
Procedure for dealing with complaints against Councillors and Co-opted Members 

Flowchart 

 
Receipt of complaint and assessment (parts 1 – 5 of the procedure)   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Complaint 
submitted 

Complaint 
acknowledged 

Complaint 
shared with 

Subject 
Councillor or  

Co-opted 
Member 

Monitoring Officer to consider 
whether complaint dismissed 
at outset for reasons such as: 
- Subject Councillor no 

longer in office 
- Substantially the same as  

           previous complaint  
- Complaint is against the 

Council rather than a 
Councillor or Co-opted 
Member  

If dismissed  

If not 
dismissed 

NO 
FURTHER 
ACTION 

First 
Assessment 

Stage  

Consultation with 
Independent 

Person 

Jurisdictional test to determine 
whether the Code of Conduct 
is engaged, such as: 
- Was the Subject Councillor 

or Co-opted Member 
acting in an official 
capacity  

- Was the Code of Conduct 
engaged   

If fails first 
assessment 

stage   

If passes 
first 

assessment 
stage   

Second 
Assessment 

Stage  

Assessment of the complaint 
against the following factors: 
- Sufficient evidence  
- Alternative action  
- Robust political debate  
- Seriousness  
- Public interest Consultation with 

Independent 
Person 

 
Formal investigation    

Assessment 
decision    



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Formal investigation (parts 6 – 9 of the procedure)   

All parties 
informed of 

investigation 

Investigating 
Officer 

appointed (if 
not the 

Monitoring 
Officer) 

Investigation undertaken in 
accordance with the following 
principles: 

- Proportionality  
- Fairness 
- Transparency  
- Impartiality  

Evidence gathering, to 
potentially include: 

- Reviewing existing 
evidence 

- Seeking clarification 
from all parties  

- Undertaking further 
research  

- Making further enquiries  
- Holding interviews with 

key parties and 
witnesses  

 

If necessary, 
reappraise if an 

investigation 
remains the right 
course of action 

NO 
FURTHER 
ACTION 

Production 
of draft 

report with 
initial 

findings 

Report 
shared 
with all 

parties for 
comments 

Final report 
produced 

and shared 
with all 
parties 

Final report 
concludes that no 

breach of the 
Code of Conduct 

has occurred 

Final report concludes that 
a breach of the Code of 
Conduct has occurred 

 
 

HEARING 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Hearing (parts 10 – 12 of the procedure)   

Preliminary procedure items: 
- Introductions  
- Declarations of Interests  
- Determination of public or 

private Hearing  

Monitoring 
Officer or 

Investigating 
Officer to present 

report and call 
any witnesses 
they consider 

necessary 

Hearings Panel to 
raise any issues, 

points of clarity or 
ask questions  

Subject 
Councillor or Co-
opted Member to 
raise any issues, 

points of clarity or 
ask questions  

Subject 
Councillor, Co-

opted Member or 
their 

representative to 
respond to the 
report and call 
any witnesses  

Monitoring Officer 
or Investigating 
Officer to raise 

any issues, points 
of clarity or ask 

questions  

Hearings Panel to 
raise any issues, 

points of clarity or 
ask questions  

Independent 
Person  

to provide  
their views  

Subject 
Councillor or Co-
opted Member to 
raise any issues, 

points of clarity or 
ask questions  

Monitoring Officer 
or Investigating 
Officer to raise 

any issues, points 
of clarity or ask 

questions  

 
HEARINGS PANEL RETIRES TO DELIBERATE  

Hearings 
Panel to raise 

any issues, 
points of 

clarity or ask 
questions  



 

 

 

 
Hearings Review Panel decision (parts 10 – 12 of the procedure) 

Further 
information 

required  

Adjournment or 
postponement  

No breach of the 
Code of Conduct  

Breach of the 
Code of Conduct   

NO 
FURTHER 
ACTION 

Monitoring Officer 
to outline possible 

sanctions  

Subject 
Councillor or Co-
opted Member to 
respond with any 

mitigation  

Independent 
Person  

to provide  
their views  

Hearings Panel 
determines 
appropriate 
sanctions   

End of Hearing 
and production of 

decision notice 
within 5 working 

days   


