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COMPLAINTS PROCEDURE FOR HASTINGS OLD TOWN CARNIVAL
In the event that any committee member or volunteer feels that they have a complaint against the Carnival Committee they should follow the procedures below:

1. If the matter is a child protection issue or involves anyone aged under 18 years it should be reported directly to the Carnival’s Safeguarding Officer.
2. For all other complaints the matter should be referred to the Chair of the Carnival Committee or other appropriate officer.  The report should include:
a) Details of the incident
b) The date and time the incident occurred
c) Names of any witnesses or people present at the time of the incident
d) Statements from any witnesses
3. The Carnival Chair will refer any complaints to the Complaints Management Group consisting of the Chair, the Secretary and the Safeguarding Officer.  The Group will:
a) Treat every report as confidential
b) Not discuss any matters with anyone outside of the group other than to request expert advice
c) Declare immediately if they have a conflict of interest
d) Treat each reported incident fairly and equitably
e) Report back to the full committee at the appropriate time
4. The Complaints Management Group will have the power to:
a) Issue a verbal warning as to future conduct
b) Issue a written warning as to future conduct
c) Suspend from activities or membership for a period of time
d) Remove/expel from the volunteering with the carnival

At all times the person making the complaint shall be advised as to the process being taken.  In addition the Carnival Committee will be informed as to the outcome under confidential matters by a representative of the Complaints Management Group

In the event of a complaint being received from a member of the public it should also be referred to the Complaints Management Group who will make the decision whether it should be referred to another organisation e.g. Hastings Borough Council, Police etc for them to investigate and take the appropriate action.

Anyone making a complaint should be aware that the Carnival Committee operate a Whistleblowing Policy as follows:
The aim of this is to provide a clear and transparent way for anyone within or connected to Hastings Carnival Committee to raise genuine concerns about acts of wrongdoing or malpractice in the organisation. It also aims to ensure that any concerns are dealt with effectively and in a timely fashion. It enables those people authorised to deal with allegations the means to ensure that nobody is penalised for raising genuine concerns, even if those concerns prove to be unfounded. It also provides the guidelines by which action may be taken against anyone who is found to have raised false concerns with malicious intent. 
If you wish to raise a concern then:
1. Speak to a member of the Complaints Management Group as soon as possible raising your concerns.
2. It may be necessary to have a further meeting and you may be asked to give details about your concerns to the Complaints Management Group.  If the concern is against a member of the Complaints Management group they will not be in attendance.
3. You will be told either at the meeting or as soon as possible afterwards what, if any, action will be taken to address your concern or allegation.  It may not always be possible to tell you the full outcome at this point particularly if an investigation has to take place which involves statutory agencies.  If no action is to be taken you will be informed of the reasons why this decision has been reached.
4. If you do not want the person you have concerns about to know your identity, you should make this clear to the group at the earliest opportunity. Every effort will be made to respect your wishes, but it cannot be guaranteed that your identity will not be disclosed. If this is the Complaints, you will be informed and any issues you may have about this will be discussed with you. 
Conducting an investigation 
1. Unless the matter is relatively minor and can be dealt with informally, the Complaints Management Group will arrange for an investigation to be completed and a member of the group will be asked conduct the process.
2. The scope of the investigation will be determined by the nature of the concern. Witnesses may need to be interviewed and records may need to be scrutinised. It is also possible that advice may be sought from outside the association if needed. 
3. Once the investigation is completed, a report will be produced summarising the nature of the concern, the investigation process and the outcome, including recommendations. Measures will be taken to preserve the anonymity of the person who raised the concern, if this has been their wish. If the concerns are not upheld, this will be made clear. 
4. If the concern is upheld and the person at the centre of it is found to have been culpable or remiss in some way, the report’s recommendations should be carried out using a clear plan of action. The plan may include the use of a warning, training or support. 
5. If it becomes apparent during the course of the investigation that a criminal offence may have been committed, the police will be informed in which the Carnival Committee’s investigation will be suspended or stopped.  
6. The person who raised the concern will be informed of the outcome, but not the details of any disciplinary action. It appropriate support or counselling will be offered to that person. 
7. If the concern is unfounded and the person who raised it is found, through the process of investigation, to have acted maliciously or out of a desire for personal gain then action may be taken against them.
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