Regulation B7
Industrial Action Complaint Form

· This form is for the consideration of formal complaints from students about the impact of industrial action during 2024-25 at the University. You can find guidance on the industrial action at www.keele.ac.uk/ucu-2025, and guidance on the University complaints procedure at www.keele.ac.uk/studentcomplaints. We strongly recommend that you check this guidance before you submit a formal complaint. If your formal complaint is not related to industrial action, there is a different form which you can download from www.keele.ac.uk/studentcomplaints in the section titled “Making a formal complaint”. Do not use this form if your complaint is not about industrial action.

· Please fill in this form electronically and email it to the Complaints team on complaints@keele.ac.uk using your Keele University email account, with the subject header “Industrial Action”. You must send any items of evidence to support your complaint as attachments with the completed complaint form. Printed items of evidence can be scanned / photographed and attached to your email.

· If you no longer have an active Keele University email account, please use the non-Keele email account the University will have on record for you. The Student Appeals, Complaints and Conduct team may ask you to provide further evidence to verify your identity.

· If you are having problems submitting your complaint form electronically, please email the Complaints team on complaints@keele.ac.uk for guidance. If you need this form in another format, please tell the Complaints team using the same email address.
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SECTION A	
Personal and Programme Information
	Forename(s):
	

	Family Name / Surname:
	

	Name by which you are normally known, if different from the above:
	

	Student Number:
	

	Programme of Study:
	

	Level of Study (e.g. Level 4, Level 5, Level 6, Masters’ etc.):
	

	Keele University email address:
	

	Alternative email address, if Keele email is no longer accessible:
	





SECTION B	
Date of Complaint
	The University expects issues to be reported no less than 8 weeks after the events concerned, so that problems can be looked into and resolved as soon as possible. 
Did the issues take place within the last 8 weeks? (Please underline / highlight)

	Yes / No

	If you have answered No, please explain why you believe your complaint should still be considered beyond the normal 8-week deadline. This explanation must focus on why you were unable to make your complaint within the normal 8 weeks, and not what your complaint is about. Please provide any evidence (as email attachments) that supports your reasons for submitting your complaint late – this is not the same as evidence in support of your complaint, which is covered in the next section of this form.

	





SECTION C	
Description of your complaint, what you want the University to do, and your evidence 
Please remember that in considering your complaint, the University will take into account the guidance and emails sent to all students regarding industrial action, including the information made available on the University website www.keele.ac.uk/ucu-2025. We strongly recommend that you review this guidance before submitting your complaint.
C1 Description of your complaint
	[bookmark: _Hlk88138852]Please tell us what you have missed out on as a result of industrial action. Please be specific and tell us the dates, times and modules of any of taught sessions you have missed. 

If you have missed meetings with dissertation supervisors or similar meetings, please tell us the dates and times that were missed and confirm the module (if there is one).

If you have missed access to facilities, please identify the facility you have not been able to use (including the facility type, building and room number) and the dates and times this happened. 

	

	[bookmark: _Hlk88138974]Please tell us what action your Programme / School / Faculty took to put right any of the sessions that did not happen / facilities that were closed. In addition, please tell us how you were informed of this (please keep in mind that we will also need supporting evidence from you – see section D3 for guidance).

	

	Please explain why you are not satisfied with the steps taken to put right the impact of the industrial action in your case.

	




C2 What you want the University to do
	Please explain what you believe the University should do to resolve your complaint.

	



C3 Your evidence
	You must provide all evidence that is relevant to your case alongside this complaint form. This should include emails, Teams or KLE posts from your School / Faculty notifying you of the steps that would be taken to put right the impact of industrial action, notifying you of cancellations, and similar items.

In the table below, please list and describe the items of evidence you have provided in support of your complaint. Please do not paste the items of evidence into the table. Instead, please attach all evidence to your email alongside this complaint form.

If there is evidence that you plan to provide but do not have it, please explain what this evidence is, why you cannot provide it, and when you will be able to provide it. Please provide any missing evidence as soon as possible. Your complaint may not be dealt with until you have provided all evidence.


	Filename
	Description

	
	

	
	

	
	

	
	

	
	

	
	



SECTION D 	
Consent and declaration
D1 Individual Complaints	
(If you are making a group complaint, do not complete this section and instead go to E2 on the next page.)
Before submitting this form:
· Please ensure that you have read and understood Regulation B7 and the accompanying guidance for students, which can be found at www.keele.ac.uk/studentcomplaints.

·       Please tick here (or underline/highlight) to consent to the University processing any sensitive personal data you have provided in your complaint in accordance with the accompanying guidance and privacy notice.

·     Please tick here (or underline/highlight) to confirm that where you are providing personal and/or sensitive information about another person, you have told that person you are doing this and have told them how the information will be processed.

