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URCHFONT PARISH COUNCIL: COMPLAINTS PROCEDURE 

 

The purpose of this procedure is to resolve alleged differences and complaints from whoever 

as quickly as possible to the satisfaction of all concerned. 

 

This Procedure is for dealing with complaints other than alleged ‘Code of Conduct’ breaches 

which will initially be dealt with by the Wiltshire Council Monitoring Officer in accordance with 

procedures set out on the Wiltshire Council website. 

 

For simplicity, this Procedure is now fully documented in the attached flow chart. 
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COMPLAINT RECEIVED BY 

COUNCILLOR OR CLERK 

IN WRITING 

VERBALLY 

ALLEGED 

COUNCILLOR 

CODE OF 

CONDUCT 

BREACH  

UPC 

POLICY 

UPC ACTIONS or 

work undertaken 

for UPC 

INDIVIDUAL 

COUNCILLOR(S) 
CLERK 

NATURE OF COMPLAINT CONCERNS: 

CHAIRMAN 

PASS TO 

CLERK TO 

REFER TO WC 

MONITORING 

OFFICER CHAIRMAN 

VICE 

CHAIRMAN 

1. Decide what action to take, if any, following a reasonableness assessment 

2. Keep a formal record of all complaints, the evidence, discussion at any 

meetings or any interviews (copied to Clerk for formal UPC records). 

3. Investigate / validate the complaint made by reviewing documentation / 

facts / interviewing individuals directly involved, including WG members if 

necessary. 

4. Provide written initial response to complainant within 14 working days 

(excluding bank holidays)  

If complainant not satisfied or further investigation is required for whatever reason: 

5. Arrange a meeting of interested parties possibly including the complainant, 

alleged perpetrator and others involved  

6. Provide final UPC decision on the complaint 

7. If complaint still not satisfied, refer to WALC / NALC as independent 

arbitrator 

 

SEEK WRITTEN 

CONFIRMATION 

TO CLARIFY 

DETAILS 

If Councillor and/or Clerk can answer 

complaint to the satisfaction of the 

complainant, do so and report fact to 

Chairman & Clerk for record purposes. 

If not pass complaint to Chairman. 

NOTE: Members 

of the public can  

report 

allegations 

direct to the 

Monitoring 

Officer without 

notifying UPC 

 

NOTE: Always advise complainant of 

this Complaints Procedure to be 

followed (as shown on the website) 

 


