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1. INTRODUCTION AND OVERVIEW 
 
1.1 Wimbledon and Putney Commons Conservators (“WPCC”) is a registered charity which is 

governed by the Wimbledon and Putney Commons Act 1871 (the “WPC Act 1871”) and the 
Commissioners Clauses Act 1847 (the “CC Act 1847”). Conservators as trustees of the 
charity must also adhere to the requirements of the Charities Act 2011 (“the CA 2011”). 

 
1.2 This revised Code of Conduct for Conservators (“the Code”) adopted on 11th February 2019 

sets out the conduct which is expected of Conservators when they are acting in that capacity 
as the persons having the general control and management of the administration of the 
charity. The Code applies to the Conservators, who are the charity trustees of WPCC and to 
all co-opted members to a formal WPCC Committee. 

 
1.3 Each Conservator must exercise the powers that the Conservator has in that capacity in the 

way that the Conservator decides, in good faith, would be most likely to further the purposes 
of WPCC. Each Conservator must in the performance of functions in that capacity exercise 
such care and skill as is reasonable in the circumstances, having regard in particular to any 
special knowledge or experience that the Conservator has.  

1.4 Conservators, as charity trustees, have a legal duty to act in the best interests of WPCC and 
to achieve the purposes set out in the WPC Act 1871 and CA 2011. 

1.5 The Nolan Report sets out seven Principles of Public Life, which are incorporated into the 
Code. WPCC has a duty to promote and maintain high standards of ethics and conduct by 
Conservators. 

 
1.6 Conservators will be offered training on the Code and WPCC expects all Conservators to 

take advantage of such training, including refresher courses, to ensure that they are fully 
aware of the provisions of the Code and the standards expected of them in public. 

 
1.7 Conservators are also urged to avail themselves of the Local Resolution Procedure under 

the Code for dealing with minor disagreements and to ensure the effective use of WPCC’s 
resources. The aim of the Local Resolution Procedure is to resolve matters at an early stage 
so as to avoid the unnecessary escalation of the situation which may damage personal 
relationships within WPCC, and the WPCC’s reputation. 

 
1.8 The following pages set out the Code and guidance, it is not an exhaustive list of all legal 

obligations which fall upon Conservators and does not discharge individuals from their duty 
to ensure that at all times they conduct themselves in accordance with Principles and 
Standards. WPCC also has its core values, which Conservators are asked to observe and 
follow.  

 
1.9 Conservators should comply with the Code whenever they are acting in their official capacity 

as a Conservator including at Board, Committee and Working Group meetings. The Code 
also applies to Conservators’ dealings with each other, with outside bodies, briefing 
meetings with officers, site visits, use of social media and in communication with WPCC. 

 
1.10 Freedom of expression is a right which applies to all Conservators of WPCC. The criticism of 

opposing ideas and opinion is considered to be part of democratic debate and it is unlikely 
that such comments would amount to a breach of the Code. Comments which breach the 
Principles and Standards below may, in contrast, be a potential breach of the Code. 

 
1.11 Mutual respect and courtesy between Conservators and officers is essential and affects the 

efficient administration of WPCC’s functions and the reputation of WPCC itself. For WPCC to 
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work effectively it requires a high degree of trust and common understanding between 
officers and Conservators. Both need to respect each other’s roles and officers may from 
time to time have to give advice which the Conservators might not agree with and 
Conservators may from time to time take decisions contrary to the advice of officers. Those 
instances should be accepted as unusual but not unacceptable. Where officers do have to 
give advice that a certain course of action cannot be carried out, they should seek to give 
suggestions as to how Conservators might achieve some or all of their objectives in other 
ways.  

 
1.12 The key role of Conservators is to define the policy priorities, monitor implementation, assure 

themselves of compliance with all applicable regulations and to provide strategic leadership 
and direction in partnership with the executive. 
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2 PRINCIPLES AND STANDARDS OF CONDUCT AND CORE VALUES 
 
2.1 This Code sets out the Principles and Standards of conduct and behaviour expected of 

Conservators. As the WPCC is a registered charity, the Conservators, as “trustees”, are also 
responsible for ensuring that the Commons are maintained and managed in accordance with 
charity law, within its charitable objects and the requirements of the Charity Commission as 
set out in Responsibilities of Charity Trustees (CC3). 

 
2.2 The Code also incorporates the organisation’s values, it aims to ensure that all observe the 

highest standards of propriety and act in the best interests of WPCC through effective 
stewardship of the organisation, at all times.  

 
Principles 
 

2.3 The Code’s principles of conduct are as follows: 
 

i. Selflessness  

Conservators must act solely in the charity’s interest. They must never use their 
position as Conservators improperly to confer an advantage on, or to avoid a 
disadvantage for, themselves or improperly to confer an advantage or disadvantage 
on others. 

 
ii. Integrity and propriety  

Conservators must avoid placing themselves under any obligation to people or 
organisations that might try inappropriately to influence them in their work. 
Conservators should not act or take decisions in order to gain financial or other 
material benefits for themselves, their families or friends. Conservators must declare 
and resolve any interests and relationships. 

 
iii. Objectivity in decision making 

In carrying out their responsibilities Conservators must act and take decisions 
impartially, fairly and on merit, using the best evidence and without discrimination or 
bias. Whilst Conservators must have regard to the professional advice of officers and 
may properly take account of the views of others, it is their responsibility to decide 
what view to take and, if appropriate how to vote on any issue. 

 
iv. Accountability 

Conservators must be accountable to the public for their decisions and actions. 
Conservators must be prepared to submit themselves to such public scrutiny as is 
appropriate to their responsibilities. 

 
v. Openness 

Conservators must be as open as possible about all their actions and those of 
WPCC. Information should not be withheld from the public unless there are clear and 
lawful reasons for so doing.  

 
vi. Honesty 

Conservators must declare any private interests relevant to their duties and take 
steps to resolve any conflict in a way that protects the public interest. Interests must 
be registered and declared in a manner which conforms to the procedures set out 
below. 
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vii. Leadership 
Conservators must promote and support these principles by leadership and example 
so as to promote public confidence in their role and in WPCC. They must respect the 
impartiality and integrity of the WPCC’s staff. Conservators should be willing to 
support the Code and willing to challenge poor behaviour whenever it occurs. 

 
viii. Stewardship 

In discharging their duties and responsibilities, Conservators must ensure that 
WPCC’s resources are used both lawfully and prudently. They must ensure that 
WPCC’s resources are not used improperly for purposes (which include any party 
political purposes) that are not aligned with the charity’s core objects.  

 
ix. Confidentiality 

Conservators must respect the status of confidential issues they read and discuss. 
They are bound to maintain the confidential status of this material and any 
discussions.  

 
Conservators undertake to respect and preserve the confidentiality of the Confidential 
Information (defined below), and shall not without the prior written consent of the 
Chairman of the WPCC: 

 
(a) communicate, or otherwise make available, the Confidential  Information 

to any third party; or 
(b) use the Confidential Information for any commercial, industrial or other 

 purpose other than for the benefit of WPCC in the proper performance  of 
their duties; or   

(c) copy, adapt, or otherwise reproduce the Confidential Information  except as 
strictly necessary for the proper performance of  Conservator duties or as 
permitted by law. 

 
Confidential Information: any information relating to the WPPC which is not publicly 
available including, but not limited to, any information specifically designated as 
confidential by the Board or Chief Executive Officer; any information supplied in 
relation to which a duty of confidentiality is owed or arises; and any other information 
which should reasonably be regarded as possessing a quality of confidentiality. 

 
This duty of non-disclosure may no longer apply where either the consent of the 
person authorised to give it has been obtained, or there is a legal requirement to 
disclose. If in doubt, Conservators are encouraged to seek the views of the Chief 
Executive Officer. 

 
x. Equality and respect 

Conservators must treat each other with respect and promote equality by not 
discriminating unlawfully against any person and by treating people with respect, 
regardless of their sex, race, age, religion, gender, sexual orientation or disability. 
Conservators should respect the impartiality and integrity of WPCC’s officers and its 
other employees. Conservators have a responsibility to behave in a way that is not 
offensive to others and acknowledge that the views and opinions held by others and 
decisions made by managers may not coincide with their own. 
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Standards 
 

2.4 The Code’s standards of conduct are as follows standards: 
 
i.  General 

Conservators must: 

• act within the powers of the governing documents of WPCC and the law, and 
abide by the policies and procedures of the organisation. This includes having a 
knowledge of the contents of relevant legislation, charitable objects and relevant 
policies and procedures. 

• be an active Board Member, making their skills, experience and knowledge 
available to WPCC and seeking to do what additional work they can outside Board 
meetings, including sitting on Committee(s)/Working Groups. 

• develop and maintain a sound and up-to-date knowledge of WPCC and its 
environment. This will include an understanding of how WPCC operates, and the 
nature and extent of its work. 

• utilise WPCC’s resources responsibly, in line with policies and procedures. 

• accept responsibility to ensure that WPCC is well run.  

• raise issues and questions in an appropriate and sensitive way. 

ii.  Meetings 

Conservators must: 

• endeavour to attend all appropriate meetings and other appointments of WPCC or 
give apologies. If they cannot regularly attend meetings they should consider their 
position. 

• Prepare fully for all meetings and work for WPCC. This will include reading 
papers, querying anything they do not understand, thinking through issues before 
meetings and completing any tasks assigned to them in the agreed time. 

• Actively engage in discussion, debate and voting in meetings, contributing in a 
considered and constructive way, listening carefully, challenging sensitively and 
avoiding conflict. 

• To participate in collective decision making, accepting a majority decision of the 
Board and not to act individually unless specifically authorised to do so, 
recognising that if they regularly and strongly cannot support Board decisions 
they should consider their position. 

iii.  Governance 

Conservators must: 

• actively contribute towards improving the governance of the Board, participating 
in induction and training and sharing ideas for improvement with the Board. 
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iv. Relation with Others 

Conservators must: 

• work considerately and respectfully with all those they come into contact at 
WPCC. Conservators must respect diversity, different roles and boundaries, and 
avoid giving offence. 

• recognise that the roles of Conservators, staff and volunteers of WPCC are 
different, and seek to understand and respect the difference between these roles. 
Where a Conservator also volunteers with the organisation the Conservator must 
maintain the separation of their role as a Conservator and as a volunteer. 

• seek to support and encourage all those they come into contact with at WPCC. In 
particular to recognise their responsibility to support the Chairman and senior staff 
members. 

• make any public comments about WPCC in line with WPCC policy, whether made 
as an individual or as a Conservator. 

v.  Leaving the Board 

Where there is a substantial breach of any part of these Principles and Standards, 
including absence from meetings for 12 months in succession or ceasing to have the 
qualification required for election/appointment, this may result in procedures being 
put in motion that may result in a Conservator being asked to resign from the Board. 

If a trustee is guilty of misconduct and/or mismanagement and is a risk to the 
Charity’s property, then the Charity Commission or the appointing Government 
Department has power to remove them. 

If a Conservator wishes to resign at any time, they must inform the Chairman in 
advance in writing, stating their reasons for leaving.  

 
Core Values 
 
2.5 In addition to the Principles and Standards of conduct, Conservators should, so far as 

possible, reflect WPCC’s Core Values, which have been adopted by WPCC: 
 

i. Dependable - We will maintain the Commons with pride and professionalism working 
in and for the community, taking responsibility for our actions. 

 
ii. Respectful - We will respect and value others giving time and being courteous in 

considering all viewpoints. 
 

iii. Committed – We will commit to engaging and communicating with the public to build 
a greater understanding of the Commons and its management. 

 
iv. Creative – We will provide innovative approaches to sustain the Charity and protect 

the Commons. 
 

v. Excellent - We will use our energy, resources and skills, striving for excellence in all 
we do. 
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3. CONFLICT OF INTEREST PROCEDURE 
 
3.1 Conservators should avoid putting themselves in a position in which their obligation to act in 

the best interests of WPCC potentially conflicts with their personal interests or duties.  Such 
conflicts may create problems because they can:  

• inhibit free discussion  

• result in decisions or actions that are not in the interests of WPCC  

• risk giving the impression that WPCC, or an individual Conservator, has acted 
improperly.  

3.2 However, from time to time, conflicts of interests may arise where a Conservator’s personal 
interests and loyalties conflict, or can be perceived to conflict, with those of WPCC.  

3.3 Even the appearance of a conflict can damage WPCC’s reputation and so any interests, 
duties or obligations which may give rise to the appearance of a conflict must be recognised, 
disclosed appropriately and dealt with in accordance with these procedures. 

3.4 Conservators should act in accordance with the spirit as well as the wording in the 
paragraphs below.  This Section offers guidance but is not intended to modify any legal duty 
which would otherwise apply. 

3.5 A conflict of interest is any situation in which a Conservator’s personal interests or loyalties 
could, or could be perceived to, prevent the Conservator from making a decision which is in 
the best interests of WPCC.  This includes actual conflicts of interest and of loyalty as well as 
perceived and potential conflicts.  

 
3.6 Conflicts of interest usually arise where either:  

• there is a potential pecuniary interest or other material benefit directly to a 
Conservator, or indirectly through a person connected to the Conservator; or 

• a non-pecuniary interest when a Conservator’s duty to WPCC may compete with a 
duty or loyalty they owe to another organisation or person. 

 
3.7 A Conservator or co-opted member of a Committee must within 28 days of taking office as a 

Conservator or co-opted member of a Committee notify the Chief Executive Officer of any 
conflict of interest.  This applies whether that interest is their own, or that of a connected 
person (see paragraphs 3.11 - 3.13). The interest will be included in the WPCC register of 
interests. 

 
3.8 The WPC Act 1871 and CC Act 1847 contain the following restrictions on pecuniary and 

non-pecuniary interests and other material benefits that a Conservator may receive: 

• A Conservator cannot be remunerated or hold any paid office with WPCC (section 31, 
WPC Act 1871). 

• A Conservator cannot receive any expenses in connection with meetings of the 
Conservators (section 48, CC Act 1847). 

• A Conservator cannot be concerned with or participate in any manner in any contract, 
or in the profit from any contract, or of any work done under the authority of the WPC 
Act 1871 (section 9, CC Act 1847).  (There is an exception under section 10 of the CC 
Act 1847 which would allow WPCC to enter into a contract with a company in which a 
Conservator is a shareholder of, provided the Conservator with the shareholding does 
not participate in the Conservators vote on the contract). 
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3.9 If an interest above has not been notified or entered in the register, then the Conservator 
must disclose the interest to any meeting of WPCC at which they are present, where they 
have disclosable interest in any matter being considered. Where a matter is considered to be 
a sensitive interest, which includes any concern that disclosure might lead to the 
Conservator or co-opted person being subject to violence or intimidation, that individual 
should speak to the Chief Executive Officer, who may agree to exclude details from any 
publicly available version of the register of interests. 

 
3.10 Following disclosure of an interest not on WPCC’s register or the subject of pending 

notification, Conservators must notify the Chief Executive Officer of the interest within 28 
days beginning with the date of disclosure. 

 
Connected persons 
 
3.11 A conflict can arise indirectly because of a Conservator’s relationship with, or connection to, 

another person or organisation.  This is because of the risk that the Conservator’s decision-
making could be affected, or that it could be perceived that there is a conflict of interest.  
Issues relating to conflicts of interest often arise in charities because of benefits received by 
connected persons.  

 
3.12 Examples of connected persons include: members of a Conservator’s family, their spouse or 

civil partner, or someone with whom they are living as a husband or wife, or as if they were 
civil partners, a business partner or colleague, anyone whose finances are interdependent 
with the Conservator (e.g. through joint bank accounts, joint mortgages or property held in 
joint names, one party financially dependent on the other, joint beneficiaries of a trust), 
businesses in which a Conservator has an interest through ownership or influence, or 
anyone else receiving a benefit where it could be perceived that the benefit could influence 
the Conservator’s ability to make decisions only in the best interests of WPCC.  

 
3.13 A Conservator might be a member of another organisation whose policies or objectives are 

inconsistent with or otherwise have a bearing on those of WPCC.  A Conservator’s duty is to 
take only their responsibilities to WPCC into account. 

 
Declaring interests 

3.14 Many possible conflicts can be managed by ensuring appropriate transparency as to a 
Conservator’s potentially conflicting interest.  This is done by proactive declaration and, for 
appropriate interests, the maintenance of a register of interests. 

3.15 Conservators must use their judgment in accepting any gifts and hospitality which might 
compromise WPCC’s reputation and must declare these at the earliest opportunity. The 
disclosure must include sufficient information to enable appropriate decisions to be taken as 
to the seriousness of any potential conflict and its management. Conservators should always 
take decisions solely in terms of WPCC’s interests; they should not do so in order to gain 
financial or other material benefits for themselves, their family, or their friends.  

3.16 A declaration of interests form is provided for this purpose, listing the types of interest you 
should declare. The declaration of interests needs to be completed prior to taking office and 
updated at least annually and/or when any material changes occur. 

3.17 If you are not sure what to declare, or whether/when your declaration needs to be updated, 
please err on the side of caution. If you would like to discuss this issue, please contact the 
Chairman or Chief Executive for guidance.   
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3.18 In addition to keeping the declaration of interests up to date, Conservators must declare any 
interest (including a perceived or potential interest) at the earliest possible opportunity and 
orally at any meeting where a conflict may arise.  Conflicts of interest should be a standard 
agenda item at the beginning of each meeting of the Conservators or any 
Committee/Working Group.  If a Conservator is aware of an undeclared conflict issue 
affecting another Conservator, he or she should notify the Chair or the other Conservators. 

3.19 Information about Conservator interests, including all gifts and hospitality received by any 
Conservator, will be recorded on the charity’s register of interests, which will be maintained 
by the Chief Executive Officer.  The register will be accessible by Conservators and senior 
managers so that the relevant matters can be managed properly.  

Disclosure of interests at meetings 
 
3.20 Where an interest described above or in the following paragraph in any business of WPCC 

has been declared and, where a Conservator is aware or ought reasonably to be aware of 
the existence of that interest and they attend a meeting of WPCC at which the business is 
considered, the Conservator must disclose to that meeting the existence and nature of that 
interest at the commencement of its consideration. If not apparent in advance from any 
agenda, as soon as the interest becomes apparent as being relevant to the business under 
consideration a Conservator must immediately declare it. 

 
3.21 Where a Conservator has a personal interest in any matter of WPCC where a decision in 

relation to that matter might reasonably be regarded as affecting their well-being or financial 
position or the well-being or financial position of a member of their family or any person with 
whom they have a close relationship (connected persons see paragraph 3.11 – 3.13) as the 
case may be, they must immediately declare it.  

 
Data protection  

3.22 Some personal information about third parties can only be held with their agreement.  
Generally the limited information needed to declare a conflict will not require such consent.  
If consent is needed it is the responsibility of the Conservator providing the information to 
ensure consent is given.  Any declaration where personal data is held will be processed in 
accordance with data protection principles as set out in the Data Protection Act 2018 only to 
ensure that Conservators act in the best interests of WPCC and not for any other purpose.  

Managing conflicts of interest  

3.23 Once a conflict of interest has been disclosed it must either be managed or removed so that 
any potential effect on decision-making is eliminated.   

3.24 Where a conflict of interest needs to be managed, the way in which this is done must be 
decided by the Conservators.  In doing this the Conservators must follow the WPC Act 1871, 
the CC Act 1847 and the general law which deal with how conflicts of interest must be 
handled.  They should also take into account Charity Commission guidance on conflicts of 
interest.  

Managing permissible material benefits to a Conservator or a connected person 

3.25 The provisions of the WPC Act 1871 and/or CC Act 2011 in relation to material benefits that 
a Conservator may receive (set out in section 3.14 – 3.19 above) are quite restrictive.   
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3.26 In circumstances where there is a potential financial or other material benefit directly to a 
Conservator or to a person connected with a Conservator which is not prohibited by the Acts, 
the following procedure must be followed: 

• the material benefit must be authorised in advance; 

• the affected Conservator must be absent from any part of any meeting where the issue 
is discussed or decided; and 

• the affected Conservator should not vote or be counted in deciding whether a meeting 
is quorate.  

3.27 A Conservator must not be involved in managing or monitoring on behalf of WPCC a 
permitted contract in which the Conservator or a connected person has an interest. 
Monitoring arrangements for such contracts will include provisions for an independent 
challenge of bills and invoices, and termination of the contract if the relationship is 
unsatisfactory.  Generally, because of the possible reputational effect of contracts with 
Conservators, WPCC will require strong reasons to enter such a contract rather than dealing 
with an unconnected person.  

