
Complaints process
Outline process for dealing with complaint of a breach of the code of conduct

Complaint 
received by the 

Information 
Access Team

1.
Pre-qualification - IAT 

will acknowledge 
complaint within 5 

working days of receipt of 
complaint. and confirm if 
complaint is rejected or 

passed to the Monitoring 
Officer (MO) for initial 

assessment. 

2.
Initial assessment - (MO)  
will review the complaint 

and decide if it is to be 
rejected or merits further 
consideration - decision 

within 15 working days of 
receipt

Complainant notified of the 
decision. Subject Member (SM) 

will not be notified that a 
complaint has been received or 

of the decision taken - 
complaint closed.  

MO resolution - SM within 25 working days of receipt of the complaint 
the SM will be asked for a written statement. On receipt the MO will 
consult with the Independent Person and confirms that the complaint 
can be resolved by MO resolution and a fair resolution suggested.  MO 
reports outcome (within ten days of receipt of statement from the SM) 

of the complaint to the complainant, the SM and clerk to the 
town/parish council if appropriate. Complaint closed.

Formal investigation 
Following consultation with the Independent Person the MO decides 

that MO resolution is not appropriate, the MO will make arrangements 
(within ten working days of receipt of statement from the SM) for a 

formal investigation.  The MO may appoint an investigating officer to 
investigate, gather evidence and produce a report. MO reviews report 

and either;
• Report that no breach has occurred and confirm with complainant, 

SM and clerk to the town/parish if appropriate. Complaint closed
• Or after consultation with the Independent Person seeks a local 

resolution. Complaint closed.
• Refer the report to the standards panel as per constitution 3.6.35

The decision as to how 
to proceed will be 
made by the MO 

whose decision will be 
final with no right of 

an appeal.

The decision as to how 
to proceed will be 
made by the MO 

whose decision will be 
final with no right of 

an appeal.

The decision as to how 
to proceed will be 
made by the MO 

whose decision will be 
final with no right of 

an appeal.

REJECTED

decision by the MO whether by 
MO resolution, formal 

investigation or by another 
course of action.

NOT REJECTED


