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In accordance with the Health and Safety at Work Act the Council is 
required to notify those attending meetings of the fire evacuation 
procedures. A copy has previously been circulated to Members and 
instructions are located in all rooms within the Civic block. 



Halton Borough Council 
 
Draft Monitoring Officer Protocol 
 
Instructions to the Monitoring Officer on the discharge of functions in relation to the 
initial assessment and review of an allegation that a member of the Authority has 
failed to comply with the Code of Conduct 

 
1 Receipt of Allegations 
 

1.1 The Monitoring Officer shall set up arrangements within the Authority to secure that 
any allegation made in writing that a member of the Authority has or may have failed 
to comply with the Authority’s Code of Conduct is referred to him/her immediately 
upon receipt by the Authority. 

 
1.2 The Monitoring Officer shall maintain a register of such allegations to ensure that 

the Authority can comply with its obligations under the relevant legislation. 
 

1.3 Complaints shall only be considered where they are signed by the complainant, but 
the Monitoring Officer is authorised to maintain the confidentiality of the identity of 
the complainant where and for so long as in his/her opinion that would be in the 
public interest. 

 
2 Notification of Receipt of Allegations 
 

2.1 The Monitoring Officer shall determine whether the allegation appears to be a 
substantive allegation of misconduct. Where it appears not to be, he/she shall 
ensure that the matter is dealt with under a more appropriate procedure, for 
example where it is really a request for service from the Authority, a statement of 
policy disagreement, a legal claim against the Authority or a complaint against an 
officer of the Authority. 

 
2.2 Following receipt of the allegation, and where the allegation does appear to be a 

complaint of misconduct against a relevant member, the Monitoring Officer will 
promptly, and in any case in advance of the relevant meeting: 

 
2.2.1 acknowledge to the complainant receipt of the allegation and confirm 

that the allegation will be assessed by the Assessment  Sub-
Committee; 

2.2.2 notify the member against whom the allegation is made of receipt of 
the complaint, together with a written summary of the allegation, and 
state that the allegation will be assessed by the Sub-Committee. 
However, where the Monitoring Officer is of the opinion that such 
notification would be contrary to the public interest or would prejudice 
any person’s ability to investigate the allegation, he/she shall consult 
the Chairman of the Standards Committee, and may then decide that 
no such advance notification shall be given; 

2.2.3 collect such information as is readily available and would assist the 
Assessment Sub-Committee in its function of assessing the 
allegation; 

2.2.4 seek local resolution of the matter where practicable, in accordance 
with Paragraph 3 below; 

2.2.5 place a report, including a copy of the allegation, such readily 
available information and his/her recommendation as to whether the 
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allegation discloses an apparent failure to observe the Code of 
Conduct, on the agenda for the Assessment Sub-Committee. 

 
3 Local Resolution 
 

3.1 Local resolution is not an alternative to reporting the allegation to the Assessment 
Sub-Committee, but can avoid the necessity of a formal local investigation. 

 
3.2 Where the Monitoring Officer is of the opinion that there is the potential for local 

resolution, he/she shall approach the member against whom the allegation has 
been made and ask whether he/she is prepared to acknowledge that his/her 
conduct was inappropriate, and whether he/she would be prepared to offer an 
apology or undertake other appropriate remedial action. With the consent of the 
member concerned, the Monitoring Officer may then approach the complainant and 
ask whether the complainant is satisfied by such apology or other remedial action. 
The Monitoring Officer should then report to the Assessment Sub-Committee as 
required, and at the same time report the response of the member concerned and of 
the complainant. The idea is that, where the member has acknowledged that his/her 
conduct was inappropriate, and particularly where the complainant is satisfied with 
the proffered apology or remedial action, the Assessment Sub-Committee might 
take that into account when considering whether the matter merits investigation. 

 
4 Review of Decisions not to Investigate 
 

4.1 Where the Assessment Sub-Committee has decided that no action be taken on a 
particular matter, the Monitoring Officer shall promptly advise the complainant of the 
decision, and the complainant may then within 30 days of receipt of such notification 
request that the Review Sub-Committee review that decision. 

