KNOCKIN PARISH COUNCIL

CODE OF PRACTICE

FOR HANDLING COMPAINTS

The following procedure should be followed by anyone wishing to make a complaint against Knockin Parish Council. If you have a complaint against a Councillor, you should write to:

Chair of the Standards Committee

Oswestry Borough Council

Council Offices

Castle View

Oswestry

If you have a complaint against an employee, you should write to the Chairman: - 

Colin Doyle

Oak View

Knockin
If you have any other complaint you should write to the Clerk to the Council: - 

Penny O’Hagan

3 Lady Ida

Kinnerley

Oswestry

SY108DN

In order for your complaint about the Parish Council to be dealt with, the following Code of Practice has been adopted; so that you can be assured that your grievance will be properly and fully considered. We hope that by following this transparent process, we shall maintain the good reputation of the council. 

This procedure will be followed where complaints cannot be resolved less formerly by the Clerk to the Council or the Chairman. The Clerk to the Council is the Proper Officer of the Council and will represent and advise the Council at any meeting where the complaint will be aired, unless the Clerk is putting forward the justification for action or procedure of the complaint.

	KNOCKIN PARISH COUNCIL
	Parish Clerk:    Mrs Penny O’Hagan

3 Lady Ida, Kinnerley

Oswestry, Shropshire SY10 8DN

01691 682683 p.ohagan@tiscali.co.uk


Before the meeting

1. If a complaint about procedures or administration as practiced by the Council’s employees is notified orally to a Councillor or the Clerk to the Council, they should seek to satisfy the complaint fully. If that fails, the complainant should be asked to put the complaint in writing to the Clerk to the Council and be assured that it will be dealt with promptly after receipt.

2. If the complainant prefers not to put the complaint to the Clerk to the Council he or she should be advised to put it to the Chairman of Council.

3. Clerk shall acknowledge the receipt of the complaint and advise the complainant when the council will consider the matter.

4. The complainant shall be invited to attend the relevant meeting and bring with them a representative if they wish.

5. Seven working days prior to the meeting, the complainant shall provide the Council with copies of any documentation or other evidence, which they wish to refer to at the meeting. The council shall similarly provide the complainant with copies of any documentation upon which they wish to rely at the meeting.

6. Under Public Bodies (Admission to meetings) Act 1960 The Council will decide whether the complaint warrants the exclusion of the public and press. The decision or the Council however will be made public at the conclusion of the meeting.

At the Meeting

7. The Chairman to introduce everyone and explain procedures.

8. The Complainant will outline the nature of the complaint and the reason.

9. Councillors will question the complainant.

10. Councillors will question the Clerk to the Council

11. The Complainant and the Clerk (in that order) will be given the opportunity of a last word

12. The Complainant and the Clerk will be asked to leave the room whilst councillors decide whether or not the grounds of the complaint have been made. Where clarification may be necessary both parties shall be invited to return to the meeting.

13. The Clerk and Complainant return to hear the decision or if no decision can be reached, both parties shall be advised when a decision will be made.

After the meeting

14. The Complainant will be notified of the decision in writing within 7 working days together with details of any action to be taken

