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Early Resolution Complaint Form – Level 1Complaint

Please read the Student Complaints Code of Practice.  You should try to resolve a complaint by raising it directly and promptly with the person/department concerned.  In some circumstances, you may prefer to approach a different member of staff e.g. personal tutor, module convenor.  You are not required to use this form, but you may find it helpful.  For help and support in completing this form, please contact the Student’s Union.
Make sure your raise your issue as soon as possible and at the latest within 30 working days of the incident.
Please use this form to clearly explain what the issue is, the impact it has had and the outcome you are seeking.  

Date: 	[Today’s Date]
Your Information
· Name:	 [Your Name]
· Student number: [Your student number]
· Phone: [Your Phone Number]
· Email: [Your Uni Email]

What Happened:
· When: [Date of Incident]
· Where: [Location of Incident]
· Details: [Briefly describe what happened, including what the issue is and the impact on you.]

Resolution:
· How can we fix it? [Describe what you’d like to see happen]

Attachments:
· Got any evidence? [List any documents or photos you’re attaching]

Signature:
· Your Signature: [Sign Here]

Please email this completed form along with any evidence to the person you are raising it with.  
	If you are raising an issue about:

	Contact

	· University Obligations: Failure to meet commitments outlined in course and student handbooks.
	· Module Convenor
· Personal Tutor

	· Misleading Information: Incorrect details in prospectuses or promotional materials.
	· Module Convenor 
· Director of ESE


	· Programme Delivery: Issues with teaching, supervision, or administration, including those by partner institutions.
	· Module Convenor
· Personal Tutor
· Dissertation / PhD Supervisors


	· Facilities and Resources: Poor quality of university-provided facilities or services.
	· Estates
· Student Living
· UoN Sports
· Library Services
· IT Services
· Student Services
· Visa and Immigration 
· Director of ESE



	· Third-Party Services: Complaints about services from external organizations or contractors.
	· Procurement Services  

	· Disruptive Events: Significant disruptions like industrial action or public health emergencies affecting course delivery.
	· Module Convenor 
· Director of ESE
· Personal Tutor


	· Policy Concerns: Issues with the application of policies related to financial support, immigration, or welfare.
	· Student Services
· Visa and Immigration
· Student Welfare



Applicants wishing to make a complaint should consult information about admissions feedback, appeals and complaints.
Apprentices wishing to make a complaint should consult the Apprentice Complaints Policy and Procedure.
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