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Complaints Procedure
Ray of Light Therapeutic Services CIC is committed to providing a safe, transparent, and high‑quality service. If you have a concern or wish to make a complaint, we will respond promptly, fairly, and in line with our governance responsibilities.
How to raise a concern
You can raise a concern informally by contacting us directly. Many issues can be resolved quickly through discussion.
How to make a formal complaint
If you wish to make a formal complaint, please contact:
Complaints Lead – Ray of Light Therapeutic Services CIC 
[Insert email address]
Please include:
· Your name and contact details
· Details of the concern
· Any relevant dates or information
· What outcome you are seeking
What happens next
· We will acknowledge your complaint within 5 working days.
· We will investigate the matter thoroughly and fairly.
· We aim to provide a full written response within 20 working days.
· If the issue is complex, we will keep you updated on progress.
If you remain dissatisfied
[bookmark: _Int_BsLFbo6j]You may request a review by a Director of Ray of Light Therapeutic Services CIC.
If you still feel your concern has not been resolved, you can contact:
Information Commissioner’s Office (ICO) 
The ICO oversees data protection and privacy matters in the UK.
Website: www.ico.org.uk
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