#& Complaints Procedure

ﬂﬁ] MY CLASS / TEACHER

Level 1

e Speak to your teacher and try to come to

an agreement with them about any
changes that need to be made.

e Give a reasonable amount of time for
these changes to be made.

e [fitis not possible to reach an
agreement with your teacher, speak to
the Director of Studies.

e |f you are still unhappy, you will need to
escalate the matter to the next level.

Level 2

e Please fill in a complaints form by
scanning the QR code, which can be
found in the reception or student notice
board.

¢ Once assessed, you will be contacted by
the relevant member of staff.

e We hope that your complaint will have
been resolved by now; however, if you
still feel that there is a problem, the
matter can be taken one step higher -
to the School Director.

%’- THE SCHOOL / STAFE

Level 1

e Speak to one of the School

Administrators at the front desk. If the
problem can be easily resolved - they
will help you.

If your complaint is regarding one of
the administrators, then you will need
to speak to the Director of Operations.
If you are still unhappy, you will need
to escalate the matter to the next level.

Level 2

¢ Please fill in a complaints form by

scanning the QR code, which can be
found in the reception or student notice
board.

Once assessed, you will be contacted
by the relevant member of staff.

We hope that your complaint will have
been resolved by now; however, should
there still be a problem, it will be
escalated to the School Director.

If you are still not satisfied after following the above internal procedure, you can contact
English UK

Email: complaints@englishuk.com
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