[image: A logo with text on it

Description automatically generated]	
STUDENT COMPLAINTS PROCEDURE 
FORMAL COMPLAINT FORM

CONFIDENTIAL

Please ensure that you have read the Student Complaints Procedure before you complete this form. Completed forms should be emailed to casework@leedsbeckett.ac.uk.

We encourage you to contact the Students’ Union Advice Service for independent advice and support when putting your complaint together. They can be contacted at lbsu-advice@leedbeckett.ac.uk or via the online form.


SECTION A – YOUR DETAILS

	Title: Click or tap here to enter text.

	Forename(s): Click or tap here to enter text.

	Family Name: Click or tap here to enter text.

	Preferred Email Address: Click or tap here to enter text.

	Course Name: Click or tap here to enter text.

	Student ID: Click or tap here to enter text.










SECTION B – REASONABLE ADJUSTMENTS

If you require any reasonable adjustments to accommodate your needs during this process, please provide details below.
	Click or tap here to enter text.



Do you currently have a ‘Reasonable Adjustment Plan’ (RAP) in place?
	Yes  
	☐
	No  
	☐



SECTION C – YOUR COMPLAINT

Please set out the main points of your complaint below.

	Click or tap here to enter text.



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

If you are unable to supply supporting evidence, please explain why not.

	Click or tap here to enter text.













SECTION D – ACTION THAT YOU HAVE TAKEN

Most complaints can usually be resolved quickly by speaking with members of staff providing the service you are not happy with.

Please outline what steps, if any, you have taken to try to resolve your complaint and explain why you believe the matter has not been resolved:

	Click or tap here to enter text.



If you have NOT taken steps to resolve your complaint informally, please explain why not:

	Click or tap here to enter text.



SECTION D – DESIRED OUTCOME

Please state below what action would resolve the complaint to your satisfaction:

	Click or tap here to enter text.



Signature Click or tap here to enter text.

Date Click or tap to enter a date.












If you are being supported by the Students’ Union Advice Service, please confirm if want all correspondence relating to the case to be shared with them:

	Representative’s name (if known) Click or tap here to enter text.

	I consent to a copy of all correspondence relating to the case being sent to the above-named representative  ☐



Advice and Support

If you have any questions about this procedure, please contact the Student Casework team at casework@leedsbeckett.ac.uk. 
 
The Students’ Union Advice Service can provide independent advice and support about your complaint. They can be contacted via their online form.

Confidentiality

It may be necessary to discuss details of your case with other staff members in order to investigate your case properly. This will be done with consideration and confidentiality and information will only be shared when absolutely necessary. By submitting this form, you are agreeing that your case can be discussed with appropriate staff members.

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.

Please refer to the Student Privacy Notice here  https://www.leedsbeckett.ac.uk/our-university/public-information/information-compliance/leeds-beckett-university-privacy-notice/privacy-notice-for-students/ for further information.
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