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Formal Complaint Form


Before completing this application form, please carefully read the following:

· The ‘Students Complaints Code’ contained in the Manual of Policies and Procedures/Part G/Section 5 available from the Academic Registry tab of the Virtual Learning Environment;

· The General Guidance as set out below.


1.
Complaints should be made promptly. This means that, save in exceptional circumstances, they should be made as soon as possible after the informal procedures have been exhausted, and must be made within 40 calendar days of the occurrence of the subject of the complaint.

2.
Complaints should be raised informally with the person concerned in the first instance, e.g. where the complaint relates to a tutor’s teaching methods the matter might be most effectively resolved by discussion with that tutor. If discussion with the person concerned is not possible, then an Informal Complaint should be raised with either:

(a) the Student Advice Team or Student Finance Team;

(b) the student’s Personal Tutor;

(c) the Module Leader;

(d) the Programme Leader or Deputy Programme Leader;

(e) the Director of Programmes;

3.
Formal Complaints will only be considered outside the 40 calendar day timeframe if there are good reasons for not complying.  Students should enclose a covering letter explaining the reasons for lateness and enclose objective and authoritative evidence to support the lateness with the Formal Complaint form. The Office of Regulation and Compliance (ORC) or its nominee will consider the reason(s) why the form is late and will decide whether or not to accept the Formal Complaint for review. 

4.
Formal Complaints will only be accepted on this form.  

5.
The Form should be accompanied by evidence that the student is seeking to rely on to support the complaint, and detail the outcome and/or remedy being sought. 

6.
Students will be notified of the outcome by email normally within 28 working days of receipt.

Please fill in the following details:

Title (Mr/Mrs/Other):





First name: 

Surname:



Student Ref No (SRN):



Email address: 


Home address:

Mode (FT/PT/DL) and






Start Year:


Location: 


Programme Leader:


Personal Tutor:










I confirm that:

· I have read the Students Complaints Code set out in the Manual of Policies and Procedures and the General Guidance in Section 2;

· the information I have provided is true and accurate; 
· the details of this complaint can be passed onto relevant University staff;
· I have kept a copy of this form and all additional documents submitted; and
· I consent to the release of my personal data to the University Ombudsman and the Office of the Independent Adjudicator should a referral be made to either at a later date.


Signature:


Date:


Please send your completed form and accompanying documentation/evidence to:

The Office of Regulation and Compliance

BPP University 

32-34 Colmore Circus

Birmingham   
B4 6BN

Alternatively you may email a signed copy of this Form and the accompanying documentation/evidence to ORC@bpp.com. 

Section 1 – Authority





Section 2 – General Guidance








Section 3 - Contact details




































































Section 4 – Informal Complaint





Please provide details below of  the action you have taken in an attempt to resolve the complaint on an Informal basis, for example, with your Personal Tutor, Programme Leader, the Student Records Office or Student Finance Office.  Please include any documentation or evidence referred to with this form.  Please refer to the Manual of Policies and Procedures/Part G/Section 5/Paragraphs 9-15 for further information.















































Section 5 – Formal Complaint





Please provide details of the facts relating to your Formal Complaint, provide the dates of events and include with this form any documentation or evidence referred to.  If appropriate, please also supply the names and contact details of any witnesses.  Please refer to the Manual of Policies and Procedures/Part G/Section 5/Paragraphs 16-26 for further information.











Section 6 – Documentation/Evidence





Please list the documentation or evidence below that you wish to rely on to support your complaint.  Complaints received without supporting evidence may not be considered.  Please note that it is the student’s responsibility to ensure that all supporting evidence is securely appended to this form.



































Section 7 – Outcome or Remedy Sought 





Please state what outcome you are seeking in resolution of your complaint.











Section 8 – Declaration 

















Section 9 – Submitting the form 