Managing conflicts of duty or loyalty 

3.28 In relation to interests where there is no material benefit, such as a conflict of loyalty, having 
evaluated the level of conflict the Conservators must decide how it is to be managed.  
Generally the following will be appropriate: 

Category of interest      Action to manage the interest 

A. The interest is low risk and 
does not create a real 
danger of bias or conflict 

 The Conservator must declare the interest and may 
contribute information to the meeting and remain in the 
meeting, be counted in the quorum and vote  

 
B. The interest creates a 

significant but not 
substantial danger of bias 
or conflict  

 It shall be at the discretion of the other Conservators 
(who do not themselves have an interest in the matter) 
whether the Conservator may contribute information to 
the meeting and remain in the meeting, but in any event 
the Conservator must not participate in the discussion, 
or vote on the matter and will not be counted in the 
quorum for that issue 

  
C. The interest creates a 

substantial danger of bias 
or conflict of duty 

 The Conservator must leave the meeting, not participate 
in the discussion or vote on the matter and will not be 
counted in the quorum for that issue 

 
D. The interest creates a 

severe or substantial and 
recurring danger of bias or 
conflict of duty 

 

 Other steps will need to be taken to manage the conflict 
in additional to those referred to above and in a serious 
case a Conservator may have to consider resigning 

 
3.29 There are situations where a Conservator may participate in discussions from which he or 

she could indirectly benefit, for example where the benefits are universal to all users of the 
Commons, or where the benefit is minimal. These may be dealt with by a single disclosure 
upon taking office, updated annually where there is any change.  
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3.30 If a Conservator has an interest in the management  of a body or organisation that has an 
interest in the Commons, this will always be regarded as at least a ‘category B’ interest for 
the purpose of any decisions that affect that body or organisation.  

3.31 In relation to any type of conflict, where the conflict is so acute or extensive that following 
these procedures will not allow the Conservators to demonstrate that they have acted in the 
best interests of WPCC, a specific approach may need to be developed with the benefit of 
advice which could be sought from the Charity Commission.  

Recording steps taken 

3.32 All decisions affected by a conflict of interest will be recorded by the Chief Executive Officer 
and reported in the minutes of the meeting. The record will include:  

• the nature and extent of the conflict  

• which Conservator or Conservators were affected 

• whether any conflicts of interest were declared in advance 

• an outline of the discussion  

• whether anyone withdrew from the discussion 

• the actions taken to manage the conflict  

• how the Conservators took the decision in the best interests of the Conservators. 

3.33 Where a Conservator or a connected person receives a payment or other benefit from a 
decision, this must be reported in the Annual Report and Accounts in accordance with the 
Charities’ Statement of Recommended Practice.   

3.34 The Chief Executive Officer will take special care to ensure that minutes or other documents 
relating to the item presenting a potential conflict are appropriately redacted before being 
provided to the person facing the conflict. A balance needs to be made to ensure that the 
person still receives sufficient information about the activities of the charity generally without 
disclosing information which it would be inappropriate for the person to receive.  

Compliance 

3.35 Compliance with Conflicts of Interest will be the responsibility of the Chairman. 

3.36 If it appears that a Conservator has failed to comply, the issue will be dealt as a matter of 
misconduct under this Code.  
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4. DIGNITY PROCEDURE 
 
4.1 Harassment and bullying can have very serious consequences for Conservators and WPCC. 

Harassment or bullying may make Conservators unhappy, may cause them stress and affect 
their health and family and social relationships, may affect their performance, and could cause 
them to resign. Severe cases of harassment and bullying can even lead to mental illness and 
suicide. Effects on WPCC can include loss of morale, poor work performance, legal claims 
and damage to the Charity's reputation. Serious harassment may be a criminal offence. 

 
4.2 WPCC will not tolerate bullying and harassment of any kind. All allegations of bullying and 

harassment will be investigated and, if appropriate, action will be taken in accordance with the 
Complaints Procedure. WPCC will also not tolerate victimisation of a person for making 
allegations of bullying or harassment in good faith or supporting someone to make such a 
complaint.  

 
i. Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an abuse or 

misuse of power that is meant to undermine, humiliate or injure the person on the 
receiving end. 

ii. Harassment includes a ‘course of conduct’ alarming a person or causing a person 
distress. Where that ‘course of conduct’ harasses a single individual, it must take place 
on at least two occasions. Where it is directed against two or more people, it only has 
to take place on one occasion in relation to each individual. A campaign of collective 
harassment by two or more people can amount to a ‘course of conduct’.  
 
Harassment also includes unwanted conduct related to relevant ‘protected 
characteristics’, which are sex, gender reassignment, race (which includes colour, 
nationality and ethnic or national origins), disability, sexual orientation, religion or belief 
and age, that: 

 
•  has the purpose of violating a person's dignity or creating an intimidating, 

hostile, degrading, humiliating or offensive environment for that person; or 
 
•  is reasonably considered by that person to have the effect of violating his/her 

dignity or of creating an intimidating, hostile, degrading, humiliating or 
offensive environment for him/her, even if this effect was not intended by the 
person responsible for the conduct. 

 
4.3 Bullying and harassment may take many forms: 
 

• physical contact, ranging from touching to serious assault; 
• verbal and written harassment through jokes, offensive language, gossip, slander and 

letters; 
• postings on social media; 
• visual display of posters, obscene gestures; 
• isolation or non-cooperation at work; 
• coercion; 
• persistent undermining of an individual; 
• rudeness and verbal aggression. 

 
4.4 Victimisation is subjecting a person to a detriment because he/she has, in good faith, 

complained (whether formally or otherwise) that someone has been bullying or harassing 
him/her or someone else, or supported someone to make a complaint or given evidence in 



 

13                                                                                                            

February 2019 

relation to a complaint. This would include isolating someone because he/she has made a 
complaint or giving him/her a heavier or more difficult workload. 

 
4.5 Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, 

you have a right not to be victimised for making a complaint or doing anything in relation to a 
complaint of bullying or harassment and the Charity will take appropriate action to deal with 
any alleged victimisation, which may include disciplinary action against anyone found to have 
victimised you. 

 
4.6 Making a complaint that a Conservator knows to be untrue, or giving evidence that a 

Conservator knows to be untrue, may lead to action being taken against them. 
 
4.7 A complaint of bullying and harassment will be made in accordance with the Code of Conduct 

Complaints Procedure and solutions will be sought in discussion with the complainant who will 
be protected against any form of victimisation that may arise as a result of making the 
complaint. 

 
4.8 WPCC will treat every case of proven bullying or harassment in accordance with the Code of 

Conduct Complaints Procedure. In severe cases this could lead to censure of a Conservator, 
termination of employment of a member of staff or engagement as a volunteer or in extreme 
cases referral to the police for investigation. 
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5. COMPLAINTS PROCEDURE 
 
5.1 Where there are complaints of misconduct or infringements of someone’s dignity, WPCC 

must have in place arrangements under which allegations can be investigated and 
arrangements under which decisions on allegations can be made. The following procedure 
applies to complaints made against a Conservator by a fellow Conservator(s), an officer(s) 
or any other person(s).  

 
5.2 In relation to officers, a complaint should be after consultation with the Chief Executive 

Officer unless it relates to the CEO in which case the complaint should be made to the 
Chairman. 

 
 Making a complaint 

5.3 The complaint should be made to the Chief Executive Officer in writing or by e-mail. 
 
5.4 A copy of the complaint form, which shall be used for all complaints, is attached at Appendix 

1. This form should also be used for making a complaint under the Local Resolution 
Procedure. Completion of a Complaint Monitoring Form at Appendix 1A is also requested, 
but is not compulsory. 

 
5.5 In order to make a complaint, a complainant will need to have reasonable belief that there 

has been a breach of the Code and/or an infringement of their dignity. In order to have a 
reasonable belief that a breach has occurred, there will need to be direct evidence which 
supports the complaint. Without such evidence the complaint will not be pursued. 
Complainants should consult the Chief Executive Officer for advice if they are in doubt. 
Where the breach is a very minor or technical one, or where there is no clear evidence that a 
breach occurred, the Chief Executive Officer may advise the complainant that the matter 
might be more appropriately dealt with through WPCC’s Local Resolution Procedure. 

 
5.6 If the complaint appertains to a potential criminal activity the Chief Executive Officer will 

consult with the Independent Person (see Appendix 3). If there is a view that the police or 
another statutory regulatory body should be involved then the Chairman of the Board and 
Chairman of the Audit and Risk Committee will be advised. WPCC will at that point advise 
the complainant and hand the matter to the police or other statutory regulatory body. 

 
5.7 Once received a complaint will be acknowledged by the Chief Executive Officer within five 

working days. 
 

Confidentiality 
 

5.8 As a matter of fairness and natural justice the subject Conservator should usually be told 
who has complained about them and received details of the complaint. However, in 
exceptional circumstances, the Chief Executive Officer may withhold the complainant’s 
identity if on request they are satisfied that the complainant has reasonable grounds for 
believing that they or any witness relevant to the complaint may be at risk of physical harm, 
or his or her employment may be jeopardised if their identity is disclosed, or where there are 
medical risks (supported by medical evidence) associated with the complainant’s identity 
being disclosed. 

 
5.9 If a request for confidentiality is refused, the Chief Executive Officer will explain the reason 

and give the complainant the option to withdraw the complaint, rather than proceed with his 
or her identity being disclosed. 
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5.10 The complaint will be acknowledged and the subject Conservator will be informed that a 
complaint has been made about him or her. Such notification will state that the complaint 
has been made; the name of the complainant (unless the complainant has requested 
confidentiality and this is being upheld), brief details of the complaint and the paragraphs of 
the Code which may have been breached. In very limited situations, the subject of the 
complaint may not be notified, in which case the Chief Executive Officer will record his 
reason. Such situations may be where it is not reasonably possible to identify who the 
subject of the complaint might be. 

 
5.11 Where the details of complaints are passed to any third parties, including but not limited to 

press or media, or posted on social media, this may prejudice an investigation. In the case of 
a complainant, WPCC would not pursue the investigation further and WPCC would reserve 
the right not to pursue further complaints from the same complainant. In the case of a 
Conservator, where they pass details of a complaint to any third parties, this may also be 
considered a breach of the Principles and Standards of the Code.  

 
Initial Assessment 
 

5.12 In determining whether to investigate a complaint, the Chief Executive Officer will adopt a 
three-stage process, all in consultation with an Independent Person. At each stage the Chief 
Executive Officer may request further clarification or documentation from the complainant, 
without this forming part of any investigation. 

 
Stage 1 – The Chief Executive Officer will decide whether the complaint is within WPCC’s 
jurisdiction which will include consideration of the paragraphs of the Code or evidence of the 
infringement to a person’s dignity to which the complaint might relate. If there is no 
jurisdiction then the complainant will be informed that the complaint will not be considered 
further. 
 
Stage 2 - The Chief Executive Officer will decide whether there is direct evidence that a 
breach and/or infringement to a person’s dignity took place. The level of proof will be on the 
balance of probabilities, that is to say, whether it is more likely than not. If there is no direct 
evidence, or if the complaint is considered to be vexatious, then the complaint will be 
dismissed. 
 
Stage 3 – The Chief Executive Officer will decide whether the complaint is suitable to be 
dealt with within the Local Resolution Procedure, or whether it should be the subject of a full 
investigation. The criteria which will be used for this analysis are set out in Appendix 2. 

 
 Local Resolution Procedure 
 
5.13 The Local Resolution Procedure is a process for low-level complaints including those made 

by one Conservator against another. 
 
5.14 If the Chief Executive Officer, in consultation with the Independent Person, decides to refer 

the matter to local resolution, then the complainant will be informed within 5 working days 
and the Local Resolution Procedure shall then apply (see section 6 below). 

 
5.15 The criteria for referring the matter to the Local Resolution Procedure will include the 

following: 
 

• Complaints that one Conservator has failed to show respect and consideration for 
others 

• Complaints that one Conservator has made vexatious, malicious or frivolous 
complaints towards another. 
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• Other low-level complaints which in the opinion of the Chief Executive Officer, following 
consultation with an Independent Person, are suitable for informal resolution. 

 
 Formal Investigation 
 

5.16 If the matter is to be fully investigated, as opposed to being dismissed or referred to the 
Local Resolution Procedure, the WPCC will at the earliest opportunity appoint an 
Investigating Committee who will prepare an initial report and recommendation. An 
Investigating Committee will have specific Terms of Reference agreed by the Board and will 
comprise up to three Conservators, or where this is not possible the Committee may be 
supplemented by up to two Independent Persons. There must be at least one Independent 
Person as a member of the Investigating Committee. When appointing the Investigating 
Committee, the Chief Executive Officer will write to the relevant parties informing them that 
the matter is to be fully investigated and informing them who will be the Chairman of the 
Investigating Committee responsible for conducting the investigation. The Chairman of the 
Investigating Committee should give an indication as to likely timescale for the completion of 
the investigation, which should be within 6 weeks. WPCC reserves the right to extend this 
period in certain cases in the event that the complaint is more complex and time consuming 
or where further advice/guidance is required. Referring a matter for investigation does not 
mean that there have been any findings of fact. It simply means that the alleged conduct, if 
proved, may amount to a failure to comply with the Code and that some action should be 
taken in response to the complaint. 

 
5.17 The Chief Executive Officer will consider the recommendation of the Investigating 

Committee’s report. If the recommendation is that there has been no breach of the Code, the 
Chief Executive Officer and Chairman of the Investigating Committee will consult the 
Independent Person. If, having taken into account the views of the Independent Person, the 
Chief Executive Officer and Chairman of the Investigating Committee approves the 
recommendation of the report then the Chief Executive Officer will write to the complainant 
and the Conservator concerned to inform them that there will be no further action. This will 
normally be undertaken within 10 working days of the receipt of the report.  The Chief 
Executive Officer will give reasons for the decision. There is no appeal or review of that 
decision by WPCC or any other person. 

 
5.18 If the investigation concludes that there is evidence of a breach of the Code then the Chief 

Executive Officer and Chairman of the Investigating Committee will consult the Independent 
Person and make a decision either to: 

 
(a) resolve the matter without the need for a hearing. That may include the application of 

those sanctions limited to those set out in paragraph 7.7 below. The Chief Executive 
Officer will write to the complainant and the Conservator concerned to inform them of 
the decision. The Chief Executive Officer will give reasons for the decision. There is 
no appeal or review of that decision by WPCC or any other person; 

 
(b) convene a meeting of the WPCC’s Hearings Committee, to hear the matter; or 

(c) report it to the police if it is believed it might fall under their jurisdiction. 
 

