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How to use model standing orders

A6 explained in How to use this publicatbn (page 6), a word brmat of Part two is separately available

free of charge to local councils in membership of thc National Assochtion of Local Councils (NALC) or

One Voic€ Wales (OVW). This can be obtained from th6 m€mberc' area of NALC'8 webBite, from local

County Associations (CALCS) or OVW. A word brmat of the model standing ordeB should assist local

councils, in membership of NALC or OVW, to edit and adapt them {or their o ,n use.

Standing orde6 br the organisation and transaction of Councils' business are decided by full Council.

A committee or sub-committee may decide its own standing orders if its appointing body (which is the

Council in the case of a committee or a committee in the case of a sub-committee) has not made

standing orders which apply to them.

As explained in How ro use lr,is publicatbn (page 6), the model standing orders in bold type should

not be ignored or substantively amendcd unleas the legislation out of which they are bom changes. lt

is recommend€d that a Council edopB the model standing orders in bold typ€ in their cunent form

because these reflect statutory requirement8. lf a Council wants to slightly alter the wording of the

model standing orders in bold type, any such amendments must not have the efu of undermining,

overriding or conf,icting rvith statutory requirements.

Model standing orders, not highlighted in bold type, do nol incorporate statutory roquirements. They

are aimed at (i) highlighting matters that merit regulation by standing orders and (ii) encouraging us€

of standing orders to regulate routine administrative anangements. They may be adapted in their

current form but are more likely to require adapting or supplementing to suit a Council's particular

needs. Once again, a Council is reminded not to adopt standing orders which undermine, ovenide or

conflict with any requirements imposed by legislation.

The purpo* of Part one - Law and Procedure for Local Councils is to provide a comprehensive and

relevant commentary on al, of the model standing orders in Part two - Model Standing Orders for

Local Councils. s€fdion 7: Effective govemance (page 49) and Section 8: Council meetings (page 52)

in Part one confirmed that a local council should undertake a review of its standing orders annually

and explaind why this is necessary.
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Some mod6l standing orders indicete by uso of '( )' that informetion must be inserted bebre

being adopted.

Some model standing orders indicete by use of the term 'OR'that en gltemative option may

apply.

As explained ii How to use this publicetion (see page 6), Part two does not include financial

regulations, namely a comprehensive set of model standing orders for the regulation of a Council's

financial affairs and accounting procedures. Any reference in the model standing orders to financial

regulations is a reference to a Council's standing orders for the regulation of its financial afiair8.
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I Meetings

Mandatory fior full Council meetings

Mandatory for committee meetings

Mandatory for subrommiftee meetings

When calcul.tlng th. 3 clorr day! for notlc. ot a meetlng to Gounclllora .nd the publlc,

tho dsy on wfrlch notlc. wr. Lsu.d, th. d.y of the mretlng, e Sundey, a d.y of the

Chrlstm.. bEak, a dey of tho Eartor bm.k or ot e bank holld.y or r d8y rppolnt d fot
publlc thank glylng or moumlng 3h!ll not count.

Ueotings ehell bo open to the publlc unle.s thelr prescnco 13 preludlcial to tho publlc

lnteleat by relton ofthe confidenual nrture of tho bu.lnela to bo tnmac-tod orfo.
other rpcclal r€asons, The publlc'. exclurlon trcm part or all ot a mcotlng lhall ba by

a reeolutlon whlch ahall glve rr8ons for the publlc'3 crclu.lon.

a
o

a

a
a

a
o

O
a

b

c

d

e

Subjec{ to standing order 1(c) above, membeG of the public are permitted to make

representations, answer questions and give evidence in respect of any item of business

included in the agenda.

The period of time [which is at the Chairman's discretionl OR [which is dosignated fior public

participation in accordance with standing order 'l(d) abovel Bhall not exceed 20 minutes.

f Subjecl to standing order 1(e) abo/e, €ach member of the public i8 entitled to sp6ak onc6

85

feetlngs shall not trke pl.ce ln premlaoo, whlch at tho timo of tho meeting, elo used

for the aupply of alcohol unless no other premls68 art .vallable free of charge or at a

tDaaonable coct,



h

only in respect of business itemised on the agenda and shall not sp€ak ior more than 3

minutes.

g Omittted

ln accordanc€ with standing order 1(g) abov€, the Chairman may direct that a response to a

question posed by a member of the public be rBferred to a Councillor br a oral rBsponse or

to an employee for a written or oral response.

A record of a public parlicipation session at a meeting shall be included in the minut6 of that

meding.

j Omittled

k Any person speaking at a meeting shall address his comments to the Chaiman.

Only one person is permitted to speak at a time. lf more than one p€Bon wishes to speak,

the Chairman shall direct the order of speaking.

m Photographlng, rccording, b.oadc..ting or tran.mltllng the proceedlng. ot r m..tlng
by eny meanr lr not pemlttad wlthout the Councll's consent.

n ln accordance with st nding ordor l(c) above, the prc.t sh.ll ba proyldcd r..!on.ble
f.cilitlo. for the teking of th.ir roport of .ll or p.rt of . meeung et wrllch they all
entitlod to bo pre6ent.

a
a

a
O
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a

a

o Subjoct to strndlng ordors whlch lndlcate otherwlre, anythlng euthorlred or r€qulrod

to be done by, to or befoE the Ch.lrm.n m.y ln hl! absence be donc by, to or boforo

the Vlce€halm.n (lf any).

