.3 LONDON SCHOOL

Student Complaints Form - Stage 2

We suggest you read the Student Complaints Policy before completing this form. It is available at the
Campus Online - Reqgulations, Policies and Procedures. In the first instance, complaints must be
raised locally with the Tutor or Student Office (stage 1). This form should only be completed once the
local stage has been completed and a written outcome has been received. A copy of the written stage
1 outcome must be submitted together with this Form.

When you have completed the form email it to: complain@lsdmlondon.com

Your details

Standard communication will be via email. Please give all your current email addresses.

Student Number

Surname

First Name

Email Address

Daytime phone

Address for correspondence
(include postcode)

Complaint Details

Which element/area of the LSDM
department/service are you
complaining about?
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Stage 1 Outline

Please outline what has already taken place to try and resolve your complaint locally within the department
about which you are complaining (stage 1). Please include dates and staff from LSDM who have been involved
in those discussions.

Your Complaint

Please set out below the main points to your complaint, including why you consider the earlier local attempts to
resolve it have been unsatisfactory.

What resolution are you seeking?
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Your registration status

Name of course you are/were registered on

Intake

When were /are you registered

with LSDM?

What is/was your (expected) From

completion date?

Day Month Year

To

Please include the following documentation with this form as applicable:

e A copy of the written outcome at stage 1 of the student complaints process (must be included in all events)
e A chronology listing in date order of all phone calls, emails and meetings where relevant
e A copy of all relevant correspondence and other documentation

Authority for the Head of Quality Assurance to arrange for the investigation of your complaint

| would like the Head of Quality Assurance to consider my complaint and appoint an impartial senior
member of staff to investigate. | understand that:

e You will send a copy of this form to the department | am complaining about.

e You will need to handle personal details about me, which could include sensitive information in order to deal
with my complaint effectively.

e You may publish examples of where things can go wrong, based on real cases, but you will always respect
and keep my personal information confidential save as is necessary to deal with any complaint as is set out.

SIGN HERE

| agree to the above and confirm that | believe the facts stated in this application to be true. | am aware
of the regulations regarding the complaints process.

Signature:

_ Date: / /

| am enclosing the following:
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e A written outcome of the stage 1 of the student complaint process (local stage)
e A chronology and copies of relevant supporting documents

e Addressed the complaint form to the Head of Quality Assurance at LSDM
e Kept a copy of this form and all documentation | have sent.

Please return the completed form together with supporting documentation to the email shown
on page one of this form.
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