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	STUDENT COMPLAINTS APPLICATION FORM

This form is intended for use by students who are making a complaint under the 
Secondary (Formal) Stage of the Student Concerns and Complaints Procedure


This form can be completed by students and recent students of St George's, University of London who wish to make a formal complaint under St George’s Student Complaints Procedure. The term ‘student’ includes those registered or enrolled on a programme. It includes those on an Interruption of Study or suspension and those who left the University within a period of three calendar months. 
Students wishing to make a complaint under this Procedure may wish to obtain guidance from the President of Education (presidenteducation@su.sgul.ac.uk), the President of Welfare (presidentwelfare@su.sgul.ac.uk) of the Students’ Union and the Education and Welfare Support Officer (Lon Teija)- lteija@sgul.ac.uk
You should inform the Student Conduct and Compliance (SCC) Team immediately if you require reasonable adjustments to be made to this complaint process.
The Student Complaints Procedure and policies named within the Procedure are available to view at:

https://www.sgul.ac.uk/for-students/your-academic-life/student-conduct-and-compliance/student-procedures/student-concerns-and-complaints-procedure 
This form should not be used to complain about:

*Admissions decisions

*Imposition of precautionary measures

*Board of Examiner decisions (the academic appeal process must be followed)

*Student Union Societies and Events
*Reporting concerns about the general standard or delivery of teaching and project supervision (see paragraph 1.22)

Outcomes of the following processes

· extenuating circumstances, 

· academic integrity, 

· disciplinary matters, 

· withdrawal of visa sponsorship, 

· DBS and internal disclosures policy, 

· fitness to practice/study.

Formal complaints should be submitted within three calendar months from the date of the incident complained of. Complaints accompanied by evidence which are received outside of this period will only be considered when there is an ‘exceptional’ reason for the delay.  
You should complete this form IN FULL. Your responses should refer to times and dates and be clear and concise. 
Personal details

	Student ID number:
	Title (Mr, Miss, Ms, Mrs, Dr etc)



	Forename/ First name:
	Surname/ Family name:



	Telephone number 
Alternative telephone number:


	Group Complaints Only (see section 2)
Appointed Spokesperson:


	St George’s email address (official correspondence address): 
Personal email address:


Programme details

	Programme of study: (e.g. BSc Physio, MBBS (International), Postgraduate (Taught):

	Year of study:


	Name of Personal Tutor:
	


Raising concerns at the informal and semi- formal stages 

As far as practicable concerns should be raised at an informal or semi-formal level in order to resolve problems quickly and simply with the minimum of disruption to individuals and St George’s main activities. Unless circumstances are deemed to be exceptional, the University will not progress to a formal complaint without evidence that the concern was raised earlier.
Have you taken any action at the informal/semi-formal stages?

Yes / No

If No, please indicate why not


If Yes:

Please give further details below about the person(s) you have raised the complaint with:

(1)
Name:……………………………………………………………………………………


Post Title:………………………………………………………………………………..


Date Raised:……………………………………...

(2)
Name:……………………………………………………………………………………


Post Title:………………………………………………………………………………..


Date Raised:………………………………………

(3)
Name:……………………………………………………………………………………


Post Title:………………………………………………………………………………..


Date Raised:……………………………………...

Describe the outcome so far, indicating why you are still dissatisfied:
	


Details of the formal complaint
Please set out the main points of your complaint with direct reference to the grounds on which your complaint is based.  
	


Ensure all information you wish to be considered is included and that supporting evidence is supplied alongside your application form. 
Redress

Please state clearly what redress you are seeking e.g. an apology, return of overpaid fees, new project supervisor, review of internal process, a letter of support.
	


List Attached Evidence
	Type
Please specify the supporting documents you have attached/enclosed


	Evidence Supplied

(please tick)

	
	 FORMCHECKBOX 


	
	 FORMCHECKBOX 


	
	 FORMCHECKBOX 


	
	 FORMCHECKBOX 



Declaration

By submitting this form, I declare the information I have given to be true. 
I am aware that making a false declaration will be considered as a serious act of misconduct.
· By submitting this complaint, I can confirm that I have read and understood the privacy notice for student facing regulations.

· I understand that the SCC Team and the Investigating Officer will process personal details about me, which will include sensitive information, in order to deal with my complaint effectively.

· If I have submitted information about third parties, I confirm that the third party is aware and has agreed that I can use their information for the purpose of my complaint.

· I understand that the information provided in my complaint may be used as part of other University processes such as those outlined in the Procedure for Fitness to Study/Practise.
· I understand that as part of the complaint process, the SCC Team and the Investigating Officer may need to gather personal and sometimes sensitive information about me from different University departments, such as:

· Academic Registry

· Library

· Counselling Services
· Disability Service

· Accommodation Services 

· Academic staff (including Personal Tutors, Supervisors, Programme Leaders, etc.)

· Security Team
· Programmes Team
· Students’ Union

· IT Services

· Vice-Chancellor’s Office

· I understand that the data provided in my complaint as well as the information collated by the SCC Team and the Investigating Officer in relation to my complaint will be securely stored for 18 months after the date that I am no longer a registered student at the University or 18 months after the complaint is closed (whichever is the latter). 

· I understand that it is my responsibility to contact SCC if I have any concerns in relation to how my data will be handled.

· I understand that I can withdraw my consent for SCC and the Investigating Officer to process my personal data at any time. However, I also understand that this is likely to mean that they cannot process my complaint.

Signed…………………………………………………………………….  
Date ……………………
Once completed, this form and all supporting documentation should be submitted to:

UK Students Only
In Person: To the Student Centre on 6th Floor of Hunter Wing addressed for the attention of the Student Conduct and Compliance Team
By Email: scc@sgul.ac.uk
In accordance with the General Regulations, all application forms and subsequent correspondence relating to your student complaint should be submitted via your SGUL email account (e.g. XXXX@sgul.ac.uk).
By Post: Student Conduct and Compliance, GLAS, St George’s, University of London, Registry, Cranmer Terrace, London SW17 0RE. 
You are strongly advised to use a registered/signed for postal delivery service and retain your proof of postage.
UNic Students
In Person: Registry Office for the attention of Ms Hero Glykys, Academic and Assessment Registrar, University of Nicosia Medical School
By Email: glykys.h@unic.ac.cy
In accordance with the General Regulations, all application forms and subsequent correspondence relating to your student complaint should be submitted via your SGUL email account (e.g. XXXX@uni.ac.cy).
By Post: Ms Hero Glykys, University of Nicosia Medical School,93 Agiou Nikolaou Street, Engomi, P.O. Box 24005 1700 Nicosia, Cyprus
You are strongly advised to use a registered/signed for postal delivery service and retain your proof of postage.
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