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University of East Anglia




	COMPLAINT FORM

Non-Academic

(Stage Two)




You should complete this form if you have been notified of the outcome of your Stage One Non-Academic Complaint and are still not satisfied.

Before completing the form, it may help to seek advice about your concerns.  Support and advice is available from a number of sources - try speaking to your teacher, adviser or supervisor first.  The Dean of Students’ Office and/or the Student Union’s Student Advice Centre will also provide good independent advice.  

If you have any concerns or queries about filling in any part of the form, the people mentioned above will be pleased to discuss these with you.  This form is also available online at
https://intranet.uea.ac.uk/ltqo/studentexperience/academicappeals%26complaints
	SECTION A  –  YOUR PERSONAL DETAILS



	Full Name
	

	Registration Number
	

	Semester Address
	

	
	

	
	
	Post Code
	

	Email
	
	Mobile
	

	Telephone
	

	Home Address
	

	
	

	
	
	Post Code
	

	Telephone
	

	School
	

	Course
	


	SECTION B – YOUR STAGE ONE COMPLAINT



	When were you informed about the Stage One outcome?
	

	What do you want to complain about at Stage Two? (please give details below)

	

	SECTION C  –  YOUR REASON FOR GOING TO STAGE TWO 

(Please explain the reasons why you are not satisfied with the response to your Stage One Complaint. 

For example, do you feel that all aspects of your complaint were not considered, or is there new information that was not considered as part of the Stage One process?)


	

	SECTION D  –  EQUAL OPPORTUNITIES MONITORING 



	It is important that the University monitors the operation and effectiveness of the Complaints Procedures from the perspective of equal opportunities.  Please will you complete, detach and return Section D (the last pages of this document) for this purpose 



	SECTION E  –  DECLARATION



	I confirm that the information given on this form and in supporting documents is true to the best of my knowledge and belief.



	Signed


	

	Date


	


What happens next?

You need to submit this form and any supporting documents to the Registrar and Secretary in the Registry (remember to take copies for yourself first).  

The Registrar and Secretary will decide whether there are grounds for further investigating your Complaint. If he decides that the Complaint should be further investigated you will be informed of this within 10 working days of receipt. The Registrar and Secretary will then copy your Complaint to members of the Executive Team or other senior members of staff for investigation and consideration. This investigation should be completed within 30 working days of the decision to further investigate the Complaint (where practical).

If the Registrar and Secretary does not believe that there are grounds for further investigating your Complaint he will write to you within 10 working days of the receipt of your Stage Two Complaint with the reasons for his decision. If rejected, this decision is final and there is no further right of complaint in the University (see “Still not happy?” below about complaining outside the University).
What’s different about a Stage Two complaint?

Your Stage One Complaint was considered by the Dean of Students. A Stage Two Complaint that proceeds to a further investigation will be dealt with by a senior member of University staff appointed by the Registrar and Secretary.

Still not happy?

Once you have received the decision of the person investigating your Complaint or your Complaint has been rejected without further investigation, you have no further right of complaint within the University.  If you are still not satisfied, you can complain to the Office of the Independent Adjudicator for Higher Education (OIA), an independent body set up to hear students’ complaints once a university’s own procedures have been completed.  You are strongly urged to ask for advice from the Union of UEA Students’ Advice Centre before doing this.

Full details of the (Non-Academic Complaints) Procedure and information about complaining to the OIA can be found at your Faculty Office or online at https://intranet.uea.ac.uk/ltqo/studentexperience. 
	SECTION D –  EQUAL OPPORTUNITIES MONITORING




The University has obligations under the Sex Discrimination Act 1975, the Race Relations Act 1976, the Race Relations (Amendment) Act 2000, the Disability Discrimination Act 1995, and the Special Educational Needs and Disability Act 2001, in each case as amended from time to time and under European Law.  The University also recognises that as a public body it has a particular responsibility to promote race equality.

The University’s statement of policy and code of practice on Equal Opportunities and code of practice on the Promotion of Race Equality for Students may be seen at: https://intranet.uea.ac.uk/ltqo/studentexperience/equalopps.
In order that the University may fulfil its duties under the above Acts, assure itself that the complaints procedure is being properly implemented and also help improve the procedure, it would be helpful if you would complete the form below and return to:

Senior Assistant Registrar

Vice-Chancellor’s Office

The Registry
Your responses to the questions will be separated from the rest of your complaint form and retained for monitoring purposes only. They will not be available or reported to anyone who is connected with the consideration of your complaint.  The provisions of the Data Protection Act will apply to all personal data.

	SECTION D – COMPLAINT (STAGE TWO)

               EQUAL OPPORTUNITIES MONITORING FORM



	Please tick [] in the relevant boxes

	Completion of this form will help the University to monitor the operation and effectiveness of the complaints procedure from the perspective of equal opportunities for all students.  On receipt, the form will be separated from the rest of the complaint form and will not be available or reported to anyone who is connected with the consideration of your complaint.

The University may use the data and analyses of the data in its monitoring and reporting process and to help fulfil its obligation under relevant legislation.

The provision of the Data Protection Act will apply to all personal data.



	1. FULL NAME:

2. 
	

	3. REGISTRATION NUMBER:


	

	3.
Gender:

Female 


Male 






	4.
Age:

Under 21



21 – 30




31 – 40



41 – 50






51 – 60



Over 60



	5.
Student Status:


Undergraduate










Postgraduate
 Taught









Postgraduate Research



	6.
Mode of Study:


Full-time











Part-time











Other (please describe)





	7.        Ethnicity: (Please indicate your ethnic origin by ticking the appropriate     box

	Asian or Asian British:

           Bangladeshi

           Chinese

           Indian

           Pakistani

           Other Asian background

Black or Black British:

           African

           Caribbean

           Other Black background

Mixed:

           Mixed White and Black African

           Mixed White and Black Asian

           Mixed White and Black Caribbean

White:

           British, English, Welsh

           Irish

           Scottish

           Other White Background

Other Ethnic Background:
	































	Ethnic origin questions are not about nationality, place of birth or citizenship. They are about colour and broad ethnic groups.  Citizens of the UK and of other countries may belong to any of the groups indicated.


	8.
Disability/Individual Needs:

Yes


No




If yes, please briefly describe:



	9. Family responsibilities


 (e.g. Caring for Children and/or relatives)







Yes


No






THANK YOU FOR COMPLETING THIS FORM.  
PLEASE DETACH IT FROM YOUR COMPLAINT PAPERS AND SEND IT MARKED IN CONFIDENCE TO:

Senior Assistant Registrar

Vice-Chancellor’s Office

The Registry
	SECTION G  –  FOR VICE CHANCELLOR’S OFFICE USE ONLY  

See Complaints Procedure for guidance.



	
	
	
	

	NAME OF COMPLAINANT:
	

	REGISTRATION NUMBER:
	

	FACULTY:
	

	SCHOOL:
	

	PROGRAMME:
	

	Date received
	
	Reply deadline (10 working days) 
	

	VCO Co-ordinator
	

	Acknowledgement and contact name sent to student
	 Date
	

	
	
	




	Designated Officer
	

	OUTCOMES 

	Outcome of Investigation


	Upheld
	

	Rejected
	

	Decision (please summarise)



	Complainant informed (including “end of procedure” letter)
	Date
	

	Notes







Registrar’s Consideration:�
�
Please tick:�
�
�



1.   Complaint not accepted     


�



Date letter sent to student�
 �
�
OR�
�



2.   Proceed                     


�
        


 Date letter sent to student�
�
�









