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NOTICE OF RECEIPT OF ALLEGATION
Reference [insert reference number]
I am writing to tell you that the standards committee has received an allegation on [insert date] that you have failed or may have failed to comply with your authority’s Code of Conduct.

[Note under Regulation 11(4) of the Standards Committee (England) Regulations 2008, the fact that an allegation has been received can be disclosed at this stage. Some details of the allegation can also be disclosed if the standards committee believes that disclosure of those details would not be contrary to the public interest and would not prejudice any investigation. The monitoring officer and standards committee should have agreed a policy on this notification stage, for example that it may be appropriate to indicate any paragraphs of the Code of Conduct referred to without any facts. Section 57C of the Local Government Act 2000, as amended, provides for the information to be given to the subject of an allegation].
EITHER [I enclose a leaflet which explains what this means and what will happen now.] 
OR [The next step will be that the assessment sub-committee of the standards committee will meet on [insert date or timescale] to consider this allegation.] At this stage all that will happen is that the allegation will be considered based solely on the information provided by the complainant along with any relevant information readily available such as minutes of council meetings. The assessment sub-committee will not meet in public and only committee members and officers advising them will be present. 

The assessment sub-committee can decide that no action needs to be taken or that the matter should be referred to the monitoring officer of the authority for an investigation or other action, or referred to the Standards Board for England.

At this stage the assessment sub-committee is not required to decide if the Code of Conduct has been breached. It is only considering if there is enough information which shows a potential breach of the Code of Conduct that warrants referral for investigation or other action.

It is unlikely that you or anyone else will be contacted before the assessment sub‑committee meets unless some form of clarification is needed. The assessment sub-committee cannot conduct an investigation into the matter itself.

Once the assessment sub-committee has made a decision, you and the complainant will be told about the outcome and what will happen next.
At this stage you are advised not to contact the complainant or anyone else as this could compromise you, or the fairness of the process. However, you may wish to seek some independent advice on this. You should also be aware that any written request for information made to the authority about this matter will have to be dealt with in accordance with the requirements of the law. This includes any obligations imposed on the authority under the Data Protection Act 1998, the Freedom of Information Act 2000 and the Human Rights Act 1998. If any request for information is received before the assessment sub‑committee meets, you will be contacted where it is considered appropriate or necessary to do so.

If you have any queries about the process please contact [insert name]. If you need additional support in relation to this or future contact please let me know as soon as possible. If you have difficulty reading this letter [insert any disability or equalities support that can be provided].
Yours sincerely