4.2 Whilst the review shall normally be a review of the reasonableness of the original 
decision rather than a reconsideration, the Monitoring Officer shall report to the 
Review Sub-Committee the information which was provided to the Assessment 
Sub-Committee in respect of the matter, the summary of the Assessment Sub-
Committee and any additional relevant information which has become available 
prior to the meeting of the Review Sub-Committee. 

 
5 Local Investigation 
 

5.1 It is recognised that the Monitoring Officer will not personally conduct a formal local 
investigation. 

 
5.2 It will be for the Monitoring Officer, where appropriate after consultation with the 

Chairman of the Assessment Sub-Committee, to determine who to instruct to 
conduct a formal local investigation, and this may include another senior officer of 
the Authority, a senior officer of another authority or an appropriately experienced 
consultant. 
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Halton Borough Council 
 
Terms of Reference of the Assessment Sub-Committee 
 
To be approved by the Standards Committee 

 
1. Terms of Reference 
 

a. The Assessment Sub-Committee is established to receive allegations 
that a member of the Authority has failed, or may have failed, to 
comply with the Authority’s Code of Conduct. 

 
b. Upon receipt of each allegation and any accompanying report by the 

Monitoring Officer, the Sub-Committee shall make an initial 
assessment of the allegation and shall then do one of the following: 

 
i. refer the allegation to the Monitoring Officer, with an instruction 

that he/she arrange a formal investigation of the allegation, or 
directing that he/she arrange training, conciliation or such 
appropriate alternative steps as permitted by Regulations; 

ii. refer the allegation to the Standards Board for England; 
iii. decide that no action should be taken in respect of the 

allegation; or 
iv.  where the allegation is in respect of a person who is no longer 

a member of the Authority, but is a member of another relevant 
authority (as defined in Section 49 of the Local Government 
Act 2000), refer the allegation to the Monitoring Officer of that 
other relevant authority; 

 
and shall instruct the Monitoring Officer to take reasonable steps to 
notify the person making the allegation and the member concerned of 
that decision. 
 

c. Upon completion of an investigation by or on behalf of the Monitoring 
Officer, the Sub-Committee shall be responsible for determining 
whether: 

 
i. it accepts the Monitoring Officer’s finding of no failure to 

observe the Code of Conduct; 
ii. the matter should be referred for consideration at a hearing 

before the Sub-Committee of the Standards Committee; or 
iii. the matter should be referred to the Adjudication Panel for 

determination. 
 
d. Where the Sub-Committee resolves to do any of the actions set out in 

Paragraph 1(b)  or 2(c) above, the Sub-Committee shall state its 
reasons for that decision. 

 
d. The Sub-Committee shall consider any application received from any 

officer of the Authority for exemption from political restriction under 
Sections 1 and 2 of the Local Government and Housing Act 1989 in 
respect of the post held by that officer and may direct the Authority 
that the post shall not be considered to be a politically restricted post 
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and that the post be removed from the list maintained by the Authority 
under Section 2(2) of that Act. 

 
e. The Sub-Committee shall, upon the application of any person or 

otherwise, consider whether a post should be included in the list 
maintained by the Authority under Section 2(2) of the 1989 Act, and 
may direct the Authority to include a post in that list. 

 
2. 2. Composition of the Assessment Sub-Committee 
 

The Assessment Sub-Committee shall comprise 3 members, of whom 1 shall 
be an independent co-opted member of the Standards Committee, who shall 
chair the Sub-Committee, and 2 elected members of the Authority. When the 
Assessment Sub-Committee considers a matter relating to the conduct of a 
person in his/her capacity as a Parish or Town Councillor, the Sub-Committee 
shall comprise 4 members, the additional  member being, a Parish Council 
representative.  

 
3. Quorum 

 
The quorum for a meeting of the Sub-Committee shall be 3 members, 
with an Independent Co-opted member as Chairman, and at least one 
elected member of the Council [and at least one Parish Council 
representative when considering a matter relating to the conduct of a 
member as Parish Councillor]. 

