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ABODE

home of renewable heat

Complaints and Dispute Resolution Procedure

The aim

A complaint is any expression of dissatisfaction by our customers where they want us to do
something about it.

Where a customer has a complaint, we will consider it and try to find an agreed course of action to
resolve the complaint speedily and effectively to the customer’s satisfaction.

The procedure

1. The customer can contact us initially by phone, email or post. They should do so as soon as
possible after first noticing the problem.

2. We will take the details of the complaint, log them in our Buildertrend Warranty/Complaint
function that will link all complaints to the original job and make a thorough note. This function
provides central log of all post sale customer complaints.

Warranty Request Details.

Information

Claim # F

Titie®

Customer Complaint
Category

At Source Heat Pump

Description of Problem

Customer phaned In 1o report kot water not feaching usable lemperaturs

Internal Notes

Assigned Information

Service Coordinator

Classification®

3. We will inform the customer that we will do our best to resolve the complaint but that they have
a right to pursue the complaint if we cannot reach a satisfactory resolution (see point 10).

4. For complaints by phone, if we can’t resolve the matter immediately we will ask the customer to
put the complaint in writing, in an email or letter, so that there is a clear record for everybody. We
will offer help with this if the customer wants it. Copy of written complaint will be attached to the
Buildertrend warranty/complaint record.
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Service Appointments Log Completed Service | Y

Assigned To Scheduled For

(Edit) Luke Browne Thu, Apr 25, 2019 09:30 - 10:30

(Edit) Luke Browne Wed. Apr 24, 2019 10:00 - 11:00

Attachments Add Create New Doc View All (1)

Written customer com
4 ™
v fn\ >

Messaging = ada~

Appointment Status

#&: PENDING - Less than 1 day!
A INTERNALLY ACCEPTED - Wed,

#A: ACCEPTED(ov) - Wed, Apr24-2:
A INTERNALLY ACCEPTED - Wed,

5. If necessary, we may have to ask the customer to provide us with paperwork or other material.
We will attach any material to the Buildertrend warranty/complaint record. (See above screenshot)

6. If we need to inspect the system or visit the customer to investigate the complaint, we will do so
within 7 days of receiving the complaint. But if the customer is without heating or hot water as a
result of the situation that led to the complaint, we will get out to them within 24 hours.
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Warranty Request Details

3930 characters remaining

Internal Notes.

4
4000 characters remaining

Assigned Information

Service Coordinator Luke Browne a Show Owner? 7

Classification® Needs Inspection [i] Orig. Item/User —NA-

Added Cost
= Follow-Up Date 26-04-2019

Service Appointments Log Completed Sevice | H

Assigned To Scheduled For Appointment Status Feedback

#: PENDING - Less than 1 day!

S ! & rvat
(Edit) Luke Browne Thu, Apr 25,2019 09:30 - 10:30 3 INTERNALLY ACCEPTED . Wed, Apr 24 - 2:45 PM (©) Awaiting Feedback...

Attachments | ads || create New Doc

Messaging | ad~

7. If a visit is necessary, we will let the customer know the outcome as soon as possible after the
visit. We will also record this in Buildertrend and confirm client acceptance of complaint closed.

Warranty Request Details

Warranty Service Details

Appointment Scheduling
Assigned To* Luke Browne L

Service On* 24042019 | @ | from | 10:00

Internal Appointment Notes:

Tested HW function

4

494 characters remaining.

Attachments | add | create New Doc

Appointment Status

er # ACCEPTED(ov) - Wed, Apr 24 - 2:50 PM
Builder 2 INTERNALLY ACCEPTED - Wed, Apr 24 - 2:50 PM

Final Work Approval

Owner Feedback: il | Service Completed ~ | @ Builder Override?
Appointment Notes

{changed HW temperature setting and showed customer how to adjustin future

Feedback LeftOn:  24-04-2019 14:48

8. We will keep a note of contacts (or attempted contacts) with or from the customer while we are
trying to resolve the complaint, including telephone conversations by updating the open
warranty/complaint attached to the customer job on Buildertrend.

9. We will respond to the customer with our findings and a summary of actions/communications
within 10 working days of receiving the complaint. The customer will be provided with full visibility
of progress of complaint via their portal access.
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Warranty Claim Details

Customer Complaint Claim #: 0001

Added On: 24-04-2019
Category: Air Source Heat Pump
Priority: HIGH

Description: Customer phoned in to report hot water not reaching usable temperature

Appointment List
Assigned To Appointment Time Appointment Status Your Feedback

Luke Browne Wed, Apr 24, 2019 10:00-  Builder Status v INTERNALLY ACCEPTED Feedback Status:
11:00 Service Completed (updated Wed, Apr 24 -

The Builder accepted this appointment time 2:48 PM)

Attachments

Your Status: o ACCEPTED Appointment Notes:

Changed HW temperature setting and
showed customer how to adjust in future

Luke Browne Thu, Apr 25, 2019 09:30 - Builder Status v INTERNALLY ACCEPTED

Attachments 10:30 The Builder accepted this appointment time

Please accept your appointment below

Vi
512 characters remaining.
Accept Re-Schedule

Messaging | Add comment

Whenever we can, we will aim to sort the complaint out more quickly than this and informally, for
example with a phone call to give advice that solves the problem. We will still log complaints resolved
in this way.

10. If we cannot resolve a complaint and the customer is not satisfied with the remedy offered, we
will advise where they can pursue their complaint.

- If the complaint is (partly or wholly) about technical aspects of the installation of an energy
generator, we will direct them to our MCS installer certification body NICEIC.

- if the complaint is about matters within the remit of the Renewable Energy Consumer Code (RECC),
we will direct the customer to RECC. The RECC dispute resolution process is set out in the ‘How to
Complain’ section of the RECC website.

11. We will cooperate with MCS or RECC complaint-handlers to assist them to resolve the complaint.

12. We will not take, or threaten to take, action against a customer through the courts without first
trying to solve the problem as set out here and in RECC’s dispute resolution process.

13. We will regularly review all Buildertrend Warranty/Complaints to identify any actions we may
need to take to prevent complaints recurring as part of our MCS quality review process.
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