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Staff Member Discusses with 

Complainant and Gives Verbal Response 

Concern Presented 

to Staff Member or Volunteer 

 

Elements of Complaint Agreed 

Investigating Officer Allocated 

 

Head of Volunteering Confirms Elements 

with Complainant in Writing 

 

Gather & Collate Evidence 

Discuss Findings with Director 

Agree Outcomes for Each Element 

Written Response from Head of Volunteering 

Complainant Satisfied. 

Feedback to Monitoring 

System 

If Presented to 

Volunteer, Volunteer 

Must Inform Their Line 

Manager 

Formal Complaint in Writing to 

Head of Volunteering 

Complainant Not Satisfied 

Give Complainant Volunteer 

Complaints Policy 

Complainant Satisfied. 

Feedback to Monitoring 

System 

Complainant Not Satisfied 

Appeal to Director within 10 Working Days 

Written Response to Complainant 

Director Reviews Investigative Procedure of 

Complaint 

INFORMAL STAGE 

FORMAL STAGE 


