
Please avoid giving out individual names or telephone numbers

Procedure prepared 12 January 2010

Kingsway Development Complaints Procedure

Simon Gammack

Telephone complaint to

mobile

Instruct to call Kingsway

Helpline 0117 9016358

Resident / Complainer

Form completed and

returned by Resident

Complaint actioned as

necessary and response

issued to resident

Email complaint

Forward to Anna Johns

Anna Johns

Complaint closed off as

actioned on log

Telephone complaint via

office

Transfer to Kingsway

Helpline extension 6358

Recorded message

'Thankyou for calling the

Kingsway Helpline.

Please leave a message

with your name and

telephone nr and

someone will get back to

you'

'Record of Resident

Comment or Complaint'

form issued

Receipt acknowledged to

Resident and complaint

logged


