THE ROYAL GREEN JACKETS (RIFLES) MUSEUM
CUSTOMER CHARTER

We aim:
· To get things right first time
· To answer telephone calls within office hours within 20 seconds
· To see visitors with queries within five minutes of their arrival at reception
· To respond to letters within five working days or, if a full response cannot be sent in this time, to send an acknowledgement of receipt within three working days advising when a full response may be expected
· To acknowledge receipt of e-mails and web enquiries within 24 working hours and to send a full response within five working days or, if a full response cannot be sent in this time, to advise when a full response may be expected
· To acknowledge any complaints within five working days
We will:
· Wear identity badges at all times
· Offer visitors a private setting to talk about confidential matters
We will not:
· Always be able to provide you with what you want. If we cannot, we will, where possible, suggest options or alternatives
· Accept any form of abuse or discriminatory behaviour against our staff, visitors or users.
Customer Care – Staff Excellence

If you wish to single out a member of staff for exemplary customer care, please write to:
The Chairman, The Royal Green Jackets (Rifles) Museum, Peninsula Barracks, Romsey Road, Winchester, SO23 8TS

Making a Complaint

We recognise that there may be occasions when things go wrong. Your complaint may be the first step in helping us put matters right. If you wish to make a complaint during a visit, please ask to see the Curator. If you wish to make a complaint after a visit, please write to: The Chairman of the Museum or the Curator at the above address.
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