The Ch.lrmln, lf prraert, shall prr.ldo 8t . meetlng. ]f tho Ch.lrm.n L ab.ont ,rom a

meetlng, th. Vlco-Ch.lman, lf pruoent, ehell prBlde. lf both th. Ch.lrmen end the

Vlcochalrman an abront from a meetlng, a Counclllor as choscn by thc Councillol8

plg .nt .t th. m.oting ih.ll prosld. et th. mo.tlng.

q Subjoct to mod.l .trndlng order I (y) bolow, all quGtlom .t . mo.tlno sh.ll be

decided by e matorlty of the Counclllorr pr€Gent .nd yotlng thorcon.

f The Chalrman may glyg an o.lglnal vote on any mettsr put to the vote, and ln tho casc

of an oquallty ot yot€e m.y €xerclso hL c.ltlng voti whoth€r or not he grvc an

orlglnal yote. (See s/so stard,hg orclers 2 (i) and 0 balo,il.l

Unl6s atrnding odaG provido othorwi!., voting on any quGtlon lhall be by a 3how

of hands. At the request of a Counclllor, the votlng on any quaatlon ahall bo rccordod

ao a8 to Bhow whether each councillor pra.ent end voting geve his vote for or ag.lnst

that quostion. Such a request shall b€ made before moving on to the next item of businesE

on the agenda.

t Tho minute8 of a meeting shall rocord the namo3 of councillor! pr.rent and absent.

p

a
a
a

a
a
o

a
s

o
a
a
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a
a

a
a
a

o

u

)/

lf prior to a meeting, a Councillor has submitted reasons for his absence at the meeting

rvhich is then approved by a resolution, such resolution shall be recorded in the minutes of

the meeting at which the approval was given.

Tho codo of conduct adopted by the Council shall apply to councilloE ln ,rspoct of

the entirE mooting.

An lnter€at arislng frcm the code of conduct adopled by the Council, the exi3toaco

snd natuE of which E r€quir€d to bo dicclosed by a Councillor at a meeting shall be

reco'ded In the minutes. (56€ arso stand/ing o,|de/s 7 and I bebw.)

No businesc may be trans.cted at a meeting unlass at loast one thitd of the whols

numbor of membots of the Council ant pnaaent end in no ca3e shall the quorum of a

moeting be loss than 3.

lf a meeting is or becomea inguorato no bu!lne8! shell be trarcacted and the meeting

shall be adjourned. Any outstanding business ot a meeting so adioumed shall be transacted

at a following meeting.

z Meetings shall not exceed a period of 3 hours.

x
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2 Ordinary Gouncil meetings

b

S€s a,so standrhg order 1 above

a ln an eloctlon year, the annual meoting of tho Council shall be held on or within 14

days followlng the day on whlch the nfl councillor€ eloc.tad take offlco.

ln a yaar which is not an electlon ysar, the annual meeting of a Council shall be

h€ld on.uct day ln ay as the Council may direc{.

c

d

lf no other time ir fixed, tho annual meeting of the Council shall teko place at 6pm.

(E grand) ln addition to the annual meetlng of the Councll, at lea3t thr€e oth€r

ordlnary meotings shall be hold ln each year on such datos and times as the

Council dlrects.

e (Wares)

The elec'tlon of tho Chairman and Vice.Chairman (if any) of the Councll shall be thg

first businceo contpleted at tha errnual maating of tho Councll.

The Chairman of the Councll, unloss h. ha. rralgncd or bocomB dbquallfl€d,

shall continue io offlce and pmcide at tha annual meetiflg untll hb succaslor lB

alected at the next annual moeting of tho Couocll,

ln an electlon yerr, if the cursnt Chalrman of the Council has not been re-elected

a€ a mgmbor of tfie Co$nctl, hc aheH prGlde at th3 meeting until a 3uc.68eor

Chaliman ot the Councll has boon elected. Th6 current Chal]man of the Councll

ahall not havo an orlglnal yoto ln rorpect of the election of tha new Chalrman of tho

Councll but mu3t give a caatlng yoto ln the cas€ of an equallty of votee.

t

s

h

89

The vicechalrman of tho Council, lf any, unl6s he rcslgns or becom6

dlsquelified, 3h.ll hold offrce untll lmmsdl.tely afrer the oloctioh of the Chairm.n of

the Councll at tho next annual meeting of the Councll.



J ln an electlon ye.r, it the currcnt Chalman of the Councll hea beon ro€lcc-tcd as r
member of tho Council, he shall preslde at the meetlng untll a new Chairman ot the

Council ha. been elocted. He may exercile an orlglnal vot6 ln rr.pect ofthe
electlon of th6 new Chairm.n of the Councll and must giye a cartlng vot6 ln the

case of an equsllty of vot6.

