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The University of Manchester

Student Complaints Procedure

Complaints Form

The completion and submission of  this form initiates the formal University Complaints Procedure.    You should only complete it if either (a) you are unhappy with the way your complaint has been handled informally or (b) you feel that the substance of the complaint is such that attempted informal resolution is inappropriate.  The completed form should be submitted to your Faculty Office.  If you want help or   advice in making your complaint you contact the Students’ Union Advice Centre (0161 275 2946 / 47)  or the Academic Advisory Service (0161 275 3033).

1.  About You (In the case of a group complaint, please attach details of all complainants on a separate sheet. We will  usually correspond with one person in the group whose details should be given here.)
Full Name:







Registration No.:

     Programme of Study:





Year of Study:

     Address for correspondence:

     Telephone No:                                                        Mobile No:  

     Email:

2.  About your Complaint

(a)  Please set out the details of your complaint, including dates of incidents or events if appropriate      with copies of any relevant documents.  If you need more space, please continue on separate sheets of paper and attach them to the form.
PTO…

(b)   Please explain what steps you have taken to resolve your complaint informally and attach          
            copies of any relevant correspondence.

(c) Please explain why you are not satisfied with the response you have received at the  informal    

      Stage. 
3 Resolution

            Please indicate, without prejudice, what outcome or further action you are wanting in              

            resolution of your complaint.

4      Declaration

        I declare that the information given in this form is true.

        Signed:







Date:

Note:  

1.  If your complaint relates to the service or treatment you have received from an office or department   outside the Faculty, it will be forward to the head of that service provider for investigation.

2.  In order to investigate your complaint fully, any member of staff mentioned in the complaint will be made aware of the issues you have raised and will have the opportunity to comment on them

