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            DistanceLearningCentre.com Ltd
Complaint Form
	Name of complainant:
	

	Contact details of complainant:


	

	Post code:
	

	Contact telephone no:
	

	Course/programme of study:
	

	Date:


	

	Date of the incident(s) leading to this complaint - this should be within six weeks of today’s date:

	

	Names of all people involved (if known):


	

	Details of the incident(s)

Please describe the complaint clearly, with as much detail as possible (continue on the back or on a separate sheet if necessary) and submit along with this form the evidence in relation to the complaint.



	The DistanceLearningCentre.com is committed to responding to all complaints promptly and constructively to ensure high standards and the continuous improvement of the Centre’s services.
Once you have completed this form, please either: send it to studentservices@distancelearningcentre.com or via post to:

Jane Dowd (Executive Manager Student Services and HE)

Student Services                                      
DistanceLearningCentre.com Ltd                                         

Darwin House                                           

44 Rochdale Road                                    
Todmorden                                               

West Yorkshire                                         
OL14 7LD                                                 
The complainant will be sent a written acknowledgement that the complaint has been received within 5 working days. This acknowledgement will clearly state the name and position of the person who will be dealing with the complaint.



	What would you (the complainant) like to happen as a result of the complaint?
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