
 

 

 

 

 

 

 

 

 

Make your complaint to the Project 

Manager who will acknowledge it within 5 

working days and offer to call or meet to 

resolve the problem. 

Do you want to start by discussing 

the problem with the artist or staff 

member concerned, or do you want 

to start the complaints procedure? 

Discuss the problem with the artist 

or staff member. 

You can make a formal complaint, in 

writing, to Art Shape’s Managing Director.  

Art Shape will acknowledge receipt, in 

writing, within 5 working days. 

Can it be resolved within 24 hours?  

If so is there any need to take it any 

further? 

If your complaint remains unsolved, 

we may enter into an independent 

arbitration process, or you may 

take your complaint to the Charity 

Commission.  
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Did this resolve the issue? 

The problem is resolved.  We will 

tell you what actions we will take 

and give feedback about when they 

have been taken. 

Did this resolve the issue? 

Your notes will be reviewed and the 

member(s) of staff involved will be 

interviewed.  Once the 

investigation is completed you will 

receive a written response from the 

Managing Director within 10 

working days. 

Did this resolve the issue? 

Your complaint will be escalated to 

the Chair of Art Shape’s board.  We 

will let you know when this has 

been done and the Chair will 

respond within 10 working days. 
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