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Leicestershire and Rutland Federation of Women’s Institutes

Complaints Procedure 
Equality/Diversity/Accessibility
	1.
	When a complaint is received and is identified as an equality or diversity and accessibility matter, it should be acknowledged within five working days, logged in complaints book, dated and numbered.  A complaint should be received in writing.


	2.
	A panel should be set up to discuss the matter this should be made up of:

· A representative from a committee not involved or trustee

· Trustees responsible for Equality and Diversity and accessibility

· One other.



	3.
	The evidence can be given either orally by the complainant/s or in writing. 



	4.
	When the panel have reached their decision, a summary should be written as to how they arrived at their findings.  A copy of this should be sent to the complainant(s) with a copy to be filed with the original documentation. 



	5.
	If the results of the inquiry affect the Equality and Diversity Policy and Accessibility Policy, this should be updated to take this into account.




NWFI FEDERATION COMPLAINTS PROCEDURE 

Complaints should be sent to the Federation Secretary in writing and will be dealt with by Federation officers.  A response will be given within four weeks of receipt. In the case of an officer being mentioned in the complaint, she will not take part in the meeting considering the complaint.

An appeal against the decision should be sent to the Federation Secretary and will be heard by the federation board.  A response will be given within four weeks.  The decision of the federation board will be final.

If the complaint is about salaried staff, it should be addressed to the Federation Chairman.

For constitutional issues the Constitution and Rules for County/ Island Federations of Women’s Institutes or Articles of Association will apply as appropriate.

