			
Student Complaint Form (Formal Complaint)

This form should be used by students who wish to pursue a complaint at Stage 2 (a formal complaint to the Complaints Officer).
In the first instance, a complaint should be raised directly with the relevant department at the source of the complaint. Please refer to the Student Complaints Procedure (opens new window) for more information.
Please note that Stage 2 formal complaints must be submitted within 20 working days of receiving a response to the informal complaint. 
If you require any assistance, reasonable adjustments or wish to discuss your complaint before submitting it, please contact the Complaints Officer at complaints@ube.ac.uk or by phone +44 (0) 118 924 4696.

	Personal Details

	Name:
	

	Student number:
	

	Enrolment status: 
	☐ Applicant ​ ☐​​ Student ​​​☐ LSA Student 

	Apprenticeship student:
	​​☐Yes    ☐ ​No 

	Programme of study:
	

	Modules affected (if applicable):
	

	Preferred email address:
	

	Preferred contact number:
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	‘University of the Built Environment’ is a business name of University College of Estate Management, a corporation established by Royal Charter with registered charity number 313223 and registered company number RC000125.



	Initial Complaint 

	Please confirm that you have contacted the relevant department to discuss your complaint in the first instance
(Stage 1 of the complaints process:)
	☐Yes
☐No*
*We would advise students to contact the department at the source of the complaint first to discuss the issue before escalating. 

	Date informal complaint raised:
	Click or tap to enter a date.
	Complaint raised with (name of staff member): 
	Name of Staff Member
	Date response received: 
	Click or tap to enter a date.


	Details of Complaint

	Please provide details of your complaint:

	



	Please describe how you have pursued your complaint to date and how you envisage your complaint might be resolved:

	




I confirm that the information I have provided in this Complaint Form, along with any supporting documentation sent to the Complaints Team, is accurate and complete to the best of my knowledge.

I have read and understood the University’s Student Complaints Procedure (opens new window) and am submitting this form in line with the process and deadlines.

I give my consent for the information provided in this complaint to be shared with University staff involved in the investigation and decision-making process, in accordance with the institutions Data Protection Policy and the UK General Data Protection Regulation (UK GDPR). 
By submitting this form, I confirm that I have read and understood this declaration and agree to its terms. 

Signature of complainant: ………………………………………………………………………

Date: Click or tap to enter a date.

The completed form and any relevant documentation should be sent to the University’s Complaints Officer at complaints@ube.ac.uk 
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