NEWMAN UNIVERSITY
Student Complaint Form
Formal Procedure: STAGE 2 (Review)

This form is to be completed by any student, applicant who wishes to make a formal complaint at Stage 2 of the Formal Complaints Procedures.
Please email completed forms to: complaints@newman.ac.uk
Please ensure that you have read the University’s Student Complaints Procedures: (https://www.newman.ac.uk/knowledge-base/complaints-policies/)
Advice on completing the form is available from the Students’ Union, Student Advice Clinic.  Please note, they cannot complete the form on your behalf. 
You are required to go through Stage 1 of the process before Stage 2.  The Stage 1 complaints form is available here: https://www.newman.ac.uk/knowledge-base/complaints-policies/  
Regardless of any other representation, complaints (at Stage 2) only become formal when activated by the receipt of this form (complete all sections) with supporting evidence.  Failure to do so may result in a delay in dealing with your complaint.  
Complainants are advised that anything appearing in this form will be disclosed to the subject of the complaint during the course of any investigation and are advised to exercise caution regarding use of language and avoid personal abuse.

Please be clear and concise when completing the form.
PERSONAL DETAILS:

Full name:
………………………………………………………………………………………………………………
Student ID:
………………………..
Course title and year of study:
……………………………………………………………………..
Email:
………………………………………………………………………
Please Note: Acknowledgement of receipt of your form and any progress updates will be sent to your Newman email address and copied to the address provided above.

Telephone number:
…………………………………………………………..
Contact Address: 
………………………………………………………………………………………………………




………………………………………………………………………………………………………




………………………………………………………………………………………………………




………………………………………………………………………………………………………

Please Note: In the case of a Group Complaint of two or more students, please attach a list of complainants on a separate sheet and include their full names, student IDs , course title and year of study.  Signatures must be supplied for each and every name in order to give consent for one person to represent their complaint.
	Your Formal (Stage 1) Complaint: 



	When did you submit your Stage 1 complaint?

	

	What was the outcome of your Stage 1 complaint?

	

	When were you informed about the outcome of your Stage 1 complaint?

	

	Your Review (Stage 2) Complaint: 

What are the grounds for your Stage 2 complaint? (tick all that apply and provide details)


	 FORMCHECKBOX 

There is new information put forward by the complainant that was not known to the 
Investigating Officer dealing with the original complaint and which could not have 
reasonably been made known to the Investigating Officer before they made their 
decision.


	 FORMCHECKBOX 

Evidence put forward at the formal stage was not fully and properly considered 
and/or the outcome was not reasonable in the circumstances.


	 FORMCHECKBOX 

There was procedural irregularity in the conduct of the formal Stage 1.


	 FORMCHECKBOX 

There was prejudice and/or bias or the appearance of prejudice and/or bias in the 
conduct of the formal Stage 1.


	Please explain the reasons for your review (Stage 2) complaint and why you believe that the there are grounds.

	(Please continue on separate sheets as necessary – put your name and/or student number on all additional sheets)


	Supporting Evidence: Please list below the evidence you are attaching to support your complaint



	


	How would you like your complaint to be resolved?  Please state clearly, without prejudice, what outcome or further action you are expecting.



	

	Declaration: I confirm that the information provided on this form and any supporting documents are true to the best of my knowledge and belief.

Please note: by signing this form, you are authorising the investiation of your complaint.



	Name…………………………………………………………………………. Signature…………………………….. 
Date………………………

(Please print clearly)

Please submit your form and supporting documentation to: complaints@newman.ac.uk
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