
Think about how you’re feeling - Raising a concern or complaint can be
stressful and frustrating. Before you make your complaint take a moment to
consider how you’re feeling. Its okay to feel angry, anxious or upset. See if you
can talk to a trusted person in your life before you raise a concern or ask to
have them support you during the call or meeting.

Be assertive - Good communicators are clear and honest about what they want
but they also listen carefully and hear what others have to say. Speak calmly
and respectfully and avoid raising your voice. 

Present your points clearly - Be specific about what you want to say. It can be
helpful to present one or two points at a time. Have examples or evidence to
back up your points.

Consider other perspectives - Things may be done a particular way for reasons
that you hadn't considered. Try not to dismiss other people’s point of view. 

Know why you’re there - Feel confident in your right to make a complaint but
remember to have a clear idea about the issues you want to raise and what you
want to change.
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