Appendix C 

	Student to raise a concern within 2 months of issue arising
	Stage One 

Informal Discussion
	Stage Two  
Written Complaint to the Head of School or Service
	Stage Three 
Written Complaint to the Registrar and Chief Operating Officer
	Stage Four
Written complaint to the Vice Chancellor 



	Acknowledgement of complaint from the student
	Staff to respond normally within 5 working days 
	Normally within 5 working days of the receipt of the student complaints form
	Normally within 5 working days of the receipt of the student complaints form
	Normally within 5 working days of the receipt of the student complaints form

	Meeting with the student (if appropriate)
Notification of the decision to the student
	Normally arranged and student informed within 30 working days
	Normally arranged and student informed within 30 working days
	Normally arranged and student informed within 30 working days
	Normally arranged and student informed within 30 working days

	Referral to the next stage
	Normally within 10 working days of receipt of the decision
	Normally within 10 working days of receipt of the decision
	Normally within 10 working days of receipt of the decision
	Within 3 months from the date of issue of Completion of Procedures letter students may request a review from OIAHE


