
 
 
 

Submitting a Complaint or Appeal Application 
 
You must send an appeal request or complaint notice to our Chair-person 
via our Committee Contacts Email Form: 
 
https://www.lutontownwfcladies.co.uk/committee.php 
 
You can also use this alternative form if the above link isn’t working: 
 
https://www.lutontownwfcladies.co.uk/contact-form.php 
 
This must be done within 30 working days of: [amended copy layout 28/4/2026] 

• receiving the original decision that you are appealing (or making a 
complaint about) 

• the outcome of an appeals enquiry  
• the outcome of an appeals review 

 
The chair or vice chair may then ask you to formalise your appeal or 
complaint via a separate document. 
 
Either way, your request should include a clear rationale as to why you 
believe that the club or club representative, did not act properly or fairly 
when applying its relevant processes, procedures, or policies and must 
include supporting evidence, such as emails, txt messages, photos etc. 
Testimony from witnesses can also be included, but only if the witness was 
present to corroborate the events and agrees to supply a signed declaration 
in support of those events. [amended caveat inserted 28/4/2026] 



This evidence will be kept by us for a minimum of 6 months. 
 
If your application does not include suKicient information or evidence, we 
will inform you either by email, txt or letter that your application lacks 
significant supporting evidence and as such it may prejudice your appeal. 
[amended caveat inserted 28/4/2026] 
 
PLEASE NOTE: Canvassing committee members for opinions and support 
for your appeal may also prejudice your appeal. COMMITTEE MEMBERS 
MUST NOT PROVIDE APPEALS ADVISE/ADVICE, THOUGH SAFEGUARDING 
ISSUES, IF APPLICABLE, MUST BE UPHELD WITH THE SAFEGAURDING 
OFFICER THAT IS ASSIGNED TO THE APPEAL  [new caveat inserted 28/4/2026] 
 
We will also include a second and final deadline for the submission of any 
further information or evidence to support your original appeal or complaint 
application. 
 
 
Timescales Following an Application Made 
 
We aim to action and resolve a review of an appeal or complaint within 20 
working days of acceptance of the appeal application. 
 
Please note that in some cases, particularly where the case may be complex 
and/or an independent person is not available within this timescale, the 
appeal may take longer than the specified 20 working days. In such 
instances, we will inform you of the revised timescale and the reason(s) why. 
 
Appeal or Complaint Application Acceptance 
 
The decision of whether to accept the application for an appeal or complaint 
is based on the following: 
 

• whether the appeal or complaint sent falls within our acceptance 
criteria 
 

• whether there is suKicient evidence that our relevant processes, 
procedures and policies have not been consistently and fairly applied 

 
• the timescale of the application 



 
• If we reject an appeal or complaint application, the reason(s) for this 

will be provided to you in email, txt or by letter 
 

• you have the right to appeal to an Independent Appeals Committee if 
our decision is not acceptable  
 

• If we accept an appeal application, we will appoint 2 members not 
associated with the appeal content, in addition to the Chair-person to 
review the appeal or complaint 
 

• If your appeal is upheld, then all disciplinary OR administration 
actions will be rescinded  
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