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APPENDIX B 

PROCEDURE FOR DEALING WITH COMPLAINTS TO THE 

STANDARDS COMMITTEE 

 
1. The Standards Committee can only investigate complaints of a breach of the 

Code of Conduct by individual members. It cannot investigate complaints 
against the whole council, the cabinet, committees or council officers. 

2. Complaints must be in writing. If a complainant is unable to make a complaint 
in writing personally council officers will assist. The council will supply a 
complaints form to assist complainants in making their complaint but its use is 
not compulsory and a letter or e-mail complaint will suffice.  

3. Upon receipt of a complaint an acknowledgement will be sent to the 
complainant. The subject member will be informed that a complaint has been 
made and be told the substance of the complaint unless in the opinion of the 
Monitoring Officer to do so could prejudice a fair investigation.  

4. The complainant will be offered the opportunity to advance reasons why his or 
her name should not be disclosed to the subject member and will be informed 
that if no response is received within 10 working days the subject member will 
be informed of the complainant’s identity. In the event that the complainant 
does advance reasons as to why his or her name should not be revealed to 
the subject member at that time the Monitoring Officer will consult with an 
independent person. In the event that following such consultation the 
Monitoring Officer decides that the complainant’s identity should be revealed 
then the complainant will be notified of that decision and will be given a period 
of 5 working days to decide whether to proceed with the complaint. If the 
complaint is not withdrawn the subject member will be informed of the 
complainant’s name.   

5. The Monitoring Officer or his or her deputy will consult with an independent 
person with regard to all complaints received. Such consultation may be at a 
meeting or In writing. Following such consultation the Monitoring Officer or his 
or her deputy will take one of the following decisions:- 

a. To take no action 

b. To take action other than an investigation (e.g. to ascertain whether the 
subject member may be willing to apologise, undergo training or 
undergo mediation) 

c. To require an investigation 

Whilst the Monitoring Officer is solely responsible for taking the decision, 
where the independent person has expressed a view that the allegation should 
be investigated the Monitoring Officer may refer the matter to the Standards 
Committee if he or she is of a view that an investigation is unnecessary and 
the Standards Committee will then determine how the allegation should be 
dealt with. 

6. Not all complaints will be passed for action. The subject of the complaint must 
have been a member of the council at the time the facts alleged occurred. The 
complaint, if proved, must also be capable of amounting to a breach of the 
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Code of Conduct. No findings of fact are made at this stage. The decision as 
to whether to investigate a complaint is made on the assumption that the facts 
as alleged are true. Findings of fact are only made after an investigation and 
report to a sub-committee. 

 

7. Even when the aforementioned conditions are satisfied this does not 
necessarily mean that a case will be passed for action. There is a balance to 
be struck between the desirability of ensuring that issues regarding the Code 
of Conduct are dealt with appropriately against the costs involved of carrying 
out an investigation and hearing. The Standards Committee are of the view 
that there is little public benefit in investigating allegations which are not 
sufficiently serious, politically motivated, malicious or vexatious. In reaching a 
decision whether to refer a case for action the  following criteria will be 
applied:- 

a. Complaints which are not supported by sufficient information are 
unlikely to be referred. 

b. If the complaint has been investigated elsewhere further action is 
unlikely to be justified. 

c. Stale complaints are unlikely to be referred. The Standards Committee 
expects that complainants would normally make their complaint within 
six months of the relevant facts coming to light. 

d. Where a member who is the subject of a complaint has acknowledged 
the breach of the Code and made a sincere apology the complaint is 
unlikely to be referred unless it is considered that such apology would 
be insufficient. 

8. Where a case is accepted for investigation the Monitoring Officer will arrange 
for an investigation to be carried out. 

9. At the conclusion of the investigation the investigating officer may prepare a 
draft report which he sends to the complainant and the subject member for 
comment. The investigating officer may or may not amend the report in the 
light of representations received. Alternatively the investigating officer may in 
his or her sole discretion proceed to a final report. 

10. In the final report the investigating officer will set the facts which have been 
agreed and any conflicting evidence he has received from the complainant, 
the subject member and any witnesses. The investigating officer will not make 
any findings of fact nor express any opinion as to whether there has been a 
breach of the Code of Conduct in the final report. 

11. Following an investigation there will be a hearing to consider the complaint 
and the investigating officer’s report. The hearing will normally be held in 
public. The complainant and others may be invited to attend and give 
evidence. The subject member will have the opportunity of attending and 
addressing the hearing and calling evidence. 

12. Having received evidence and hearing submissions the Committee will 
announce its findings of fact, its findings as to whether there has been a 
breach of the Code of Conduct and what sanction (if any) should apply.  

13. The range of sanctions available are:- 

a. To find that no further action is required. 
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b. To censure the member (this is the only sanction available if the 
member is no longer a councillor at the date of the hearing) 

c. To recommend that a member’s access to council premises or the use 
of council resources be restricted providing that such restrictions do not 
prevent the member performing his functions as a councillor 

d. To recommend that the member makes a written apology in a form 
acceptable to the Standards Committee. 

e. To recommend that the member undertakes specified training. 

f. To recommend that the member undertakes specified conciliation or 
mediation. 

g. To recommend that the member be removed from a committee or 
committees of the Council (this can only be done by Full Council and if 
the member is a member of a recognised political group on the Council 
with the consent of his or her group leader) 

h. To recommend that the member be removed from an outside body or 
bodies to which the member has been appointed by the Council (this 
can only be done by Full Council and if the member is a member of a 
recognised political group on the Council with the consent of his or her 
group leader) 

i. To recommend that the member be removed from the Cabinet (this can 
only be done by the Leader of the Council) 

j. To require the decision of the Standards Committee to be published. 
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