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writing to Chair*
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how it will be investigated: 
refer them to Tu3a 

Complaints Procedure

Acknowledge receipt of 
complaint

Appoint two Committee 
members as investigators

Investigators gather all 
relevant documentation 

and interview those 
concerned

Chair appoints subcommittee of 
2-3 additional Committee 

members and sets a date within 4 
weeks of receipt of complaint to 

review matter confidentially

Subcommittee considers matter 
in consultation with investigators, 

taking into account any 
mitigating circumstances, and 

agrees on action

Decision of subcommittee 
relayed in writing to both parties, 
informing them of any action to 

be taken and their right of appeal

If either party wishes to appeal, 
this must be lodged in writing 

within 14 days of communication 
of the decision

Disciplinary action 
enforced

Yes

Chair convenes meeting of 
3 Trustees, including self 

but excluding those 
involved in initial 

investigation & decision

Appellant offered verbal 
right of replay: issue 

summarised, appellant 
allowed to speak

Appeal Panel reviews 
decision.  Their decision 
communicated in writing 
to both parties within 7 
days of appeal meeting.  
This decision is final and 
absolute confidentiality 

must be maintained.

Disciplinary Action
Level 1: No case to answer. No further action.

Level 2: Verbal warning making clear nature of 
unacceptable behavious and consequences of non-
compliance.  Details recorded, dated, kept on file.

Level 3: Written warning from Chair, stating improvements 
required with immediate effect and consequences of non-
compliance.

Level 4: The Trustee or member is asked to leave either the 
committee of the Tu3a.

Formal Complaints procedure

* If the complaint directly involves the Chair, it should be addressed to the Secretary or other Officer.


	Complaints Procedure Flowchart.vsdx
	Page-1
	Page-2


