THE MARKET PLACE THEATRE & ARTS CENTRE COMPLAINT PROCEDURE

The Market Place Theatre & Arts Centre aims:

· To provide the theatre’s customers with the best possible service;
· To resolve complaints immediately;
· To provide the theatre’s customers with an effective and efficient means of resolving dissatisfaction with the services provided;
· To provide a clear procedure with complaints;
· To communicate effectively with a complainant throughout the complaints procedure;
· To review complaints procedures with a view to learning from our mistakes and ascertaining ways to improve our services to meet the needs of the customers;
· To provide a way of rectifying injustice whenever possible.
How to Make a Complaint

Customers / individuals may submit a complaints in person to the any member of staff present at the time, by phone, in writing or through Armagh City, Banbridge & Craigavon Borough Council. A simple form is printed on the back of this information sheet for ease of use.

The Market Place has a specific procedure to deal with customer complaints and as part of that procedure it is noted that The Market Place will acknowledge the receipt of complaints within 72 hours working days and respond to the complaint in full within 10 working days. Where it will not be possible to respond in full within this period, due to the need to conduct internal enquiries, the complainant should be informed of this situation within 72 hours. The complainant will be kept informed after this period at regular intervals.

In addition, The Market Place aims to resolve 90% of all complaints received within 10 working days.
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COMPLAINT FORM 
MARKET PLACE THEATRE & ARTS CENTRE, ARMAGH 
Name:

Address:

Postcode:

Telephone [Home]: 




[Work]:    

Date Of Incident:




Time Of Incident:

Complaint:


How would you like to be responded to?

Written Response
◘
Telephone Call
◘
No Response

◘
ALTERNATIVELY, IF YOU WOULD LIKE TO TAKE THE FORM AWAY PLEASE COMPLETE IN YOUR OWN TIME AND RETURN USING OUR FREEPOST ADDRESS BELOW [NO STAMP REQUIRED]:
The Market Place Armagh Theatre And Arts Centre FREEPOST BEL3903 ARMAGH BT61 7BR