This form and accompanying evidence can be submitted by email to complaints@keele.ac.uk. If you send this form using your Keele University email account, there is no need to send a signed copy of this form by post. If you no longer have access to your Keele University email, your complaint can still be sent by email as long as you use the personal email address the University has on its records.
Once your form has been received, you will receive an acknowledgement from a member of the Student Appeals, Complaints and Conduct team by email. You will then receive further email updates on how your complaint will be dealt with by the University. We recommend that you check your email inbox on a regular basis.
I declare that the information that I have given on this form and the accompanying documents is true. 
Signed:								Date:


D2 Group Complaints
If you are submitting a complaint on behalf of a group of students, please note the following: 
· This section must be printed; 
· The declaration must be signed individually by all students making the complaint; and
· This section must then be scanned (or a suitably clear photograph taken) and returned by email as an attachment. The printed original must be retained in case the University needs you to submit it via post later.

OR

· If it is not practical for a printed copy of this section to be returned to the Complaints team, each individual student taking part in the complaint must email the University on complaints@keele.ac.uk using their Keele email address (or the non-Keele address the University has on its records) and confirm their consent and declaration as listed below.
· If a student is identified in a complaint but does not either sign this section or email the University to confirm, they will not be included in any consideration of the complaint.

All students making this complaint should have read and understood Regulation B7 and the accompanying guidance for students, which can be found at www.keele.ac.uk/studentcomplaints.
This declaration applies to all members of the group making the complaint. As a result, please ensure this has been discussed and clearly agreed within the group before submitting the form. The Student Appeals, Complaints and Conduct team are happy to give guidance on this where needed and contact details can be found on the web page linked above.
· I declare that the information given on this group complaint represents my concerns accurately, that the information given is true and that any accompanying documents are true.
· I consent to the University processing any sensitive personal data I have provided in this group complaint in accordance with the accompanying guidance and privacy notice.
· I confirm that where I am providing personal and/or sensitive information about another person, I have told that person I am doing this and have told them how the information will be processed.

If you do not consent to the University processing your sensitive personal data as part of this group complaint, or you intend to provide personal and/or sensitive information about another person and you have not told them that you are doing this, please email the Student Appeals, Complaints and Conduct team on complaints@keele.ac.uk to ask for guidance. Please do not send the information in question. The team will then work to identify a way forward for your information to be taken into account in the group complaint.	

	Please print name:
	Signature:
	Student Number:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Date:


SECTION E
Privacy Notice and how we will process your information

The information that you give in your complaint, together with any supporting evidence, will be processed by the following:

· Members of the Student Appeals, Complaints and Conduct Team who process your complaint;
· Representatives from the relevant School(s), Research Institutes, Faculties, Services and Directorates and other parts of the University who may be asked for information relating to your complaint. The information will only be given to those staff who are able to respond to the issues raised. If a full investigation is held into your complaint a report will be made based on the information given by staff. You will have sight of this report before any final decision on your case is made.
· Any other person or service named in your complaint who we may need to contact to check the issue you have raised e.g. Finance, Disability Services, I.T. Services.
· Academic Registrar and/or Deputy Academic Registrar, who will consider your complaint to decide whether it is eligible under Regulation B7; in straightforward cases offer a resolution to your case; or consider your complaint if it is eligible for a full investigation; and in either case write to you confirming their decision on your complaint.

We may contact the organisation that has issued any supporting documentation to verify authenticity. Other than verification checks of this type, your data will not be shared with any third parties without your further consent.

Our legal basis to process your complaints data

The provision of a complaints process is provided as part of the contract we have with our students; and as part of our public task as a University.

Where you have provided any sensitive personal data (Special Category[footnoteRef:2] and data related to criminal convictions and offences) we will need your explicit consent in order to process this information (please see Section E). If you do not consent to us processing your sensitive personal data, then we will remove this data from your submission, and this will not be considered. If you do not wish certain personal information to be made known, you must explain this in either Section C or Section D when describing your complaint. [2:  This includes data related to your health, racial or ethnic origin, religious or philosophical beliefs, trade union membership, sex life, sexual orientation or genetic/biometric data.] 


Personal Data of others

Please do not submit any unnecessary personal information, particularly about third parties. If you do decide to give information and any supporting evidence about another person, it is your responsibility to tell that person that you have done this and how the University will be processing their information.

How long we will retain your data

As stated In the University’s retention schedule, information regarding your complaint will be kept securely for 6 years following the last action on the case. 

Further privacy information

The University’s full Student Privacy Notice, which contains further information and details your rights (including withdrawing consent), can be found at: https://www.keele.ac.uk/privacynotices/
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