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JMSU COMPLAINTS FORM
_________________________________________________________________________________

This form is for any student or member who wishes to raise a complaint under the JMSU Code of Conduct, Complaints & Disciplinaries Byelaw.

You should use this form when an issue cannot be resolved informally, or when the concern is serious, sensitive, or requires formal investigation.

JMSU handles all complaints using the principles of fairness, impartiality, confidentiality, proportionality, and respect. We will acknowledge your complaint, investigate it appropriately, and keep you informed throughout the process.

Before submitting, please ensure you have:

· attempted informal resolution where appropriate;
· provided as much detail and evidence as possible;
· submitted within 30 working days of the issue (unless exceptional circumstances).

If you need support completing this form or reasonable adjustments, JMSU will assist you.
_________________________________________________________________________________________

	YOUR DETAILS

	Full Name
	

	[bookmark: _Hlk96872640]Student ID (if applicable)
	

	Contact Number 
	

	Email Address
	

	Course/Faculty
	

	Are you submitting this complaint on behalf of someone else?

	☐Yes  ☐ No
If yes, please state your relationship and confirm you have their consent:




	COMPLAINTS TYPE

	Please select the category that best describes your complaint:

	☐Behaviour of a Student
☐Behaviour of a Staff Member
☐Behaviour of a Sabbatical Officer
☐Actions of a JMSU Student Group
☐Issues with a JMSU Service or Activity
☐Discrimination, Harassment, or Abuse
☐Breach of the Code of Conduct
☐Other (please specify): 



	INFORMAL RESOLUTION STAGE (STAGE 1)

	Have you attempted to resolve this informally? 

	☐Yes             ☐No

	If yes, please give details: 
· Who you spoke to:
· Date of the discussion:
· Summary of what happened:
· Outcome of the informal attempt:

	




	DETAILS OF THE COMPLAINT (STAGE 2 – FORMAL SUBMISSION)

	Date the incident(s) took place:
(Must be within 30 working days unless exceptional circumstances.)

	


	Location of the incident(s):

	


	Please provide a full description of the complaint:
(Include what happened, who was involved, relevant context, any attempts to resolve the issue, and any ongoing impact.)

	



	PEOPLE OR GROUPS INVOLVED

	Name(s) of the individual(s) or group you are complaining about:
If the complaint is about a society/club, please give its name:

	


	Do you request anonymity from the Respondent?
(Decisions about anonymity are made based on safety and wellbeing.)

	☐Yes            ☐No




	EVIDENCE

	Please list and attach any evidence you wish to include (e.g., emails, screenshots, CCTV references, witness details, messages, documents):

	


	If you do not have evidence available, please explain why:
(The case will still be considered on merit.)

	


	If there are any witnesses who can support your complaint, please list their names, roles (if relevant), and contact information:

	




	SUPPORT NEEDS

	The Investigating Officer will ask whether you require additional support.
Do you require any adjustments or support to engage with the complaints process?

	☐Yes            ☐No
If yes, please describe (e.g., accessibility needs, referral to support services, communication adjustments):



	DESIRED OUTCOME

	What outcome are you seeking from this complaint?
(For example: an apology, training, review of a service, reimbursement for damage, disciplinary action, or safeguarding response.)

	





	DECLARATION 

	By submitting this form, I confirm that:
· The information provided is accurate to the best of my knowledge.
· I understand this complaint may be investigated under JMSU’s Code of Conduct and relevant byelaws.
· I understand my information will be handled confidentially, in line with data protection laws.
· I have submitted this form within 30 working days of the alleged issue, or I have stated reasons for a delay.

	Signed
	


	Date
	



Please submit this form to the Paul Chapman (JMSU CEO) at p.chapman@ljmu.ac.uk. If the complaint concerns the CEO, submit to: JMSU President at president@ljmu.ac.uk. 
JMSU wants all students and members to feel safe throughout the complaints process. If you feel affected by the incident or the process itself, please email our CEO for support, 
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