Complaint Form (for students, applicants and members of the public)

Information for all complainants 
If you have a complaint about a matter which is the responsibility of the University and you have not been able to resolve it by raising the issue directly with the appropriate service area or department, please complete the form below to enable us to investigate your complaint.  Before doing so, please read the Complaints Handling Procedure Guide for Complainants available https://www.strath.ac.uk/contactus/complaintsprocedure/ .  Please also refer to our Privacy Notice on how we handle your data: 
https://www.strath.ac.uk/whystrathclyde/universitygovernance/accesstoinformation/dataprotection/privacynotices/.

If you have relevant documentary evidence to support your complaint, please submit it with this form.  Evidence submitted should be as concise as possible and relevant to the complaint.  Unreasonable quantities of evidence or evidence which is deemed not to be relevant to your complaint may not be considered.  Investigation of your complaint will not commence until you confirm that your supporting documentation is complete.  Please tick the box at the end of this form to confirm your submission is complete. 

Completed forms should be returned to the appropriate Executive Dean in the case of a complaint about an academic service or to the appropriate Director in the case of a complaint about a non-academic service.  Please use the email address, most appropriate to your complaint, from the list below.

	Faculty/Service Area
	More information/Contacts

	Business School
	sbs-appealscomplaints@strath.ac.uk


	Faculty of Engineering
	eng-appealscomplaints@strath.ac.uk

	Faculty of Humanities and Social Sciences
	hass-appealscomplaints@strath.ac.uk

	Faculty of Science
	science-appealscomplaints@strath.ac.uk

	Education Enhancement
	ee-complaints@strath.ac.uk   

	Estates
	estates.helpdesk@strath.ac.uk

	Finance
	finance-helpdesk@strath.ac.uk

	Human Resources
	humanresources@strath.ac.uk

	Information Services
	help@strath.ac.uk

	Strategy and Policy
	complaints-admin@strath.ac.uk

	Student Experience
	studentexperience-complaints@strath.ac.uk



Information for students only
If you are a current or recent student, you are strongly advised to speak to a representative at the Advice Hub before completing this form.  The Advice Hub is the Strath Union’s free, independent advice and support centre.  The staff can help students with academic appeals, complaints, personal issues and much more.  The Advice Hub is open Monday to Friday all year round except for two weeks over Christmas and public holidays.

The Advice Hub can be contacted by email strathunion.advice@strath.ac.uk or online at https://www.strathunion.com/advice/faqs/ 
[image: Strathclyde Header]

Complaints Form
April 2021	
1


Complaints Form
April 2021	
3

Complaint Form
(Boxes below will expand as you type)

	Name
	


	Correspondence Address
	


	Email
	


	Phone
	


	Course
(for students only)
	

	Registration Number
(for students only)
	



Please outline your complaint clearly and concisely (300 words max):

	




Please describe the measures you have taken to date to resolve your complaint (200 words max):

	




Please provide, as succinctly as possible, an explanation of the issues you consider still need to be resolved (200 words max):

	




How would you like your complaint to be resolved? (100 words max) 

	




If you are submitting a complaint more than six months following the last related incident, please provide a brief explanation for the delay (100 words max). 

	




		Do you wish to submit any supporting documentation for consideration? 
	 YES/NO


 
		If “Yes”, please tick here to indicate that what you have submitted is complete 

	



	Signature: 
	

	
Date: 
 
	



Where you have submitted evidence or raised issues that concerns or reveals any ‘Special category’ personal data (see below for definition) we require your consent to process this.  We will only share your data as necessary for the investigation of your complaint and only with those who need to know as part of the investigation.  Please sign below to confirm your consent.

I consent to my Special category personal data being processed in order to effectively investigate my complaint.

	Signature: 
	

	
Print Name

	

	
Date: 
 
	



[bookmark: Special_Categories]‘Special category’ personal data includes: 
· racial or ethnic origin;
· political opinions;
· religious or philosophical beliefs;
· trade union membership;
· genetic data or biometric data (for the purpose of uniquely identifying a natural person);
· health data (mental or physical);
· sex life or sexual orientation.
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