Following the election of the Chairman of the Council and Vics{hairman (if any) of the

Council at the annual meeting of the Council, the order of busino83 shall be as follors.

i. ln an election year, delivery by councillors of their declarations of acceptance of

office.

ii. Confirmation of the accuracy of the minutes of the last me€ting of the Council and

to receive and note minutes of and/or to detormine recommendations made by

committe€s.

iii. Revie\iv of delegation anangements to committees, subsmmittees, employeas

and other local authoriti$.

iv. Revie\,v of th6 terms of refor€nces for committees.

v. Receipt of nominations to €xisting committe6s.

vi. Appdntment of any new committees, confirmation of the terms of reference, the

number of members (including, if appropriate, substitute councillo6) and receipt of

nominatbns to them.

vii. Revieu, and adoption of appropriale standing ordeB and ftnancial regulations.

viii. Revi€w of anangements, including any chartors, with other locel authorities and

review ol contributions made to expenditure incuned by other local authorities.

ix. Review of reprceentation on or work with extomal bodies and arrangcments br
reporting bac*.

x. Deleted

xi. Review of inventory of land and assets including buildings and office equipment.

xii. Review and confrmation of anangements for inaurance cover ln respect of all

insured risks.

xiii. Review of the Council's and/or employees' memberchips of other bodies.

xiv. Establishing or revie{ving the Council's complaints procedure.

k
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XV Establishing or reviewing the Council's procedures for handling requests made

under the Fr€odom of lnformation Act 2000 and the Data Protection Act 1998.

Establbhing or reviewing the Council's policy for dealing with the press/media

Setting the dates, times and place of ordinary meetings of th€ full Council br the

year ehead.

xvl.

xvii

3 Proper Officer

The Council's Proper Officer shall b6 either (i) the cls* or such other employee as may

be nominated by the Council ftom time to time or (ii) such other amployee appointed by

the Council to und6rtak6 the role of the Proper Officer during the Propcr Office/s

absence. The Proper Officer and the employee appointed to act as such during the

Proper Otticol,s absence shall fulfil the duties assigned to the Proper Offcer in standing

orders.

The Council's Proper Officer shall do the bllowing.

i. Upon the Council having firsl resolved that service of summons on councillors

confirming the time, date, venue and the agenda for a moeting by delivery or post

at their residences at least 3 cl6ar days before a meeting b not expedient

electronically serve on councillorg a summons confirming the time, datc, venue and

the agenda of a meeting of the Council and a meeting of a cornmittee and a sub-

committee at leaEt 3 clear days before the meeting provided any such email

contains the 6l6ctronic aignature and litle of th€ Proper Officer.

li. Give publlc notice of the tlme, dete, vanuo and agenda at lca.t 3 clear days

bofore . moetlng of the Councll or a mootlng of a commltteo or a sub-

committee (provlded thet the publlc notlce with agonda of an oxtraordlnaty

moetlng ot the Councll convenod by counclllors i. signed by them).

a

b
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.

vi.

vii.

viii

xrr.

xvl.

Subiect to standing orders 4(aHe) below, include in the ag€nda all motions in the

order received unless a councilk r has given rvritten notice at least 5 days be{ore

the meeting confirming his withdrawal of it.

Conv6ne e meetlng of full Councll for th6 alectlon of a new Chaimrn of the

Council, occ..loned by a calull yacancy in hi. offlce, ln accord.noe *rlth

.tandlng order [3(b)il OR [3(b)iil .boye.

Make available ior inspeciion the minutes of meetings.

Rocelve and Etaln coples ot byalewr made by other local authorltlca.

Recelve and rctaln d€claratlons of acceptance of off,ce frcm counclllorc.

Retain a copy of every councillo/s register of interesE and any chang$ to it and

keep copies of the same available for inspection.

Keep proper records required befoE and af,er meetings;

Proc€ss all reque8B made under the Freedom of lnfurmation Act 2000 and Data

Protec,tion Act 1998, in accordance with and subiect to the Council's procedures

relaling to the same.

Receive and s€nd general corrospondence and notic€s on behalf of the Council

except where there is a resolution to the contrary.

Manage the organisation, storago of and access to information held by the Council

in paper and electronic form.

Arange for legal deeds lto b6 s€aled using the Council's common seall OR [to be

signed by 2 councillorsl and witnessod (See arso model standhry ode,s 11(a) aN
(b).\

Arrange for the prompt authorisartion, approval, and instruction regarding any

payments to be made by the Council an accotdance wilh the Council's financiel

regulations.

Record every planning applbation notified to the Council and the Council'E

response to the local planning authority in a book br such putposei

ReEr a planning application received by the Council to Chaiman or in hi8 absence

Vice.Chairman (if any) of the planning Committee within 2 working days of receipt

to facilitate an extraordinary meeting if the nature of e planning application requires

consideration bef'ore the next ordinary meeting of the Council.

lx

x.

xt

xIt

xtv
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xv

xviii.

Omitted.

Action or undedake activity or responsibilities instrucled by resolution or contained

in standing orders.

4 Motions requaring written notice

ln accordance |yith standing order 3(b)(iii) above, no motion may be moved at a meeting

unless it is included in the agenda and the mover has given written notice of its wording

to the Council's Proper Officer at leest 7 clear days before the next meeting.

