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Our aim

Rastha Community Advice and Training Centre aims to provide you with high quality services and you can help us to achieve this by giving us your comments - good or bad.

If you have any suggestions for improvements, or if you are not satisfied with the service, or the learning you are receiving then please tell us. Equally, please let us know when we are doing things well.

We are concerned to put things right if they go wrong. Our simple complaints procedure ensures a thorough investigation of all complaints

· Your complaint will be acknowledged within three working days and we will provide details of the person investigating the matter 

· A full response will be sent within 10 working days unless the matter is complicated, in which case we will let you know when you can expect to receive a response 

· We will treat your complaint confidentially 

· We will not discriminate against anyone in any way 

· We will explain our actions 

· If we have made a mistake we will apologise and try to put right what has gone wrong as quickly as possible 

· When we have responded to your complaint we will ask you whether you are satisfied with the way we handled your complaint 

· We will use information gathered from complaints to improve our services in the future 

· We will not discriminate against anyone in the future because they have complained 

What to do if you have a complaint

· If you have a complaint, speak to a member of staff on site, or contact us at Rastha Community Advice and Training Centre, The Street, The Town, RC1 AT3  tel: 01202 45678
· If you are unhappy with the response to your complaint, or wish to appeal against a decision reached on your complaint, contact Rastha CATC using the attached Learner Complaint Form. This will then be passed to one of our directors, Joe Mann or Jane Doe. Your complaint will be acknowledged within three working days and we will provide details of the person investigating the matter 

· A full response will be sent within 10 working days unless the matter is complicated, in which case we will let you know when you can expect to receive a response. 

What to do if you have a comments, or compliment

· If you have any suggestions for improvements, or if you want to comment on the service or learning you have received, then please use the attached Learner Compliment/Comment Form.

· This will then be passed to one of our directors, Joe Mann or Jane Doe.
LEARNER COMMENT/COMPLIMENT FORM

Course details

	Training Course:
	

	Start Date:
	
	End Date:
	

	Tutor Name:
	


Contact details

	Name:
	

	Address:


	

	Postcode:
	

	E-mail:
	

	Date of Birth 
	

	Equality and Diversity Monitoring Information

We use this information to monitor how accessible our training is for all sectors of the community.  

What is your gender?                 Female

 Male

Please tick the box which best describes you ?    

Asian or Asian British:     Bangladeshi     Indian       Pakistani   Asian other  (Please state)  
Black or Black British:     Black African       Black Caribbean 
Chinese or Other:           Chinese              Other (please state)  
Mixed:  White and Black Caribbean     White and Black African    White and Asian   Other (please state)

White:        British             Irish          
  Other   (please state)

Do you consider yourself to have a disability or long term illness?   Yes

 No

Are you?

 Employed
         Unemployed
     Retired 
        In full-time education or training

If unemployed, how long have you been unemployed?

Less than 6 months

 24 – 35 months

 6-11 months


 Over 36 months                  12-23 months


Home/Mobile Number
	



	Details of your comment or compliment

Student Signature:___________________________     Date:___________________




Please return to Rastha Community Advice and Training Centre, The Street, The Town, RC1 AT3  tel: 01202 45678
email:info@rcatc.co.uk

web:www.rcatc@the web.co.uk

Declarations (these must be signed by both the Student and the Tutor) 


Student declaration: I agree to enrol on the above course and to undertake the learning programme as detailed in the course outline. I have read and agreed to the Learning Agreement and data protection conditions overleaf.





Student Signature:___________________________     Date:___________________





Tutor Signature:   ____________________________    Date:___________________





 Tick this box if you do not wish to be sent BME Learning Network/Lancaster Consulting Course publicity


 Tick this box if you do not wish to be contacted by BME Learning Network � Tick this box if you do not wish to be contacted by Lancaster Consulting 