 
4.  Frequency of Meetings 
 
The Sub-Committee shall meet as and when required.  
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Halton Borough Council 
 
Terms of Reference of the Review Sub-Committee 
 
To be approved by the Standards Committee 

 
1. Terms of Reference 
 

a. The Review Sub-Committee is established to review, upon the request 
of a person who has made an allegation that a member of the 
Authority has failed, or may have failed, to comply with the Authority’s 
Code of Conduct, a decision of the Assessment Sub-Committee that 
no action be taken in respect of that allegation. 

 
b. Upon receipt of each such request and any accompanying report by 

the Monitoring Officer, the Sub-Committee shall review the decision of 
the Assessment Sub-Committee and shall then do one of the 
following: 

 
i. refer the allegation to the Monitoring Officer, with an instruction 

that he/she arrange a formal investigation of the allegation, or 
specifying that he/she take an alternative action as permitted 
by Regulations; 

ii. refer the allegation to the Standards Board for England; 
iii. decide that no action should be taken in respect of the 

allegation; or 
iv.  where the allegation is in respect of a person who is no longer 

a member of the Authority, but is a member of another relevant 
authority (as defined in Section 49 of the Local Government 
Act 2000), refer the allegation to the Monitoring Officer of that 
other relevant authority; 

 
and shall instruct the Monitoring Officer to take reasonable steps to 
notify the person making the allegation and the member concerned of 
that decision. 
 

c. Where the Sub-Committee resolves to do any of the actions set out in 
Paragraph 1(b) above, the Sub-Committee shall state its reasons for 
that decision. 

 
2. Composition of the Review Sub-Committee 
 

The Review Sub-Committee shall comprise 3 members, of whom 1 shall be an 
independent co-opted member of the Standards Committee, who shall chair the Sub-
Committee and the other 2 shall be elected members of the Authority. When the 
Assessment Sub-Committee considers a matter relating to the conduct of a person in 
his/her capacity as a Parish or Town Councillor, the Sub-Committee shall comprise 4 
members, the additional member being a Parish or Town Council representative.  
 

3. Quorum 
 
The quorum for a meeting of the Sub-Committee shall be 3 members, with an 
Independent Co-opted member as Chairman, and at least one elected member of the 
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Council [and at least one Parish or Town Council representative when considering a 
matter relating to the conduct of a member as Parish or Town Councillor]. 
 
4.  Frequency of Meetings 
 
The Review Sub-Committee shall meet as and when required to enable it to 
undertake the review of any decision of the Assessment Sub-Committee within 3 
months of the receipt of the request for such a review from the person who made the 
allegation. 
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Halton Borough Council 

 
Draft Complaint/Assessment Criteria 
 
1. WHICH COMPLAINTS CAN BE CONSIDERED? 
 

The Assessment Sub-Committee must consider every complaint that a member 
of the authority (or of any Parish or Town Council within its area) has failed to 
comply with the Code of Conduct which that authority has adopted. Accordingly, 
it has no jurisdiction in respect of any complaint which relates to: 

 
(a) persons who are not members of the authority (or a Parish or 
Town Council in its area) 
(b) conduct which occurred at a time when the person against whom 
the complaint was made was not a member of the authority (or of a 
Parish or Town Council in its area) 
(c) conduct which occurred before the relevant authority adopted a 
Code of Conduct. All local authorities were required to adopt a Code of 
Conduct in 2001. In practice, the Sub-Committee will expect complaints to 
be made promptly after the events to which they relate (see below) 
(d) conduct which occurred in the member’s private life, as the Code 
of Conduct only applies to a member’s conduct as a member of a local 
authority 
(e) conduct which occurred when the member was acting as member 
of another authority. Where a member is also a member of another 
authority (other than a Parish or Town Council within its area) which has 
its own Code of Conduct, then the complaint should be addressed directly 
to that authority.  
(f)  complaints which do not relate to the apparent misconduct of a 
relevant member but are, for example, about the policies and priorities of 
the authority, or are a request for the provision of a service by the 
authority, or are a complaint about the conduct of an officer of the 
authority 

 
 Such complaints will not be referred to the Assessment Sub-Committee but will  

instead be dealt with by the Monitoring Officer who will advise you as to the most 
appropriate avenue for proper consideration of your complaint or request. 

 
2. DOES THE COMPLAINT APPEAR TO SHOW A BREACH OF THE CODE OF 

CONDUCT? 
 

The first assessment which will be undertaken by the Sub-Committee will be to 
determine whether the complaint appears to show that a breach of the Code of 
Conduct may have occurred. 
 
