University of the West of Scotland		Academic Office



FORMAL COMPLAINT FORM

The University of the West of Scotland is committed to providing high quality services for its students.  However, it recognises that you may have legitimate complaints relating to your programme, the services or facilities provided by the University, other students or the staff of the University.  Complaints will be taken seriously and will be dealt with in confidence and without recrimination.  You are encouraged, in the first instance, to raise the matter with an appropriate member of staff, and seek a resolution locally and informally.  However, if the matter cannot be dealt with in this way you should use this form to make your complaint in writing.  Completed complaint forms should normally be sent to the Faculty Manager or Dean as appropriate.  Further information can be found in the Complaints Procedure, copies of which are available from the Academic Office, Student Administration Services or on the Student Intranet.

1.	Date complaint made	..................................................................................

2.	Have you raised this matter orally with a member of staff?	Yes/No
	If yes to whom was the matter addressed? ..................................................
	And when?	....................................................................................

3.	Your name	.....................................................................................
	Your address	.....................................................................................
		.....................................................................................
	Banner ID	……………...................................................................
	Programme/Year	......................................................................................
	Campus	.....................................................................................

	You do not have to give your name, address or any other information in section 3 but if you withhold this information, it will not be possible to provide you with a direct response.


4.	Details of complaint (continue on a separate sheet if necessary)






5.	Statement of preferred outcomes









Signature	.....................................................................
Date	….................................................................



Academic Office:
Date received :	……………………………………………
Acknowledgement sent : ………………..	Info requested from/date :………………
Response sent : ………………………….
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