
 

 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Version 2 - FL 04/14/2020 

ACF Ethics - Resource Flowchart for Complainant/Respondent 
 

Submit Complaint – Initial Timelines 
 

Submit official notarized letter of complaint to the ACF Ethics Committee Chair. All letters of complaint must be sent by USPS Certified Mail, requiring signature 
confirmation and proof of delivery. There will be no exceptions to this guideline. Please include the following information:  Name(s), addresses, telephone and email 
address for the complainant and the respondent so correct notifications can be made.  

 
Response to Complainant: Should the written complaint, fully comply with written ACF Ethics guidelines and standards, a written communication shall be generated by 
the Committee Chair, to the complainant, confirming receipt and identifying next steps of action, within 14 calendar days of receiving the complaint.  
 
Note: Should the complaint not fully comply with ACF Ethics guidelines and standards, a written communication shall be generated by the Committee Chair, to the 
complainant, within 7 calendar days of receipt of the initial complaint. A letter of response, will be sent by USPS Certified Mail, requiring signature confirmation and 
proof of delivery.  
 
Response to Respondent: Once an official response of receipt, is mailed to the complainant, an official written communication, will be mailed to the respondent, 
confirming an official complaint against them, within the same 14 calendar days.   

 

Conclusion: 
Investigation Complete 

 

Appeal (30 days) 
 

All extensions beyond the 30 calendar days deadline, must also be communicated to both 
parties in writing, with ongoing updates, every 30 calendar days, until the investigation is 
complete. Appeals will not exceed 90 calendar days. 

 

Internal Investigation (60 calendar days) 
 

An internal investigation will begin, for 60 calendar days, with monthly written 
communications at the end of each month, updating both the respondent and complainant. 
All extensions beyond the 60 calendar days, deadline, and must also be communicated to 
both parties in writing, with continued updates in writing to both parties, every 30 calendar 
days, until the investigation is complete. 

 

Communications 
 

Complainant and Respondent are not permitted to have any 
contact and/or communications with each other and/or others, 
and/or social media, regarding the complaint. All communications 
will only be directed to the Chair of the Ethics Committee. There 
will be no direct contact with Ethics Committee members. Note: 
The only exceptions would be with direct Communications to the 
Chair of the Ethics Committee and/or your respective official 
advisor/resource person.  
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