The Proper Officer may, beficre including a motion in the agenda received in accordanco

with standing order 4(a) above, correct obvious grammatical or typographical enors in the

wording of the motion.

lf the Proper Officer considers the wording of a motion received in accordance with

stending order 4(a) above is not clear in meaning, the motion shall be rejected until the

mover of the motion resubmits it in writing to the Proper Officer in clear and certain

language at least 3 clear days before the meeting.

lf the wording or nature of a proposed motion is considered unlawful or improper, the

Proper Officer shall consult with the Chairman of the bdhcoming meeting or, as the case

may be, the Councillors who have @nv€ned the meeting, to consider whether the motion

shall be included or reiecled in the agenda.

Having consulted the Chairman or councillors pursuant to standing order 4(d) above, the

decision of the Proper Officer as to whether or not to krclude the motion in the agenda

shall be final.

Notic€ of every motion rec€ived in accordance with the Council's standing orde6 shall be

numbered in the order received and shall be entered in a book, which shall b€ open to

inspection by all councillors.

a

b

c

d

e

f
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Every motion rejected in accordance with the Council's standing orders shall be duly

recorded with a note by the Proper Officer giving reasons for its rejection in a book for

that purpose, which shall be open to inspection by all councillors.

Every motion and resolution shall relate to the Council's statutory functions, poweB and

bwful obligations or shall r€lato to an issue which sp€cifically afiects the Council's area or

its residents.

5 Motions not requiring written notice

a Motions in resp€ct of the hlloirring matters may be moved without writlen notic€.

i. To appoint a peBon to preside at a meeting.

ii. To approve the absences of councillors.

iii. To approve the accuracy of the minutes of the previous meeting.

iv. To conect an inaccuracy in the minutes of the previous meeting.

v. To dispose of business, if any, remaining from the last meeting.

vi. To alter the order of bGiness on the agenda for reasons of urgency or exp€dience.

vii. To proceed to the next busin$s on the agenda.

viii. To close or adjoum debate.

ix. To reiar by formal dclegation a matter to a committee or to a sub-committ66 or an

employee.

x. To appoint a committee or sub-committee or any @uncillors (including

substitutes)thereto.

xi. To receive nominations to a commitlee or sub-committee.

xii. To dissolve a committee or sub.commitee with reason.

xiii. To note the minutes of I meeting of a committee or subcommittee.

xiv. To consider a roport and/or recommendations made by a committee or a sub-

committ€e or an employee.

I

h
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xv.

xvi

xtx

xx.

xxi

xvI.

xviii

To consider a report and/or recommendation6 made by an employee, profesEional

advisor, expert or consultanl.

To authorise legal deeds [to be sealed by the Council's common seall OR lsigned

by two councillorsl and witnessed.

(See stending o|d,ers 14(a) and (b) balow.)

To authorise the payment of monies up to €500.

To amend a motion relevant to the original or substantive motion under

consideration which shall not have the efrect of nullirying it.

To extend the time limit for speeches.

To exclude the press and public for all or part of a meeting.

To silence or exclude ftom the meeting a Councillor or a member of the public br
disorderly conduc't-

To give the consent ofthe Council if such consent b requked by standing orders.

To susp€nd any Btanding order oxcopt those which are mandatory by law.

To adiourn the meeting.

To appoint represenlatives to outside bodies and to make arangements for those

repres€ntatives to report back the activities of outside bodies.

To answer guestions from councillors.

xxii.

xxili.

xxiv.

xxv.

xxvi.

lf a motion Falls within the terms of reference of a committee or subtommittee or within

the delegated po er3 conbned on an employee, a referral of the same may be made to

such committee or sub-commiuee or employee provided that the Chairman may direct fur

it to be dealt with at the present meeting br reasons of urgency or expedience.
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6 Rules of debate

Motions included in an agenda shall be consider€d in the order that they appeer on the

agenda unless the order is changod at the Chairman's direclion for reasons of

expedience.

Subject to standing ordec 4(aHe) above, a molion shall not be consk ered unleEs it has

been proposed and s€conded.

Subiect to standing order 3(b)(iii) abov€, a motion included in an agenda not moved by

the councillor who tabled it, may be treat€d as withdrawn.

A motion to amend an original or substantive motion Bhall not be consideEd unless

proper notic,e has been given aner the original or Eubstantive motion has b€en seconded

and notice of such amendment, shell, if r€quirod by the Chairman, be reduced to writing

and handed to the Chairman who shall determine the order in which they are consider€d

A Councillor may move amendments to hi8 orvn motion. lf a motion has already been

seconded, an amendment to it shall be with the consent of the seconder.

Any amendment to a motion shall be either:

i. to leave out words;

ii. to add words;

iii. lo leave out words and add oth6r words

A proposed or canied am€ndment to a motion shall not have the efiec't of rescinding the

originsl or 3ubstantive motion under consideration.

Only one amendment shall be moved and dobated at a time, the order of which shall b€

directed by the Chairman. No further amendmont to a motion shall be moved until the

previous amendment has been disposed of.

