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Admissions Appeals and Complaints Form
This form should be used to submit a formal complaint or appeal in relation to the Admissions Process or an Admissions Decision only and should normally be completed by the applicant.
Before completing this form, you should raise your concern(s) with the Admissions Team in the first instance by emailing Admissions@lipa.ac.uk .  If you remain dissatisfied, you can then submit a Formal Admissions Appeal or Complaint, using this form.
You should read the LIPA Admissions Complaints and Appeals Policy before completing this form.  
The completed form should be emailed to the Admissions Manager at h.ashton@lipa.ac.uk.
	Full Name of Applicant

	

	Application Number
(if applicable)
	



Contact Details (if different to those on your application or if no application has been submitted).
	Email
	

	Telephone number
	

	Address
	



Complaints
I wish to register a specific concern or dissatisfaction about (please tick as appropriate):
	LIPA’s Admissions Policies and Procedures and the way in which they have been applied or not applied in reaching a selection decision on my admissions application.

	


	An action or lack of action by LIPA and/or its staff in relation to the Admissions process.

	




Appeals
I wish to appeal against an admissions decision on the basis that:
	I believe my application has not been considered in accordance with the LIPA Admissions Policy and related procedures and can explain why.

	


	I have reason to believe that LIPA has not taken account of all the information provided in my application and can explain why.

	




Please note: Appeals against an admissions decision made purely on the basis that you disagree with the decision about your suitability for entry onto a particular course are not permitted.
	Have You raised concerns with the Admissions Team or anybody else already?
Please provide details.

	









	Details of Your Complaint or Appeal

Please provide details of your complaint or appeal.  Please be as specific as possible by providing dates and names of relevant people, where possible.

	


















	Evidence /Documentation
[bookmark: _Int_RFRGs81W]Please list any additional documentation to you are providing with this form.

If you intend to provide further documentation but this is not currently available, please indicate when you intend to provide it.

	










	Requested Outcome
If you have a specific resolution to your complaint or appeal in mind, please explain this here.  (This will not prejudice the consideration of your case).

	









	Declaration
Please tick to confirm you accept the following statements

	
I confirm that the above details and any attached documentation are a true reflection of events to the best of my knowledge and that I am not providing any false or fraudulent information. 
	

	
I acknowledge that the Admissions Manager, or their nominee, may share details of this case, including information from my application, with other members of staff at LIPA, on a need-to-know basis, as part of any investigation, and that a record of the investigation will be retained in accordance with LIPA’s data retention procedures.
	



	Signed
	


	Date
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