
Submitting the complaint to the Complaints 

Office (in writing, orally, by e-mail).

Clarification of facts, hearing of parties 

involved, examination of legal disadvantages, 

(case-by-case examination)

 Obtaining an opinion on 

the subject matter of the 

complaint within a period 

to be specified 

 Checking available 

evidence, if necessary

 Involvement of 

participants/interrogation 

of witnesses, if 

necessary

Complaints office informs university 

management of test result and proposes further 

steps to be taken

University management

decides on action(s)

Documentation and data acquisition

Disadvantage is not

present

Complaints office 

recommends steps for 

conflict handling

Conflict that remains a strain?

Disadvantage is present

If necessary, take action(s) according to § 9

All parties are informed 

about the result

Hearing on the matter, advice on rights and 

options - anonymous/confidential if requested.
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