                                                         Appendix C

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

Preliminary procedure
	Stage Two  

Written Complaint to the Head of School or Service
	Stage Three 

Written Complaint to the Registrar and Chief Operating Officer

	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 complaint form
	Normally within 5 working days of the receipt of the student complaint form

	Contact with the student and relevant staff.
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

	Referral to the next stage
	If the student wishes to proceed to the next stage, they should do so within 30 working days of receipt of the decision 
	If the student wishes to proceed to the next stage, they should do so within 10 working days of receipt of the decision 
	Completion of Procedures (COP) letter issued to the student. If the student wishes to request a review from the OIA they should do so within 3 months from the date of issue of COP letter 


