BASILDON BOROUGH COUNCIL JOINT STANDARDS COMMITTEE
COMPLAINT ALLEGING A BREACH OF THE CODE OF CONDUCT BY A BASILDON BOROUGH OR TOWN/PARISH/VILLAGE COUNCILLOR

(An online complaint form can be found at www.basildon.gov.uk)

SECTION 1 - YOUR DETAILS

	TITLE
	MR/MRS/MISS/MS/OTHER*

* Please specify ……………………

	NAME
	

	ADDRESS
	

	TELEPHONE NUMBER (daytime)
	

	TELEPHONE NUMBER (mobile)
	

	EMAIL ADDRESS
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	Please tell us which complainant type best describes you:



	
	A member of the public

	
	

	
	An elected or co-opted member of an authority

	
	

	
	A Standards Committee Independent Person

	
	

	
	Member of Parliament

	
	

	
	Local Authority Monitoring Officer

	
	

	
	Other council officer or authority employee

	
	

	
	Other (please specify):


Data Protection 

Your name will be provided to the Member that is the subject of your complaint.  In exceptional cases, we may agree to withhold your name from the Member.  If you want to keep your name confidential, please indicate this in the space provided below along with the reasons why you feel it is necessary for your name to be withheld.  The Monitoring Officer will consider your request and if granted we will not disclose your name to the Member against whom you make the complaint, without your prior consent.  
Please note that the Monitoring Officer is unlikely to withhold your identity or the details of your complaint unless the Monitoring Officer believes that it would not impede the Council’s ability to deal with your complaint or would have personal safety or other serious implications for you or your family.
If you make a request for your name to be withheld, the Monitoring Officer will advise you of the decision on this before disclosing your details to the Member that is the subject of your complaint.
	


The Council will not normally accept an anonymous complaint, unless it includes sufficient documentary evidence to show a significant breach of the Code of Conduct and there is a clear public interest in doing so.
As with all personal data provided to the Council, your personal data will be held in accordance with the data protection legislation. The relevant privacy notice is attached at the back of this form.
SECTION 2 - YOUR COMPLAINT
Please provide us with the name of the Member(s) you believe have breached the Code of Conduct and the name of their authority:

	Title 
	First Name
	Last Name
	Council or Authority Name

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please indicate which paragraph(s) of the Code of Conduct you believe have been breached:
	


Please explain below (or on separate sheets) what the Member has done that you believe breaches the Code of Conduct.  If you are complaining about more than one Member you should clearly explain what each individual person 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 by the Monitoring Officer when they decide whether to take any action on your complaint.  For example:

· You should be specific, wherever possible, about exactly what you are alleging the Member said or did.  For instance, instead of writing that the Member 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 including any evidence you hold which supports the complaint.

	


Additional Information
Further details can be found in the Code of Conduct Complaints Procedure, which is available on the Council’s website or by emailing or telephoning the Council’s Monitoring Officer (details below).
· If you wish to make a complaint, please complete the official complaints form and send or email it to:

The Monitoring Officer


Basildon Borough Council


The Basildon Centre


St. Martin’s Square


Basildon


Essex


SS14 1DL


standards@basildon.gov.uk


01268 208167
· Complaints must be submitted in writing.  This includes fax and electronic submissions.  However, in line with the requirements of the Equality Act 2010, we can make reasonable adjustments to assist you if you have a disability that prevents you from making 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 let us know as soon as possible.

· Following receipt of your complaint, the Monitoring Officer will: -
(a) acknowledge receipt of your complaint within 5 working days of receiving it;
(b) notify, within 5 working days, the Member that is the subject of the complaint that you have made a complaint about them and provide them with the information set out on the complaint form; excluding any personal information but including your name , unless the Monitoring Officer has agreed to this being withheld. The member will also be invited to make representations in relation to the complaint if they so wish within 10 working days of receipt of the details of the complaint;

(c) keep you and the Member that is the subject of the complaint informed of the progress of your complaint  
· Your complaint will be given a reference number which will appear on complaint documentation to preserve the privacy of the complainant and the subject Member.  

· The Monitoring Officer will review every complaint received and may consult with one of the Independent Persons before taking a decision as to whether it:
(a)
Merits no further action

(b)
Merits early informal conciliation/other action

(c)
Should be referred to the Standards Committee to consider whether the complaint merits further investigation.
· The Monitoring Officer may require additional information in order to come to a decision, and may come back to you for such information.  In the absence of a response from you within 15 working days the Monitoring Officer may close the complaint.  