Subiect to Standing Order 6(h) abov6, one or mor€ amendments may be discussed

together if the Chairman consid€rs thE expodient but Shall be voted upon separately

a

b

c

d

e

f

I

h
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k

Pursuant lo standing order 6(h) above, the number of amendmentrB to an original or

substantive motion, which may be moved by a councillor, is limited to one.

lf an amondment is not canied, other amendments shall b€ moved in the order dkecGd

by the Chairman.

lf an amendment is canied, the original motion, as amended, Ehall trake the placa of th6

original motion and shall bocome the substantive motion upon which any further

amendment may be moved.

The mover of a motion or the mover of an amendment shall have a right of reply, not

exce€ding 3 minute6.

l/\lhere a ssries of amendments to an original motion are caried, the mover of lhe orilinal

motbn shall have a right of reply in respect ofthe substantive motion at the very end of

debete end immediately bebre it is put to the vote.

o Subject to standing orders 6(m) and (n) above, a councillor may not speak further in

respect of any one motion cxcept to speak once on an amendment moved by another

councillor or to make a point of order or to give a personal explanation.

During lhe debate of a motion, a councillor may interrupt only on a point of order or a

peGonal explanation and the councillor who was intenupted shall stop speaking. A

Councillor raising a point of order shall identiry the standing order which he considers has

been breached or speciry the irregularity in the meeting he is concrrned by.

q A point of order shall be decided by the Chairman and his decigion shall be final.

IMth the consent of the s€conder and/or of the meeting, a motion or amendment mey b€

withdrawn by the proposer. A councillor shall not 8p€ak upon the said motion or

amendment unless permission for the withdrawal of the motion or amendment ha8 be€n

refused.

s Subject to standing order 6(0) above, when a councillo/8 motion is under debate no other

m

p

I

i

I

n
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motion shall be moved except:

i. to amend the molion;

ii. to procecd to the next business;

iii. to adjoum the debate;

iv. to put th6 motion to a vote;

v. to ask a person to be silent or br him lo leave the m€eting;

vi. to refier a motion to a committee or subrommittee for consideration;

vii. to exclude the public and press;

viii. to adjoum the meeting;

ix. to suspend any stianding order, oxcept thos€ which are mandatory.

ln respcct of standing order 6(sxiv) above, the Chairman shall first be satisfied that the

motion has been sufficiently debated before it is seconded and put to the vote. Th€

Chairman shall call upon the mover of the motion under debate to exercise or waive his

right of reply and shall put the motion to the vote after that right has been exercised or

waived. The adjoumment ofa dobate or ofthe me€ting shall not prejudice the moveds

right of reply at the resumption.

7 Gode of conduct (England)
See a,so model standing orders 1(d)-(i) above

A revised statutory ccde of @nduct is expected to come into force in 2010

a All councllloE rhall obGorve tho code ot conduct .dopted by the Councll.

All councillorE shall undertake training in the code of conduct as soon as possible after

the delivery of their declaration of acceptance of office.

b

c
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lf paragraph l2(2) of fhe codo of conduct contaln.d ln the Local Authodtlo.
(model Cod. of Conduct) Order 2007 (Sl t{o.tl59} h.s bcen .dopted by thc

Councll or puEuant to rrlovant prcylrlon! ln a statutory codo of conduct ln forco

at tha tlme, councllloE may .xorcL. the rlghtr contained ln 3t ndlng order 7(d)

bolow only f membelt of th. publlc rro pormltted to (i) mako irpn ent tlonr, (ll,

t



d

anawer questlona and (iil) give svldcnco rllating to tfi. bu!in€88 bolng

trsnsacted.

CounellloG wlth r pr€rudhlal lr orl.ct ln rrlatl,on to lny ltem of bu.in€.. belng

trrn acted at . m.etlng m.y (l) mlka 
'rprcseIlta{on!, 

(ll) amwer qu.stlons .nd (1ll}

glve .vHence lrLtlrg to the bu.ln-a baino tran actad but must, theB{ter, le.ve

the room or chamber.
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I Questions

a A councillor may seek an answer to a qu€stion conceming any busine$ of the Council

provided 7 clear days notice of the question has be€n given to the Proper Ofncer.

Questions not related to items of business on the agenda fror a meeting shall only be

asked during the part of the meeting set aside for such questions.

I Minutes

lf a copy of the drafr minutes of a preceding meeting has b6en circulated to councillors

no later than the day of service of the summons to attend the scheduled meeting they

shall be taken as read.

No discussion of the draf, minutes of a preceding meeting shall tak6 plac€ except in

relation to their accuracy. A motion to correct an inaccuracy In the minutes shall be raised

in accordance with standing order s(axiv) above.

Minute6, including any emendment to conect their accuracy, shall be confirmed by

resolution and shall be signed by the Chairman ofthe meeting and stand as an eccurate

record of the me€ting to which the minutes relate.

lf the Chairman of the me€ting does not consider the minutes to be an accurate record of

the meeting to which th6y relate, he shall sign the minutes and include a paragraph in the

bllowing terms or to the same effect:

'The Chairman of this meeting does not believe that th€ mhutes ot the meoting of the ( )

h€ld on [datel in respect of ( ) were a conec't record but hb vielv was not upheld by the

majority of the ( ) and the minutes are confirmed as an accurate record of the

proceedings."

b

a

b

c

d
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Upon a resolution which confirms the accuracy of lhe minutes of a meeting, any previous

drafr minutes or recordings of the moeting shall b€ destroyed.

