Student Grievance Reporting Form

As an institution, it is important that we ensure all student complaints are resolved in a timely manner.  The student grievance reporting form should be used for any grievance that is elevated to a supervisor; this is for both academic and non-academic issues.  

The Department Chair or Supervisor should complete the form and then forward an electronic copy to their supervisor.  The description should be a clear and concise written description of the evidence upon which the grievance is based and should include any relevant documentation.  

On the last day of the month, each member of the management team should either send electronic copies of grievances to the Institutional Effectiveness Coordinator or send an email stating there were no grievances for the month.  
STUDENT GRIEVANCE REPORTING FORM
A grievance is defined as a complaint or dissatisfaction occurring when a student thinks that any condition at the College affecting him/her is unjust, inequitable or creates unnecessary hardship.

Date: __________________ 

Department Head or Supervisor:___________________________________

Student ID # G


        Student Name:






Complaint description:

Complaint resolved:    
____
Yes (Please describe action taken to resolve incident below, then forward form to appropriate dean)
____
No (Please refer student to appropriate dean and forward this form)*

*The student must submit a written petition within (5) working days after completing step 1 as outlined in the college catalog and student handbook regarding Student Grievance Procedure. 