· The Monitoring Officer may request Information from the Member against whom your complaint is directed to help him to come to a decision.  In the absence of the subject Member’s response within 15 working days the Monitoring Officer may proceed with the complaint. 
· This decision as to how the complaint is to be progressed will normally be taken within 30 working days of receipt of your complaint. Your complaint will be considered in accordance with the Assessment Criteria (which are appended to the Complaints Procedure).  Where the Monitoring Officer has taken a decision, you will be informed of the decision and the reasons for that decision.  (Where your complaint relates to a Local Councillor, the Monitoring Officer may also inform the Local Council of your complaint and seek the views of the Local Council before deciding whether the complaint merits formal investigation).
· Further detail on what will happen if the Monitoring Officer decides that a complaint merits further investigation is contained in the Complaints Procedure.

· There is no right of appeal for you as complainant or for the Member against a decision of the Monitoring Officer or of the Joint Standards Committee.
· If your complaint identifies criminal conduct or breach of other regulation by any person, the Monitoring Officer has the power to call in the Police or other regulatory agencies.
· If you feel that the authority has failed to deal with your complaint properly, you may make a complaint to the Local Government and Social Care Ombudsman at www.lgo.co.uk
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SECTION 3 - EQUALITIES MONITORING
Completion of this section is optional

Ethnic Origin (please indicate by a tick in the appropriate box):

White
Mixed
Black or Black British

 FORMCHECKBOX 

English
 FORMCHECKBOX 

White and Black Caribbean
 FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

Scottish
 FORMCHECKBOX 

White and Black African
 FORMCHECKBOX 

African

 FORMCHECKBOX 

Irish
 FORMCHECKBOX 

White and Asian
 FORMCHECKBOX 

Any Other Black

 FORMCHECKBOX 

Welsh
 FORMCHECKBOX 

Any Other Mixed

Background


 FORMCHECKBOX 

Eastern European 

Background

 FORMCHECKBOX 

Western European (Not UK)

 FORMCHECKBOX 

White Gypsy/Roma

 FORMCHECKBOX 

English Traveller

 FORMCHECKBOX 

Irish Traveller

 FORMCHECKBOX 

Any Other White Background

Asian or Asian British
Other Ethnic Groups
Not Stated

 FORMCHECKBOX 

Indian
 FORMCHECKBOX 

Chinese
 FORMCHECKBOX 

Not Stated

 FORMCHECKBOX 

Pakistani
 FORMCHECKBOX 

Any Other Ethnic Group
 FORMCHECKBOX 

Prefer not to say

 FORMCHECKBOX 

Bangladeshi


 FORMCHECKBOX 

Any Other Asian Background



Sex:

 FORMCHECKBOX 

Male
 FORMCHECKBOX 

Female
 FORMCHECKBOX 

Prefer not to say

Gender Reassignment:

Is your gender identity different to the sex you were assumed to be at birth?
 FORMCHECKBOX 
  Yes (please describe difference)…………………………………………….

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
 Prefer not to say
Age Group:

 FORMCHECKBOX 

0-15
 FORMCHECKBOX 

16-19
 FORMCHECKBOX 

20-24
 FORMCHECKBOX 

25-29
 FORMCHECKBOX 

30-34

 FORMCHECKBOX 

35-39
 FORMCHECKBOX 

40-44
 FORMCHECKBOX 

45-49
 FORMCHECKBOX 

50-54
 FORMCHECKBOX 

55-59

 FORMCHECKBOX 

60-64
 FORMCHECKBOX 

65 or over

	Sexual Orientation:

Please select that which best describes your sexuality:

 FORMCHECKBOX 

Heterosexual

 FORMCHECKBOX 

Lesbian or Gay Woman

 FORMCHECKBOX 

Gay Man

 FORMCHECKBOX 

Bisexual

 FORMCHECKBOX 

Prefer not to say
	Religion or Belief: 

Please indicate your religion or belief:

 FORMCHECKBOX 

Atheism
 FORMCHECKBOX 

Buddhism

 FORMCHECKBOX 

Christianity
 FORMCHECKBOX 

Hinduism

 FORMCHECKBOX 

Islam
 FORMCHECKBOX 

Jainism

 FORMCHECKBOX 

Judaism
 FORMCHECKBOX 

Sikhism

 FORMCHECKBOX 

Prefer not to say

 FORMCHECKBOX 

Other (please state):


Disability:

The Equality Act 2010 protects people who are disabled including those who have long term health conditions.  Long term means has lasted, or is expected to last, for 12 months.  Do you consider yourself to be a disabled person?