10 Disorderly conduct

No p€rson shall obstruct the transaction of busine38 at a meeting or b€have ofiansively or

improperly.

It in the opinion of th€ Chairman, there ha3 b6en a breach of standing order 10(a) abov6,

th6 Chairman shall express thet opinion and thereafter eny councillor (including the

Chairman) may move that the peBon bs silGnced or excluded from the meeting, and the

motion, if seconded, shall be put forthwith and without discussion.

lf a resolution made in accordan@ with standing order 10(b) above, is di8obeyed, the

Chairman may take such further steps as may roasonebly be neoessary to enforce it

and/or he may adioum the me€ting.

11 Rescission of previous resolutions

a A resolution (whether amrmativo or negstive) of the Council shall nol be reversed within 6

months except either by a special motion, the writtcn notice whereof bears the names of

at least 3 councillors of the Council, or by a motion moved in pursuance of the roport or

recommendation of a committee.

Wh6n a special motion or any other motion moved puBuant to standing order 11(a)

above has been disposed of, no similar molion may be moved within a further 6 months

b

c

b
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{ 2 Voting on appointments

Vvhere more than 2 persons have been nominated for a posruon to be filled by the

Council and none ot those persons has received an absotule majority of votes in their

favour, the name of the person having the least number of votes shall be struck ofi th6 list

and a ftesh vote taken. This procesg shall continue until a majority of votes is given in

favour of one person. Any tie may be settled by the Chairman's casting vote.

a

l3 Expenditure

a Any expenditure incuned by the Council shall be in accordance with the Council's

financial regulations.

b The Councll's fln.nclal regul.tions ahall ba rrvlewod once . year.

The Councll'a flnancial r€eulatloni mry mrko plovl3lon for the euthorls.tlon ot

the paymont of mon€y ln erorcbe of.ny of the Council'. func'tlons to bo

dalegrted to a commltLo, aubrommltteo or to en amployee.

14 Execution and sealing of legal deeds
See erso standing ordor s(a)(xvi) above

a A legal deed shall not be executed on behatt of the Council unl63s the same has b€en

authorised by a resolution.

ln accordanca wfth a ruaolutlon made unde. atrnding order l4(a) .bov6, any two

membeE otth. Councll, m.y.lgn, on behslt ofth. Councll, any doed raqul]rd by

hw .nd fh. Prop.r Ofric.r .h.ll wttness th.lr .lgn.turca.

c

b
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l5 Committees
See a/so standing otder 1 above

a The Council may, at its annual meeting, appoint standing committees and may at any

other lime appoint such other committeos as may be necessary, and:

i. shall determine their terms of rehronce;

ii. may permit committees to determine the dates of their meetings;

iii. shall appoint and determine the term of office of councillor or non-councifor

members of such a committe€ (unl€ss the appointrnent of non-councillors i8

prohibited by law) so as to hold office no later than the neri annual me€ting;

iv. may appoint substitute councillors to a committee whose role is to replace ordinary

councillors at a meeting of a committee if ordinary councillors of the committee

have confirmed to the Proper Officar 3 days bebre th€ meeting that they are

unable to sttend;

v. an ordinary memb€r of a committee who has been replaced at a meeting by a

substitute member (in accordanc€ with standing order 1s(axiv) above) 6hall not b€

permitted to participate in debatc or vote on business at that meeting and may only

speak during any public participation session during the meeting;

vl. may in accordancg with standing orders, dissolve a cornmittee at any timo with

reason.
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16 Sub-commiftees
See also sfgndr,hg otder 1 above

Unless there is a Council resolution to the contrary, every committee may appoint a sub-

commitlee whose terms of reference and members shall be determined by resolution of

the committee.

a

a

17 Extraordinary meetings
See a/so stad,hg otder 1 above

The Chalrmrn of tho Councll may convene an extraordlnary meeting otthe Councll

.t any tlme.

It tho Ch.lrman of the Councll do€! not or l€fuses to call an extraordln.ry meetlno

of the Councll wlthln 7 drys o, havlng been regue8ted to do so by two councllloE,

tho3e two councllloE may conyeno an extraordinary meoting of the Councll. The

ltetutory publlc notlce glvlng the tlmo, vonue and aganda for such a moetlng mult
be rigned by tho two councillotr.

The Chairman of a committoe (or a sub-committee) may convene an extraordinary

meeting of the committee or sub-committee at any time.

lf the Chairmen of a committee (or a sub-committee) does not or refuses to call an

eldraordinary meeting within 7 days of having been requested by to do so by 2

councillors, those 2 councillors may convene an extraordinary meeting of a committee (or

a 8ub-committee). The statutory public notice giving the time, venue and agenda for such

a meeting mu8t be signed by 2 councillors.

b

c

d
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18 Advisory committees
Sge a/so slendr,;rg order 1 above

a The Council may appoint advBory committees comprised of a number of councillors and

non-councillors.

