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OFFICIAL SENSITIVE WHEN COMPLETE

Civil Service Commission 
Civil Service Code 
Complaints Submission Form



	This form is for raising a complaint to the Civil Service Commission under the Civil Service Code. 

Please review the Civil Service Commission’s published guidance for bringing a complaint  under the Civil Service Code before you submit the form. Failure to state, with reference to the Code, where you believe breaches to have occurred may result in the rejection of your complaint. 

Complaints regarding HR management issues, bullying, harassment, discrimination and/or victimisation are managed by departmental policies and employment and equality law and are outside of the Commission’s legal remit. The Commission will be unable to progress your complaint.

To ensure accountability and fair process, all complaints should include their name and relevant contact details.
We are committed to respecting your privacy and safety in collecting and processing your personal data[footnoteRef:1]. [1:  For further information see:
https://civilservicecommission.independent.gov.uk/policies/privacy-policies/] 




Please complete ALL questions.

1. Are you making a complaint under the Civil Service Code?

To be completed

The Commission considers complaints under the Civil Service Code and complaints relating to the Recruitment Principles. For Recruitment Principles complaints, please use the relevant form on the Civil Service Commission website.

2. Have you raised your complaint with the department and received a final decision  ? 

To be completed

You will need to provide a copy of the final decision issued by the department along with your fully completed complaint form. Without this, the Commission cannot progress your complaint. Please refer to our published guidance on the process to follow if you have not received responses and/or a final decision from the department.

3. Are you an existing civil servant?

To be completed

Only civil servants can complain to the Civil Service Commission about alleged breaches of the Civil Service Code.

If you are not an existing civil servant and wish to lodge a complaint, please contact the relevant department directly, locating their contact details via their individual landing page. If you are not satisfied with the department’s response, you may refer the matter to your local MP, who will assess whether your complaint can be escalated to the Parliamentary and Health Services Ombudsman.

4. Are you complaining about an existing civil servant?

To be completed


5. Is your complaint regarding bullying, harassment, discrimination, victimisation and/or dismissal?

To be completed

If yes, the Commission will be unable to progress your complaint. Such matters are managed by internal departmental policies and employment and equality law and are outside of the Commission’s legal remit. 

The Code does not extend itself to HR, management or departmental policy issues. These issues should be raised using the internal grievance policy available within the department. Should you remain dissatisfied with the handling of an internal grievance, you may wish to explore other avenues to further your complaint.

6. The Civil Service Commission understands that complaints labelled as ‘whistleblowing concerns’ may have implications relating to the Civil Service Code. However, the Commission is not designated to receive whistleblowing disclosures.  Are you content with your complaint being processed under the Civil Service Code only?
To be completed

If you wish to raise a whistleblowing concern you should follow your organisation’s ‘Raising a concern’ policy. Other options are available if you prefer not to report to your employer, such as seeking legal advice from a lawyer or informing a prescribed person or body. Please visit https://www.gov.uk/whistleblowing for a list of prescribed persons or bodies you can report the wrongdoing to. 

If you intend to raise a concern with the Commission, it must be submitted as a Civil Service Code complaint, and not as a whistleblowing disclosure.


7.  Is your complaint a part of ongoing legal proceedings, such as at an employment tribunal or other court?

To be completed

The Commission cannot hear a complaint while it is subject to legal challenge at an employment tribunal or other court proceedings.

8. In clear and concise terms, and no more than 700 words, please outline your complaint. With reference to the published Code, please clearly state where you believe breaches of the Civil Service Code to have occurred. You must also state what action has taken place already and why you disagree with the department’s final decision.

	[bookmark: _heading=h.gjdgxs]Please limit your outline to 700 words. 


















Declaration

Please read and tick the following statements:

☐ I confirm that the information provided in this form is true and accurate to the best of my knowledge.
☐ I understand the Commission will need to contact my department and share relevant details of this complaint, including my identity, where necessary in order to investigate.
☐ I understand that the Commission will only consider complaints that fall within its remit under the Civil Service Code.
☐ I understand that the Commission is not my employer nor a prescribed body who I can make a disclosure to in order to gain legal protection under whistleblowing law. 

 
Your name:
 
Date:

Please submit your completed form along with copies of your original complaint and the department’s final decision only to info@csc.gov.uk. A response will be issued within 20 working days.
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