
Complaints Policy
How to make a complaint at Skills UK Ltd
Most problems can be solved by talking to the appropriate person: 

· Your Assessor
· Centre Manager 

· Director

It is important not to let problems get too big or out of hand. Report the problem straight away. There is a Complaints Form available from the centre which should be returned to the assessor. This form is also available on our website www.skillsuk.org 
If you still cannot resolve a problem you may take the matter to the Centre Manager.
When we receive a complaint we: 

· investigate the matter thoroughly and attempt to resolve the matter, 

· respond to the complainant verbally or in writing within three weeks (fifteen working days)
If still dissatisfied, the complainant may appeal and refer the matter to the Directors who will investigate the matter and respond verbally or in writing within three weeks (fifteen working days). 

Taking the Matter Further 

If you are not satisfied with Skills UK Ltd’s response or the Centre Manager’s/Directors response to a complaint, you may complain to the Learning and Skills Council or in some special circumstances, to the Secretary of State for Education and Skills.

The Learning and Skills Council normally expect such complaints to be made within 3 months after a Training Provider has concluded its own complaints procedure. 
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You can find further information about the Learning and Skills Council complaints procedure from the document “Procedure for Dealing with Complaints about Learning Providers” available on the LSC website www.lsc.gov.uk
Your Rights

When you tell us about a problem, you can expect us to:

· take your complaint seriously; 

· investigate your complaint quickly, thoroughly and fairly; 

· tell you how long our investigation will take; 

· keep any information you give us confidential and not use it for any other purpose (unless we have to by law); 

· apologise if we have done something wrong, and tell you what we are going to do to put things right and how quickly; 

· and, if necessary, tell you the reasons why we cannot do what you have asked for.
Contact Details
For further information contact our Customer Service team on 01623 499200 or email info@skillsuk.org 
Skills UK Ltd

Syke Breck Farm
Blidworth Lane

Blidworth

Nottinghamshire
NG21 0NZ


Office hours: 9.00am to 5.00 pm Monday to Friday.
“Giving you the advantage”
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