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	Confidential Complaint Form


	
	



Part A: To be completed by complainant

	1. Name
	2. Room Number 
(if resident)

	[image: image1.jpg]3. Address for response:




 







Post Code: 



	4.  In the space provided, please outline the nature of your complaint:





	5. Please record the person/s involved 

    if relevant:




	6. Signed:


7. Date:




When you have completed sections 1 to 7 please return this form to:

Graham Ledden, Vice Principal (Business and Finance)

Part B: To be completed / actioned as detailed below
	College action / response:










	To be actioned by: 


	FOR OFFICE USE ONLY

	Complaint Log Reference Number:



	Completed by: 

	Date recorded into

Central Complaint Log: 

	Revision to Internal Procedure Required?  Yes / No

If Yes, Please detail:






How to Complain

The College is committed to providing a high standard of welfare for all students.  However, should you wish to complain we recommend that you start by discussing your worries with the person directly in charge, who would then ensure that the college complaints procedure is followed.  If we are unable to resolve your complaint internally, you may wish to contact Ofsted on 08456 404040, or alternatively in writing at Royal Exchange Buildings St. Ann's Square, Manchester M2 7LA.
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