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ACKNOWLEDGEMENT OF RECEIPT OF COMPLAINT
Dear [insert complainant’s name]
Ref: X12345
I acknowledge receipt of your complaint dated [insert date] regarding [member name(s)] of [authority name]. We received your complaint on [insert date].
The assessment sub-committee of the authority’s standards committee will now meet (if the date of the meeting is known: on [insert date]) to decide what action should be taken in relation to your complaint. You will not have the opportunity to attend, as it is not a public meeting. It is therefore important that you have provided all the information that you want taken into account when the assessment sub-committee makes its decision. 
Before the assessment sub-committee meets we will notify the member that a complaint has been made about them, who made the complaint and the relevant paragraphs of the Code of Conduct that it is alleged may have been breached. [If your authority does not intend to notify the member that is the subject of the complaint that a complaint has been made about them then this paragraph should be removed.]
The member is likely to be given a summary and details of the complaint once the assessment sub-committee has made its decision. 
The assessment sub-committee can reach one of the following three decisions. It can:

· Refer the allegation to the monitoring officer of the authority concerned - which under Section 57A(3) of the Local Government Act 2000, as amended, may be another authority - for investigation or some other action such as mediation or training.
· In exceptional cases, refer the allegation to the Standards Board for England.

· Decide that no action should be taken in respect of the allegation.
If it decides that no action should be taken, it will give reasons for this and explain your right to request a review of the decision. 

The assessment sub-committee aims to make this decision within an average of 20 working days of the date we received your complaint. You will be told about the decision in writing. 

We would like to remind you that your name and details of your allegation will be revealed to the member you have complained about. We can only withhold the identity of a complainant in exceptional circumstances. Please contact us on receipt of this letter if you are concerned about your identity being disclosed. [You may wish to insert a deadline for the complainant to reply by]
If you have any queries about the process, please contact us.  
Yours sincerely