Advisory committe€s and any sub-committe€e may conEist wholly of person3 who are

non-councillors.

,l I Accounts and Financial Statement

All payments by the Council shall b€ authorised, approved and paid in accordance with

the Council's financial regulations, which shall be revierved at l6ast annually.

The Responsible Financial Offcer shall supply to each councillor as soon as practicable

after 31 March, 30 June, 30 Septomb€r and 31 December in each year a statement

summarising the Council's receipts and payments br the each quarter and the balances

held at the end of a quarter. This statement should include I comparison with the budget

for the financial year. A Financial Statement prepared on lhe appropriate accounting

basis (receipts and payments, or income and expenditure) ficr a yeer to 31 March shall b€

presented to each councillor b€fore the end of the following month of May. The Statement

of Accounts of the Council (which is subiect to external audit), including the annual

govemanco statement, shall be presented to Council fior formal approval before 30 June.

b

a

b
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20 Estimates/precepts

The Councll shsll .pprcve ffiltten eltlmatea for the comlng firanclll yerr at its

meeting before the end of January.

a

Any committee desiring to incur expenditure shall give the Proper Officer a written

eBtimate of the expenditure recommendod for the coming year no later than December

21 Canvassing of and recommendations by
councillors

Canvassing councilbrs or the membeB of a committee or sub-committee, directly or

indirectly, ilr appointnent to or by the Council shall dEqualify the candidate from such an

appointment. The Proper Offce. shall disclose the requirements of this standing order to

every candidate.

A councillor or a member of a committee or sub-committo€ shall not solicit a pe6on for

appointnent to or by the Council or recommend a p€rson for such appointrnent or br
promotion; but, nevertheless, any such person may giv6 a written testimonial of a

candidate's ability, sxperience or character for submission to the Council with an

applicetion for appointmBnt.

This standing order shall apply to tenders as if the person making the tender were a

candidate for an appointment.

22 lnspection of documents

Subject to standing orders to the contrary or in respect of matters which al€ confidential,

a councillor may, for the purpos€ of his official duties (but not otherwis€), insp€ct any

document in ths possession of the Council or a committee or a 8ub-committee, and

b

a

a
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request a copy for lhe same purpose. The minutes of meetings of the Council, its

committees or subrommittoes shall be available for inspection by councillors.

23 Unauthorised activities

Unless autho sod by a r€solution, no individual councillor Ehall in the name or on behalf

of the Council, a crmmitteo or a sub-committe€:

i. inspect any land and/or premises which the Council has a right or duty to inspec.t; or

ii. issue orders, instructions or directions.

24 Confidential business

Councillors lwales: and employees] shall not disclose information given in confidence or

which they believe, or ought to be aware is of a confidential nature.

e

a

a

A councillor in breach of the provisions of standing order 24(a) above may be removed

from a committee or a sub-committee by a resolution of the Council.

Beforo exercblng the powrr to promote well-belng, . m.otlng of thc full Councll

lhall hava pessed r rraolutlon to conllrm it has latlltlod thc pEacrlbed ltatutoty

crlterl. I€qulr€d to quallty a3 .n ellglble parith councll.

b
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The Councll'! perlod of ellglblltty beglnr on the dde th.t the rosolutlon und.r
Bt ndlng order 25 (a) above waa made and explrs. on the dey before the annu.l

maetlng ot tfie Councll th.t tak€a place ln . y.ar of ordinary electlone.

After tho oxplry of its preceding perlod of oliglbillty, the Council contlnue8 to bo an

ellglble councll solely tor tho purpose of complotlng any .ctlvlty undortaken ln the

exercise of the power to promote well-belng whlch was not completed before the

explry of the Councll'3 pr€cedlng perlod ot ellglblllty rsfonld to in rt ndlng order

25(b) above.

26 Matters affecting council employees

lf a meeting considec any matter personal to a Council employee, it shall not be

considered until the Council has decided whether or not the press and public shall be

excluded pursuant to standing ord6r 1(c) above.

Subject to the Council's policy regarding absences from work, the Council's most senior

employee shall nofiry the Chairman of the Council or, in his absence, the Vice-Chairman

of the Council of any absence occasioned by illness or urgency and that person shall

report such absence to the Council at its next meeting.

The Chairman of the Council or in his absence, the Vice-Chairman shall upon a

resolution conduct a review of the performance and/or appraisal of [the employee's job

title] and shall keep a writlen record of it. The reviel , and/or appraisal shall be reported

back and shall be subject to approval by resolution by the CounciL

Subiect to the Council's policy regarding the handling of gdevance matt€rs, the Council's

most senior employee (or other employees) shall contect the Chairman of the Council or in

hb absence, the Mce.Cheirman of the Council in respect of an informal or brmal grievanc€

mstter, and this matter shall be reported back and progrossed by rBolution of the Council.

b

c

b

c

d
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e Subject to the Council's policy regarding the handling of grievance and disciplinary

matters, if an informal or brmal griovanc€ matter raised by [the employee's job title]

relates to the Chairman or Mce€hairman of the Council this shall be communicated to

another member of the Council which shall be reported back and progressed by

resolution of the Council.

