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ILEX PROFESSIONAL STANDARDS LTD

Kempston Manor, Kempston, Bedford MK42 7AB

Tel: 01234 845770   Fax: 01234 840989   Email: info@ilexstandards.org.uk

COMPLAINT FORM

This form must be used if you wish to make a formal complaint against a member of the Institute of Legal Executives (“ILEX”).

ILEX Professional Standards Ltd (“IPS”) will copy this form and any additional documents that you supply to the person you are complaining about so that they can provide their response.

Please read the IPS Complaints and Disciplinary Procedures leaflet before completing this form.

	DETAILS OF COMPLAINANT

Please provide the following details about you.

	Title:      
Forename:      
Surname:      

	Address:
     


	Telephone no (home):      

	

	Telephone no (mobile):      

	Post code:      


	DETAILS OF PERSON YOU ARE COMPLAINING ABOUT

Please provide the following details of the person that you are complaining about.  

	

	Title:      
Forename:      
Surname:      

	Name and address of firm/employer:
     

	Home address (if known):

     
	

	
	Telephone no:      


	OTHER COMPLAINTS

We need to know if you have complained about this matter to other organisations.

	Have you complained to the person’s employer?
 FORMDROPDOWN 

If you have already complained to the employer please attach details of the complaint and the employer’s reply. All solicitors firms have an in-house complaints handling procedure which you should use before complaining to anyone else.

Please note that law firms are not obliged to respond to complaints made by parties who are not clients of the firm. 

     


	Have you complained or will you be complaining to anyone else about this matter, eg Legal Ombudsman, Solicitors Regulation Authority, the police?
 FORMDROPDOWN 

If yes, please provide details below of who you have or will be complaining to.  You must keep IPS informed of the progress of the complaint and provide a copy of that complaint and any reference numbers that are given to the complaint.  If the complaint has been dealt with please provide a copy of the decision. 

Please note that IPS may not be able to consider your complaint until any other investigations have concluded. 

     


	Are you taking any other action against the person you are complaining about, eg litigation?
 FORMDROPDOWN 

If yes, tell us what action you are taking, whether anyone is representing you and provide any other information which may be relevant.  You must keep IPS informed of the progress of that action.
Please note that IPS may not be able to consider your complaint until litigation proceedings have concluded. 

     



	INFORMATION ABOUT THE COMPLAINT

Use the space below to provide information about the complaint.  Attach additional sheets if necessary.  We need to know what it is you are complaining about and details of the circumstances in which the complaint arose.  We need to know dates when the incidents occurred, what happened, and what the problems were.  

	     

	DOCUMENTARY EVIDENCE

Please attach documentary evidence relevant to your complaint.

	Please list below all documentary evidence that you have attached to this form

     


	ADDITIONAL INFORMATION

Please use the space below to provide any additional information which may help IPS in dealing with your complaint.

	     


STATEMENT

· I request IPS to investigate the complaint outlined in this application form.

· I consent to IPS copying this complaint form and any other documents that I provide to the person I am complaining about.

· I understand that the powers of IPS are limited to taking disciplinary action against member.  I understand that IPS cannot order a member to provide compensation and that IPS cannot intervene in an ongoing matter. 
Signed:
Name:      
Date:      
Form C1
