Appendix 2

NRCPD Complaints Flowchart

CC = Complaints Committee

CoC = Code of Conduct

CPD = Continuing Professional Development
PSP = Professional Standards Panel

Stage 1 — Initial Filtering Process

AC = Appeals Committee
CP = Registered Communication Professional
NP = Nominated Person

RM = Registration Manager
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RM:
e Informs CP of complaint
e Asks CP to provide own version of events — deadline for ‘First Statement’
response given
0 e Contacts relevant PSP members to form CC of three.
< e Agrees date for hearing with CC members
g e Informs complainant and CP of hearing date, asks if they will be attending
e e Arranges hearing (if venue etc needed)
o\
é e Checks decisions of previous CCs: if similar case(s) heard before,
B prepares info for CC - similarities, decision, and sanction, if any.
Q e Circulates ‘First Statements’ to both parties with deadline for ‘Second
< Statements’
e Circulates ‘First & Second Statements’ and other relevant paperwork to all
parties prior to hearing.
Arranges professional expertise if needed by CC.
Attends hearing if required (for technical advice only).




Stage 2 — Complaints Committee
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RM:
e Informs all parties of decision, including appeal

procedures.
e Amends register if necessary.

e Keeps records of decisions made, sanctions
imposed, CPD recommended, etc

e Records decision, if appropriate, on CP’s file.




Stage 3 — Appeals Committee

2 months

At least one party
is dissatisfied with
CC decision.

v

Within 28 days of decision letter, appellant
informs Registration Manager of appeal
request.

RM:

Ensures valid grounds for appeal exist

Contacts relevant PSP members to form Appeals Committee
(AC), excluding those previously involved.

e Agrees arrangements for hearing with AC members
e  Seeks additional information if required
e Sends all relevant information to AC members
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Appeals Committee
considers appeal.

v
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Appeal rejected: original
decision/sanction stands.

Appeal partially rejected:
decision stands but sanction

Appeal successful: decision
changed, sanction imposed if
necessary.

is changed.

2 months
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AC Chair sends report to RM
summarising decision made
and sanctions imposed (if any).

l

RM:

Informs all parties of decision.
Amends register if necessary.

Keeps records of decisions made, sanctions
imposed, CPD recommended, etc

Records decision, if appropriate, on CP’s file.




