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Make a Public Complaint - form
Use this form if you are a member of the public or an external organisation and you wish to complain about the School’s services, facilities, activities, staff or students. Do not use this form for student complaints, admissions complaints, staff grievances, whistleblowing, freedom of information or data protection complaints. If you are not sure whether this is the right route, please check our website www.nscd.ac.uk 
Please complete all sections of the form, as we will not be able to respond to your complaint if there are incomplete sections.
	Your Details	

	Surname:
	

	First name(s):
	

	Organisation (if applicable)
	

	Contact address:

	

	Contact e-mail address:
	

	Contact telephone number:
	

	Details of the complaint	

	Are you making this complaint for yourself?
	Yes [  ]                                     No [  ]**

	** If no, please provide the name of the person you are representing:
	
Upload written authority to act on their behalf, attach with this form.

	What is your connection to the School?
	Visitor / Contractor / Supplier / Placement provider / Member of the public / Alumni / Partner organisation / Other:

	Who or what is your complaint about?
	Service / Facility / Event / Staff member / Student / Other:

	Date of incident or date you became aware of it:
	

	Location (if relevant):
	

	Please describe your complaint:
	

	What steps, if any, have you already taken to resolve this?
	

	What outcome are you seeking?
	

	Upload supporting documents (if relevant).
	

	Declaration:
	I confirm that the information I have provided is true to the best of my knowledge and that I understand the School may need to share my complaint with relevant staff in order to investigate it.
Signed: 

	Consent:
	I understand that my personal data will be processed for the purpose of handling my complaint in line with the School’s privacy notice.
Signed: 



Please send this form to the Director of Governance at Ellen.Wood@nscd.ac.uk 
We will normally acknowledge the complaint within 5 working days and aim to provide a response or update within 20 working days of the acknowledgement.
Approved June 2026
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