Resolution of Grievances . E“th‘

Performance English is committed to providing a safe, harmonious and productive learning
environment to our students. To this end the provision and maintenance of an effective, timely, fair
and equitable grievance handling system has been developed.

In the event that a dispute arises, this Grievance Procedure can be utilised by current students or
potential students seeking to enrol at Performance English.

Informal Resolution

e First try sort out the problem directly with the person involved.

e The Director of Studies is always available to help.

e If you are still not happy then you are able to use the formal grievance procedure as
follows:

y
Step 1:

e Send your formal grievance in writing to the Director of Studies.

e You will receive a reply within 5 working days.

e The Director of Studies may contact you to talk about your problem. She may write to you,
call you on the telephone or ask for a meeting. You can bring a friend along to the meeting.

e The Director of Studies will try and help you resolve the problem and will give you an
answer in writing within 10 working days.

If you are still unhappy with the answer, you may continue to Step 2.
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Step 2:

e The Principal Administrator will meet you, the Director of Studies and any one else who is
part of the grievance within 10 working days. You can bring a friend along with you for
support.

e The Principal Administrator will try and help you resolve the problem and will give you an
answer in writing within 10 working days.

If you are still unhappy with the answer, you may continue to Step 3.
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Step 3:

e You can call The Office of Fair Trading to place an external complaint or appeal.

e The contact number for The Office of Fair Trading is 13 32 30.
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