Users should copy the template document provided into a new document and then amend the template to meet the circumstances. Care is required in preparing the final document as a range of factors may impact on the content of the final document.  Accordingly, Employment Services & Solutions Australia Pty Ltd recommend that you obtain professional advice before using the document provided.
EMPLOYEE COMPLAINT FORM


Employee Name: 					  	Position: 				

Date:						

Please provide details of your complaint: (include time and dates of incident or event)

																																																												
												
												
												
												
												
												
												

Questions:

1. Have you informed or discussed this matter with any other staff member within the company? If yes, please specify the name of the person(s) informed, the person(s) position, and the date discussion was held.

  Yes		 No

																																				
												
												
												
												
												
												
												
												
												

2. If you answered NO to question 1, is there any staff member within the company whom you would like to discuss this matter with? If yes, please specify the name of the person(s) and the person(s) position.

  Yes		 No

																																				
												
												

3. What are you seeking as a resolution to this matter? If yes, please explain what you are seeking and your reasons for that. 

																																				
												
												
												
												
												
												
												
												
												

Thank you for sharing your thoughts with us. We will be in contact with you shortly to try and satisfactorily resolve this matter.
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This document is provided on the basis that it is a sample of a document that may be adapted and used in circumstances relevant to the subject matter of the document.  Employment Services & Solutions Australia Pty Ltd has taken due care in ensuring the accuracy of the general information and sample document, however, it is provided without any express or implied warranty as to its accuracy, completeness or currency.  The document is not and should not be considered as professional advice.  Employment Services & Solutions Australia is not responsible for any outcomes whatsoever that occur as a result of the use of the documents provided and recommends that users seek additional professional advice before using the document provided.
