Formal Complaints guidance for students

When informal resoluton fails or is not suitable

Student wishes to proceed with a formal
complaint and seeks advise from
relevant Student Services who can assis

*Complaint(s) must be within
20 working days of the
incident or issue. An
Academic decision complaint
must be within 10 working
days of notification of the

decision

Student to complete the Notice of Formal
Complaint (NOC) form available on the Unitec
webpage

Student receives acknowledgement within 5
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
If a complaint is accepted, the relevant o) OO v 8

executive or appointed investigator
introduces themselves to complainant
and respondent and formal investigation

not possible

begins
Typically within 30
A\ working days from
receipt of complaint,
Student receives outcome 0O O but may be
extended*
A 4

If the student is not satisfied with the
outcome they may appeal. Refer section 17 of
the Student Regulations and 3 of the Student
concerns, complaints and Appeals Procedures

\ 4

Process ends

*Please note:

[ ] Unitec may agree to extend timelines to submit a complaint in exceptional circumstances. For Academic Decisions complaints student is required to notify in
advance. Please refer section 14.3.2 of the Student Regulations.

®  The Procedure specifies an outcome will be delivered in writing within 30 working days of receipt of the complaint. This may be extended where the
investigator needs further time to address all matters raised in the complaint and kept informed of extensions.
Unitec encourages students to bring a support person to any meetings related to their complaint.

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




