Ascend Taekwondo
Make a complaint procedure 
The quickest way to sort a problem out is to speak to the Lead Coach on the day of the incident but we are aware that this isn’t always possible if you would like to make a complaint please follow the procedure below 
1. Purpose
Ascend Taekwondo is committed to providing a safe, respectful, and high-quality environment for all members. We recognize that concerns may arise, and we value feedback as an opportunity to improve our school. This policy ensures that all complaints are handled fairly, consistently, and promptly.
2. Scope
This policy applies to all students, parents/guardians, staff, and volunteers. It covers issues including, but not limited to:
Quality of instruction or facilities.
Conduct of instructors or members.
Safety or safeguarding concerns.
Administrative or billing disputes.
3. The Resolution Process
We aim to resolve most issues through informal discussion; however, we provide a formal path if necessary.
Stage Action Timeline
Stage 1: Informal.
 Speak directly with the Lead Instructor or Club Manager to resolve the issue immediately. Within 48 hours
Stage 2: Formal.
 Submit a written complaint via email if the informal stage is unsatisfactory. Acknowledged within 3 days
Stage 3: Review.
 A formal investigation is conducted, and a written response/resolution is provided. Finalized within 14 day’s 
How to Lodge a Formal Complaint
If an informal resolution is not possible, please submit your complaint in writing to ascendtaekwondo@gmail.com.  Please include:
Your name and contact information.
A detailed description of the incident or concern.
Dates, times, and names of any witnesses.
Your desired outcome or suggestion for resolution.
4. Our Principles of Resolution
Confidentiality: Complaints will be handled with discretion. Information will only be shared with those necessary to the investigation.
Impartiality: No person involved in the complaint will be part of the decision-making process regarding its resolution.
Non-Retaliation: No student or parent will be penalized or discriminated against for raising a legitimate concern in good faith.
Safety First: Any complaint involving safeguarding or physical harm will be fast-tracked and, if necessary, reported to the relevant governing body or authorities immediately.
5. Closing a Complaint
Once a decision has been reached, we will notify the complainant in writing. If the complainant is still unsatisfied, we will provide information on how to escalate the matter to our national governing body (e.g., British Taekwondo or World Taekwondo affiliates).
Note: For urgent matters regarding the immediate safety of a child or vulnerable adult, please contact our designated Welfare Officer immediately.
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