
If complaint is about a Driver the Disciplinary Officer will 
handle complaint.

If complaint is about the Disciplinary Officer the Company 
Secretary will handle complaint.

If complaint is about the Office Management the 
Chairperson/Company Secretary will handle complaint.
If complaint is about an Office Staff member the Office 

Management will handle complaint.

Complaint recieved

Complaint form filled out 

Pass infornation of 
complaint on to 

Disciplinary Officer
Office managment 

contact 
customer/driver

Complaint form is then 
passed to Office 

Management

Outcome Outcome

Complaints Procedure

A1 Rushmoor Radio Taxis Ltd

Appeal 

Pass information 
of complaint on to 
Council/Police .If 
the complaint can 

not be handled 
inhouse

Appeal 

Complaint form to be filed in relevant folder for 
future reference

Disciplinary 
meeting

Office Management 
Assess Severity of 

complaint     

Completed by Steven Moffat 13/04/2019


