
ANNEX F TC "ANNEX F" \f C \l "1" 
How to fill in an Annex F to raise a Service Complaint

1. Before submitting a Service complaint or at the earliest opportunity, seek the

advice of your Assisting Officer (AO) if appropriate. This may be an Officer, Warrant Officer, SNCO or Civil Servant of equivalent grade, the AO will be appointed by the CO but every effort is made to assign an AO requested by the complainant. Further details on the role and responsibilities of the AO can be found in JSP 831, Annex I. 

2. If the complaints contains allegations of bullying and harassment read the

guidance in JSP 763, Chapter 4 (bullying and harassment cases) and seek advice from the unit Equality and Diversity Advisor (EDA) (for bullying and harassment complaints). 

3. If the complaint involves a number of similar, related incidents involving the

same subject of the complaint, you should submit a single Service Complaint Form. Otherwise, each complaint should be made using a separate form.

4. In setting out how you allege that you have been wronged, provide the facts
as clearly as you can. In particular, give as much detail as you can about: 

a. date(s), time(s) and location(s). If you cannot remember the date(s) of

the incident complained of, you should say so; 

b. the incident itself or, if there was more than one, each of them. If the

incident(s) occurred over a period you should say when the period ended or when the latest incident occurred; 

c. details of anyone who witnessed the incident(s); 
d. the effect that the incident(s) had on you; and 
e. any attempt you have made to resolve the matter.
5. In additional to the information on the incident, if you complaint involves

allegations of bullying and harassment, it is important to include details of who  you believe is bullying and harassing
 you, any witnesses to the incidents and what effect this had on you. This can be found in part 4 of the form.  

6. Make clear what redress (outcome) you seek from this complaint. That is, the

action you expect the officer dealing with the complaint and/or subject of the complaint to take. 
SERVICE COMPLAINT FORM

To:


Prescribed

Officer (normally the

Commanding Officer)






    

1.  In accordance with Section 334 of the Armed Forces Act 2006, I:

(Service Number, Rank/Rate and Name)

Currently serving at (* assigned/attached to:  


 
or * discharged on:                                              
        (Date) 
Of current address:

claim:

a.
that I have been wronged as set out in 
paragraph 2 below; and
that I seek the redress specified in paragraph 5 below.
(* Delete as appropriate)

2.  I believe that I have been wronged in the following manner:


3. Does your complaint include allegations of bullying and / or harassment? 

Yes



No


Please tick appropriate

 
[image: image1]
If ticked Yes, complete section 4 a – c. (Also complete sections 5 and 6.)

If ticked No, continue straight to section 5 - 6. 

4a. Identify the person(s) you believe is bullying and/ or harassing you. 


4b. Details of any witnesses:


4c. State why you believe your complaint falls into the bullying and harassment category and what effect did the incident(s) have on you?


5.  What outcome or redress do you seek from this complaint?

[image: image2]
6.  Complaints submitted under the Armed Forces (Redress of individual Grievance) Regulations 2007 must normally be submitted within 3 months of the date that the matter complained of occurred or of the latest in a connected series of incidents. Provide an explanation if you think that this complaint is made outside this time limit and say why it should be considered outside the time limit. 
 


Note:  Relevant supporting documents that you consider would be helpful to the investigation of your complaint should be enclosed and recorded on a separate sheet.




































(Include Date(s) and Times, Location and Nature of incident(s) as appropriate)


















































	



















































































(Continue on separate sheet if required)

















Name





Rank/Grade





Unit, phone, e-mail details





Name





Rank/Grade





Unit, phone, e-mail details 



































(Continue on separate sheet if required)



























































(Continue on separate sheet if required)


























Signature of Complainant:











Date:








� Refer to JSP 763 for definitions of bullying and harassment.






