Formal Procedure in case of complaint
If an informal approach is inappropriate, the following formal procedure should be invoked:

· The complainant should make a formal complaint in writing to the Parish Council.  The complaint should be confined to precise details of actual incidents.

· The alleged perpetrator(s) will be notified in writing that an allegation has been made against them.  They will be given a copy of the complainant’s statement and will be afforded a fair opportunity to respond to the allegation(s).

· The complaint will be subject to an initial examination by a designated member of the Parish Council with a view to determining an appropriate course of action.  If considered necessary or appropriate the designated person may decide to conduct a meeting with the complainant and the alleged perpetrator.  An appropriate course of action at this stage, for example, could be exploring a mediated solution or a view taken that the issue can be resolved informally.  Should any of these approaches be deemed inappropriate or inconclusive, a formal investigation of the complaint should take place with a view to determining the facts and credibility or otherwise of the allegation(s).  
· If considered appropriate, the alleged perpetrator may be suspended on full pay pending an investigation.  

Investigation

· The investigation will be conducted by either a designated Councillor.  The investigation will be conducted thoroughly, objectively, with sensitivity, confidentially, and with due respect for the rights of both the complainant and the alleged perpetrator(s).

· The investigation will be governed by terms of reference as dictated by the investigator in advance.

· The investigator(s) will meet separately with the complainant and alleged perpetrator(s) and any witnesses or relevant persons on an individual confidential basis with a view to establishing the facts surrounding the allegation(s).  The investigator may hold an oral hearing if considered appropriate.  Both the complainant and the alleged perpetrator(s) may be accompanied by a  representative, if so desired.

· Every effort will be made to carry out and complete the investigation at the earliest practicable date.  On completion of the investigation, the investigator(s) will submit a written report to the Parish Council containing the findings of the investigation.

· Both parties will be given the opportunity to comment on the findings.

· The complainant and the alleged perpetrator(s) will be informed in writing of the findings of the investigation.