Any persons responsible for all or part of the management of Council employees shall

keep written records of all meetings relating to their perbrmance, and capabilities,

grievance and disciplinary maners.

The Council shall keep written records relating to employees secure. All paper records

shall be secured under lock and electronic r€cords shall be password protec{ed.

Records documenting reasons for an employee's absence due to ill health or details of a

medical c,ondition shall be made available only to those persons with responsibility for the

same.

Only persons with line management responsibilities shall have access to employee

records refened to in standing orders 26(9) and (h) above if so justified.

Access and means of access by keys and/or computer passwords to records of

employment rehned to In standing orders 26(9) and (h) above shall be provk ed only to

(post holder) and the Chairman or Mce Chairman of the Council.

I

s

h
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27 Freedom of lnformation Act 2000

All requests for inbmation held by the Council shall be process€d in accordance with the

Council's policy in respecl of handling requests under the Freedom of lnfurmation Act

2000.

a

Corespondence ftom, and notices served by, the lnformation Commissioner shall b6

refened by the Proper Officer to the chairman of the Council. The said committee shall

have the power to do anything to facilitate compliance with the Freedom of lnformation

Act 2000 including exercislng the powers of the Proper Ofiicer in respect of Freedom of

lnformation requestrs set oul under standing order 3(b)(x) above.

28 Relations w:th the presslmedia

a All requests from the press or other m6die for an oral or written statemont or comment

from the Council shall be deelt with by the chairmen or vice chairman.

a

b

ln amordance with the Council's policy in rospecl to dealing with the press and./or other

media, councilloB shall not, in their official capacity, provide oral or writlen statsments or

written articles to the press or other media.

29 Liaison with District and County or Unitary
Councillors

An invitation to attend a meeting of the Council shall be sent, together with the aggnda, to

the councillor of the District and County or Unitary Council [in Wales: County Borough

and County Councill representing its electoral ward.

b
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Unless the Council otherwise orde6, a copy of each letter s6nt to the Distdc't or County or

Unitary Council lin Wales: County Borough and County Councill 6hall be sent to the

Di6trict or County or Unitary Council [in Wales: County Borough and County Councill

councillor representing its electoral ward.

30 Financial matters

The Council shall consider and approvo financial regulations drawn up by the

R$ponsible Financial Oftcer, which Bhall include detailed arrangements in r$pect of the

following:

i. lhe accounting records and systems of intemal control;

ii. the assessment and management of financial risks bced by th€ Council;

iii. the woft of the lntemalAuditor and the receipt of reguler reports from the lntemal

Auditor, which shall be required at least annually;

iv. the inspection and copying by councillors and local electors ofthe Councll'8

accounts and/or orders of payments;

v. p@curement policiB (subject to standing order 30(b) b€lovv) including the setting

of values br difigrent proceduros where the contract has an estimated value of

less than 81,000

b

a

b Any proposed contr.ct for the .upply o, goods, mat d.b, lorvlco. .nd th.
cxocu on of worta wlth an otlmatod vrlu. ln oxcr.a of el,0o0 shall be prccurrd

on the bdl3 ol . formll tender .. lummad.od ln st ndlng ordor 30(c) b.low.

Any formal tend€r process shall compriss the following steps:

i. a public notico of intention to plac€ a contract to be placed in a local nevvspaper;

ii. a specification of the goods, materiab, sewbes and the execution of works shall

be drawn up;

iii. tenders ere to be sent, in a sealed marted envelope, to the Proper Offcor by a

stated date and time;

c
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tenders submitted are to be opened, afler the stated closing date and time, by the

Proper Officer and at least one member of the Council;

tendeB are then to be assessed and reported to the appropriete meeting of

Council or Committee.

Neither the Council, nor any committee, is bound to accept the lorvest tender, estimate or

quote.

Where the velue of . contr.ct l. llkely to excecd €138,89:l (or oth.r thm.hold

rpocm€d by th. Ofilce of Goyemm.nt Comm.rce lrom tlme to tlme) the Councll

mult conlldor whothor tho Publlc Contract R.gul.tlons 2006 (Sl No.+ ar
amond.d) and tho Utlliti6 Contltcb R.gul.tlonr 2006 (Sl No. 8, .. lmended)

apply to the contrrct and, ll .lther of thooo Roeul.tlons apply, the Councll mu.t
comply rrtth EU prccurcmcnt ru|e..

31 Allegations of breaches of the code of
conduct
Omitted.

d

e
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32 Variation, revocation and suspension of
standing orders

Any or every part of the standing orders, except those which are mandatory by law, may

be suspended by resolution in relation to any specific item of busin6s.

A motion to add to or vary or revoke one or more of the Council's standing orde6, not

mandatory by law, shall be proposed by a special motion, the written notice whereof

bears the namea of as least 3 councillors.

The Chairman's decision as to the application of standing ordec at meetings shall be

final.

A councillo/s failure to obseNe standing ordeB more than 3 times in one meeting may

result in him being excluded from the meeting in accordance with standing orders.

a

b

33 Standing orders to be given to councillors

The Proper Officer shall provide a copy of the Council's slanding orden to a councillor

upon delivery of his declaration of acceptance of office.

b

c
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