For this purpose, the Sub-Committee will take into account the complaint letter 
and any other information which is readily available to them. Accordingly, it is the 
responsibility of the  complainant to set out clearly – 

 
(a) who the complaint is against 
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(b) an understanding of  what the relevant member did 
(c) why it is considered that the member’s conduct amounted to a breach of 

the Code of Conduct,  
 

And to provide copies of any documents which the complainant wants the Sub-
Committee to consider. 
 
Following receipt of the complaint, the Monitoring Officer will collect any other 
information which is readily available and which may assist the Sub-Committee in 
its consideration of the complaint. This will not include conducting interviews with 
witnesses, but may include providing the Sub-Committee with copies of the 
agenda, reports and minutes of a meeting of the authority at which the alleged 
misconduct occurred, or providing copies of the member’s entry in the register of 
members’ interests. 
 
The Sub-Committee will then consider whether, on the basis of the complaint and 
that additional information, there appears to have been a breach of the Code of 
Conduct.  

 
If the Sub-Committee concludes that the evidence does not disclose an apparent 
breach of the Code of Conduct, it has no further jurisdiction in respect of the 
matter.  

 
3. POSSIBLE ACTIONS WHERE AN APPARENT BREACH OF THE CODE OF 

CONDUCT HAS OCCURRED 
 

Where the Sub-Committee has concluded that there appears to have been a 
breach of the Code of Conduct, it has four options available to it. These are as 
follows: 

 
(a)direct the Monitoring Officer to secure that the complaint is investigated 
locally 
 
A local investigation would normally be appropriate where the alleged 
conduct is sufficiently serious to merit the imposition of a sanction against 
the member, but not so serious that it would merit a greater sanction than 
the authority’s Standards Committee could impose following a formal 
hearing. In practice, this means that a local investigation would not be 
appropriate where the appropriate sanction is likely to be a suspension as 
a member of the relevant authority for a period of more than 6 months, or 
disqualification as a member of any local authority. See paragraph 5(b) 
below for more detailed grounds for referring a complaint to the 
Standards Board for England. 
 
However, recognising that a formal investigation is an expensive and 
time-consuming process, and can only address the immediate subject 
matter of the complaint, the Sub-Committee can direct the Monitoring 
Officer to take other appropriate action short of a formal investigation – 
see paragraph 5(c) below. 
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In addition, particularly where the conduct complained of is not sufficiently 
serious to merit any action or occurred a considerable time ago, the Sub-
Committee may determine that no action should be taken in respect of it. 
For more detail, see paragraph 5(d) below.  

 
 
(b) refer the matter to the Standards Board for England with a request 
that the Board undertakes a national investigation into the complaint; 
 
The following factors will be considered by the Sub-Committee to be 
factors which support referring the complaint to the Standards Board for 
England for a national investigation: 
 

(i) that the complaint is so serious that, if proven, the conduct 
complained of merits a sanction in excess of that which could be 
imposed by the Standards Committee. In practice this means that 
the appropriate sanction would be either a suspension form the 
relevant authority for a period of more than 6 months, or a 
disqualification from any local authority 
 
(ii) that the investigation required is so extensive that it would 
impose an unreasonable burden on the authority and/or that any 
hearing conducted on the basis of that investigation would be 
unreasonably complex for the Standards Committee 
 
(iii) that the status of the member against whom the complaint 
has been made or of the person by whom the complaint has been 
made is such that either the authority could not conduct a full and 
impartial investigation and hearing, or that there is likely to be a 
public perception that the authority could not conduct a full and 
impartial investigation and hearing 
 
(iv) that so many members of the Standards Committee have a 
conflict of interest in respect of the matter that the authority is 
going to be in difficulty in organising an impartial Hearings panel 
for the matter 
 
(v) that the complaint raises significant or unresolved legal 
issues where a national ruling would be helpful 
 
(vi) that the authority itself has an interest in the outcome of 
the investigation and/or hearing, for example where the report 
may lead to a judicial review of a decision of the authority 
 
(vii) that there are other exceptional circumstances which 
would prevent the authority from securing a timely, full and 
impartial investigation and/or hearing of the matter, or which are 
likely to give rise to the perception that the authority cannot secure 
a timely, full and impartial investigation and/or hearing of the 
matter. 
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(c) direct the Monitoring Officer to take other appropriate action short 
of a formal investigation; 

 
The Assessment Sub-Committee cannot impose a sanction on the 
member against whom the complaint has been made without a formal 
investigation and hearing. But it can direct the Monitoring Officer to take a 
range of other actions, including providing training for members, securing 
conciliation or mediation between competing interests, or reviewing 
procedures to minimise conflict. 
 
