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A Guide 

to
Making a 
Suggestion, Compliment 

or Complaint

If you have a suggestion, compliment or complaint you want to make, this leaflet will explain how to do it.
Making a suggestion or giving a compliment
The College believes the best way to improve is to seek views and we are keen to know about your experience and how we can improve our services.  If you would like to make a suggestion or give a compliment about a course, service or the facilities, please complete a short Suggestion & Compliment Form and post it in the Suggestion Box in Reception.  The box is checked weekly.

Making a complaint informally

If you have a complaint, it is important that you do something about it.  Do not remain silent.  We are here to help.  You may have issues with other students, with staff or with College services and facilities.

Tackling it yourself

If you feel you can tackle the complaint yourself, discuss this with the person who is causing the problem or who is responsible for the service.  Often staff or students may not be aware of how you are feeling and discussing the problem can usually help to resolve it.

Getting help to resolve the complaint
You may wish to get help to tackle a complaint.  This help, should you request it, is confidential.  There are a range of staff that you can talk to – decide on the person you think would be most appropriate.  The member of staff can discuss the problem in more detail with you and together you can decide on how best to resolve it.  
For help please contact:

· Your lecturer

· Curriculum Manager
· Student Services
· Human Resource Services
Or if you wish to speak to a fellow student, the Student President and executive can be contacted in the Student Association.
Making a complaint formally Stage 2
It is important to use the informal route to try to resolve the complaint.  However, you may have discussed this with a member of staff but the issue has not been resolved or, in exceptional circumstances, you may feel that an informal approach is not appropriate.  Formal complaints are made by completing the College’s Complaint Form.  If you need help completing the form any person from the list above will be happy to help you.

Completed forms should be forwarded to the Principal.  Your complaint will be acknowledged within 3 working days and you will receive a reply within 10 working days.  Your complaint will be dealt with fairly and objectively.  
Also if you feel that a complaint has not been dealt with appropriately you may inform the Scottish Public Services Ombudsman.  A full copy of the Complaints Procedure is available on request. 

Contact Details 

Should you require this information in an alternative format or translated, please contact:  Student Services
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