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Councillors Code of Conduct
Complaint Form

Your details

1.	Please provide us with your name and contact details.

	Title:
	

	First name:
	

	Last name:
	

	Address:
	



	Daytime telephone:
	

	Evening telephone:
	

	Mobile telephone:
	

	Email address:
	



Your address and contact details will not usually be released unless necessary or to deal with your complaint. 

However, we will tell the following people that you have made this complaint:
· the elected member(s) you are complaining about
· the monitoring officer of the authority
· the parish clerk (if applicable)

We will tell them your name and give them a summary of your complaint.  We will give them full details of your complaint where necessary or appropriate to be able to deal with it.  If you have serious concerns about your name and a summary, or details of your complaint being released, please complete section 6 of this form. 

2.	Please tell us which complainant type best describes you:

|_|	Member of the public
|_|	An elected or co-opted member of an authority
|_|	Member of Parliament
|_|	Local authority monitoring officer
|_|	Other council officer or authority employee 
|_|	Other:  

Making your complaint

3.	All complaints must be in writing.

Your complaint will be handled in accordance with the Council’s Standards Handling Procedure which is contained in Part 4 of the Council’s Constitution.

	
	In summary, your complaint will first be considered by the Monitoring Officer for an initial jurisdiction/filtering test following which if your complaint meets the test it will proceed to initial assessment usually by the Monitoring Officer (on certain occasions by the Standards Panel) in consultation with the Independent Person.  Complaints can be rejected.

	In all cases where some action is necessary, the Monitoring Officer will consider whether informal resolution is appropriate without the need for a formal investigation.  Such informal resolution may involve the member accepting that his/her conduct was unacceptable and offering an apology or other remedial action by the authority.

	If your complaint identifies criminal conduct or breach of other regulation by any person, the Monitoring Officer has the power to call in the Police and other regulatory agencies.

	If informal resolution is impossible, the matter will in most cases proceed to an investigation. 

	Any queries should be directed to Kimberley Grout, Associate Director for Corporate, Customer and Community (Interim Monitoring Officer), Three Rivers District Council, Three Rivers House, Northway, Rickmansworth, WD3 1RL; telephone number 01923 727211; e-mail address: Kimberley.grout@threerivers.gov.uk

	Please provide us with the name of the elected member(s) you believe have breached the Code of Conduct and the name of their authority:

	Title
	First name
	Last name
	Council or authority name

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4.	Please explain in this section below (or on separate sheets) what the elected member has done that you believe breaches the Code of Conduct.  If you are complaining about more than one elected member you should clearly explain what each individual person has done that you believe breaches the Code of Conduct.

It is important that you provide all the information you wish to have taken into account by the Monitoring Officer when they decide whether to take any action on your complaint.  For example:
You should be specific, wherever possible; about exactly what you are alleging the member said or did.  For instance, instead of writing that the member insulted you, you should state what it was they said.
You should provide the dates of the alleged incidents wherever possible.  If you cannot provide exact dates it is important to give a general timeframe.
You should confirm whether there are any witnesses to the alleged conduct and provide their names and contact details if possible.
You should provide any relevant background information.

In deciding what action is necessary the Monitoring Officer will consider the following non - exclusive factors:

a.	Does the complaint contain sufficient evidence to demonstrate a potential breach of 	the Code?
b.	Are there alternative, more  appropriate, remedies that should be explored first?;
c.	Where the complaint is by one councillor against another, a greater allowance for robust political debate   (but not personal abuse or “unparliamentary” language) may be given;
d.	Is the complaint in the view of the Monitoring Officer malicious, politically motivated, or ‘tit for tat’?;
e.	Whether an investigation would not be in the public interest or the matter, even if proven, would not warrant any sanction;
f.		Whether the complaint is the same as one which has previously been considered and no new material evidence has been submitted;
g.	Whether the same complaint has been submitted and accepted;
h.	Does the complaint relate to conduct in the distant past (over six months before)? This would include any reason why there had been a delay in making the complaint;
i.		Does the complaint actually relate to dissatisfaction with a Council (or parish council) decision rather than the specific conduct of an individual?; and
j.		Is it about someone who is no longer a councillor or who is seriously ill?
	Please provide us with the details of your complaint.  Continue on a separate sheet if there is not enough space on this form.
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Only complete this next section if you are requesting that your identity is kept confidential

[bookmark: _Ref119750273]5.	In the interests of fairness and natural justice, we believe elected members who are complained about have a right to know who has made the complaint.  We also believe they have a right to be provided with a summary of the complaint.  We are unlikely to withhold your identity or the details of your complaint unless you have good reason to believe that:

You believe you would be at risk of physical harm if your identity is disclosed.
You are an officer working with the member and concerned about your employment position if your identity is revealed.
You suffer from a serious health condition and there are medical reasons by your identity should not be revealed.

Please note that requests for confidentiality or requests for suppression of complaint details will not automatically be granted.  The Monitoring Officer will consider the request alongside the substance of your complaint.  We will then contact you with the decision.  If your request for confidentiality is not granted, we will usually allow you the option of withdrawing your complaint.

However, it is important to understand that in certain exceptional circumstances where the matter complained about is very serious, we can proceed with an investigation or other action and disclose your name even if you have expressly asked us not to. 

	Please provide us with details of why you believe we should withhold your name and/or the details of your complaint:








6.	About You

	We are required by law to assess the impact of our services on different sections of the community.

Three Rivers District Council is responsible for ensuring all the services we provide on behalf of the local population are provided equally regardless of Age, Ethnicity, Disability, Religion/Belief, Gender or Sexual Orientation.  To make sure this happens we need to monitor take up and use of services.  The information you give will be kept confidential and will be used to enable the Council to monitor delivery of its services.

Thank you for your co-operation.


GENDER

[bookmark: Check1][bookmark: Check2]Are you	Male  |_|	Female  |_|


ETHNICITY	What is your ethnic group?
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White
|_|  British
|_|  Irish
[bookmark: Text6]|_|  Any other white background, please state       

Mixed
[bookmark: Check3]|_|  White & Black Caribbean
|_|  White & Black African
|_|  White & Asian
|_|  Any other mixed background, please state       

Asian or Asian British
|_|  Indian
|_|  Pakistani
|_|  Bangladeshi
|_|  Any other Asian background, please state      

Black or Black British
|_|  Caribbean
|_|  African
|_|  Any other black background, please state       

Chinese or other Ethnic Group
|_|  Chinese
|_|  Other Ethnic Group,
please state      

|_|	 Gypsy or Traveller


DISABILITY

The Disability Discrimination Act 1995 defines a person as disabled if they have a physical or mental impairment which has a substantial and long-term (ie has lasted or is expected to last at least 12 months) adverse effect on the person’s ability to carry out normal day-to-day activities.  Do you consider yourself to have a disability as defined above?

[bookmark: Check4][bookmark: Check5]	YES  |_|	NO  |_|


Additional Help

7.	Complaints must be submitted in writing. This includes fax and electronic submissions.  However, in line with the requirements of the Disability Discrimination Act 2000, we can make reasonable adjustments to assist you if you have a disability that prevents you from making your complaint in writing.

	We can also help if English is not your first language.

	If you need any support in completing this form, please let us know as soon as possible.
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information translated into

another language please

If you need this information in large print, braille or another
format call 01923 776611 Minicom 01923 727303

This information is also available on our website at
www.threerivers.gov.uk
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