RECEIPT OF GRIEVANCE TEMPLATE

THIS LETTER MUST BE SENT WITHIN 5 WORKING DAYS AFTER RECEIVING THE GRIEVANCE FROM THE STUDENT.

PLEASE CUT AND PASTE THE TEMPLATE DIRECTLY INTO AN EMAIL. PLEASE SEND TO THE STUDENT’S MONASH EMAIL ACCOUNT.

GRIEVANCE OFFICERS MAY ALTER THE WORDING OF THE TEMPLATE TO MEET THE NEEDS OF THE GRIEVANCE.  IF IN DOUBT, PLEASE CONTACT THE DEPUTY UNIVERSITY SOLICITOR.
Date

Student name

Address

Monash ID

Dear (insert name),
RE:    Acknowledgement of Academic or Administrative (choose one) grievance, received (insert date the grievance was lodged in faculty/research office/campus in a form that it is able to be investigated, and type of grievance )
I have received your letter/email (choose one) which outlines your (academic or administrative) grievance. 
As this is an academic matter I have referred it to the Associate Dean (Education)/Associate Dean responsible for research candidates (insert name) for investigation.

OR

As this is an administrative matter I have referred it to the Faculty Manager (insert name) for investigation.

I will contact you in the next 10 working days to advise you of the progress of the investigation.  In addition, you may be contacted if further information is needed.  

There are various support services available to students and these are listed on the Monash website at: http://www.monash.edu.au/students/services.

Grievances are discussed with persons able to provide relevant information or advice for their investigation and resolution. A student who makes a grievance will not be subject to victimisation or reprisal because the grievance was made. 
If at any stage you do not wish to proceed with your grievance please notify me by email.  If you have any queries regarding this email please contact me on (insert telephone number and/or email.)
Yours sincerely

Grievance Officer (optional to include name)
