

Student Concerns and Complaints
Complaints Relating to the Southend Campus Closure

Section 1: About You

	PRID
	

	First Name
	
	Title
	

	Preferred name 
	

	Surname
	

	University Email Address
	

	Personal email address
	

	Telephone Contact
	




Your Studies:

	Undergraduate
(Bachelors or Foundation)
	☐
	Postgraduate Taught
(Masters or equivalent)
	☐
	Postgraduate Research
(PhD or equivalent)
	☐



	Department or School
	

	Course Title
	

	Year of Study
	

	Tier 4 Visa Holder
	Yes
	☐
	No
	☐

	Do you have disability support in place
	Yes
	☐
	No
	☐

	Can we contact the Student Wellbeing Team for details about your reasonable adjustments
	Yes
	☐
	No
	☐



	Reasonable adjustments 

	You may already have reasonable adjustments for your lectures or your assessment, but these may not translate easily to a complaint investigation. If there is anything that would make this process easier for you, then please let us know how we can support you.

	



Section 2: Your Concerns

	1. Please explain why you have not accepted the compensation package offered to you.  

Please give a clear and detailed explanation of why you have not accepted the offer, making sure to link your reasons to your individual circumstances. You will need to show that your application was not properly considered during the offer process, that some of your evidence was overlooked, or that the correct procedure was not followed. You should provide supporting evidence for this. List your evidence in Box 3 and submit all documents alongside your complaint form. Without this information, we may not be able to progress your complaint.

	



	2. What evidence will you provide in support of your complaint:

	List the evidence you have submitted along with this form. 
Please include any available evidence alongside this form when you submit your complaint

	



Section 3: Previous Attempts to Resolve Your Concerns

	Have you raised your concerns and attempted to address them with the Southend Compensation Scheme Team before making a complaint? Explain below. 
	Yes
	☐
	No
	☐

	

	Have you accepted a compensation offer?
	Yes
	☐
	No
	☐

	If yes, which option did you opt for? State number:
	






	3. Why are you not satisfied with the initial attempts to resolve the matter:

	



	4. Please provide the names and dates of the people that you have corresponded regarding your concerns.
If possible, please include copies of the correspondence as part of your evidence.

	Name
	Date

	
	

	
	

	
	

	
	

	 
	

	
	



Declaration

	I declare that the information given in this form is true to the best of my knowledge and that I would be willing to answer further questions relating to it if necessary.
	☐



	Signature:
	

	Date:
	




Please send the completed form to studentcomplaints@essex.ac.uk 

Please read info on next page



Next steps – Checking Eligibility
Once the Student Progress Team receives your complaint, they will check that it is eligible for the Student Concerns and Complaints Procedure. Some of the things we will consider are:
· Is the complaints route the best way to deal with your concerns, or is there another route?
· Is the concern about an ongoing process or has the process concluded?
· Is the complaint timely?
· Has enough information been provided for us to consider your complaint?
Complaints should be submitted by students directly. Complaints submitted by third parties will only be accepted in exceptional circumstances and only when accompanied by a third-party permission slip. Please email studentcomplaints@essex.ac.uk for more information.
The University does not accept complaints that are submitted anonymously.

Next steps – Early Resolution
You should try to resolve any concerns during the offer process. 
If your explanation above (Section 3) means you have not yet done this, your complaint will be referred to the relevant person under our Early Resolution process (see Section 4 of the Student Concerns and Complaints Procedure that explains the process for “Early Resolution”)
If you are not sure who to contact about your concerns, please complete this form and send it to studentcomplaints@essex.ac.uk and we will send it to the right person for you. 

Next steps – Formal Complaint
Once your complaint is received and deemed eligible, the University will appoint a member of staff to take on the role of Complaint Investigator and review the concerns that you have raised.
The Complaint Investigator will review your complaint and will make contact with you if they need any further information. 
Please note that the Complaint Investigator may share the contents of your complaint with any members of the University (or our partners) that are deemed necessary for the investigation of your concerns. 

More Information, Advice and Guidance
Students are able to seek free, confidential and impartial from the Students’ Union via SU Advice before submitting your complaint. More information about the SU Advice service is available at www.essexstudent.com/advice. 


