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Formal Complaint Form 
	Personal Details 

	Name: 
	Student ID: 

	Programme: 
	Year: 

	Address: 
	Tel. No: 

	
	Email: 

	Complaint Details 

	Please state the nature of your complaint and give further details (use separate sheet, if necessary). Please give exact date(s), time(s) and location(s) of incident(s) wherever possible. Retrospective complaints (three calendar months after the informal complaint) will not be considered. 

	Do you have any documentary evidence to support your complaint? Please give details and attach copies wherever possible. 

	From your point of view, what would be the desired outcome of your complaint? 

	What prevented the complaint from being resolved informally? 

	Who else have you discussed this complaint with (e.g. Welfare & Student Services)? Has advice been given and have you acted on this advice? 


 
Student’s Signature: _______________________Date: ______________________ 
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Date Received: Received by:

Action Taken:

Referredto DOS: Yes/No:  Date:

Date Replied to Student. Programme Leader's Signature:
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