


Appendix A

COMPLAINTS FORM – FORMAL PROCEEDINGS  
This form is to be completed under the Formal Procedure: Stage TWO and should be sent to the relevant person at that stage.  Advice on completion of the form can be obtained from Students’ Union Advice and Information Centre (SUAIC  suaic@susu.org ).  

COMPLETE IN BLOCK CAPITALS OR TYPE.

1. Personal Details

Full Name: ___________________________
Student ID No: _______________

Programme and Year of Study:  _______________________________________
_______________________

Address for correspondence (in the case of a Group Complaint, please identify lead member and attach a list of students plus ID numbers on a separate sheet of paper):

____________________________________________________________________

_____________________________________________________________________

Postcode:_______________________
Telephone number: _________________

2.  
Have you tried to resolve the issue (s) at an Informal level with the School or Service?   






Yes / No
If No, please contact the relevant School or Service to raise your concerns informally.

If for some reason you are unable to raise the concern informally, please contact Educational Quality Coordinator: Student Complaints, Appeals and Feedback or SUAIC for advice as to how to proceed.
3.
Complaint Details

The nature of the complaint and timescales (attach evidence)
Outline of Complaint, including dates of actions:

The informal steps already taken

Please explain here what steps you have taken, together with dates, to resolve your concern / complaint informally:

	Details of the response received

Please explain here the details of the response(s) received:




A statement as to why the student remains dissatisfied
Please explain why you are dissatisfied with the response you have received from the School or Service:

As part of the investigation of your complaint, any member of staff mentioned will be made aware of the complaint, as will the Head of the School or Service involved.

The remedy the student is seeking

Please indicate the remedy / outcome you are seeking:

	Any other relevant information (evidence) you feel necessary to submit in support of your complaint




4.
If you have written a formal letter of complaint to anyone else in the University please indicate names and / or let us know whether you intend to copy this to anyone else.

	Name
	Copied

	
	

	
	


5.
Declaration

I declare that the information given in this form is true, and that I would be willing to answer further questions relating to it if necessary.

Signed:
___________________________
Date: ___________________

……………………………………………………………………………………………………………

The School MUST complete the following box and forward copies of the form to; 

(i) Faculty Executive Officer (FEO)
(ii) Educational Quality Coordinator (EQC): Student Complaints, Appeals and Feedback
The Service MUST complete the following box and forward a copy of the form to;

(i) Educational Quality Coordinator (EQC): Student Complaints, Appeals and Feedback
	Date Received:

Form Received by:
Date sent to FEO:

Date sent to EQC:
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