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	School of Coding & AI
Formal Complaint Stage 1
University of Wolverhampton Students Studying at School of Coding & AI



This form should be completed by students who wish to raise a formal complaint at Stage 1 of the School of Coding & AI Student Complaints Policy.
Your complaint MUST be submitted within  28 calendar days of the issue arising or becoming known to you. Working days are defined as normal working days in the University Calendar and do not include days when the University is closed.
Before completing this form you should read and understand the University Complaints Policy.
Your responses should be word processed and be clear and concise.

	Section One: Personal Details

	Full Name
	

	Student Number
	

	Course Title
	

	Contact Address
	

	Contact Telephone Number
	

	Email Address
	




	Section Two: Complaint Details

	What is the date on which the issue you are complaining about arose or became known to you?

	

	Please describe your complaint clearly and concisely:

	

	What steps have you already taken to try to resolve this issue informally?

	



	Section Three: Grounds for Complaint


Please tick one or more of the boxes below that apply to your complaint:
	☐
	The complaint relates to the quality or delivery of teaching, learning or academic support provided by School of Coding & AI

	If your complaint is on these grounds please explain why and provide evidence.

	

	☐
	The complaint relates to administrative, organisational or other non-academic matters

	If your complaint is on these grounds please explain why and provide evidence.

	

	☐
	The complaint relates to the behaviour or conduct of a member of staff or student

	If your complaint is on these grounds please explain why and provide evidence.

	

	☐
	There are personal circumstances which have affected the situation. Please provide details and evidence where available.

	Please outline with evidence the personal circumstances that are relevant to your complaint.

	



	Section Four: Evidence


Please list below the evidence you are sending in support of your Stage 1 Complaint.
	



	Section Five: Outcome Sought


What outcome are you seeking as a result of this complaint?
	



	Section Six: Pre-submission Checklist


I confirm that I have….
	☐
	read the Student Complaints procedure (available at https://www.wlv.ac.uk/current-students/conduct-and-appeals/current-student-complaints/)

	☐
	submitted this complaint within 20 working days of the issue arising or becoming known to me

	☐
	provided details of the reasons for my complaint

	
	

	☐
	provided evidence to support my complaint

	☐
	confirmed the outcome I am seeking



	Signed / Name
	

	Date
	



	How to Submit Your Form and Evidence


By email:
Email the form and copies of any evidence to your designated School of Coding & AI contact or to: wellbeingandconcerns@schoolofcoding.co.uk

	What Happens Next?


You will receive a formal acknowledgement of your complaint. You will normally receive a substantive response within 10 working days.
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