5.19 In exceptional circumstances it may be considered by the Chief Executive Officer, Chairman 
of the Investigating Committee and Independent Person that the Chairman of WPCC should 
be invited to consider whether the Conservator should be asked to withdraw from WPCC’s 
duties pending the outcome of the Hearings Committee. There will need to be reasonable 
grounds for the belief that such as step is in the interests of the subject Conservator or 
WPCC. 
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Frivolous and Vexatious Complaints 

5.20 Complaints made against Conservators must be based upon fact and not motivated by 
malice or by rivalry. Complainants should not make complaints: 

(a)  which have little or no substance or  

(b)  where the evidence of any breach is weak or non-existent or  

(c)  which are persistent complaints of a similar nature against a Conservator or  

(d)  which are a repetition of complaints already previously decided.   

5.21 In the case of doubt as to whether a threshold has been met, advice should be sought from 
the Chief Executive Officer. The making of frivolous or vexatious complaints may, if made by 
a Conservator, be conduct which will be considered a breach of the Code and dealt with 
under the Local Resolution Procedure. 
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6. LOCAL RESOLUTION PROCEDURE 
 
6.1 WPCC has adopted this Local Resolution Procedure in order to promote and maintain high 

standards of conduct amongst Conservators. It is intended to assist in the swift resolution of 
issues, so as to avoid the unnecessary escalation of the situation which may damage 
personal relationships within WPCC and WPCC’s reputation. This procedure is also 
intended to resolve matters on an informal basis, where this is appropriate. 

 
6.2 For informal resolution of a problem involving a Conservator identified or reported to the 

Chairman or Chief Executive Officer (where a formal complaint has not been made) the 
request will be passed on to the Chairman (in the event they are not the original recipient). 
Confidential meetings will then be arranged between relevant parties with the Chairman to 
engage in the process and seek a resolution to the issues raised. Any meetings may take 
place at WPCC’s offices or other locations as is convenient. The process will be confidential 
and without prejudice to the parties involved to bring a formal complaint if the matter is not 
resolved but will be documented. In the event that the matter is not resolved the content of 
the discussions shall not be referred to in any subsequent complaint. There is no power for 
any matter referred under the informal process to be subject to any sanction under the Code. 

 
6.3 Complaints may be dealt with under this procedure as follows. Anyone who wishes to submit 

an allegation under this procedure should send the complaint to the Chief Executive Officer. 
Additionally, the Chief Executive Officer may have referred a complaint to this procedure 
following consultation with an Independent Person. Following receipt of the complaint, or 
referral, the Chief Executive Officer will act as follows: 

 
Stage 1 

 
 The Chief Executive Officer will undertake a brief preliminary investigation to establish the 

facts and the areas of dispute.  Possible resolutions will be canvassed with the complainant 
and then the Conservator about whom the complaint has been made. 

 
 Then the Chief Executive Officer will also consider, following this, whether another course of 

action or more formal investigation, is more appropriate. 
 

Stage 2 
 

 A mediation meeting will be held between the person making the complaint, the Conservator 
against whom the complaint is made and the Independent Person. Such other persons as 
may be deemed appropriate including the Chief Executive Officer, the Chairman of the 
Board, or in the case of a complaint being made by an officer a companion or union 
representative. The meeting may commence with the parties in separate rooms and the 
Independent Person acting as a mediator. The purpose of the meeting will be to try and 
resolve the matter without it going further. 
 
Stage 3 

 
 If the matter is not resolved at stage two and the complainant wishes to proceed with it, the 

matter will be referred to a local resolution hearing before the Hearings Committee (see 
section 7 below in relation to the constitution of the Hearings Committee). The person 
making the complaint will be asked to submit a statement in writing within 15 working days 
and the Conservator complained against will respond within 15 working days. Either party 
may submit a statement from a witness. 

 
6.4 Within 30 working days of the written evidence a hearing will be set before the Hearings 

Committee. Any party may have at their own expense a companion or representative, 
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provided that in the case of representation the Chief Executive Officer and other party have 
been given 21 days’ notice to this effect. Evidence will be limited to the contents of the 
statements. If any party does not attend, the hearing will proceed in their absence. After 
hearing oral evidence, the Hearings Committee will come to a conclusion on the allegation, 
which will be notified to the parties. 

 
6.5 The possible outcomes to a hearing under the Local Resolution Procedure are: 
 

• A finding that the matter does not warrant any further action to be taken 
• A recommendation to the Chief Executive Officer that there be a change to procedures 

or that more formal investigation action be taken 
• A finding that the complaint be recorded by the Chief Executive Officer as vexatious 
• A finding that the complaint is upheld, but no further action is required 
• A finding that the complaint is upheld and that the Conservator should be censured 

 
6.6 Unless the complaint has been upheld, publicity will not be given to the names of the parties. 

The hearing before the Hearings Committee will be confidential. 
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7. HEARINGS PROCEDURE 
 
7.1 If a hearing is required, the Chief Executive Officer will write to the subject Conservator 

proposing a date for the hearing. This date will normally be within six weeks of the 
investigation report and will be before the Hearings Committee. The Hearings Committee 
shall be constituted and shall have a quorum of three Conservators approved by the Board 
plus an independent person. A Chairman of the Hearings Committee will need to be 
appointed. Subject to the circumstances there may need to be a Special Meeting of the 
Conservators convened in accordance with s. 45. CC Act 1847. 

 
7.2 The Chief Executive Officer will outline the hearings procedure, the Conservator’s rights and 

ask for a written response from the Conservator within a set time to establish whether: 
 

• the Conservator wishes to attend the hearing; 
• the Conservator disagrees with any of the findings of fact in the investigation report 

and if so which findings and the reason for disagreement; 
• the Conservator wishes to give oral evidence, or rely on written submissions; 
• witnesses will be called by the Conservator to give evidence (there is no power on the 

part of WPCC to compel attendance by a witness). 
 

The parties and the Hearing Committee will be sent a full bundle of documents for the 
hearing at least 5 working days prior to the hearing. 

 
7.3 Any party may have at their own expense a companion or representative, provided that in 

the case of representation the Chief Executive Officer and other party have been given 21 
days’ notice to this effect.  
 

 Procedure at hearing 
 
7.4 All hearings and will be held in private and all documentation must be held as confidential. 

The procedure at the hearing will be in accordance with a procedure to be determined by the 
Chairman of the Hearings Committee. It will usually adopt the following procedure: 

 
• The Chairman of the Investigating Committee will present his/her report to the Hearing 

Committee 
• The Chairman of the Investigating Committee will be questioned on the report by any 

party and by the Hearings Committee 
• Evidence will be given with questions being asked by any party and by the Hearings 

Committee. The order will be the complainant first, then the Conservator the subject of 
the complaint and then any witnesses in such order as the Hearings Committee 
decides appropriate 

• The Hearings Committee will withdraw to consider their decision, with the outcome 
notified by the Chairman of the Hearings Committee. The decision will be confirmed in 
a Decision Notice which will be sent to the parties within 5 working days of the hearing. 

