Return to: Customer Satisfaction (Quality Department), Moorland Road, Burslem, Stoke on Trent. ST6 1JJ

	Office Ref:
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Formal Complaint Form
  Part 1 – Your Details  

	Title: Mr, Miss, Mrs, etc.


	Forename(s):


	Surname 


	Learner Ref (from ID badge)

	Course:
	Campus:


	Address:



	Contact telephone number: 


	Date of Birth: 




Part 2 – Your Complaint  

	Details of Complaint:



Signed: _____________________                                   Date: _________________________
Your complaint will normally be acknowledged within three working days of its receipt. It will then be forwarded to the appropriate manager for investigation. After investigating the complaint a response will normally be sent within 15 working days. If for any reason there is a delay in the response time then you will be advised.
