THSG Policy on Responding to Complaints and other matters
The following policy is based on Standing Orders 105L to 105J of the Rules of the Transport and Health Science Group (THSG) 14.12.2023 but has been expanded to include complaints not related to privacy or data protection. This policy has the authority of formal Standing Orders.
Queries, objections and requests
1. These should be sent to the THSG Honorary Secretary thsgsecretary@gmail.com.
2. The Honorary Secretary will usually check for emails at least once a week, except when on holiday.
3. The Honorary Secretary will respond directly where s/he can and will otherwise forward the email to the most appropriate member of the international Board or Regional committee to respond.
4. THSG aims to respond to incoming emails within two weeks, when possible but it should be noted that all members and officers of THSG are volunteers, dealing with THSG work in their spare time.
Complaints
5. [bookmark: _Hlk181723426]The complainant should first check the THSG’s governance policies on the relevant topic (i.e. Bullying and harassment, Conflicts of interest and bribery, Data protection and privacy, Expenses, Investing charity funds, Social media) or Rules (e.g. Campaigns and political activity (Article 6)). However, this policy covers complaints on any topic, including those for which THSG does not have a specific policy or procedures.	Comment by Jenny: When these go online, they could be hyperlinked?
6. Any complaint should be addressed to the THSG Honorary Secretary thsgsecretary@gmail.com and Co-chair (Policy) thsgchair@gmail.com, who will forward  also forward it to the Co-chair (Science). They will decide who should take what action, and within what time frame, depending on the severity of the issue raised. 
7. In general THSG aims to respond to complaints within two weeks, at least with an initial acknowledgement. Fact-finding, a need for discussion with others, and/or holidays may delay a definitive response.
8. Any complaint that relates to one of the THSG Officers will also be forwarded by the co-chairs to the Company Secretary (unless that is the officer about whom the complaint has been made) and at least one other Trustee.
Data protection (See also the THSG Data protection policy)
9. You have a right to access the data we hold about you and to correct it. 
10. If we do not deal with objections, requests or complaints adequately, you may have a right to complain to the Information Commissioner in the United Kingdom. 