 
7.5 If the Hearings Committee concludes that there has been no breach of the Code, there will 

be no further action. There is no appeal or review of that decision by WPCC or any other 
person. The Hearings Committee will give reasons for its decision. 

 
7.6 If the Hearings Committee concludes that the Conservator the subject of the complaint has 

failed to comply with the Code, then WPCC has powers to make such sanction as it 
considers to be appropriate and proportionate in order to promote and maintain high 
standards. Only the Charity Commission or an appointing Government Department have the 
power to remove a trustee. 
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 Sanctions 
 
7.7 These sanctions may include any of the following: 
 

• A request that the Conservator submit a written apology in a form specified by the 
Hearings Committee; 

• A request that the Conservator undertake specified training; 
• A request that the Conservator participates in such conciliation as may be specified; 
• A requirement that the Conservator deals with WPCC business through one specified 

point of contact; 
• Placing such restrictions on Conservators’ access to staff which may be reasonable in 

the circumstances and, providing that such restrictions do not prevent the Conservator 
from carrying out their duties; 

• A requirement that the Conservator does not attend at WPCC’s offices, unless 
attending Board meetings; 

• Reporting the Conservator to his/her Secretary of State as appropriate and reporting 
the matter to a full meeting of the Board; 

• Reporting the matter to a full meeting of the Board with a recommendation that the 
Conservator has any privileges/position to which they are entitled removed or that they 
be removed from any appointment made by WPCC to any external body; 

• Reporting the matter to a full meeting of the Board with a recommendation that the 
Conservator be removed from any committee to which they are currently appointed, 
with a review period; 

• Reporting the matter to a full meeting of the Board with a recommendation that the 
Conservator be suspended from the Board and any committee to which they are 
currently appointed, with a review period. 

• No sanction. 
 
7.8 The Hearings Committee does not have the authority to remove a Conservator from office.  

That authority rests with the Charity Commission or the appointing Government Department. 
Depending on the circumstances the Hearings Committee may determine that the matter 
needs to be considered by the full Board, potentially with a view to involving the Charity 
Commission or appropriate Government Department. The Hearings Committee may report 
the matter to the police if it is believed it might fall under their jurisdiction. 

 
 Publication of findings 
 
7.9 A summary of the complaint and findings will be reported to a full meeting of the Board, for 

their information. 
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APPENDIX 1 
 
Conservators’ Code of Conduct Complaint Form 
 
To be used if you wish to make a complaint that a Conservator or co-opted member of the 
Board, has failed to comply with the Conservators’ Code of Conduct. 
 
If English is not your first language, please contact us if you require help to complete this 
form. 
 
Your details  
 
1.  Please provide us with your name and contact details  
 
Title:  

First Name:  

Last Name:  

Address:  
 
 
 

 

Daytime telephone:  

Evening telephone:   

Mobile telephone:  

Email address:   

 
We will only use the information you provide to us for the purposes of processing your 
complaint. Your information, including any personal information you provide to us (such as 
name and contact details) may be shared with the people referred to below, or with other 
relevant authorities as required, only for the purposes of processing your complaint. 
 
All comments and complaints are treated confidentially and will not disadvantage you in any 
future dealings with WPCC.  It may not always be possible to keep your details confidential, 
such as where your complaint is about a third party, involves potentially criminal activity or 
where particular legislation applies to your complaint. 
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We will tell the following people about this complaint:  
 
• The Conservator(s) you are complaining about  
• The Chief Executive Officer to WPCC 
• WPCC’s Independent Person(s) 
• The Chairman of the Board of WPCC 
 

If you have serious concerns about your name and details of your complaint being released, 
please complete section 6 of this form.  
 
2.  Please tell us which complainant type best describes you:  
  

 Member of the public  

 A Conservator or co-opted member of WPCC  

 Member of Parliament  

 Local authority Councillor  

 WPCC employee or volunteer 

 Other (please provide details)                                                                                                 

 
Making your complaint  
 
3.  Once you have submitted your complaint, it will be considered by the Chief Executive 

Officer of WPCC and after reasonable consultation with the WPCC’s Independent 
Person, will assess, on the basis of your written submission and any additional 
relevant material, whether the alleged conduct might amount to a failure to comply 
with the Conservators’ Code of Conduct.   

 
The Chief Executive Officer has the following range of options available to him/her:  
Formal Investigation (which will involve an investigation of the complaint), referral to 
the WPCC’s Local Resolution Procedure or no further action, for instance if it is 
considered that any failure to comply with the Code of Conduct is of a trivial nature.  

 
4.  Please provide us with the name of the Conservator(s) you believe have breached 

the Conservators’ Code of Conduct.  
 

Title First Name Last Name 
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5.  Please explain in this section (or on separate sheets) what the Conservator has done 
that you believe breached the Conservators’ Code of Conduct.  If you are 
complaining about more than one Conservator you should clearly explain what each 
individual person has done that you believe breached the Code of Conduct.  

 
A copy of WPCC’s Conservators’ Code of Conduct can be found on the website 
 
Alternatively, a paper copy can be obtained from the Chief Executive Officer to 
WPCC by writing to: 
 
Chief Executive Officer, Wimbledon and Putney Commons Conservators, Ranger’s 
Office, Manor Cottage, Windmill Road, Wimbledon SW19 5NR 

 
• You should be specific, wherever possible; about exactly what you are alleging 

the Conservator said or did. For instance, instead of writing that the Conservator 
insulted you, you should state what it was they said.  

 
• You should provide the dates of the alleged incidents wherever possible. If you 

cannot provide exact dates it is important to give a general timeframe.  
 

• You should confirm whether there are any witnesses to the alleged conduct and 
provide their names and contact details if possible.  

 
• You should provide any relevant background information.  

 
• You should tick the box to confirm that the facts set out are true 

 
Please provide us with the details of your complaint. Continue on a separate sheet if 
there is not enough space on this form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

25                                                                                                            

February 2019 

 
Do you wish your complaint to be dealt with under the WPCC’s Local Resolution Procedure? 
 
Yes/No 
 
If you answered No, please briefly explain your reason: 
 
 

  
   I confirm by ticking this box and sending this form that the facts I have set out in my 
complaint are true 
 
Date: 
 
 
 
Only complete this next section if you are requesting that your identity is kept 
confidential.  
 
6. In the interests of fairness and natural justice, we believe Conservators who are 

complained about have a right to know who has made the complaint.  We also 
believe they have a right to be provided with a summary of the complaint.  We are 
unlikely to withhold your identity or details of your complaint unless you have good 
reason to justify WPCC doing so.  

 
Please note that requests for confidentiality or requests for suppression of complaint 
details will not automatically be granted.  The Chief Executive Officer to WPCC, in 
consultation with WPCC’s Independent Person, will consider the request alongside 
the substance of your complaint.  We will then contact you with the decision.  If your 
request for confidentiality is not granted, we will usually allow you the option of 
withdrawing your complaint.  
 
However, it is important to understand that in certain exceptional circumstances 
where the matter complained about is very serious and it relates to potential criminal 
activity, we can proceed with an investigation or other action and disclose your name 
to the police even if you have expressly asked us not to. 

