[image: A black and white sign

Description automatically generated with low confidence]




Student Complaints Review Form

This form should only be used to make a student complaint review request under the Student Complaints Procedure. Please read the procedure carefully before completing this form. 

Complaint Review Requests should be made within 10 working days of the date of the decision letter from Stage 2. Review requests made after this deadline will be considered late and if you wish the University to consider them then you will need to include a valid reason and evidence of the reason for lateness. You will then be informed either that your reason for lateness has been considered valid or that your review request is out of time.

All section of the form should be completed, and any supporting evidence you wish to be considered should be submitted at the same time as the form to Student Casework Team (student-complaints@buckingham.ac.uk)


	SECTION 1: About you 

	Family name
	
	Title
	

	First/Given name(s) 
	

	University student no. 
	
	
	
	
	
	
	
	
	

	Programme of study
	

	Course start date:
	
	Course finish date:
	

	Year of study:
	
	Status on course:
	

	Contact email:
	

	Are there are time-critical factors that the University should be aware of?             
	




	SECTION 2: Review background

	What is the date of the decision letter sent you under Stage 2 of the student complaints procedure?
	

	If your review request is about a decision communicated to you over 10 working days ago, please confirm your reason for lateness.

Please note any evidence in support of this should be submitted along with this complaint form.
	



	SECTION 3: Review details 

	☐
	There was a procedural irregularity or error in the investigation

	Details:

	☐
	The decision was objectively unreasonable (you must identify which aspects of the decision you consider to be objectively unreasonable and explain why)

	Details:

	☐
	You have material evidence which the investigator has not yet seen which you have valid reasons for not having provided earlier

	Details:



	SECTION 4: Supporting evidence 

	What evidence are you submitting in support of your review request?
Please provide a list of all items of evidence that you have submitted to be considered as part of the complaint. Any evidence you supply must be complete, relevant and proportionate, and it is your responsibility to provide this supporting evidence, and to decide what should be included. Please name the supporting evidence as relevant annex and brief description, for example “Annex 1 – stage 1 outcome”, please do keep the file name brief as lengthy titles may not open properly.

		Annex
	Title
	Description and how this support the complaint

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	






	5. Student declaration: 
(please tick to indicate your agreement with each statement)

	I have read the University’s Student Complaints Procedure 
	☐
	I understand that the University may need to process personal details about me, which could include sensitive information, in order to investigate my Complaint
	☐
	I understand that the University may need to exchange information about my Complaint within the University, and with other persons and organisations, including disclosing this completed Student Complaint Form and my accompanying evidence where necessary, (for example, to collect information or to seek statements from relevant persons or bodies)
	☐
	The information I have given on this form is true, correct and complete, to the best of my knowledge
	☐
	Signed:
	
	Date:
	




	FOR OFFICE USE ONLY:

	Complaint received:
	
	Complaint forwarded:
	

	Acknowledgement sent:
	
	Response sent:
	

	Action required:
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