 
 

Outcome 
communicated with 
all involved 
stakeholders:   

 

Is a review of any 
policies/procedures 
required:  

Yes     - If Yes, please explain and describe what is required  
 
No        
 
 
 
 
 
 
 
 

Outcome logged on 
LMS/SMS: 

Yes    No        
 
Comments: 
 
 
 
 
 
 
 

 
Administration 
process complete 
by:  
 

 Signed:  
 
 
 

 

Date:   

 


