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1. PURPOSE AND SCOPE

This procedure describes how to handle complaints and appeals that

relate to the operation of Subiaco (National Premier Leagues) FC Inc.
(Club).

This procedure is to be used in conjunction with Form F.01
Complaints and Appeals Form

2. RESPONSIBILITIES

Club officials (Coaches and Managers) are authorised to handle
complaints and appeals in the first Instance. Club officials shall notify
the Club’s Management Committee of all complaints and appeals.
The Management Committee is authorised to handle all complaints
and appeals, including those that are not resolved in the first instance.

3. PROCEDURE

3.1 Complaints and Appeals

In situations where a complaint or appeal is not resolved through discussion
between the parties concerned, the relevant Club official will:

* inform all parties of the complaints and appeals process;

* have the complainant complete a Complaints and Appeals Form; and

* deliver the Complaints and Appeals Form to the Club Secretary.

The Management Committee will:

o only consider complaints and appeals that are presented in writing;

o organise for a complaint or appeal to be arbitrated by an independent
person or panel, if in their absolute discretion, the Management
Committee deems is suitable to do so;

o ensure that a complaint or appeal is dealt with in a constructive and
timely manner (ordinarily at its next monthly meeting);

o ensure that each party has an opportunity to formally present his or her
case, and is given a written statement of the reasons for the final
decision;

o ensure that the Club acts upon the subject of any complaint or appeal
found to be substantiated.
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COMPLAINTS & APPEALS FORM FORM F.01

Use this to register a complaint or appeal relating to the operation of Subiaco
(National Premier Leagues) FC Inc. Please include all details on this form and
forward it to the Secretary, within 7 days of the occurrence of the event to
which your complaint or appeal relates.

This form should be used in conjunction with the Subiaco (National Premier
Leagues) FC Inc. Complaints and Appeals Procedure. Ensure you also state
your desired remedy.

Complainant: Date of event:

Email
Address:
Address 1:

Address 2:
Mobile No:

Details:

Complainant Club Official Signature:
Signature

Date: Date:

If more space is required, attach a document to this form.
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