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Description automatically generated]FORMAL COMPLAINTS FORM 

	[bookmark: _Hlk168413215][bookmark: _Hlk168570923]THIS FORM IS DESIGNED FOR YOU TO COMPLETE FOR ALL COMPLAINTS TO BE DEALT WITH UNDER THE FORMAL STAGE OF THE STUDENT COMPLAINTS PROCEDURE (HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/) SHOULD YOU REMAIN DISSATISFIED WITH THE OUTCOME AT THE INFORMAL STAGE (IF APPPLICABLE). IT SHOULD BE SENT TO THE RELEVANT PROGRAMME MANAGER (FOR ACADEMIC MATTERS) OR STUDENT SERVICES MANAGER (FOR GENERAL COMPLAINTS) AT STUDENT.SERVICES@MRCOLLEGE.AC.UK. INDEPENDENT ASSISTANCE, ADVICE, AND GUIDANCE REGARDING COMPLETING THIS FORM CAN BE OBTAINED FROM THE MRC STUDENT UNION. MOREOVER, STUDENTS EXPERIENCING PERSONAL CHALLENGES OR PHYSICAL IMPAIRMENTS NEEDING ASSISTANCE, PLEASE EMAIL OUR WELFARE OFFICER AT WELFAREOFFICER@MRCOLLEGE.AC.UK

	
	
	
	

	[bookmark: _Hlk167271109]SURNAME/FAMILY NAME:
	
	MRC ID NO.:
	

	FIRST NAMES:
	
	

	ARE YOU REGISTERED WITH THE MRC WELFARE DEPARTMENT?
	YES
	
	NO
	

	
	

	OUTLINE OF COMPLAINT, INCLUDING DATES OF ACTIONS (PLEASE USE ADDITIONAL SHEETS IF NECESSARY):
	

	[bookmark: _Hlk160193621]DETAILS OF EVIDENCE INCLUDED
	

	DETAILS OF WITNESSES (IF ANY)
	



	PLEASE EXPLAIN HERE WHAT STEPS YOU HAVE TAKEN, TOGETHER WITH DATES, TO RESOLVE YOUR COMPLAINT INFORMALLY (IF APPLICABLE)
	



	PLEASE EXPLAIN WHY YOU ARE DISSATISFIED WITH THE RESPONSE YOU HAVE RECEIVED AT THE INFORMAL STAGE(IF APPLICABLE):
	

	PLEASE INDICATE, WITHOUT PREJUDICE, WHAT OUTCOME OR FURTHER ACTION YOU ARE EXPECTING:
	


[bookmark: _Hlk167264344][bookmark: _GoBack]DECLARATION:	I DECLARE THAT THE INFORMATION GIVEN IN THIS FORM IS TRUE, AND THAT I WOULD BE WILLING TO ANSWER FURTHER QUESTIONS IF NECESSARY. I ALSO AUTHORIZE THE COLLEGE TO SHARE THE DETAILS OF MY CASE INCLUDING MY DETAILS AND THAT OF THE WITNESSES, IF ANY, WITH ANY STAFF IN THE COLLEGE OR THE CONCERNED OUTSIDE AUTHORITIES. (FOR FURTHER INFORMATION ABOUT HOW THE DATA IS USED, STUDENT IS ADVISED TO READ PRIVACY POLICY AVAILABLE AT HTTPS://MRCOLLEGE.AC.UK/MRC-POLICY/
	STUDENT SIGNATURE:
	
	DATE:
	

	
	

	FOR OFFICE USE ONLY

	DATE RECEIVED COMPLAINTS 
	
	DATE MRC ACKNOWLEDGED:
	
	APPROVED
	
	REJECTED
	

	
	
	
	
	
	
	
	

	DETAILS OF THE APPOINTED PERSON HANDLING THE COMPLAINTS (NAME AND POSITION WITHIN MRC, CONTACTS DETAILS)

	FULL NAME:
	
	POSITION:
	

	EMAIL ADDRESS:
	
	PHONE:
	

	INVESTIGATION COMPLETED ON:
	
	COMPLAINT UPHELD:
	
	PARTIALLY UPHELD:
	
	NOT UPHELD
	

	DETAILS OF THE DECISION SENT TO THE COMPLAINANT EXPLAINING FURTHER STAGES AND GROUNDS FOR TAKING THE MATTER FURTHER IF DISSATISFIED (COMPLAINT NOT UPHELD), INCLUDING THE OFFICE OF INDEPENDENT ADJUDICATORS (OIA)
	

	DATE DECISION LETTER SENT:
	
	DATE ACKNOWLEDGEMENT OF RECEIPT WAS RECEIVED:
	


ONCE THE COMPLAINANT HAS BEEN ADVISED OF THE OUTCOME OF THE INVESTIGATION, A COPY OF THIS SECTION OF THE FORM AND A COPY OF THE LETTER ADVISING THE COMPLAINANT OF THE OUTCOME OF THE COMPLAINT SHOULD BE SENT TO THE ACADEMIC/QUALITY ASSURANCE BOARD.
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