Pevensey Bay Sailing Club Complaints Procedure

Rationale and Purpose

PBSC has a commitment to create an environment where all members and visitors
are treated with dignity, courtesy and respect, and a community which is free from
discrimination and harassment. However, on occasion, there may be times where
members wish to make a complaint regarding another person/s, or the
actions/activities of the club. This Policy sets out the process for making a complaint
and describes how it will be dealt with.

PBSC commits to treat all complaints seriously and investigate them confidentially,
impartially and in a timely manner.

Complaints Process

Stage 1

Email commodore@pbsc.org.uk with the following information-

1) Full name

2) Contact details

3) A full description of the complaint giving as much detail as possible. To include at
least- persons involved, what happened, where it happened, when it happened, and
any witnesses.

5) What the complainant sees as a reasonable outcome of this process

Stage 2

The commodore will raise the complaint at the next committee meeting. (If the
complaint is of a very serious nature an emergency meeting may be called with at
least 3 committee members)

The complainant will be offered the opportunity to speak at the meeting, and
subsequently any other members involved will be also offered the chance to
represent themselves at an appropriate opportunity. If necessary, any withesses may
be asked to provide further information.

The Committee will discuss the complaint and take any actions as they deem
appropriate and necessary. The committee’s decision will be final.

Stage 3

All persons involved in the complaint will then be advised of any action to be taken in
relation to the complaint.

The Committee will monitor the outcomes of complaint decisions to ensure a
satisfactory resolution has been achieved.

The process will be completed within 2 weeks of the committee’s decision.
A record of the investigation will be kept on the appropriate form, and this will be kept
on file along with a copy of the original complaint.
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PBSC Complaints Procedure Record Form

Date complaint received:

Name of Complainant:

Brief summary of complaint
(attach copy of all emails
pertaining to complaint)

Summary of Committee’s
discussion and outcome
decision.

Date of Meeting:

Committee Members
Present:

Actions after decision

(each action to be dated
when completed)




