
 

 
Complaint Process Policy  
 
We Want to Know 
If you believe anyone is violating (1) any law; or (2) any Company policy such as 
inappropriate conduct or operating outside of the terms of our Service Level 
Agreements, we need to know about it immediately.  
 
There are multiple options for you to let us know about your concerns:   
 
In person: we encourage you to notify your lead teacher or anyone in the Spring 
Leadership Team or Eileen Hinds the Chair of Spring Tuition’s Advisory Board;  
By phone: You are welcome to contact our Spring Tuition main contact 07769002164  
or  
By email: hello@springtuition.co.uk or ehinds18@gmail.com at any time to share 
your concerns;   
In writing: Any concern may be submitted in writing via a written statement and 
provide to Spring Tuition 19, West End, Hebden Bridge, HX7 5UQ or the Advisory 
Board Eileen Hinds, Spring Tuition 19, West End, Hebden Bridge, HX7 5UQ.  
 
Timing is Crucial  
Please notify Spring Tuition promptly if you are aware of any violations of law or 
Company policy. Prompt reporting will serve to enhance the Spring Tuition’s ability 
to investigate effectively and to preserve important evidence for future 
proceedings, including, for example, legal and disciplinary proceedings.  
 
Confidentiality is Critical 
 Confidentiality is critical to help ensure all concerns and complaints are reviewed 
and (as appropriate) investigated objectively and fairly to everyone involved. 
Please know that all concerns and complaints are important to us; however, 
depending on the nature and complexity of the issue, it will take time to evaluate 
the concern. Subject to all laws and Company policies, we will keep you apprised of 
developments. Please know that in some circumstances we may not be able to share 
with you the resolution or specific actions taken by the Company.  
 
Anonymous Complaints  
Please know that all complaints are reviewed and handled with care and concern 
for our employees. If a concern is reported anonymously, it will be reviewed to the 
extent possible. However, anonymous complaints may affect the Company’s ability 
to investigate and respond effectively.  
 

https://www.google.com/search?q=grow+tuition&oq=grow+tuition&aqs=chrome.0.35i39i355j46i39i175i199j69i59j0i22i30l2j0i10i22i30j69i61l2.1760j0j4&sourceid=chrome&ie=UTF-8


 

No Retaliation  
No one may be discouraged from notifying the Company of any complaint or 
concern. If you believe that you or anyone that has filed a claim is receiving any 
type of negative treatment as a result of notifying the Company of a concern, 
please notify any member of Spring Tuition’s Leadership Team or any member of 
the Advisory Board immediately.  
 
Conflicts of Interest  
Please know that your concerns will only be shared with Spring Tuition individuals 
that need to know about the issue in order to appropriately and adequately review 
and investigate the concern. In the event your concern involves an individual that 
would typically be involved or made aware of such a concern, please know that 
Spring Tuition will take all reasonable steps to avoid any conflicts of interest. We 
have processes in place to allow alternate individuals evaluate the concern when 
potential conflicts of interest arise, such as drawing upon our Advisory board and 
our HR team. 
Typically, HR and only individuals relevant to the concern will be involved in the 
investigation. A legal team may be involved as well depending on the nature and 
complexity of the concern. Please let us know of any potential conflicts of interest 
that you believe may or actually exist.  
 
Timing  
Each concern and complaint are unique and important to us. Therefore, it is 
impossible to provide a specific timeline for resolution of all complaints and 
concerns. However, Spring Tuition will begin its review and investigation process 
usually within three (3) business days of receiving the complaint or concern. 
Depending on the number of individuals involved and complexity, the investigation 
can take up to [three to six weeks]. Your concerns are important to us. We are here 
to help. 


