COMPLAINTS PROCEDURE
:: E(F;IJ-[{]SCIIIL FOR EXAMS CUSTOMERS

British Council Examinations Centre Network staff are trained to provide the best
possible services to the public and to ensure that examinations are administered to
the highest standards. However, problems sometimes arise which are not possible
to solve at the time of the examination. If you wish to report such a problem you
should:

1.

Contact your Examinations Centre as soon as possible. You should give full
written details of the problem stating your name, candidate number, address and
contact telephone number.

2. The Centre will send you a written reply within 5 working days of receipt of your
complaint/request.

3. If you are dissatisfied with the answer provided by the Centre, you may send your
complaint/request to the British Council either by e-mail
(exams@britishcouncil.pl) or by post to the following address:

Examinations Services
Fundacja British Council
Ul. Koszykowa 54
00-675 Warszawa

4. Your complaint/request will be reviewed by the Exams Manager Poland and at
least one other member of the Examinations Services team.

5. Complaints/requests will normally be answered within 5 working days. If there is
a need to contact one of our Centre staff or another organisation (e.g. Cambridge
English Language Assessment), the processing of your complaint/request may
take up to 14 working days.

Thank you.
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