


Ladies Football 4 Fun – Complaints Procedure
1.Purpose 
At Ladies Football 4 Fun we want everyone to feel safe, respected and listened to. This procedure explains how to raise a concern or complain and how we will respond. 

2. What this covers 
This procedure can be used for complaints about anything relating to sessions, the running of the organisation or general complaints. Please note if you have a safeguarding complaint this is dealt with under our safeguarding policy. 
3. How to make a complaint 
· Verbally to your session leader or any member of the board (M.Howarth, Chairperson / L.Cox, Secretary or C.Frampton, Treasurer) 
· By Email – ladiesfootballfun@gmail.com 
· By phone – 07966627367 (This is M.Howarth’s personal phone number) 
When making a complain pleas include: 
· Your name and contact details 
· The people involved 
· The incident details (date, time, location and what happened) 
· Any evidence to support your complaint 
· What outcome you would like 

4. Informal resolution (where appropriate) 
Where possible, we encourage concerns to be resolved quickly and informally by speaking to your session leader or Chairperson. This can often resolve misunderstandings early. 
If the issue is serious (e.g. bullying, discrimination, safeguarding etc) we will move directly to a formal process. 

5. Formal complaints process
Once a complaint is received we will: 

Acknowledge it within 3 working days, we will confirm who is handling it and what happens next. 
We will then move to a fair investigation, this may involve:
· Speaking to those involved 
· Reviewing any evidence 
· Seeking guidance from professional bodies such as the local council or the FA 
We will provide an outcome in 10 working days, should more time be needed we will inform you and explain why. 

6. possible outcomes
Depending on the complaint the organisation may: 
· Apologise and explain what happened
· Put changes in place to prevent reoccurrence 
· Issue reminders and warnings to the wider group 
· Arrange a meeting to rebuild relationships 
· Take disciplinary action under the code of conduct 
· Refer to safeguarding procedures 
· Dismiss those involved from attending Ladies Football 4 Fun sessions and events. 
7. Confidentiality and respect
We will treat complaints confidentially and sensitively. Sharing information only with those who need to know. 
We expect all parties to behave respectfully, the organisation will not tolerate: 
· Abuse, intimidation or harassment 
· Gossip or online arguments linked to the complaint 
· Retaliation towards someone who raised a concern 

8.Escalation / appeal 
If you are not happy with the decision made you can request a review with the board members within 10 days of receiving the decision. 
The review will not include previous members of the board who reviewed the complaint where possible 

9. safeguarding and urgent concerns 
If the complaint involved abuse, serious misconduct or a safeguarding concern please report this directly to M.Howarth (Chair) immediately. If needed you can also contact the emergency services on 999. 
10. record keeping 
Ladies Football 4 Fun will keep records of complaints and outcomes to ensure issues are dealt with fairly. 


















This policy was approved by the board of trustees - M.Howarth (Chair), L.Cox (Secretary) & C.Frampton (Treasurer),  in June 2025 and will be reviewed in June 2026. 
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