 
Please provide us with details of why you believe we should withhold your name 
and/or the details of your complaint:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

26                                                                                                            

February 2019 

 
Additional Help 
  
7.  Complaints must be submitted in writing. This includes electronic submissions.  

However, in line with the requirements of equalities legislation, we can make 
reasonable adjustments to assist you if you have a disability that prevents you from 
making your complaint in writing.  

 
If you need support in completing this form, please let us know as soon as possible.  
 
This complaint should be submitted to the Chief Executive Officer of WPCC, by 
sending to the following contact addresses:  
 
By post to : Chief Executive Officer, Wimbledon and Putney Commons Conservators, 
Ranger’s Office, Manor Cottage, Windmill Road, Wimbledon SW19 5NR 

 
Or by e-mail to:   complaints@wpcc.org.uk
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APPENDIX 1a 
Private and Confidential 
 

Code of Conduct Complaint Monitoring Form 
 
WPCC is committed to the provision of equal opportunity and specifically to conducting its 
affairs in a manner which will not discriminate against, either directly or indirectly, any person 
on the grounds of:  disability; gender; transgender; race; ethnic or national origin; religion or 
belief; age or sexual orientation. 
 

To help us meet this commitment, it would be helpful if you would complete this form.  This 
monitoring form will be separated from your complaint on receipt and will be used solely for 
the purposes of monitoring the process. 
 
Section 1 (please tick the boxes which apply) 
My age is: 
 
 
 
 
 
 
 
My gender is: 

Under 21 
21-30 
31-40 
41-50 
51-60 
61-64 
65 or over 
 
Female 
Male 

 
 
 
 
 
 
 
 
 
 
 

 
Section 2 (please tick one box only) 
I would describe 
myself as: 

White: British 
Irish 
Any other 

 
 
 please write in 
 

 
 
 

Mixed: White and Black 
Caribbean 
White and Black African 
White and Asian 
Any other` 

 
 
 
 
 
 please write in 
 

 Asian or Asian 
British: 

Indian 
Pakistani 
Bangladeshi 
Any other 

 
 
 
 please write in 
 

 
 

Black or Black 
British: 

Caribbean 
African 
Any other 

 
 
 please write in 
 

 Chinese or other 
ethnic group: 

Chinese 
Any other  

 
 please write in 
 

 

Section 3   
 

Do you consider yourself to have a disability*? 
 

Yes    
 

No    
*The Equality Act 2010 defines disability as ‘a physical or mental impairment which has a substantial 
and long-term adverse effect on a person’s ability to carry out normal day-to-day activities’. 
 

Thank you for your co-operation.  Please return this form with your complaint 
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APPENDIX 2 
  
Criteria for consideration of a complaint by Chief Executive Officer 
 
In deciding whether to accept or reject a complaint of breach of the Code, or to refer it to the 
Local Resolution Procedure, the Chief Executive Officer has a wide discretion. He or she will 
take into account the following criteria, where relevant. 
 
• Public interest factors including the seriousness of the alleged breach, whether there 

has been any breach of trust, the extent of any harm caused and whether there has 
been any discrimination. 

 
• Proportionality by balancing the seriousness of the allegation against the resources 

required to investigate the allegation 
 
• Whether there are any aggravating factors or significant mitigating factors 
 
• Whether a prompt acknowledgment and apology has been offered 
 
• Whether the complaint is one of a pattern by or against a Conservator 
 
• Whether the complaint appears to be malicious, frivolous or vexatious 
 
• Whether the complaint suggests that there is a wider problem as affects WPCC 
 
• Whether training or conciliation would be the appropriate response 
 
• Whether either the complainant or subject Conservator has indicated a preference for 

Local Dispute Resolution 

• Whether it is potentially criminal and WPCC should inform the police if it is believed it 
might fall under their jurisdiction  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

29                                                                                                            

February 2019 

APPENDIX 3 
 

Criteria for an Independent Person 
 
The appointment by WPCC of at least one, possibly two Independent Persons is recognised 
as best practice. The role of an Independent Person is to help promote and maintain high 
standards of conduct, verify that due process has been followed and ensure that the 
processes have been unbiased. The Independent Person role is purely advisory, they have 
no authority to make decisions on behalf of WPCC that responsibility rests with the collective 
Board of Conservators. They may however report independently to the Board on the process 
and its outcome. 
 
Prospective applicants should have experience of public sector organisations, good 
analytical and communication skills, be contactable during working hours and be available to 
attend hearings or meetings at relatively short notice with the Chief Executive Officer, which 
may be held during the daytime or evening. 
 
However, a person cannot be appointed to this role if: 
 
a) they are politically active; 

b) now, or within the past five years, they have been a Conservator, co-opted member or 
Officer of WPCC; 

c) they are a relative or close friend of a person within (b); 

e) they are involved with WPCC as a major supplier, partner or contractor. 

f)  they are a levy payer 
 
Skills and Competencies 
 
The Independent Person will have: 
 
• a keen interest in standards in public life. 
• a wish to serve the local community and uphold local democracy. 
• the ability to be objective, independent and impartial. 
• sound decision making skills in relation to what can be complex issues 
• leadership qualities, particularly in respect of exercising sound judgement. 
• a demonstrable interest in local issues. 
• an awareness of the importance of ethical behaviours. 
• sufficient experience, seniority and authority to influence decision makers. 
 
The Independent Person will: 
 
• be a person in whose impartiality and integrity the public can have confidence. 
• understand and comply with confidentiality requirements. 
• be a good communicator. 
 
Desirable but not essential additional criteria are: 
 
• working knowledge/experience of local government or other public service and/or of 
 complex organisations and awareness of and sensitivity to the political process. 
• knowledge and understanding of judicial/quasi-judicial or complaints processes. 
• local knowledge is not essential but will be viewed positively. 
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Role Description 
 
Responsible to: Wimbledon and Putney Commons Conservators 
 
Liaison with: Conservators, Chief Executive Officer and other officers of Wimbledon 

and Putney Commons Conservators. 
 
1. To assist WPCC in promoting high standards of conduct by Conservators and co-

opted members of Wimbledon and Putney Commons Conservators and in particular to 
uphold the WPCC Code of Conduct adopted by the Board and the Principles and 
Standards of public office. 

 
2. To be consulted by the Chief Executive Officer and/or Conservators before a decision 

is made on an investigated allegation and to be available to attend meetings for this 
purpose if necessary. 

 
3. To be available for consultation by the Chief Executive Officer and/or Conservators 

before a decision is taken as to whether to investigate a complaint or to seek local 
resolution of the same. 

 
4. To be available for consultation by any Conservator and co-opted member, who is the 

subject of a complaint under the Code of Conduct. 
 

5. To develop a sound understanding of the ethical framework as it operates within 
Wimbledon and Putney Commons Conservators. 

 
6. To participate in training events to develop skills, knowledge and experience and in 

networks developed for Independent Persons operating outside Wimbledon and 
Putney Commons Conservators 

7. To facilitate mediation where this is required as part of the Local Resolution 
Procedure. 


