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COMPLAINTS PROCEDURE

1.	If the client complains about a bill or any aspect of the service, enquire if they wish to make a complaint.

2.	If so, invite the client to put the complaint in writing, along with any evidence supporting it.

3.	Consider the complaint, and revert to the client.

4.	If appropriate, agree with the client any appropriate remedial or preventative steps as may be appropriate.
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