A BRIEF GUIDE TO THE COMPLAINTS PROCESS

1. When a complaint is received the Monitoring Officer will acknowledge receipt of the complaint within 5 clear working days.

2. The Monitoring Officer will determine whether he can facilitate an informal resolution without the need for a formal investigation, whether the allegation does not merit any further action or whether the complaint should be referred to the Assessment Sub-Committee.

3. If the Monitoring Officer refers the complaint to the Assessment Sub-Committee it shall determine whether the allegation merits no further investigation and is dismissed or whether it merits further investigation in which case the Monitoring Officer will undertake the investigation and report to the Standards Committee or the Hearing Sub-Committee.

4. From receipt of the complaint to determination as to whether the complaint merits further investigation will normally take no more than 30 days.

5. During the course of an investigation, the Monitoring Officer (or any Investigating Officer appointed by the Monitoring Officer) may need to have more detailed discussion(s) with the complainant.

6. Having concluded the investigation, the Monitoring Officer may, where appropriate, send to the complainant and the member complained of, a draft report for their comments.

7. If the investigation concludes that there is no evidence of a failure to comply with the Code of Conduct, the Monitoring Officer will refer the matter to the Standards Committee, who can accept that recommendation and dismiss the allegation; remit the matter to the Monitoring Officer for further consideration or remit the matter to the Hearing sub-committee to conduct a hearing into the allegation. If the investigation concludes that there is evidence of a failure to comply with the Code of Conduct, the Monitoring Officer can decide to try and resolve the matter without the need for a hearing in consultation with the Independent Person and the person making the allegation. Otherwise the investigation will be remitted to a Hearing sub-committee for determination and sanction if appropriate. 
8. Wherever possible the hearing will take place within 3 months of the referral to the Hearing Sub-Committee. At the hearing the Monitoring Officer will present the investigation report and may request the complainant to attend and give evidence.  The member complained of will have the opportunity to make his/her case.

9. At the conclusion of the hearing the Hearing Sub-Committee having sought and taken into account the views of the Independent Person will then proceed to determine the complaint and where appropriate impose any sanction within its powers. 
