


Making a complaint 
The information on this form (the Disclosure Form) will be used by the ICGS team to review your complaint and assess whether it is eligible to be considered under the scheme. 
The ICGS team may also allocate an external independent investigator to meet with you to expand on the details of your complaint, though this is not required in all cases at this stage (if a meeting is required it will usually happen quite quickly, so please consider your upcoming availability when submitting your complaint). While we recognise that it’s not always possible, it is helpful if you can be specific and succinct when filling out the form. The ICGS Helpline can support you in filling out this form. 
Confidentiality
Confidentiality is vital to the integrity of all ICGS cases. Divulging the details of an ongoing investigation may make it difficult to carry out the investigation fairly and thoroughly, pose a risk to the wellbeing of others involved in the process and damage their reputation and that of the ICGS. Any information that you receive as part of the investigation must remain confidential. Confidentiality applies from when you make a complaint by submitting this Disclosure Form. 
You must not make public statements, including on social media, about your complaint. 
Any breach of confidentiality by you will be treated seriously, and the ICGS team may decide to discontinue the investigation. In a particularly severe case, a breach may be dealt with as a disciplinary or even a legal matter or as a contempt of the House.  Breaches of confidentiality may also affect the severity of the sanction if the case is upheld, and any breach of confidentiality by you, or on your behalf, may be treated as a mitigating factor.
We do understand that you may wish to discuss your complaint with trusted individuals including trade union representatives, your party whip (if you are an MP), your line manager or very close friends or family. We ask that you keep contacts to a minimum and carefully consider what information you share. You must inform any such trusted individual that the ICGS complaint is confidential, and that they are not permitted to share any information with anyone else. Please share the guidance for Trusted Supporters with them. The consequences referred to above may follow if information about the case that came from you is shared more widely.
We ask that your trusted supporter is not someone who is directly involved in the complaint as a witness or as another complainant, and that you do not discuss evidence with the respondent (the person(s) you are complaining about), witnesses or other complainants.
You retain the right to seek legal advice and to discuss matters with the police or with health and wellbeing services. The ICGS confidentiality requirements do not prevent individuals from raising concerns through other channels, such as with their HR service.
How will the information I provide be used?
The information you provide to the ICGS will be used for the purposes of dealing with the complaint. As part of this process, the ICGS team may conduct some preliminary enquiries, which may involve contacting other teams inside or outside of Parliament. The ICGS team will only share what is necessary to complete their initial checks. Anyone involved in handling a complaint is bound by confidentiality. 

If your complaint is eligible, then it will be shared with the decision-making body (DMB) and the respondent (the person(s) you are complaining about). Witnesses may also be shown evidence you provide as part of the investigation. All these people are also bound by a duty of confidentiality.  

In limited circumstances, the investigator, ICGS team or DMB may need to disclose some information to other parties for safety, duty of care, safeguarding or legal purposes. 

If you have any questions about how confidentiality applies to your complaint, please speak to the ICGS Helpline or contact the ICGS team at icgs@parliament.uk. 
For more information about how we collect and use personal data, please see the ICGS Privacy Notice.
	About you

	Name
	

	Address
	



	Phone number(s) 
Please indicate if personal or work
	

	Is it safe to leave a voicemail or to send a text to these numbers?
	

	E-mail address(es) 
Please indicate if personal or work
	

	What is your preferred method of contact (E-mail or telephone)
	

	Your role, employer, and office location
OR
For visitors, your reason for being on the Parliamentary Estate
	

	If your complaint means you need to speak with an ICGS Investigation Support Officer (ISO) or an independent investigator, would you prefer this meeting to take place in person, over MS Teams, or by telephone?
	

	Do you need any reasonable adjustments or flexibility in how we communicate with you?

If yes, please tell us what would help.
	



	The complaint

	Name(s) and role of the person you are making a complaint about (the respondent)
	

	Relationship to this person (if any)
	

	Date(s) and time(s) of the behaviour you are complaining about
	

	Were you a member of the Parliamentary community at the time of this behaviour?
	

	If known, was the person(s) you are complaining about a member of the Parliamentary community at the time of the behaviour?
	

	Have you raised this complaint elsewhere? If yes, provide details
	

	Is this complaint related to an ongoing or previous ICGS complaint? If yes, provide details
	

	Does any part of the complaint relate to sexual misconduct?  
	

	If yes, have you been offered support by an Independent Sexual Misconduct Advisor (ISMA)?

An ISMA can give you free, confidential support during this process. They are there to help you understand your options and support you in a way that feels right for you.

	

	If yes, are you currently being supported by an ISMA?

If you are not currently supported by an ISMA and would like this support, please tell the ICGS team when they contact you to confirm they have received your complaint.
	

	Please provide details of the complaint, what happened, when (how many times, dates), locations. 










	Informal Resolution

	Are you open to resolving your complaint informally?

Informal resolution can help resolve a complaint without having to go through a full investigation. It is completely voluntary and can take different forms, including a facilitated conversation, a letter of apology, attending training or mediation. More information is available here
	Yes/No/Don’t Know




By signing this form you are confirming that you:
· have read and understood the confidentiality requirements and additional information above;
· consent to this form being forwarded for investigation.

	Signature: 

	 


	Date:
	




Feedback
The ICGS team is working constantly to improve the scheme and will seek feedback from you at the end of the process. You can help us ensure the ICGS is accessible to everyone, by returning the attached ‘Tell us about you’ form along with this Disclosure form.

