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    Student Conduct, Complaints and Appeals Team

Registry


	Student Concerns and Complaints: Informal Stage
Supervision Experience

Concern Review Form


In accordance with the informal stage of the University’s Code of Practice on Student Concerns and Complaints, a student may submit this form to request that his/her concerns be reviewed by the Head of School or Corporate Service (or nominee) or by Student Conduct.
The Concern Review Form may be submitted if the student’s concerns remain unresolved following initial consideration (where appropriate) by a relevant member of staff.  In the case of concerns regarding supervision experience, prior to completing this form students are advised to speak in confidence with their mentor.  The Code of Practice on Supervision and Monitoring of Postgraduate Researchers requires that all PGRs are assigned a mentor.  School PGR administrators can confirm the identity and contact details of a student’s mentor if necessary.  In addition to the mentor, students are also strongly encouraged to contact their School Postgraduate Research Lead with regard to any supervision experience concerns. 
The Supervision Experience Concern Review form must be submitted within one month of the date of the initial response from the member of School staff contacted by the student (where applicable).
The Code of Practice on Student Concerns and Complaints and this form are available at: 

https://intranet.birmingham.ac.uk/as/registry/policy/complaint-appeal/complaints/index.aspx 
Students are advised to consult the ARC (Advice and Representation Centre) at the Guild of Students for advice and support in relation to raising and pursuing their concerns: thearc@guild.bham.ac.uk or 0121 251 2400 or http://www.guildofstudents.com/support/thearc/. 
Your responses should be word processed, and should be clear and concise.
	Section A: Student Details


	Name
	

	ID Number

	

	Programme of Study
	

	School or Department

	

	E-Mail Address
	


	Section B: Details of concerns


Please explain your concerns clearly, including the following information:

· what your concerns are and why;

· a description of the outcome so far (if you have already raised the matter with an appropriate member of staff);

· why you feel that your concerns are unresolved. 
	     



(Please continue on a separate sheet if you need to. Please number the pages clearly.)

	Section C: Proposed solution


Please state clearly your proposed solution to resolve your concern(s):

	     



	Section D: Supporting documentation


Please remember to submit any evidence that might help us to consider your concern. This might include:
· Evidence or other documentation which supports the concerns you are raising
· Emails or other correspondence in which you have already raised your concerns with an appropriate member of staff (if applicable)

· The response from that member of staff (if applicable)

If you have enclosed any other documentation, please indicate the nature of the documentation (e.g. email correspondence):

	     



Please ensure that you have completed all sections of this form and enclosed all relevant supporting documentation. 
Please submit you form and supporting documentation to student-complaints@contacts.bham.ac.uk. 
Please note that, by signing this form, you are authorising the Investigating Officer to consider this form and related information regarding your concerns.
A copy of this form will also be sent to the University Graduate School for information.

Signature:     





Date:     
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Nov 23

