A guide fo our complaints procedure

Using the form

Completing the form

* Please complete every section in block capitals
and black ink.
(We may need to photocopy the form)

* Please be specific and clear in describing your

complaint.

¢ Tell us what you would like to happen.

Attaching other details

¢ Please complete the box at the bottom of the

form, so we'll know if anything has gone missing.

¢ Send copies, do not send original documents
as they may be lost in the post.

* Please continue on a separate sheet(s)
if necessary.

Keep a copy of the form

* Make a copy of the completed form for your

records.

What to do next

e Detatch the form along the dofted line and
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If you need to respond
in writing

The form within this fold-out section has been

prepared for you in case you need to provide
written details of your complaint.

It will help you to assemble all the information
we will need to fry to resolve your complaint.

UNHAPPY?

SOMETHING
TO SAY?

STEP THIS WAY

A guide to our complaint and

comments procedure

This brochure tells you

¢ How to initiate your complaint/comments
e How to progress your complaint/comments

e Your options for further action
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