
Appendix 1

PROTOCOL FOR INVESTIGATION OF COMPLAINTS 

STANDARDS COMMITTEE

Introduction

This is the procedure that will be followed by the Monitoring Officer on receipt of a 
complaint that a member has breached the Member’s Code of Conduct.  

The role of the Monitoring Officer in dealing with complaints about members is to 
review every complaint received and take a decision as to whether it merits formal 
investigation.  Where it appears that formal investigation may be appropriate, the 
Monitoring Officer will refer the complaint to the Standards Committee.  

In order to reach a decision as to whether a complaint should be referred to the 
Standards Committee, the Monitoring Officer will ordinarily follow the process set out 
below.  However, in certain cases the Monitoring Officer may decide that the  
complaint should be immediately referred to the Standards Committee where he/she 
feels that it would be inappropriate for him/her to take a decision on it, for example 
where he/she has formally advised the member on the matter previously or the 
complaint is particularly sensitive.

Whilst the process  does not require the involvement of an Independent Person, as 
set out in the in the Localism Act 2011, until a formal investigation is commenced, 
the Monitoring Officer will consult with the Independent Person at any point that 
he/she considers it may be appropriate or beneficial to the process.

The Monitoring Officer may vary this procedure, including any timescales referred to, 
when he/she considers it desirable in the interests of justice or fairness or the 
effective conduct of the matter to do so.

Complaints will be dealt with confidentially in the first instance to ascertain

1 If there is any substance to the complaint
2 To ensure fairness to all concerned
3 To ensure that no pre-judgements are made
4 To ensure that any complaints are not vexatious

Process

Stage One 

1. All complaints must be on a properly completed complaints form or the 
complaint will be rejected.  The Monitoring Officer will ensure that 
reasonable arrangements are in place to assist any prospective 
complainant to submit a complaint in the correct format.  



2. A complainant must provide their full name and address to the Monitoring 
Officer when making their complaint, however, they may request that their 
identity and/or other personal details are not disclosed further during this 
process.  A complainant’s details will only be withheld from others involved 
in this process where there are cogent and relevant reasons not to divulge 
this information.  The decision whether or not to grant anonymity to the 
complainant will be made by the Monitoring Officer and be at his/her 
absolute discretion.  Should the Monitoring Officer be minded to refuse a 
request from a complainant for anonymity, he/she will inform the 
complainant before progressing their complaint any further.

3. The Monitoring Officer will review the properly completed complaints form 
and decide whether it merits initial enquiry.  The Monitoring Officer will at 
this stage reject complaints that are found to be, in the Monitoring Officer’s 
absolute discretion, insubstantial, vexatious, unrelated to a breach of the 
Code of Conduct or being/have been investigated elsewhere.  

4. If the complaint is rejected at this stage, the Monitoring Officer will inform 
the complainant of their decision and the reasons for it.

Stage Two

5. The Monitoring Officer will commence a process of enquiry in order to 
gather the information necessary to make a decision as whether there is 
substance to the complaint and if there is, whether an informal resolution 
can be reached or whether the complaint should be referred to the 
Standards Committee for formal investigation. 

6. The Monitoring Officer may undertake the enquiries him/herself or may ask 
another appropriate Council Officer to undertake the enquiries on their 
behalf.  If another Council Officer is to undertake the enquiries they will 
follow the process set out at Stage Three below in place of the Monitoring 
Officer

7. The Monitoring Officer may defer making further enquiries in respect of the 
complaint if it is appropriate in the circumstances to do so, for example 
because it might prejudice an ongoing criminal investigation.  If a 
complaint is deferred at this stage, the Monitoring Officer will inform the 
complainant of their decision and the reasons for it. 



Stage Three  

8. If the Monitoring Officer considers that further information or clarification is 
required from the complainant, the Monitoring Officer will arrange to 
discuss the complaint with the complainant.

9. The Monitoring Officer will send the complaint to the relevant member and 
ask for the member’s comments.  The member should provide those 
comments within 14 days of the complaint being referred to them.    

10.The Monitoring Officer will provide the relevant group leader with a copy of 
the complaint at the same time as this is sent to the relevant member.1 A 
consultation will take place with the group leader within 21 days of the 
complaint being referred to consider possible resolutions.  

Stage Four  

11. If, in the opinion of the Monitoring Officer, a resolution or proposed 
resolution is agreed with the group leader, the complaint will be closed and 
the Monitoring Officer will within 14 days of the conclusion of Stage 3, 
provide a written record of his/her decision in respect of the complaint to 
the complainant, relevant member and Group Leader

12. If the Monitoring Officer is not satisfied with the response of the Group Leader, 
he/she will speak to the independent person within 14 days of the conclusion of 
Stage Three.  At that discussion there will be one of two decisions made:

1 to investigate the matter further
2 to take no further action

13. If following that discussion, the decision is that the matter should be referred to 
the Standards Committee, as sub-committee of three members (one from each 
main political group) will be convened and that sub-committee decide whether to 
instigate an investigation.

14. The Monitoring Officer will appoint an investigating officer and draft the terms for 
the investigation.  The aim will be for any investigation to be completed within 
three months with up dates being provided to the Monitoring Officer on a monthly 
basis.

15. If the investigation recommends further action the full Standards Committee will 
meet to decide any penalty within four weeks.

16. The meeting will be in private.

1 In cases where the complaint relates to an independent member, it will be discussed with the Chief Executive  
and references throughout this protocol to Group Leader(s) should be taken to include the Chief Executive 
where appropriate.