 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

I do not wish to disclose whether or not I have a disability

If answering yes, please give details of your disability below:

 FORMCHECKBOX 

Yes, affecting mobility

 FORMCHECKBOX 

Yes, affecting vision

 FORMCHECKBOX 

Yes, affecting hearing

 FORMCHECKBOX 

Yes, mental health

 FORMCHECKBOX 

Yes, learning difficulty

 FORMCHECKBOX 

Yes, another form of disability (please specify):

Do you have any of the following language or access requirements? Please tick all that apply:

 FORMCHECKBOX 

Information in large print

 FORMCHECKBOX 

Information in Easy Read

 FORMCHECKBOX 

Information in Braille

 FORMCHECKBOX 

Sign language interpretation

 FORMCHECKBOX 

Information in other format e.g. audio tape, electronic

 FORMCHECKBOX 

Information in another language, please state which language:

 FORMCHECKBOX 

Other, please specify:

This information is available on request in different languages, Large Print, Braille and Audio Tape.  For further information, please telephone 01268 294791.  This service is free.
DATA PROTECTION PRIVACY NOTICE

Service: Corporate Services
Department: Committee and Member Services
Process: Complaints alleging a breach of the Code of Conduct by a Councillor

Date: 10 August 2018 

Why we are collecting your data? 

Basildon Borough Council needs to collect your personal data so that the Council can process any enquiries or complaints you make about our councillors in accordance with relevant legislation. Under Section 28(6) and (7) of the Localism Act 2011, the Council must have in place “arrangements” under which allegations that a member or co-opted member of the authority [or of a town / parish council within the authority’s area], or of a Committee or Sub-Committee of the authority, has failed to comply with that authority’s Code of Conduct can be investigated and decisions made on such allegations.

Information collected:

· Name and Contact Details – To contact you once your complaint has been processed.

· Images – If relevant to your complaint against the Councillor.

· Racial and ethical data – Equalities Monitoring (Optional)

· Sex – Equalities Monitoring (Optional)

· Age Group – Equalities Monitoring (Optional)

· Sexual orientation – Equalities Monitoring (Optional)

· Religion or belief –Equalities Monitoring (Optional)

· Disability data – Equalities Monitoring (Optional)

The basis for the processing 

· Legal obligations and/or public task (Section 28 (6) and (7) of the Localism Act 2011) 

· To support business needs and deliver the service

Who your information will be shared with 

· Internal services:
· Committee and Member Services

· Legal Services

· The Member who is the subject of your complaint unless you request otherwise. The Monitoring Officer will consider your request and if granted we will not disclose your name to the Member against whom you make the complaint, without your prior consent.  If you make a request for your name to be withheld, the Monitoring Officer will advise you of the decision on this before disclosing your details to the Member that is the subject of your complaint. 

· External investigator (if the complaint proceeds to the investigation stage). 
We will never sell your data, however it will be shared with third parties to:

· Comply with legal obligations and legislative requirements

· To help if there is need of any professional or legal advice on a matter relating to you

· To help prevent fraud and/or tackle crime

· To improve and optimise the performance of our services

Provide accurate information

We need to hold accurate and up to date information about you so that we can deliver appropriate services. If any of your details change, you need to tell us as soon as possible so that we can update your records.

We will not:

· Use your information for marketing or sales purposes without your prior explicit consent. 

· Send or store your data abroad unless it meets the requirements of the Data Protection regulations

· Make decisions about you based on automated processing

How long will we hold your data for? 

We will keep all records relating to Committee and Member Services for 3 years. 

Your rights 

You have the right to access the personal information we hold about you. Any access requests are free of charge. If the information we hold about you is inaccurate, you have a right to have this corrected and you have the right to request completion of incomplete data. You have the right to ask us to erase your personal data in certain circumstances ('right to be forgotten').

You have the right to ask us to stop or restrict the processing of your personal data, in certain circumstances. Where possible, we will seek to comply with your request, but we may need to hold or process information to comply with a legal requirement.

You can make any of these requests by:

Email: dataprotectionofficer@basildon.gov.uk 

Phone: 01268 533333 

Letter to:

The Data Protection Officer

Basildon Borough Council

Basildon Centre,

St. Martin's Square,

Basildon

SS14 1DL.

If you are dissatisfied with how we have used your personal information, you can complain to the Information Commissioner's Office, by:

Email: casework@ico.org.uk
Phone: 0303 123 1113 (local rate) or 01625 545 745 

Letter to:

Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow
Cheshire SK9 5AF
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