


COMPLAINT FORM

Your details

1. Please provide us with your name and contact details

	First name:
	

	Last name:
	

	Address for correspondence – either email or post:
	

	Telephone:
	



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

· Member of the public
· Councillor or Co-Opted Councillor
· Member of Parliament
· Council Employee
· Other (please state)


Making your complaint


3. Please provide us with details of the Councillor(s) your complaint relates to:

	First Name
	Last Name
	District, Town or Parish Council 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






4. Please explain in this section (or on separate sheets) what the Councillor has done that you believe breaches the Code of Conduct. If you are complaining about more than one Councillor you should clearly explain what each individual Councillor 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 when a decision is made on whether to take any action on your complaint. For example:

· You should be specific, wherever possible, about exactly what you are alleging the Councillor said or did. For instance, instead of writing that the Councillor 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.

You may find it helpful to read the Code of Conduct before completing this section – it is at Appendix 1 of the Procedure for dealing with Complaints.
Please provide us with the details of your complaint.  Continue on a separate sheet if there is not enough space on this form.





Only complete this next section if you are requesting that your identity is kept confidential

5. In the interests of fairness and natural justice, we believe Councillors’ 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 will normally tell the following people that you have made this complaint:

· the Councillor(s) you are complaining about
· the parish or town clerk (if applicable)

We are unlikely to withhold your identity or the details of your complaint unless we consider that there are exceptional circumstances.

To allow us to give full consideration to a request for confidentiality we require you to provide us with an explanation of the reason why you think your details should be kept confidential.  Any request for confidentiality should be made in the space below.

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


6. Informal Resolution

It is often possible to resolve complaints without recourse to formal investigation and hearing, for example by apology or a commitment to undertake training. 

It would be helpful if you could describe what remedy you are seeking / what action you think would be appropriate to resolve your complaint.

Please note it is not possible to suspend or disqualify a Councillor under this Complaints Procedure, or to withdraw payment of allowances.  There is no power to impose a sanction which would prevent a Councillor from effectively undertaking their role. 
 Please provide us with details of what remedy you are seeking / what action you think might provide a satisfactory resolution to your complaint:


Additional Help

7. Complaints must be submitted in writing. We can assist you if you need help to make 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 contact Customer Services on 01636 650000.

8. Your privacy
We will only process any personally identifiable information that you provide in accordance with the Council’s responsibilities under UK data privacy laws. Further details of how we will manage your personal information are contained within our Privacy Notice which can be found online at www.newark-sherwooddc.gov.uk/privacynotice.


Signed: ........................................................	Dated: ..........................................
Electronic Signature is acceptable.

Please email your completed form to monitoringofficer@newark-sherwooddc.gov.uk, or post to: -
	The Monitoring Officer
Newark and Sherwood District Council Castle House
Great North Road Newark
Notts   NG23 5QX
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