In some instances, the conduct complained of may be a symptom of 
wider conflicts within the authority. A formal investigation and hearing 
would only deal with that instant complaint and may not resolve such 
underlying conflicts. 
 
Such alternative action is therefore most suitable where – 
 

(i) the conduct complained of is a symptom of wider 
underlying conflicts which, if unresolved, are likely to lead to 
further misconduct or allegations of misconduct 
 
(ii) the conduct complained of is apparently common to a 
number of members of that authority, demonstrating a lack of 
awareness or recognition of the particular provisions of the Code 
of Conduct 
 
(iii) the conduct complained of is not so serious that it requires 
a substantive formal sanction such as suspension or 
disqualification 
 
(iv)  the complaint reveals a lack of guidance, protocols and 
procedures within the authority, for example on the use of 
resources or the process of decision-making 
 
(v) the member complained of and the person making the 
complaint are amenable to engaging in such alternative action, as 
there is no power to require them to participate.  

 
(d) decide to take no action in respect of the complaint. 
 
The Sub-Committee will take the following factors as militating for a 
decision to take no action in respect of the matter: 
 

(i) the complaint appears to be trivial, vexatious, malicious, 
politically motivated or tit for tat. 
 
(ii) the complaint is anonymous. The Sub-Committee can 
protect the confidentiality of the identity of the complainant, where 
that is justified by a real fear of intimidation or victimisation. 
However, where this is not an obvious risk, the fact that the 
complainant has not disclosed his/her identity can indicate that the 
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complaint is less serious, is malicious or is politically motivated.  
The Monitoring Officer Protocol indicates that a complaint will not 
be considered if not signed by the complainant. 
 
(iii) a significant period of time has elapsed since the events 
which are the subject of the complaint. This is both because , 
where a matter is serious, it would be reasonable to expect the 
complainant to make a complaint promptly, and because the 
passage of time may make it more difficult to obtain documentary 
evidence and reliable witness evidence 
 
(iv) the complaint is such that it is unlikely that an investigation 

will be able to come to a firm conclusion on the matter. 
This could be where the matter is such that there is 
unlikely to be any firm evidence on the matter. 
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Questions that may be asked  
 
Q: Has the complainant submitted enough information to satisfy the 
assessment sub-committee that the complaint should be referred for 
investigation or other action? 
 
If the answer is no: “The information provided was insufficient to make a decision 
as to whether the complaint should be referred for investigation or other action. 
So unless, or until, further information is received, the assessment sub-
committee is taking no further action on this complaint.” 
 
Q: Is the complaint about someone who is no longer a member of the 
authority, but is a member of another authority? If so, does the assessment 
sub-committee wish to refer the complaint to the monitoring officer of that 
other authority? 
 
If the answer is yes: “Where the member is no longer a member of our authority 
but is a member of another authority, the complaint will be referred to the 
standards committee of that authority to consider.” 
 
Q: Has the complaint already been the subject of an investigation or other 
action relating to the Code of Conduct? Similarly, has the complaint been 
the subject of an investigation by other regulatory authorities? 
 
If the answer is yes: “The matter of complaint has already been subject to a 
previous investigation or other action and there is nothing more to be gained by 
further action being taken.” 
 
Q: Is the complaint about something that happened so long ago that there 
would be little benefit in taking action now? 
 
If the answer is yes: “The period of time that has passed since the alleged 
conduct occurred was taken into account when deciding whether this matter 
should be referred for investigation or further action. It was decided under the 
circumstances that further action was not warranted.” 
 
Q: Is the complaint too trivial to warrant further action? 
If the answer is yes: “The matter is not considered to be sufficiently serious to 
warrant further action.” 
 
Q: Does the complaint appear to be simply malicious, politically motivated 
or tit-for-tat? 
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If the answer is yes: “The matter appears to be simply malicious, politically 
motivated or tit-for-tat, and not sufficiently serious, and it was decided that further 
action was not warranted.” 
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