
Complaints Form Guidance
A complaints form enables you to outline what your 
complaint is about and why, along with any relevant 
evidence. 

Detailed instructions on 
how to fill in the Student 
Complaints Form.

Personal details need to be 
added carefully.

The SU Advice Service can provide a 

prwoof reading and feedback service, 

if you feel you would benefit from this 

support.

Page 1



Complaints Form Guidance

Here you need to explain 
the issue you are raising. 
You can provide in this 
section any context and 
references to evidence you 
have. 
You may consider including: 
Outlining the issue related 
to the complaint, is it 
ongoing?
Stating how this issue has 
not met expectations
Stating how the concern 
or issue has impacted you 
e.g. emotionally, financially, 
physically
Outlining the expectations 
of the university’s 
responsibilities.
Referring to any relevant 
processes or policies e.g. 
Student Charter, Disability 
Act 2010. 
Consider the tone of your 
statement. Is it professional, 
clear and concise?
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Complaints Form Guidance

This is your chance to 
present your desired 
outcome which is fair and 
attainable. 

Before you formally 
complain, you need to try 
to resolve this informally 
with your Module Tutor/
Course or School Team 
etc, if applicable to your 
circumstances. 
If you haven’t done this yet 
and it is applicable, attempt 
this first. 
If you have already done 
this, you need to outline 
who you contacted, what 
was said and how this didn’t 
resolve your issue. 
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Complaints Form Guidance

Along with this complaints 
form, you need to provide 
evidence to support what you 
have said on this form.  
Examples of evidence (not an 
exhaustive list): 

	» Emails from university staff/
placement staff

	» Supporting letters from 
professional bodies

	» Medical notes/documents 
These cannot be 
retrospective.

	» Letters from university 
services teams. 

	» Copies of policies and 
procedures

It is likely that services such as 
counselling will only provide 
you with a letter if you have 
had previous engagement with 
them. 

It is important to include all 
information and evidence in 
your complaint as the university 
cannot contact third parties 
for this evidence. It is your 
responsibility to provide it.
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