A “not serious” complaints procedure 

	Issues
	Your procedure

	Who is the first point of contact?
	

	What if that person isn’t available? Who is the next point of contact?
	

	What happens if the problem is not resolved at the first stage?
	

	Where does the final decision lie?
	

	Is there an option to appeal?
	

	How long should each stage take?
	

	Who is involved at each stage?
	

	Can the person/s continue working while the complaint is being looked into?
	

	How will the process be recorded?
	


