First stage

If you need to make a formal complaint, you should make it :
* In writing, using the application form at pages 6-8, and

* Normally within 6 months of the day when you were told of the
decision you want to complain about.

Your complaint will be considered carefully by a person nominated by the
body that took the decision against which you wish to complain. This guide
calls them the “nominated person” That person is required to give you their
decision in writing.

If the nominated person's decision is contrary to the decision you complained
about, the employer or administering authority who made that original
decision will now have to deal with your case in accordance with the
nominated person's decision.

If the decision you complained about concerned the exercise of a discretion
by the employer or administering authority, and the nominated person decides
that the employer or administering authority should reconsider how they
exercised their discretion, they will be required to reconsider their original
decision.




