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Formal Complaint Form

Please fill in ALL the details below. If the information provided is insufficient, the complaint
may be dismissed. Personal information is private and confidential. It WILL NOT be
disclosed to any THIRD PARTY without any permission or authorization.

Personal Details
Name :

Student ID:

Contact No.:

Email Address:

Complaint Area: Academic / Administration / Library / Computer Lab / Classroom / Hostel /
Others:_______________________________________________

Complaint Details (Please attach extra sheet if needed):

Who did you approach to resolve your complaint informally? (If Any)
Include the staff members name, post, school/department and date raised:

What action was taken to resolve your complaint:
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How do you propose the complaint could be resolved to your satisfaction?

Please return the form to: What happens next:
Student Affair Department
IBS College,
Lot 1117 & 1118,
Bangunan Tabung Baitumal,
Pelita Commercial Centre, Jalan Sehati,
98000 Miri, Sarawak.
Email: info@ibs.edu.my

You should receive a formal
acknowledgment of your complaint via e-mail
or SMS within the next 7 working days.

You will then normally receive a substantive
response within 28 working days.

For Office Use Only:
Complaint Received By: Immediate Action Taken:

Name:
Date:

Case Ref No: C00___

By,

Name:
Date:


