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Read these notes first
1- This forrn is for you to make a Iormal written complaint under tb eomplaints proeedures. Complaints should wherever

possible be sorted out informaUy by speakirgto your wing olffui or rriaking in applieation. Usb ttris form only if you have
not been able to resolve your complaint this way.

2. A usitEn complaint should be rnade wittfin 3 montrrs of the incident or o{ the relevant faots eoming to your notice.
3. Keep your complaint brief and to the point.
4. When you have completed the fonn, sign it and postit in the b.oreprovided. Tfiefqrfi wiltbe retumed to you with'a response.
5. lf you are unhappy with ltie response, lrt>u can appeal on a.seFarqts lorm (6\glirF lA).
6. Some subj,eo.ts are dealt wjth or{y b.y tlie Area.Manager or PfiSr+Ser:rrice lrcd$rar{€rs. lt yow emp*air$ is about one of

these suhlects, the reply will take longgr.
7. There is a separate pink form (COMP 2) for corrfidential acosls oomp,laffis.
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Does your cornplalnthave a racia{ aspect?
ls your cafiilplaint about bullying ?
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