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CONFIDENTIAL

STUDENT COMPLAINTS PROCEDURE - FORMAL COMPLAINT FORM

Please ensure that you have read the Student Complaints Procedure before you complete the form.  Completed forms should be sent to: Casework Team, Leeds Beckett University, Governance & Legal Affairs, Room 101, Old Broadcasting House, Woodhouse Lane, Leeds LS2 9EN or by email to casework@leedsbeckett.ac.uk.
SECTION A – YOUR DETAILS


Title                  Forename(s)                                          Family name 
Address 


Postcode                                                         Tel no 


Course name 


Student ID 

SECTION B – YOUR COMPLAINT

Please set out the main points of your complaint.  You may use an additional sheet if necessary.
	


Please list any documentary evidence attached (e.g. any correspondence or other documentation related to your complaint).
	


SECTION C – ACTION THAT YOU HAVE TAKEN SO FAR

Please outline what steps, if any, you have taken to try to resolve your complaint.  You should also provide the name and department of the member of staff who has been dealing with your complaint

	


Please describe the outcome and explain why you believe that the matter has not been resolved
	


SECTION D – ACTION REQUIRED
Please state what action would resolve the complaint to your satisfaction
	


Signature…………………………………………………………………. Date ………………………………………..
If you are being represented by the Students’ Union Advice Service, please indicate that you give your consent to a copy of all correspondence relating to the case being sent to them: 



    Representative’s name (if known)   

If you are being represented by a friend or relative, please provide their name and contact details and the capacity in which they are known to you: 
If you require advice about the operation of the Student Complaints Procedure, please contact the Complaints Manager, Leeds Beckett University, Governance & Legal Affairs, by email: casework@leedsbeckett.ac.uk or by telephone on 0113 812 1742. 
The Students’ Union Advice Service can give independent advice and support on complaints.  You can contact them on: 0113 812 8400 or email: suadvice@leedsbeckett.ac.uk
YOUR INFORMATION

1. The University will use the information provided on this form to investigate your complaint.  The details will be provided only to those faculties or support services within the University as necessary to conduct a thorough investigation.

2. The University will use personal data provided on this form and in any supporting documentation to compile statistical information for the purposes of equal opportunities monitoring as part of its statutory duties.  Such information will be anonymised to protect the identity of individuals.  Your student ID will be used to access additional personal data held on university systems for this purpose.












































































