
 

Appendix 1 
ANNEX E 
 
STANDARDS COMPLAINTS INVESTIGATION PROCEDURE 
 
Members are reminded that they are required to co-operate with the investigation 
process as part of their compliance with the Code of conduct and to ensure that the 
procedure is undertaken in an efficient and resourceful manner. 
 
1. Planning Stage: 
 
Upon receipt of an instruction to carry out an investigation the Investigator should :- 

 Acknowledge receipt of the instruction to conduct the investigation. 

 Maintain a written record throughout the investigation. 

 Assess whether any additional information is required from the complainant. 

 Identify the paragraph(s) of the Member Code of Conduct that are alleged to 
have been breached. 

 Identify the facts which will need to be determined to establish if the Member has 
breached the Member Code of Conduct. 

 Identify the evidence that is needed to determine the issues. 

 Consider how to undertake the evidence gathering. 

 Identify how long it is likely to take to conduct the investigation.   

 Tendring District Council has imposed a 3 month deadline for an investigation to 
be completed; this may be reduced by the Monitoring Officer in each individual 
case.  The Investigating Officer must confirm that the deadline is achievable and 
regularly update the Monitoring Officer, subject member of the complainant and 
the complaint as to progress.  

 
2. Evidence Gathering Stage: 



 Contact the complainant to request any supporting or documentary evidence 
relating to the complaint. 

 Contact the subject member with details of the complaint and seek an 
explanation. 

 If new evidence is obtained through the investigation that the subject member 
has not been made aware of, this should be provided to the Councillor to respond 
to either orally or in writing. 

 
3. Interview Stage: 
 

 Identify witnesses. 

 Arrange interview dates. 

 Conduct interviews (preferably in the order of: the complainant, witnesses and 
subject member and any of their witnesses).   

 The investigating Officer when interviewing the subject member; must ask them 
to respond to each point of the complaint and alleged breach of the Code of 
Conduct. 

 The Investigating Officer should make every effort to gather evidence from the 
Complainant and subject member by way of a face to face interview. 



 

 
4. Report Stage: 
 

 Review evidence from interviews and any documentary evidence provided. 

 Draft the report to contain:- 
o Details of who was interview, who supplied information and whether through 

written documentation or verbally; 
o Agreed facts; 
o Facts not agreed and corresponding conflicting evidence; 
o An assessment on all of the alleged breaches of the Code of Conduct forming 

the complaint and those identified by the Monitoring Officer or Investigator; 
o Conclusions as the whether a breach has occurred. 
o Where a draft report is issued this will be supplied to both the complainant 

and subject member for comment, in addition to the Monitoring Officer. 
In all cases the Investigator will issue a final report and the Monitoring Officer will 
then determine appropriate action to be taken in line with the report conclusion 

 


