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London Film School – Student Complaints Form

LFS strongly encourages all students to attempt to resolve any complaints quickly and informally by discussing the matter directly either with the person(s) involved, their Personal Tutor, Course Leader or the Head of Studies or the Academic Registrar.  If you have attempted to resolve your complaint informally but remain dissatisfied with the outcome, and/or you feel unable to address your complaint informally; you may complete this form to submit a formal complaint.  We know that making a complaint can be an anxious time and if you need counselling support then please do request this from student.services@lfs.org.uk.  You can also contact the Students’ Union who can also advise you.

Please ensure you read the LFS Complaints Procedure in full before submitting a formal complaint to ensure that your complaint falls within the scope of these procedures.

Once you have completed this form, please send it to the LFS Academic Registrar (academicregistrar@lfs.org.uk) who will acknowledge receipt and discuss with you the next steps in the Complaints Procedure.

1	Personal Details

	Student name
	

	Course of study
	

	Course number
	

	Current term
	

	Name of Personal Tutor
	



2	Details of Your Complaint

Please complete the following box with a detailed account of the reasons for your complaint.  If you are completing this form electronically, it will expand to include all your text.  If you prefer to complete the form manually, please attach an additional sheet, labelling it carefully.

	
Please give an account of the issue that you wish to complain about. 























3	Detail the Informal Attempts to Resolve your Complaint

Please detail whether you have attempted to resolve the complaint informally with a member of staff and what still remains unresolved.

	







4	Supporting Evidence

It is helpful if you supply evidence to support your complaint.  Please attach any supporting evidence to this complaints form, such as letters, emails, witness statements etc.  Please list all the supporting evidence you have attached in the following box.

	
In some cases, it can be helpful to produce a timeline of what happened, when it happened and who was involved, and you could use the example table below if you find this helpful.  

	Date
	What
	Who
	Supporting Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	









5	Detail what you would like the School to do to resolve your complaint

	











6	Sign and Date

	Signed
	
	Date
	



Send to academicregistrar@lfs.org.uk

For internal use only

	Date form received
	
	Supporting evidence included
	
	Date acknowledgement of receipt sent
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