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COMPLAINT FORM
This form can be used by a student or by a member of the public to complain about any service or lack of service provided by the University to which a response is expected. This form cannot be used for the following categories of complaint, for which separate procedures exist:

· appeals against the decision of Assessment Boards;

· appeals against the decision of the Extenuation Panel;

· complaints against the Students’ Union;

· appeals against decisions taken under disciplinary proceedings;

· complaints about businesses operating on University premises, not owned by the University;

· complaints relating to personal harassment or discrimination on sexual, religious, racial or other grounds.

This form should be returned to:

Complaints Liaison Officer

Quality Assurance and Enhancement
University of East London

Docklands Campus
4-6 University Way
London, E16 2RD
Tel: 020 8223 2010
You should receive an acknowledgement within one week of lodging your completed complaint form

You are strongly advised to consult the Students' Union Advice and Information Service before completing this form.  Please call 020 8223 7025 for an appointment.

If you would like to discuss your complaint in person with a member of University staff, please contact Toby Grainger, Head of Student Compliance & Responsibilities, Room EB1.05, Docklands Campus (Tel: 020 8223 2050, E-mail: t.j.grainger@uel.ac.uk)

	Title
	

	Surname
	

	Forename(s)
	

	Correspondence
address
	

	Daytime tel. 
	

	Evening tel.
	

	E-Mail address
	

	Student Number (if applicable)
	

	Programme of study (if applicable)
	


	Please describe the nature of your complaint and attach any evidence that you have to substantiate your claim.  Continue on a separate sheet if necessary.

	


	SECTION 3: Please indicate the date of the occasion giving rise to complaint

	

	SECTION 4: Please describe what action you have taken so far to resolve your problem informally

	

	SECTION 5: Please indicate what action you would like to see taken to redress your complaint

	

	SECTION 6: Declarations

	In accordance with the Data Protection Act 1998 we are required to obtain your consent for the following:

a) to hold some elements of the information that you have provided on an electronic database;

b) to disclose the information that you have provided to authorised members of University staff as required for the reasonable purposes connected with the investigation of your complaint.

Please sign below to confirm that the information you have provided is accurate to the best of your knowledge, and to indicate your consent for the information provided to be used as detailed above.



	Signed

	
	Dated
	


We would welcome your feedback on the Complaints Procedure.  If you wish to make any comments or suggestions, once you have completed the procedure, please submit these to Quality Assurance & Enhancement, University of East London, Docklands Campus, 4 – 6 University Way, London, E16 2RD.  

The information you provide us with will be used to help us make improvements to the procedure and the way in which complaints are handled in future.  All information provided will be dealt with in the strictest confidence and any reports on the feedback received will not identify names.

UNIVERSITY of EAST LONDON
IMPORTANT

EQUAL OPPORTUNITIES POLICY

It is the policy of the University of East London to promote equality of opportunity.  You are therefore invited to complete the questions below.  It is not mandatory that you complete this form and your appeal/complaint will be processed even if you choose not to complete and return the form.

The University’s equal opportunities policy is in accordance with the Sex Discrimination Act 1975, the Race Relations Act 1976 and 2000, and the Disability Discrimination Act 1995.

MONITORING

For the policy of equal opportunities to be effective we must be certain that unfair or illegal discrimination is not taking place.  The University considers that to achieve this it must keep up-to-date information for all activities undertaken.  This is for statistical purposes only and will be separated upon receipt and prior to the Appeal/Complaints form being passed on to the investigating officer.  It will be treated confidentially, stored on a database and used by the Quality Assurance Department for monitoring purposes only.

1.
STUDENT NO




2.
ACADEMIC YEAR



3.
DATE OF BIRTH




4.
MALE/FEMALE


5. ETHNICITY

Please indicate with a tick to which group you feel you belong, or give details of the group to which you feel you belong in the section marked OTHER.  Ethnicity is not the same as nationality, place of birth or citizenship but is to do with colour, race, broad ethnic group and culture.

	ASIAN or ASIAN BRITISH:
	
	MIXED PARENTAGE
	

	· Bangladeshi
	
	· White and Asian
	

	· Indian
	
	· White and Black African
	

	· Pakistani
	
	· White and Black Caribbean
	

	· Chinese
	
	· Other Black Background
	

	· Other Asian Background
	
	
	

	BLACK OR BLACK BRITISH
	
	WHITE
	

	· African
	
	· White British
	

	· Caribbean
	
	· White Irish
	

	· Other Black Background
	
	· Other White Background
	

	OTHER ETHNIC GROUP
	
	
	

	· Other ethnic group (please state)
	


6.
DISABILITY

The Disability Discrimination Act 1995 (DDA) defines disability as, “a physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities.”  Based on this definition do you consider yourself to have a disability?

YES/NO (please delete as appropriate)

If YES, it would be helpful if you could briefly state the nature of your disability:

	



































