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CUSTOMER COMMENT/COMPLAINT PROCEDURE

We hope that all our customers/learners are happy with what we do, but if you feel the need to comment or complain we have a comment/complaint procedure for you to follow. If you wish to comment or complain, please approach the Centre Trainer/Administrator, in the first instance. If the matter is not resolved to your satisfaction then the following flow chart shows the procedure for taking the matter further. We will try to resolve the complaint as quickly as possible.

IF THERE IS SOMETHING YOU ARE UNHAPPY ABOUT THEN PLEASE RAISE THE MATTER WITH US. WE SUGGEST THE FOLLOWING WAY:
ACTION TO BE TAKEN BY THE CUSTOMER/LEARNER

	Talk to your centre Trainer/Administrator and/or the Centre Manager who will try to sort out the problem



	If the problem is unresolved ask to contact

the Quality Manager of ATS Community Employment
He will: a) Carry out an impartial investigation

 b) Inform you of the outcome in writing



	If you are still not satisfied, contact the appropriate one of the following: 

(The Centre Manager will give you details of the named person to contact for your programme)
The Director, ATS Community Employment

Prime Contractor Partnership Manager

Funding Body Contract Manager

Qualifications Awarding Body
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