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UNIVERSITY OF SOUTH WALES

PRIFYSGOL DE CYMRU

GUIDANCE NOTES FOR COMPLETION OF THE REQUEST FOR REVIEW OF A STUDENT COMPLAINT FORM
Please read these guidance notes in conjunction with the Student Complaints Regulations and Procedure. 

Please be aware that the findings at the formal investigation stage and, consequently, any remedies proposed, may not still be available, depending on the findings and recommendations of the Complaint Review Officer.
Section 1 – Your Details

	Surname:
	
	First Name(s):
	

	Student ID number:
	

	Email address:
	

	Telephone Number:
	

	Course:
	

	Faculty:
	


Please ensure that these sections are completed accurately so that we are able to identify and contact you correctly. Your student ID number is particularly important as we often have several students enrolled under the same name. 

Any correspondence in relation to your request for review will be sent to the email address you provide. 

Please state which of the University’s faculties, named below, you belong to:

· 
· Faculty of Computing, Engineering and Science

· Faculty of Creative Industries

· Faculty of Life Sciences and Education

Please state the course that you are enrolled on. This should indicate the level of the award (for example HNC, HND, FD, BA, BSc, BEng, MSc) and the exact course title (for example Business Studies, Mechanical Engineering).
Section 2 – Grounds for Review
	Please tick the box(es) that describes your grounds for requesting a review:

	Ground A
	You have evidence that the procedures at the formal investigation stage were not conducted in line with the regulations and that this materially affected the outcome of the investigation.
	☐

	Ground B
	You have evidence that there were specific issues of the complaint which you raised during the formal investigation which were not considered.
	☐

	Ground C
	You have new material evidence that you were unable, for valid reasons, to provide earlier in the process (NB Sensitive personal, family or cultural reasons will not be accepted as good reason).
	☐

	Ground D
	You have evidence that the outcome was not reasonable in the circumstances.
	☐


Please tick the box which most appropriately matches your grounds for progressing your complaint to the review stage.
	Please outline your reasons for requesting a review of the investigation into your complaint and why you are not satisfied with the investigating officer’s findings (Please note that you are not able to introduce new issues at this stage):

	


Please clearly detail why you have requested a review of your complaint. Depending on the ground(s) you have chosen above, you should include details such as:

· Why you believe the procedures at the formal investigation stage were not conducted in line with the regulations
· Details of any specific issues of the complaint that you raised during the formal investigation that you believe were not considered
	Please detail what reasonable outcome or further action you are expecting:

	


Please provide full details of your preferred outcome or any further action you wish taken to resolve your complaint and why you believe it would reasonably address the issues you have raised.

Section 3 – Evidence
	Evidence attached in support of your request for review

	Type of evidence:
	Date of evidence:

	e.g. letter, e-mail, course materials, written statement
	


Please detail any evidence that you have enclosed to support your request for review here, including the type of evidence (such as letters, emails and/or written statements) and the date of the evidence, if available. Please ensure that if you are submitting evidence from a third party you obtain their consent using the ‘Third Party Evidence Consent Form’. If you need advice on what evidence to include you should contact the Advice Zone, the Student Casework Unit or the Students’ Union.

	Please specify the reason(s) why this evidence was not previously provided with your original complaint:

	


Please provide the reasons why you were unable to provide any new evidence submitted earlier in the process


	

	



Section 4 – Declaration

	I declare that the information given above, and any attached corroborating evidence, is accurate and true to the best of my knowledge.

I understand that this form, and the evidence submitted with it, will constitute part of the full case file, which will be made available to appropriate parties on request and shared in line with the relevant Communication Plan[1] and Privacy/Fair Processing Notice[2].
NB Policing Degree apprenticeships programmes only – your employer will be automatically notified of any submissions/ outcomes under this process.


	Signed:
	
	Date:
	


Please be aware when submitting a complaint that the form any evidence you provide may be provided to relevant parties, including any individuals that you name in the complaint, and also to external organisations such as the Office of the Independent Adjudicator for Higher Education or legal advisors if necessary.

You must sign and date the form or it will be returned to you. The form and any corroborating evidence should be emailed to studentcasework@southwales.ac.uk
If you have any queries regarding the student complaint procedure please contact the Student Casework Unit by calling 01443 482014 or emailing studentcasework@southwales.ac.uk
[1] Communication plans for each area of casework can be found here: https://registry.southwales.ac.uk/student-regulations/ 


[2] � HYPERLINK "http://uso.southwales.ac.uk/ig/dp/" �http://uso.southwales.ac.uk/ig/dp/�








