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Admissions Appeal / Complaint Form
This form is for the purpose of submitting a formal admissions complaint or appeal at either Stage 1 or Stage 2, in accordance with NSCD's Admissions Appeals and Complaints Policy and Procedure. Please read the Policy in full before completing this form.
If your application is to a programme delivered by an NSCD franchise partner provider, this form should still be used. NSCD retains overall responsibility for handling the matter, although the franchise partner may be involved in the investigation.
Please complete the form electronically, or in block capitals if handwriting. Submit the completed form by email to quality.office@nscd.ac.uk . Alternative submission formats (post, in person, or accessible electronic formats) are available on request — please contact quality.office@nscd.ac.uk 
NSCD will acknowledge receipt of your submission within 5 working days.
Section 1 — Applicant Details
	Field
	Your details

	Surname:
	

	First name(s):
	

	Preferred name (if different):
	

	Contact address:
	

	Contact email address:
	

	Contact telephone number:
	

	Date of birth:
	

	Programme applied to:
	

	Expected start of programme (e.g. September 2027):
	



Section 1A — Delivery Provider
Please indicate whether your application is to an NSCD-delivered programme or to a programme delivered by an NSCD franchise partner provider.
	Field
	Your response

	Is your application to an NSCD-delivered programme?
	☐ Yes      ☐ No

	Is your application to a programme delivered by an NSCD franchise partner provider?
	☐ Yes      ☐ No

	If you ticked Yes to the franchise partner question, please state the name of the partner organisation:
	



Section 1B — Third-Party Representation (if applicable)
Submissions should normally be made by the applicant in person. If you are being represented by a parent, guardian, advisor, or other third party, please complete this section. The applicant must sign the declaration at the end of this form (or, where the applicant is a minor, the parent or guardian must do so).
	Field
	Details

	Name of representative:
	

	Relationship to applicant:
	

	Contact email and telephone:
	

	Reason a third party is acting on the applicant’s behalf:
	

	Has the applicant given written authorisation? (please attach):
	


Section 1C — Reasonable Adjustments and Accessibility
NSCD will make reasonable adjustments to the operation of this procedure for applicants with disabilities or other access needs. If you require any adjustments, please indicate below.
	Field
	Your response

	Do you require any reasonable adjustments to the appeals/complaints process?
	☐ Yes      ☐ No

	If yes, please describe the adjustments required (e.g. extended timescales, alternative format, support to complete the form):
	


Section 2 — Important Guidance Before You Complete the Form
Before completing this form, please read NSCD's Admissions Appeals and Complaints Policy and Procedure carefully. Note in particular:
the grounds on which a Stage 1 or Stage 2 submission may be made - your submission must clearly identify which ground(s) you are relying on;
the timescales - Stage 1 submissions should be made within 21 working days of the admissions decision or incident; Stage 2 submissions within 10 working days of the Stage 1 Outcome Letter;
matters that are not eligible for consideration under this procedure, including challenges to the academic or artistic judgement of selectors operating within published criteria, and submissions that are frivolous, vexatious or made in bad faith;
your statement of complaint/appeal should normally be no more than 1,000 words. Please attach supporting documentation as separate annexes rather than embedding lengthy material in the statement section.






Section 3 — Stage of Submission
Please indicate which Stage of the procedure you are using:
	Stage
	Tick

	Stage 1 Complaint
	☐

	Stage 1 Appeal
	☐

	Stage 2 Review (following an earlier Stage 1 outcome)
	☐


Section 4 — Stage 1 Complaint: Grounds
Complete this section only if you are lodging a Stage 1 COMPLAINT. Please tick all grounds that apply.
	Ref
	Ground
	Tick

	1a
	There is evidence of significant administrative or procedural error in the admissions process.
	☐

	1b
	There is evidence of prejudice or bias in the selection process.
	☐

	1c
	Information published by NSCD or its franchise partner provider was materially misleading, inaccurate, or incomplete, and caused detriment to me.
	☐

	1d
	NSCD or its franchise partner provider failed to make reasonable adjustments under the Equality Act 2010 during the application or selection process.
	☐

	1e
	The admissions decision was made in breach of NSCD’s published admissions criteria or policies.
	☐

	1f
	There was unreasonable delay or failure to communicate during the admissions process, causing me detriment.
	☐



Section 5 — Stage 1 Appeal: Grounds
Complete this section only if you are lodging a Stage 1 APPEAL. Please tick all grounds that apply.
	Ref
	Ground
	Tick

	1a
	There is evidence of significant administrative or procedural error in the admissions process.
	☐

	1b
	There is evidence of prejudice or bias in the selection process.
	☐

	1c
	There is additional relevant information which, for valid reasons, was unable to be included in my original application, and which warrants further consideration.
	☐

	1d
	The admissions decision was made in breach of NSCD’s published admissions criteria or policies.
	☐

	1e
	NSCD or its franchise partner provider failed to make reasonable adjustments under the Equality Act 2010 during the application or selection process.
	☐



Section 6 — Stage 2 Review: Grounds
Complete this section only if you are lodging a Stage 2 Review. The grounds at Stage 2 are the same regardless of whether your Stage 1 submission was a complaint or an appeal. Please tick all grounds that apply.
	Ref
	Ground
	Tick

	2a
	There is evidence of significant administrative or procedural error in the handling of the Stage 1 submission.
	☐

	2b
	There is evidence of prejudice or bias in the handling of the Stage 1 submission.
	☐

	2c
	There is additional relevant information which, for valid reasons, was unable to be included previously, and which warrants reconsideration of the original decision.
	☐

	2d
	The Stage 1 Outcome was unreasonable in light of the evidence considered.
	☐



Section 7 — Summary Details
Please complete as many of the fields below as are applicable to your submission.
	Field
	Details

	Date of incident giving rise to the complaint/appeal
	

	Date of the admissions decision (if relevant)
	

	Date Stage 1 Complaint / Appeal was lodged (Stage 2 submissions only)
	

	Date of Stage 1 Outcome Letter (Stage 2 submissions only)
	

	Stage 1 Outcome (Upheld / Partially Upheld / Not Upheld) — Stage 2 submissions only
	



Section 8 — Statement of Complaint / Appeal
Guidance for your statement
If you are making a Stage 1 submission, your statement should include:
confirmation that you are making your submission under Stage 1, and whether it is a complaint or an appeal;
a concise explanation of how you believe you meet the ground(s) on which you rely;
the dates and sequence of events giving rise to your submission;
the names of any NSCD or franchise partner staff involved (where relevant);
a clear indication of the desired outcome(s) you are seeking.
If you are making a Stage 2 submission, your statement should include:
confirmation that you are making your submission under Stage 2;
a concise explanation of how you believe you meet the Stage 2 ground(s);
any new evidence or information you wish the reviewer to consider;
your reasons for being dissatisfied with the Stage 1 Outcome;
a clear indication of the desired outcome(s) you are seeking.
Your statement should normally be no more than 1,000 words. Please attach supporting documentation as separate annexes rather than embedding lengthy material in this section.
	Your statement (please expand this box as required):

	




Desired outcome(s)
Please describe the outcome(s) you are seeking. Examples might include reconsideration of the admissions decision, a fresh audition, an apology, or a refund of the application fee. NSCD will take your stated preferences into account, but the final remedy will be at the discretion of the Investigating Officer or Reviewer.
	



Section 9 — Documentation Enclosed
Please list all documentation submitted with this form (there is no minimum or maximum, but a clear list helps us process your submission promptly).
	No.
	Description of document

	1
	

	2
	



Section 10 — Declaration
Please read each statement carefully before signing. By signing this form you confirm that:
the information and documentation submitted with this form is, to the best of your knowledge, a true and accurate reflection of events, and does not contain any false or fraudulent information;
you have read NSCD's Admissions Appeals and Complaints Policy and Procedure, and your submission is being made in accordance with that policy;
you consent to NSCD processing your personal data for the purpose of considering and resolving this submission, in accordance with the UK GDPR, the Data Protection Act 2018, and NSCD's Privacy Notice;
where this submission relates to a programme delivered by a franchise partner provider, you consent (subject to your response in Section 1A) to NSCD sharing relevant information with the named partner for the purpose of investigation;
you understand that NSCD may decline to consider a submission that is incomplete, made out of time, anonymous, or determined to be frivolous, vexatious, or made in bad faith.
	Field
	Details

	Signature (typed name is acceptable for electronic submissions)
	

	Full name in capitals
	

	Date of submission
	

	If signed by parent/guardian on behalf of a minor — relationship to applicant
	



Where to send this form
By email: quality.office@nscd.ac.uk   |  By post: Quality Office, Northern School of Contemporary Dance, 98 Chapeltown Road, Leeds LS7 4BH  |  Alternative accessible formats available on request.
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  Admissions Appeal / Complaint Form   This form is for the purpose of submitting a formal admissions complaint or appeal at either Stage 1 or  Stage 2, in accordance with NSCD's Admissions Appeals and Complaints Policy and Procedure. Please  read the Policy in full before completing this form.   If your application is to a programme delivered by an NSCD franchise partner provider, this form should  still be used. NSCD retains overall responsibility for handling the matter, although the franchise partner  may be involved in the investigation.   Please complete the form electronically, or in block capitals if handwriting. Submit the completed form  by email to  quality.office@nscd.ac.uk   . Alternative submission formats (post, in person, or accessible  electronic formats) are available on request  —   please contact  quality.office@nscd.ac.uk     NSCD will acknowledge receipt of your submission within 5 working days.   Section 1  —   Applicant Details  

Field  Your details  

Surname :   

First name(s) :   

Preferred name (if different) :   

Contact address :   

Contact email address :   

Contact telephone number :   

Date of birth :   

Programme applied to :   

Expected start of programme (e.g.  September 202 7 ) :   

  Section 1A  —   Delivery Provider   Please indicate whether your application is to an NSCD - delivered programme or to a programme  delivered by an NSCD franchise partner provider.  

Field  Your response  

Is your application to an NSCD - delivered  programme?  ☐   Yes      ☐ No  

Is your application to a programme delivered by  an NSCD franchise partner provider?  ☐   Yes      ☐ No  

If you ticked Yes to the franchise partner question,  please state the name of the partner organisation:   

 

