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TALATON PARISH COUNCIL

COMPLAINTS PROCEDURE

AS A GENERAL RULE: - firstly the clerk will check whether there has simply been a misunderstanding. If this is not the case then the following will apply.
1. Any service user or member of the Public wishing to register a complaint about the Council's procedures or administration should do so in writing to the Clerk.


2. Complaints about an employee (i.e. the Clerk) will be dealt with as an employment matter and the complainant can be assured that the matter will be dealt with internally and appropriate action taken as required.


3. The Clerk shall acknowledge the receipt of the complaint and advise the complainant as to when their complaint will be heard by the Parish Council at a duly convened meeting, to be held at the Talaton Parish Hall.


4. Seven clear days prior to the meeting the complainant must provide the Parish Council with copies of any documentation or other evidence, he shall be referring to and the Talaton Parish Council must also supply documents to the complainant to support a reply they may wish to make at the meeting.


5. The complainant shall be invited to attend the duly convened meeting and given the opportunity to explain personally the nature of his complaint. Alternatively he may allow a representative to provide the explanation.

PROCEDURE FOR A COMPLAINTS MEETING

AS A GENERAL RULE: - firstly the Chairman should consider whether there are grounds to exclude the press and public.

1. The Chairman will introduce everyone and explain the procedure to follow.


2. The complainant or his representative will be given the opportunity to explain personally the nature of his complaint.


3. Talaton Council members will have an opportunity to ask the complainant any questions.


4. The Clerk of Talaton Parish Council will explain the Councils position if relevant.


5. Members of the Council can ask further questions to the Clerk.


6. The Clerk would be asked for final comments followed by the complainant final comment.


7. The complainant and the Clerk to Talaton Parish Council shall be asked to leave the room whilst the Council members discuss whether there are grounds for a complaint and what action is needed.

8. All parties including the press and public if having been previously excluded shall be invited back into the room to hear the decision.

9. The decision will be confirmed immediately in writing with details of action to be taken.

**************

COMPLAINT OF AN INDIVIDUAL COUNCILLOR

If the Talaton Parish Council receives a complaint regarding an individual Councillor for not acting within the written Code of Conduct adopted by the Parish Council, a complainant shall be advised to put any such written allegations directly to the Monitoring Officer at East Devon District Council. The Clerk can provide the relevant information and contact details.

**************

All parties will be treated fairly and the above process will at all times remain reasonable, accessible and transparent.

This complaints procedure was formally adopted at the meeting of the Talaton Parish Council on:

24th March 2004 amended version 11th April 2007

Signed ………………………….

Chairman

Signed …………………………

Clerk

