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(Please contact the College if you would like this form in any other format)
Name: _____________________________________________________________________
Address: ___________________________________________________________________________
____________________________________________________________________________
Postcode: ____________________________        Telephone No: ______________________
Course (if applicable) ___________________        Student Number (if applicable): _________
Brief details of complaint (please include dates, times, locations, names of individuals involved and any further details relevant to the complaint.  Please continue on an additional sheet if necessary):

___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________

Do you wish the complaint to be made formal?          Yes 
(                No    (
Would you like your name to be kept confidential?   Yes   (                  No    (
The following is for statistical purposes and will be treated as confidential (please tick relevant boxes)
[image: image1.jpg]
Age:       14-19                         19 plus                                 Gender:  Male         Female        Other
                                         
Disability/Learning Difficulty?       Yes                            
No
Asian or Asian British: Bangladeshi

(                    Mixed: White & Asian   

(
Asian or Asian British: Indian             
(                    Mixed: White & Black African

(
Asian or Asian British: Pakistani      

(       

Mixed: White & Black Caribbean
(


Asian or Asian British: other Asian   

(                    Mixed: other Mixed background
(
Black or Black British: African


(                    White: British                                    
(
Black or Black British: Caribbean

(                    White: Irish



(
Black or Black British: other Black

(
            White: other White backgroun
(
Chinese




(

Any other



(
Signature: _____________________________________            Date: __________________________
Please return this form to The Principal, Lancaster and Morecambe College, 
                                          Morecambe Road, Lancaster.   LA1 2TY
Help us to get it right!

We need to work with all of our customers to improve our services.  To help us do this, we record all complaints.
If you are unhappy with the standard of service that you’ve received from us, we need you to tell us.  We will do everything we can to resolve your complaint, by putting things right and making sure that the problem doesn’t happen again. Most complaints are resolved informally.  

If you wish to make a complaint, you can:

· arrange an appointment to see a member of staff in Student Services, who will help you to resolve the complaint informally and, where necessary, complete the form
· complete the form yourself.
Lancaster and Morecambe College will not discriminate on the grounds of gender, colour, race, language, religion, disability, age, marital status, sexuality, social background or any other unjustifiable reason.  We will consider and try to overcome any difficulties that you have in accessing the College. We will do our best to understand your needs and answer your questions.
We will let you know that we have received your form, and will normally reply within ten working days, detailing the outcome of the investigation.  Some complaints may take longer, in which case we will let you know and keep you up to date on what we are doing.

If you don’t wish to tell us your name, we will still investigate your complaint, but we won’t be able to respond to you.
Appealing

If your complaint relates to information, advice or guidance given by Student Services, and you aren’t satisfied with the result of the appeal, you may be referred to the Guidance Council for arbitration. Their address is: The Guidance Council, 2 Crown Walk, Jewry Street, Winchester, Hampshire, SO23 8BB.

If your complaint is about the Governing Body, please write to the Chairman of the Corporation, c/o Lancaster & Morecambe College, explaining why you are not satisfied.

The Charter for Further Education says that you have the right to complain to the Skills Funding Agency (SFA) or the Secretary of State. Send your complaint to:

The Chief Executive, SFA, Cheylesmore House, Quinton Road, Coventry CV1 2WT. 
However, the SFA will expect you to have followed the College procedure first.

Please note: If you are not satisfied with the result, at any stage, you may decide to take legal action. If you do this, we regret that College staff will not be able to offer you any more advice or help, to avoid a conflict of interest.
