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QUEEN’S UNIVERSITY BELFAST
STUDENT COMPLAINTS FORM – STAGE 2
Please read the Student Complaints Procedure and Guidance for Students before completing this form.  
Students can only have a matter considered under one procedure. If you have also submitted this case as an academic appeal the Director of Academic and Student Affairs will decide which should apply.
Every effort will be made to ensure confidentiality, consistent with a full investigation of the complaint.   
Complaints made anonymously will not be accepted.

1
Name:  (BLOCK CAPITALS)


__________________________________________________________________

Course:






Student Number: 

__________________________________________________________________

2
Address for correspondence (with postcode):

__________________________________________________________________


Telephone:






Email:
__________________________________________________________________
3
Please provide details of your complaint and the impact this has had upon you.  Please ensure all relevant details are provided, e.g. the identities of witnesses and the date, time and place of the incident(s) giving rise to the complaint.  You may use an additional sheet if necessary.
4.
Please provide a summary of any informal action (Stage 1) you took to resolve your complaint, with supporting evidence if this is available. 
5. 
Please state your desired outcome.
By signing this Student Complaint Form – Stage 2, you are declaring that:
· you have read and understood the Student Complaints Procedure 
· to the best of your knowledge, this form contains a complete and accurate account of all the factors relevant to your complaint 
· you understand that a copy of this form may be provided to a member of staff or student who is the subject of the complaint (if relevant), or who is otherwise involved
· you consent to this information and supporting evidence being disclosed to the Investigating Officer and the Head of School, Faculty Pro-Vice Chancellor, or Director as necessary 
· you are aware that making a complaint which is found to be frivolous or vexatious may be deemed to be a breach of the Conduct Regulations.

Provided that the information has not already been disclosed as set out above, if you wish to withdraw consent to any information being disclosed, you may do so at any time by sending an email to appeals@qub.ac.uk 
Signed: 





Date:
The completed form should be addressed to Academic Affairs, Level 6, Administration Building, Queen’s University Belfast, BT7 1NN or sent by email to appeals@qub.ac.uk It will then be forwarded to the relevant Faculty Pro-Vice Chancellor or Director.
_______________________________________________________________________
For office use only:

Date complaint received:

