IRISH GYMNASTICS – COMPLAINTS & DISCIPLINARY – DOCUMENT 11

Help Notes to presenting a Complaint under the Irish Gymnastics Complaints & Discipline Rules and Procedures
For a committee who has the remit of investigating complaints, it is important that any complaint is dealt with promptly. Sometimes there are factors outside of the Committee’s control which may delay the process.
The following points may help if you wish to submit a Complaint form.
Under Irish Gymnastics Complaints & Disciplinary Rules and Procedures any Complaint not completed in accordance with Procedures 3.2.1.1 to 3.2.1.3 inclusive is invalid.
· Before a Complaint Form is completed, it is important to be familiar with the Rules and Procedures – see Rule 3.2 “Complaints” under the “Procedures” section.
·  The Complaints and Disciplinary process is initiated in respect of a Complaint in the following circumstances: - 
1. When the CDO receives a valid Complaint in writing. 

2. A valid Complaint shall state (i) the nature of the Complaint and (ii) the date of the incident (iii) the rule allegedly breached.

3. A valid Complaint shall be made within 14 days of the occurrence of the subject matter of the Complaint, save where exceptional circumstances are proven to the satisfaction of the CDO.

4. A valid Complaint shall be accompanied with payment of an administration fee of €50.00 for a Complaint made at Club level and an administration fee of €100 for a Complaint made to any other level. The fee for any Complaint upheld will be refunded to the Complainant.

· Any External Club Complaint must be completed on the IG Complaint Form (IG C&D Document 1 – Complaint Form) AND sent to “FAO Complaints & Disciplinary Officer” Irish Gymnastics Ltd, Sport House, 13 Joyce Way, Parkwest, Dublin 12
· Any Internal Club Complaint must be completed on the IG Complaint Form (IG C&D Document 1 – Complaint Form) and sent to the Club CDO. 
· The IG C&D – Document 1 - Complaint Form can be downloaded from http://www.irishgymnastics.ie  
· The IG Complaint Form can be supported by a letter. If supporting evidence is being included, the evidence must be cross-referenced on the IG Complaint Form (and in any covering letter). 
· IG Complaint Form - Document 1 (and letter if included) must be signed, dated and include full contact details as IG or a Club may need to communicate at a later date. The IG Complaint Form must be completed in easily readable writing!
· The CDO is not obliged to investigate a Complaint Report.
· If the complaint involves suspected abuse or a criminal offence the Children’s Officer/Designated Person will be consulted by the Complaints & Disciplinary Officer and the investigation is suspended. The IG Designated Person will then inform the Statutory Authorities. 
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