Submission of this Form
Once completed, you can submit this form by email to:

KCOG – ING Committee on Undesirable Behaviour Complaints
Secretariat of the Complaints Committee
Attn. Ms I.J. Schreuder
secretariaat@kcog.nl
Complaint Form – Committee Undesirable Behaviour

Personal Details
Name:
Corporate Key:
Job Title:
Department:
Email Address:
Telephone Number:
Any planned absence in the coming months (e.g. holidays or leave):

Confidential Adviser
Is a Confidential Adviser involved?
· If yes: please provide the name of the Confidential Adviser.
· If no: would you like to be supported by a Confidential Adviser? Information on Confidential Advisers can be found here.

Details of the Person Against Whom the Complaint Is Directed
Name:
Job Title:
Department / Business Unit:
Please describe your working relationship with the person against whom the complaint is directed:

Description of Your Complaint
Description of the experienced Undesirable Behaviour
Please describe the behaviour you experienced and provide details of what happened, when it occurred, and where it took place.

What Is the Core of Your Complaint?
Please summarise the essence of your complaint and explain the impact it has had on you.
(Maximum one A4 page.)

Specific Examples
Please provide one or more specific examples. For each example, where possible, include:
· The date or period in which it occurred;
· The situation or context;
· What was said and/or done;
· Whether there were any witnesses present.
You may attach relevant supporting documents (preferably in PDF format).

Impact on You
Please describe the impact the experienced behaviour has had on you.
For example emotional, psychological, physical and/or work-related consequences.

Discussion and Previous Steps Taken
Has an attempt been made to address the behaviour directly?
· If yes:
Please describe with whom the conversation took place, when it occurred, how it was conducted, and what the outcome was.
· If no:
Please explain why this was not possible or not considered appropriate.
Are you open to a facilitated conversation (for example, mediation)?
Please explain your answer and the reasons why you would or would not consider this option.

Additional Information
Please provide any additional information that may be relevant to the assessment of your complaint, such as:
· Previous reports or concerns raised (for example, with the Speak Up Point Undesirable Behaviour);
· Support received from others (other than a Confidential Adviser);
· Explanations relating to any attachments submitted.
(Please keep this section concise and within a maximum of one A4 page, excluding attachments. Attachments should preferably be submitted in PDF format.)

I declare that, to the best of my knowledge, the information provided in this form is accurate and complete.

Place:
Date:
Name:
Signature:

