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1  Meetings 
Mandatory for full Council meetings ●
Mandatory for committee meetings ●
Mandatory for sub-committee meetings ●

● a Meetings shall not take place in premises, which at the time of the meeting, are used for the 
supply of alcohol unless no other premises are available free of charge or at a reasonable cost. 

●● b When calculating the 3  clear days for notice of a meeting to councillors and the public, the day 
on which notice was issued, the day of the meeting, a Sunday, a day of the Christmas break, a 
day of the Easter break or of a bank holiday or a day appointed for public thanksgiving or 
mourning shall not count.

●● c Meetings shall be open to the public unless their presence is prejudicial to the public interest by 
reason of the confidential nature of the business to be transacted or for other special reasons. 
The public’s exclusion from part or all of a meeting shall be by a resolution which shall give 
reasons for the public’s exclusion.

d Subj e c t  to  st a n di n g  or d e r  1( c)  a b o v e ,  m e m b e r s  of  th e  pu blic  ar e  p er m itt e d  to  m a k e  
repr e s e n t a ti o n s ,  an s w e r  qu e s t i o n s  an d  giv e  e vi d e n c e  in  re s p e c t  of  an y  ite m  of  bu si n e s s  
includ e d  in  th e  a g e n d a .

e Th e  p eri o d  of  tim e  w hi c h  is  d e s i g n a t e d  for  pu bli c  particip ati o n  in  a c c o r d a n c e  with  st a n di n g  
or d e r  1(d)  a b o v e ,  inclu din g  County  an d  District  Coun cill or  rep o rt s ,  s h all  n ot  ex c e e d  3 0  
mi n ut e s .

f Subj e c t  to  st a n di n g  or d e r  1( e)  a b o v e ,  e a c h  m e m b e r  of  th e  pu blic  is  e ntitl e d  to  sp e a k  o n c e  
o nly  an d  s h all  n ot  sp e a k  for  m o r e  tha n  (   3    ) mi n ut e s .

g In a c c o r d a n c e  with  st a n di n g  or d e r  1(d)  a b o v e ,  a  qu e s ti o n  a s k e d  by  a  m e m b e r  of  th e  pu bli c  
durin g  a  pu blic  particip ati o n  s e s s i o n  at  a  m e e t i n g  s h all  n ot  re q uir e  a  re s p o n s e  or  d e b a t e .

h In a c c o r d a n c e  with  st a n di n g  or d e r  1( g)  b el o w ,  th e  Chair m a n  m a y  dir e c t  th at  a  re s p o n s e  to  
a  qu e s ti o n  po s e d  by  a  m e m b e r  of  th e  pu blic  b e  ref err e d  to  a  Coun c ill or  for  a  or al  re s p o n s e  
or  to  an  e m p l o y e e  for  a  writt e n  or  or al  re s p o n s e .

i A re c o r d  of  a  pu blic  particip ati o n  s e s s i o n  at  a  m e e t i n g  s h all  b e  inclu d e d  in  th e  mi n ut e s  of  
th at  m e e t i n g .

j Any p er s o n  sp e a k i n g  at  a  m e e t i n g  s h all  a d d r e s s  his  c o m m e n t s  to  th e  Chair m a n .

k Only  o n e  p er s o n  is  p er m itt e d  to  sp e a k  at  a  tim e .  If m o r e  th a n  o n e  p er s o n  wi s h e s  to  s p e a k ,  
th e  Chair m a n  s h all  dir e c t  th e  or d e r  of  sp e a k i n g .

●● l Photographing, recording, broadcasting or transmitting the proceedings of a meeting by any 
means is not permitted without the Council’s prior  (writte n)  consent.

●● m In accordance with standing order 1(c) above, the press shall be provided reasonable facilities 
for the taking of their report of all or part of a meeting at which they are entitled to be present.  
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● n Subject to standing orders which indicate otherwise, anything authorised or required to be done 
by, to or before the Chairman may in his absence be done by, to or before the Vice-Chairman.

● o The Chairman, if present, shall preside at a meeting. If the Chairman is absent from a meeting, 
the Vice-Chairman, if present, shall preside. If both the Chairman and the Vice-Chairman are 
absent from a meeting, a Councillor as chosen by the Councillors present at the meeting shall 
preside at the meeting.

●●● p Subject to model standing order 1  (v) below, all questions at a meeting shall be decided by a 
majority of the Councillors present and voting thereon.

●●● q The Chairman may give an original vote on any matter put to the vote, and in the case of an 
equality of votes may exercise his casting vote whether or not he gave an original vote. (S e e  
al s o  stan din g  ord e r s  2  (i)  and  (j)  b el o w. )

● r Unless standing orders provide otherwise, voting on any question shall be by a show of hands. 
At the request of a Councillor, the voting on any question shall be recorded so as to show 
whether each councillor present and voting gave his vote for or against that question. Suc h  a  
re q u e s t  s h all  b e  m a d e  b ef o r e  m o v i n g  o n  to  th e  n ext  ite m  of  b u si n e s s  o n  th e  a g e n d a .

●●● s The minutes of a meeting shall record the names of councillors present an d  a b s e n t .

t If prior  to  a  m e e t i n g ,  a  Coun c ill or  h a s  su b m i tt e d  re a s o n s  for  his  a b s e n c e  at  th e  m e e t i n g  
w hi c h  is  th e n  appr o v e d  by  a  re s o l uti o n ,  su c h  re s o l uti o n  s h all  b e  re c o r d e d  in  t h e  mi n ut e s  of  
th e  m e e t i n g  at  w hi c h  th e  appr o v a l  w a s  giv e n .  

●●● u The code of conduct adopted by the Council shall apply to councillors in respect of the entire 
meeting.  

●●● v An interest arising from the code of conduct adopted by the Council, the existence and nature 
of which is required to be disclosed by a Councillor at a meeting shall be recorded in the 
minutes. (S e e  al s o  stan din g  ord e r  7  b el o w .)

● w No business may be transacted at a meeting unless at least one third of the whole number of 
members of the Council are present and in no case shall the quorum of a meeting be less than 
3.

●●● x If a meeting is or becomes inquorate no business shall be transacted an d  th e  m e e t i n g  s h all  b e  
adj o ur n e d .  Any out st a n di n g  bu si n e s s  of  a  m e e t i n g  s o  a dj o ur n e d  s h all  b e  tran s a c t e d  at  a  
follo wi n g  m e e t i n g .  
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2 Ordinary Council meetings 
S e e  al s o  stan din g  ord e r  1  ab o v e

a In an election year, the annual meeting of the Council shall be held on or within 14  days 
following the day on which the new councillors elected take office.

b In a year which is not an election year, the annual meeting of a Council shall be held on 
such day in May as the Council may direct.

c If no other time is fixed, the annual meeting of the Council shall take place at 6pm.

d (En glan d ) In addition to the annual meeting of the Council, at least three other ordinary 
meetings shall be held in each year on such dates and times as the Council directs.

e (Wal e s ) In addition to the annual meeting of the Council, other ordinary meetings may be 
held in each year on such dates and times as the Council may direct. 

f The election of the Chairman an d  Vice- Chair m a n  of the Council shall be the first business 
completed at the annual meeting of the Council.

g The Chairman of the Council, unless he has resigned or becomes disqualified, shall 
continue in office and preside at the annual meeting until his successor is elected at the next 
annual meeting of the Council. 

h The Vice-Chairman of the Council, if any, unless he resigns or becomes disqualified, shall 
hold office until immediately after the election of the Chairman of the Council at the next 
annual meeting of the Council.

i In an election year, if the current Chairman of the Council has not been re-elected as a 
member of the Council, he shall preside at the meeting until a successor Chairman of the 
Council has been elected. The current Chairman of the Council shall not have an original vote 
in respect of the election of the new Chairman of the Council but must give a casting vote in 
the case of an equality of votes.

j In an election year, if the current Chairman of the Council has been re-elected as a 
member of the Council, he shall preside at the meeting until a new Chairman of the Council 
has been elected. He may exercise an original vote in respect of the election of the new 
Chairman of the Council and must give a casting vote in the case of an equality of votes.

k Foll o wi n g  th e  el e c ti o n  of  th e  Chair m a n  of  th e  Coun cil  an d  Vice- Chair m a n  (if an y)  of  
th e  Coun c il  at  th e  an n u a l  m e e t i n g  of  th e  Coun cil,  th e  or d e r  of  bu si n e s s  s h all  b e  a s  
follo w s .

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

ii. Confirmation of the accuracy of the minutes of the last meeting of the Council and 
to receive and note minutes of and/or to determine recommendations made by 
committees.

iii. Review of delegation arrangements to committees, sub-committees, employees 
and other local authorities.

iv. Review of the terms of references for committees.

v. Receipt of nominations to existing committees.

vi. Appointment of any new committees, confirmation of the terms of reference, the 
number of members (including, if appropriate, substitute councillors) and receipt of 
nominations to them.
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vii. Review and adoption of appropriate standing orders and financial regulations. 

viii. Review of arrangements, including any charters, with other local authorities and 
review of contributions made to expenditure incurred by other local authorities.

ix. Review of representation on or work with external bodies and arrangements for 
reporting back.

x. (England) In a year of elections, if a Council’s period of eligibility to exercise the 
power of well being expired the day before the annual meeting, to review and make 
arrangements to reaffirm eligibility.

xi. Review of inventory of land and assets including buildings and office equipment, if 
not considered earlier in the financial year

xii. Review and confirmation of arrangements for insurance cover in respect of all 
insured risks, if not considered earlier in the financial year,

xiii. Review of the Council’s and/or employees’ memberships of other bodies.

xiv. Establishing or reviewing the Council’s complaints procedure.

xv. Establishing or reviewing the Council’s procedures for handling requests made 
under the Freedom of Information Act 2000 and the Data Protection Act 1998. 

xvi. Establishing or reviewing the Council’s policy for dealing with the press/media 

xvii. Setting the dates, times and place of ordinary meetings of the full Council for the 
year ahead.

3 Proper Officer
a  Th e  Coun cil’s  Prop e r  Offic er  s h all  b e  eith e r  th e  cl er k  or  su c h  ot h e r  p er s o n  app o i nt e d  by  

th e  Coun c il  to  un d e r t a k e  th e  rol e  of  th e  Prop e r  Offic er  durin g  th e  Prop e r  Offic er’s  
a b s e n c e .  Th e  Prop e r  Offic er  an d  th e  p er s o n  app o i nt e d  to  a ct  a s  su c h  durin g  th e  Prop e r  
Offic er’ s  a b s e n c e  s h all  fulfil th e  duti e s  a s s i g n e d  to  th e  Prop e r  Offic er  in  st a n di n g  or d e r s .  

b Th e  Coun cil’s  Prop e r  Offic er  s h all  d o  th e  follo wi n g .

i         Upon  th e  Coun cil  h a vi n g  first  re s o l v e d  that  s e r vi c e  of  su m m o n s  o n  c o u n c ill or s  
c o nfir mi n g  th e  tim e ,  dat e ,  v e n u e  an d  th e  a g e n d a  for  a  m e e t i n g  by  d eliv e r y  or  po s t  
at  th eir  re si d e n c e s  at  le a s t  3  cl e a r  d ay s  b ef o r e  a  m e e t i n g  is  n ot  ex p e d i e n t  
el e c t r o n i c a lly  s e r v e  o n  c o u n c ill or s  a  su m m o n s  c o n fir mi n g  th e  tim e ,  d at e ,  v e n u e  an d  
th e  a g e n d a  of  a  m e e t i n g  of  th e  Coun cil  an d  a  m e e t i n g  of  a  c o m m i t t e e  an d  a  su b -
c o m m i tt e e  at  le a s t  3  cl e a r  day s  b ef o r e  th e  m e e t i n g  

ii  Give public notice of the time, date, venue and agenda at least 3  clear days before a 
meeting of the Council or a meeting of a committee (provided that the public notice 
with agenda of an extraordinary meeting of the Council convened by councillors is 
signed by them).

                    iii.       Convene a meeting of full Council for the election of a new Chairman of the    Council, 
occasioned by a casual vacancy in his office, in accordance with standing order 3(b)i 
OR 3(b)ii above.

iv.        Make  av ail a b l e  for  ins p e c ti o n  th e  appr o v e d  mi n ut e s  of  m e e t i n g s .

v.       Receive and retain copies of byelaws made by other local authorities.

vi.      Receive and retain declarations of acceptance of office from councillors.

vii.       Retain  a  c o p y  of  e v e r y  c o u n c ill or’s  re gi st e r  of  int er e s t s  an d  an y  c h a n g e s  to  it an d  
k e e p  c o pi e s  of  th e  s a m e  av ail a b l e  for  ins p e c ti o n .

          viii.       Keep  pr o p e r  re c o r d s  re q uir e d  b ef o r e  an d  aft er  m e e t i n g s ;

ix.        Pro c e s s  all  re q u e s t s  m a d e  un d e r  th e  Fre e d o m  of  Infor m a ti o n  Act 2 0 0 0  an d  Data  
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Prot e c ti o n  Act 1 9 9 8 ,  in  a c c o r d a n c e  with  an d  su bj e c t  to  th e  Coun cil’s  pr o c e d u r e s  
rel atin g  to  th e  s a m e .

x.       Rec ei v e  an d  s e n d  g e n e r a l  c orr e s p o n d e n c e  an d  n oti c e s  o n  b e h a lf  of  th e  Coun cil  
ex c e p t  w h e r e  th er e  is  a  re s o l uti o n  to  th e  c o n tr ary.

xi.       Mana g e  th e  or g a n i s a ti o n ,  st or a g e  of  an d  a c c e s s  to  infor m a ti o n  h el d  by  th e  
Coun c il  in  pa p e r  an d  el e c tr o n i c  for m .

xii.      Arran g e  for  le g a l  d e e d s  to  b e  si g n e d  by  2  c o u n c ill or s  an d  witn e s s e d  (S e e  als o  
mo d e l  stan din g  ord e r s  13(a)  and  (b). )

      xiii.  Arran g e  for  th e  pr o m p t  aut h o ri s a ti o n ,  ap pr o v a l ,  an d  instru cti o n  re g a r di n g  an y  
pay m e n t s  to  b e  m a d e  by  th e  Coun c il  in  a c c o r d a n c e  with  th e  Coun cil’s  fina n ci al  
re g ul ati o n s .

     xiv. Rec o r d  e v e r y  plan ni n g  ap plic ati o n  n otifie d  to  th e  Coun cil  an d  th e  Coun c il’s  
re s p o n s e  to  th e  loc al  plan ni n g  aut h o rity  

      xv.         Refer  a  plan ni n g  ap plic ati o n  re c e i v e d  by  th e  Clerk  to  th e  Coun cil] within  2  w o r ki n g  
day s  of  re c e i pt  to  facilitat e  an  extr a o r di n a r y  m e e t i n g  if th e  n atur e  of  a  plan ni n g  
ap plic ati o n  re q uir e s  c o n s i d e r a ti o n  b ef o r e  th e  n e xt  or di n a r y  m e e t i n g  of  th e  Coun cil  

 xvi.       Action  or  un d e r t a k e  a ctivity  or  re s p o n s i b iliti e s  instru ct e d  by  re s o l uti o n  or  c o n t ai n e d  
in  st a n di n g  or d e r s .

4 Motions requiring written notice
a No m a tt e r  m a y  b e  c o n s id er e d  at  a  m e e t i n g  unl e s s  it is  includ e d  in  th e  pu blis h e d  a g e n d a .

5 Motions not requiring written notice
a Motion s  in  re s p e c t  of  th e  follo wi n g  m a tt e r s  m a y  b e  m o v e d  with o ut  writt e n  n oti c e .

i. To  app o i nt  a  p er s o n  to  pr e s i d e  at  a  m e e t i n g .

ii. To  appr o v e  th e  a b s e n c e  of  c o u n c ill or s .

iii. To  appr o v e  th e  a c c u r a c y  of  th e  mi n ut e s  of  th e  pr e vi o u s  m e e t i n g .

iv. To  c orr e c t  an  ina c c u r a c y  in  th e  mi n ut e s  of  th e  pr e vi o u s  m e e t i n g .

v. To  dis p o s e  of  bu si n e s s ,  if an y ,  re m a i n i n g  fro m  th e  last  m e e t i n g .

vi. To  alt er  th e  or d e r  of  b u si n e s s  o n  th e  a g e n d a  for  re a s o n s  of  urg e n c y  or  ex p e d i e n c e .

vii. To  pr o c e e d  to  th e  n e xt  bu si n e s s  o n  th e  a g e n d a .

viii. To  cl o s e  or  a dj o ur n  d e b a t e .

ix. To  ref er  by  for m a l  d el e g a t i o n  a  m a tt e r  to  a  c o m m i t t e e  or  to  a  su b - c o m m i tt e e  or  an  
e m p l o y e e .

x. To  app o i nt  a  c o m m i t t e e  or  su b - c o m m i t t e e  or  an y  c o u n c ill or s  (includin g  su b s titut e s )  
th er e t o .

xi. To  re c e i v e  n o m i n a ti o n s  to  a  c o m m i t t e e  or  su b - c o m m i tt e e .

xii. To  dis s o l v e  a  c o m m i t t e e  or  su b - c o m m i tt e e .

xiii. To  n ot e  th e  mi n ut e s  of  a  m e e t i n g  of  a  c o m m i t t e e  or  su b - c o m m i t t e e .

xiv. To  c o n s i d e r  a  rep o rt  an d/ or  re c o m m e n d a t i o n s  m a d e  by  a  c o m m i t t e e  or  a  su b -  
c o m m i tt e e  or  an  e m p l o y e e .

xv. To  c o n s i d e r  a  rep o rt  an d/ or  re c o m m e n d a t i o n s  m a d e  by  an  e m p l o y e e ,  pr of e s s i o n a l  
ad vi s o r ,  ex p e r t  or  c o n s u lt a n t.
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xvi. To  aut h o ri s e  le g a l  d e e d s  si g n e d  by  tw o  c o u n c ill or s  an d  witn e s s e d .

(S e e  stan din g  ord e r s  13 (a)  and  (b)  b el o w. )

xvii. To  a m e n d  a  m o ti o n  rel e v a n t  to  th e  ori gi n al  or  su b s t a n ti v e  m o ti o n  un d e r  
c o n s i d e r a ti o n  w hi c h  s h all  n ot  h a v e  th e  eff e c t  of  nullifyin g  it.

xviii. To  ext e n d  th e  tim e  limit  for  sp e e c h e s .

xix. To  ex c l u d e  th e  pr e s s  an d  pu blic  for  all  or  part  of  a  m e e t i n g .

xx. To  sil e n c e  or  ex cl u d e  fro m  th e  m e e t i n g  a  Coun cill or  or  a  m e m b e r  of  th e  pu blic  for  
dis o r d e r ly  c o n d u c t .

xxi. To  giv e  th e  c o n s e n t  of  th e  Coun cil  if su c h  c o n s e n t  is  re q uir e d  by  st a n di n g  or d e r s .

xxii. To suspend any standing order except those which are mandatory by law.

xxiii. To  a dj o ur n  th e  m e e t i n g .

xxiv. To  app o i nt  repr e s e n t a ti v e s  to  out si d e  b o d i e s  an d  to  m a k e  arr a n g e m e n t s  for  th o s e  
repr e s e n t a ti v e s  to  rep o rt  b a c k  th e  a ctiviti e s  of  out si d e  b o di e s .

xxv. To  an s w e r  qu e s t i o n s  fro m  c o u n c ill or s .

b If a  m o ti o n  falls  within  th e  ter m s  of  ref er e n c e  of  a  c o m m i tt e e  or  su b - c o m m i tt e e  or  within  
th e  d el e g a t e d  po w e r s  c o nf e rr e d  o n  an  e m p l o y e e ,  a  ref err al  of  th e  s a m e  m a y  b e  m a d e  to  
su c h  c o m m i t t e e  or  su b - c o m m i t t e e  or  e m p l o y e e  pr o vi d e d  that  th e  Chair m a n  m a y  dir e c t  for  
it to  b e  d e a lt  with  at  th e  pr e s e n t  m e e t i n g  for  re a s o n s  of  urg e n c y  or  ex p e d i e n c e .

6 Rules of debate
a Matter s  inclu d e d  in  an  a g e n d a  s h all  b e  c o n s i d e r e d  in  th e  or d e r  th at  th ey  ap p e a r  o n  th e  

a g e n d a  unl e s s  th e  or d e r  is  c h a n g e d  at  th e  Chair m a n ’ s  dir e c ti o n  for  re a s o n s  of  
ex p e d i e n c e .  

b Th e  m o v e r  of  a  m o ti o n  or  th e  m o v e r  of  an  a m e n d m e n t  s h all  h a v e  a  right  of  rep ly.

c During  th e  d e b a t e  of  a  m o ti o n ,  a  c o u n c ill or  m a y  int errupt  o nly  o n  a  poi nt  of  or d e r  or  a  
p er s o n a l  ex pl a n a ti o n  an d  th e  c o u n c ill or  w h o  w a s  int errupt e d  s h all  st o p  s p e a k i n g .  A 
Coun cill or  raisin g  a  p oint  of  or d e r  s h all  id e ntify  th e  st a n di n g  or d e r  w hi c h  h e  c o n s i d e r s  h a s  
b e e n  br e a c h e d  or  sp e c ify  th e  irre g ul a rity  in  th e  m e e t i n g  h e  is  c o n c e r n e d  by.  

d A poi nt  of  or d e r  s h all  b e  d e c i d e d  by  th e  Chair m a n  an d  his  d e c i s i o n  s h all  b e  final.  

7 Code of conduct (England)
S e e  al s o  mo d e l  stan din g  ord e r s  1(d)–(g)  ab o v e  

a All councillors shall observe the code of conduct adopted by the Council.

b All c o u n c ill or s  s h all  un d e rt a k e  trainin g  in  th e  c o d e  of  c o n d u c t  within  1 2  
m o n t h s  of  th e  d eliv e r y  of  th eir  d e c l a r ati o n  of  a c c e p t a n c e  of  offic e .

c If paragraph 12(2)  of the code of conduct contained in the Local Authorities 
(Model Code of Conduct) Order 2007  (SI No.1159)  has been adopted by the Council or 
pursuant to relevant provisions in a statutory code of conduct in force at the time, 
councillors may exercise the rights contained in standing order 7(d) below only if members 
of the public are permitted to (i) make representations, (ii) answer questions and (iii) give 
evidence relating to the business being transacted.
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d Councillors with a prejudicial interest in relation to any item of business being 
transacted at a meeting may (i) make representations, (ii) answer questions and (iii) give 
evidence relating to the business being transacted but must, thereafter, leave the room or 
chamber.

8 Minutes 
a If a  c o p y  of  th e  dr aft  mi n ut e s  of  a  pr e c e d i n g  m e e t i n g  h a s  b e e n  cir c ul at e d  to  c o u n c ill or s  

n o  lat er  th a n  th e  d a y  of  s e r v i c e  of  th e  s u m m o n s  to  att e n d  th e  s c h e d u l e d  m e e t i n g  th e y  
s h a ll  b e  tak e n  a s  r e a d .

b No dis c u s s i o n  of  th e  dr aft  mi n ut e s  of  a  pr e c e d i n g  m e e t i n g  s h all  tak e  pla c e  ex c e p t  in  
rel ati o n  to  th eir  a c c u r a c y .  A m o ti o n  to  c orr e c t  an  ina c c u r a c y  in  th e  mi n ut e s  s h all  b e  rais e d  
in  a c c o r d a n c e  with  st a n di n g  or d e r  5(a)(iv) a b o v e .

c Minute s ,  includi n g  an y  a m e n d m e n t  to  c orr e c t  th eir  a c c u r a c y ,  s h all  b e  c o n fir m e d  by  
re s o l uti o n  an d  s h all  b e  si g n e d  by  th e  Chair m a n  of  th e  m e e t i n g  an d  st a n d  a s  an  a c c u r a t e  
re c o r d  of  th e  m e e t i n g  to  w hi c h  th e  mi n ut e s  rel at e .  

d If th e  Chair m a n  of  th e  m e e t i n g  d o e s  n ot  c o n s i d e r  th e  mi n ut e s  to  b e  an  a c c u r a t e  re c o r d  of  
th e  m e e t i n g  to  w hi c h  th e y  rel at e ,  h e  s h all  si g n  th e  mi n ut e s  an d  inclu d e  a  par a g r a p h  in  th e  
follo wi n g  ter m s  or  to  th e  s a m e  eff e c t :

“Th e  Chair m a n  of  this  m e e t i n g  do e s  n ot  b eli e v e  that  th e  mi n ut e s  of  th e  m e e t i n g  of  th e  (    ) 
h el d  on  [dat e]  in  re s p e c t  of  (      ) w er e  a  c orr e c t  rec o r d  but  his  vie w  w a s  n ot  uph el d  by  th e  
m aj ority  of  th e  (      ) an d  th e  min ut e s  ar e  c o nfir m e d  as  an  ac c ur at e  re c o r d  of  th e  
pro c e e d i n g s . ”

e Upon  a  re s o l uti o n  w hi c h  c o n fir m s  th e  a c c u r a c y  of  th e  mi n ut e s  of  a  m e e t i n g ,  an y  pr e vi o u s  
dr aft  mi n ut e s  or  re c o r d i n g s  of  th e  m e e t i n g  s h all  b e  d e s tr o y e d .

9 Disorderly conduct
a No p er s o n  s h all  o b s t r u c t  th e  tran s a c ti o n  of  bu si n e s s  at  a  m e e t i n g  or  b e h a v e  off e n s i v e l y  or  

impr o p e r l y.  

b If, in  th e  opi ni o n  of  th e  Chair m a n ,  th er e  h a s  b e e n  a  br e a c h  of  st a n di n g  or d e r  9(a)  a b o v e ,  
th e  Chair m a n  s h all  ex pr e s s  that  opi ni o n  an d  th er e a ft e r  an y  c o u n c ill or  (includi n g  th e  
Chair m a n )  m a y  m o v e  th at  th e  p er s o n  b e  sil e n c e d  or  ex cl u d e d  fro m  th e  m e e t i n g ,  an d  th e  
m o ti o n ,  if s e c o n d e d ,  s h all  b e  put  forth wit h  an d  with o ut  dis c u s s i o n .

c If a  re s o l uti o n  m a d e  in  a c c o r d a n c e  with  st a n di n g  or d e r  9(b)  a b o v e ,  is  dis o b e y e d ,  th e  
Chair m a n  m a y  tak e  su c h  furth er  st e p s  a s  m a y  re a s o n a b l y  b e  n e c e s s a r y  to  e nf or c e  it  
an d/ or  h e  m a y  a dj o ur n  th e  m e e t i n g .

10   Rescission of previous resolutions
a A re s o l uti o n  (wh e t h e r  affir m ati v e  or  n e g a t i v e)  of  th e  Coun cil  s h all  n ot  b e  re v e r s e d  within  6  

m o n t h s  ex c e p t  eith e r  by  a  sp e c i al  m o ti o n ,  th e  writt e n  n oti c e  w h e r e o f  b e a r s  th e  n a m e s  of  
at  le a s t   6   c o u n c ill or s  of  th e  Coun cil,

b Whe n  a  sp e c i al  m o ti o n  or  an y  ot h e r  m o ti o n  m o v e d  pur s u a n t  to  st a n di n g  or d e r  1 0( a)  
a b o v e  h a s  b e e n  dis p o s e d  of,  n o  si mil ar  m o ti o n  m a y  b e  m o v e d  within  a  furth er  6  m o n t h s .
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11   Voting on appointments
a Wher e  m o r e  tha n  2  p er s o n s  h a v e  b e e n  n o m i n a t e d  for  a  p o s iti o n  to  b e  filled  by  th e  

Coun cil  an d  n o n e  of  th o s e  p er s o n s  h a s  re c e i v e d  an  a b s o l ut e  m a j o rity  of  v ot e s  in  th eir  
fav o u r,  th e  n a m e  of  th e  p er s o n  h a vi n g  th e  le a s t  nu m b e r  of  v ot e s  s h all  b e  struc k  off  th e  list  
an d  a  fre s h  v ot e  tak e n .  This  pr o c e s s  s h all  c o n ti n u e  until a  m aj o rity  of  v ot e s  is  giv e n  in  
fav o u r  of  o n e  p er s o n .  Any tie  m a y  b e  s ettl e d  by  th e  Chair m a n ’ s  c a s ti n g  v ot e .

12    Expenditure
a Any ex p e n d it ur e  inc urr e d  by  th e  Coun c il  s h all  b e  in  a c c o r d a n c e  with  th e  Coun c il’s  
fina n ci al  re g ul ati o n s .

b The Council’s financial regulations shall be reviewed once a year.

c The Council’s financial regulations may make provision for the authorisation of the 
payment of money in exercise of any of the Council’s functions to be delegated to a 
committee, sub-committee or to an employee.

13    Execution and sealing of legal deeds 
S e e  al s o  stan din g  ord e r  5(a)(x vi)  ab o v e

a A le g al  d e e d  s h all  n ot  b e  ex e c u t e d  o n  b e h a lf  of  th e  Coun c il  unl e s s  th e  s a m e  h a s  b e e n  
aut h o ri s e d  by  a  re s o l uti o n .

b In accordance with a resolution made under standing order 13(a) above, any two members of 
the Council, may sign, on behalf of the Council, any deed required by law and the Proper 
Officer shall witness their signatures.

  14    Committees 
S e e  al s o  stan din g  ord e r  1  ab o v e  

a Th e  Coun cil  m a y ,  at  its  an n u a l  m e e t i n g ,  ap p oi n t  st a n di n g  c o m m i t t e e s  an d  m a y  at  an y  
ot h e r  tim e  ap p oi n t  su c h  ot h e r  c o m m i tt e e s  a s  m a y  b e  n e c e s s a r y ,  an d:
i. s h all  d et e r m i n e  th eir  ter m s  of  ref er e n c e ;
ii. m a y  p er m it  c o m m i tt e e s  to  d et e r m i n e  th e  d at e s  of  th eir  m e e t i n g s ;
iii. s h all  app o i nt  an d  d et e r m i n e  th e  ter m  of  offic e  of  c o u n c ill or  or  n o n - c o u n c ill or  

m e m b e r s  of  su c h  a  c o m m i tt e e  (unl e s s  th e  app o i nt m e n t  of  n o n - c o u n c ill or s  is  
pr o hi bit e d  by  la w)  s o  a s  to  h ol d  offic e  n o  lat er  tha n  th e  n e xt  an n u a l  m e e t i n g ;

iv. m a y  in  a c c o r d a n c e  with  st a n di n g  or d e r s ,  dis s o l v e  a  c o m m i t t e e  at  an y  tim e .

15     Extraordinary meetings 
S e e  al s o  stan din g  ord e r  1  ab o v e

a The Chairman of the Council may convene an extraordinary meeting of the Council at any 
time. 

b If the Chairman of the Council does not or refuses to call an extraordinary meeting of the 
Council within 7  days of having been requested to do so by two councillors, those two 
councillors may convene an extraordinary meeting of the Council. The statutory public notice 
giving the time, venue and agenda for such a meeting must be signed by the two councillors.
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16    Advisory committees 
S e e  al s o  stan din g  ord e r  1  ab o v e

a Th e  Coun cil  m a y  app o i nt  ad vi s o r y  c o m m i tt e e s  c o m p r i s e d  of  a  nu m b e r  of  c o u n c ill or s  an d  
n o n - c o u n c ill or s .

b Advis or y  c o m m i t t e e s  an d  an y  su b - c o m m i t t e e s  m a y  c o n s i s t  w h o lly  of  p er s o n s  w h o  ar e  
n o n - c o u n c ill or s .  

17   Accounts and Financial Statement
a All pay m e n t s  by  th e  Coun cil  s h all  b e  aut h o ri s e d ,  appr o v e d  an d  pai d  in  a c c o r d a n c e  with  

th e  Coun c il’s  finan c i al  re g ul ati o n s ,  w hi c h  s h all  b e  re vi e w e d  at  le a s t  an n u ally.  

b Th e  Res p o n s i b l e  Fina n c i al  Offic er  s h all  sup ply  to  e a c h  c o u n c ill or  a s  s o o n  a s  pra c ti c a b l e  
aft er  3 1  March,  3 0  Jun e,  3 0  Sept e m b e r  an d  3 1  Dec e m b e r  in  e a c h  y e ar  a  st at e m e n t  
su m m a r i s i n g  th e  Coun cil’s  re c e i pt s  an d  pay m e n t s  for  th e  e a c h  qu a rt e r  an d  th e  b al a n c e s  
h el d  at  th e  e n d  of  a  qu art e r .  This  st at e m e n t  s h o ul d  inclu d e  a  c o m p a r i s o n  with  th e  b u d g e t  
for  th e  finan c i al  y e ar .  A Fina n c i al  Stat e m e n t  pr e p a r e d  o n  th e  appr o p ri at e  a c c o u n ti n g  
b a s i s  (re c e i pt s  an d  pay m e n t s ,  or  inc o m e  an d  ex p e n d i t ur e)  for  a  y e ar  to  3 1  March  s h all  b e  
pr e s e n t e d  to  e a c h  c o u n c ill or  b ef o r e  th e  e n d  of  th e  follo wi n g  m o n t h  of  May. Th e  Stat e m e n t  
of  Acc o u n t s  of  th e  Coun cil  (whi c h  is  su bj e c t  to  ext er n al  au dit),  inclu di n g  th e  an n u a l  
g o v e r n a n c e  st at e m e n t ,  s h all  b e  pr e s e n t e d  to  Coun cil  for  for m a l  ap pr o v a l  b ef o r e  3 0  Jun e.

18    Estimates/precepts
a The Council shall approve written estimates for the coming financial year at  its  m e e t i n g  

b ef o r e  th e  e n d  of  Janu ary.

b Any c o m m i t t e e  d e s irin g  to  incur  ex p e n d it ur e  s h all  giv e  th e  Prop e r  Offic er  a  writt e n  
e s ti m a t e  of  th e  ex p e n d it ur e  re c o m m e n d e d  for  th e  c o m i n g  y e ar  n o  lat er  tha n  Dec e m b e r .

19    Canvassing of and recommendations by 
councillors

a Canv a s s i n g  c o u n c ill or s  or  th e  m e m b e r s  of  a  c o m m i tt e e ,  dir e c tly  or  indir e c tly,  for  
app o i nt m e n t  to  or  by  th e  Coun c il  s h all  dis q u a lify  th e  c a n di d a t e  fro m  su c h  an  ap p oi n t m e n t .  
Th e  Prop e r  Offic er  s h all  dis cl o s e  th e  re q uir e m e n t s  of  this  st a n di n g  or d e r  to  e v e r y  
c a n d i d a t e .

b A c o u n c ill or  or  a  m e m b e r  of  a  c o m m i tt e e  s h all  n ot  s oli cit  a  p er s o n  for  ap p oi n t m e n t  to  or  
by  th e  Coun cil  or  re c o m m e n d  a  p er s o n  for  su c h  ap p o i nt m e n t  or  for  pr o m o t i o n ;  b ut,  
n e v e r t h e l e s s ,  an y  su c h  p er s o n  m a y  giv e  a  writt e n  te sti m o n i a l  of  a  c a n d i d a t e ’ s  a bility,  
ex p e ri e n c e  or  c h a r a c t e r  for  su b m i s s i o n  to  th e  Coun cil  with  an  appli c ati o n  for  app o i nt m e n t .

c This  st a n di n g  or d e r  s h all  apply  to  ten d e r s  a s  if th e  p er s o n  m a k i n g  th e  ten d e r  w e r e  a  
c a n d i d a t e  for  an  ap p oi n t m e n t .

20   Inspection of documents
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a Subj e c t  to  st a n di n g  or d e r s  to  th e  c o n tr ary  or  in  re s p e c t  of  m a tt e r s  w hi c h  ar e  c o nfi d e n ti al,  
a  c o u n c ill or  m a y ,  for  th e  purp o s e  of  his  offici al  duti e s  (but  n ot  ot h e r w i s e ),  ins p e c t  an y  
d o c u m e n t  in  th e  p o s s e s s i o n  of  th e  Coun c il  or  a  c o m m i t t e e ,  an d  re q u e s t  a  c o p y  for  th e  
s a m e  purp o s e .  Th e  mi n ut e s  of  m e e t i n g s  of  th e  Coun cil,  its  c o m m i t t e e s  s h all  b e  av ail a b l e  
for  ins p e c ti o n  by  c o u n c ill or s .

21   Unauthorised activities
a Unles s  aut h o ri s e d  by  a  re s o l uti o n ,  n o  individu al  c o u n c ill or  s h all  in  th e  n a m e  or  o n  b e h a lf  

of  th e  Coun cil,  a  c o m m i t t e e :
i. ins p e c t  an y  lan d  an d/ or  pr e m i s e s  w hi c h  th e  Coun cil  h a s  a  right  or  duty  to  ins p e c t ;  or

ii. iss u e  or d e r s ,  instru cti o n s  or  dir e c ti o n s .  

22    Confidential business 
a Coun cill or s  s h all  n ot  dis cl o s e  infor m a ti o n  giv e n  in  c o n fid e n c e  or  w hi c h  th e y  b eli e v e ,  or  

ou g h t  to  b e  a w a r e  is  of  a  c o nfi d e n ti al  n atur e .   

b A c o u n c ill or  in  br e a c h  of  th e  pr o vi si o n s  of  st a n di n g  or d e r  2 4( a)  a b o v e  m a y  b e  re m o v e d  
fro m  a  c o m m i t t e e  or  a  su b - c o m m i tt e e  by  a  re s o l uti o n  of  th e  Coun cil.

23     Power of well-being (England)
a Before exercising the power to promote well-being, a meeting of the full Council shall have 

passed a resolution to confirm it has satisfied the prescribed statutory criteria required to 
qualify as an eligible parish council. 

b The Council’s period of eligibility begins on the date that the resolution under standing order 
25  (a) above was made and expires on the day before the annual meeting of the Council that 
takes place in a year of ordinary elections.

c After the expiry of its preceding period of eligibility, the Council continues to be an eligible 
council solely for the purpose of completing any activity undertaken in the exercise of the 
power to promote well-being which was not completed before the expiry of the Council’s 
preceding period of eligibility referred to in standing order 25(b) above.

24    Matters affecting council employees
a If a  m e e t i n g  c o n s i d e r s  an y  m a tt e r  p er s o n a l  to  a  Coun cil  e m p l o y e e ,  it s h all  n ot  b e  

c o n s i d e r e d  until th e  Coun c il  h a s  d e c i d e d  w h e t h e r  or  n ot  th e  pr e s s  an d  pu blic  s h all  b e  
ex c l u d e d  pur s u a n t  to  st a n di n g  or d e r  1( c)  a b o v e .

b Th e  Chair m a n  of  th e  Coun cil,  or  in  his  a b s e n c e ,  th e  Vice- Chair m a n  s h all  up o n  a  
re s o l uti o n  c o n d u c t  a  revi e w  of  th e  p erf or m a n c e  an d/ or  appr ai s a l  of  th e  Clerk a n d  s h all  
k e e p  a  writt e n  re c o r d  of  it. Th e  re vi e w  an d/ or  appr ai s a l  s h all  b e  rep o rt e d  b a c k  an d  s h all  
b e  su bj e c t  to  ap pr o v a l  by  re s o l uti o n  by  th e  Coun cil.

c Subj e c t  to  th e  Coun cil’s  poli cy  re g a r di n g  th e  h a n dli n g  of  gri e v a n c e  m a tt e r s ,  th e  Coun cil’s  
Clerk  s h all  c o n t a c t  th e  Chair m a n  or  in  his  a b s e n c e ,  th e  Vice- Chair m a n  in  re s p e c t  of  an  infor m a l  or  
for m a l  gri e v a n c e  m a tt e r ,  an d  this  m a tt e r  s h all  b e  rep o rt e d  b a c k  an d  pr o g r e s s e d  by  re s o l uti o n  of  th e  
Coun cil

d Subj e c t  to  th e  Coun cil’s  poli cy  re g a r di n g  th e  h a n dli n g  of  gri e v a n c e  an d  dis ci plin ar y  
m a tt e r s ,  if an  infor m a l  or  for m a l  gri e v a n c e  m a tt e r  rais e d  by  th e  Clerk  rel at e s  to  th e  
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Chair m a n  or  Vice- Chair m a n  this  s h all  b e  c o m m u n i c a t e d  to  an ot h e r  m e m b e r  of  th e  
Coun cil  w hi c h  s h all  b e  rep o rt e d  b a c k  an d  pr o g r e s s e d  by  re s o l uti o n  of  th e  Coun cil

e Any p er s o n s  re s p o n s i b l e  for  all  or  part  of  th e  m a n a g e m e n t  of  Coun c il  e m p l o y e e s  s h all  
k e e p  writt e n  re c o r d s  of  all  m e e t i n g s  rel atin g  to  th eir  p erf or m a n c e ,  an d  c a p a b iliti e s ,  
gri e v a n c e  an d  dis ci plin ary  m a tt e r s .   

f Th e  Coun cil  s h all  k e e p  writt e n  re c o r d s  rel atin g  to  e m p l o y e e s  s e c u r e .  All pap e r  re c o r d s  
s h all  b e  s e c u r e d  un d e r  lo c k  an d  el e c tr o n i c  re c o r d s  s h all  b e  pa s s w o r d  pr ot e c t e d .  

g Rec or d s  d o c u m e n t i n g  re a s o n s  for  an  e m p l o y e e ’ s  a b s e n c e  du e  to  ill h e a lt h  or  d et ail s  of  a  
m e d i c a l  c o n diti o n  s h all  b e  m a d e  av ail a b l e  o nly  to  th o s e  p er s o n s  with  re s p o n s i b ility  for  th e  
s a m e .   

h Only  p er s o n s  with  lin e  m a n a g e m e n t  re s p o n s i b iliti e s  s h all  h a v e  a c c e s s  to  e m p l o y e e  
re c o r d s  ref err e d  to  in  st a n di n g  or d e r s  2 4( g)  an d  (h) a b o v e  if s o  justifie d.  

25   Freedom of Information Act 2000
a All re q u e s t s  for  infor m a ti o n  h el d  by  th e  Coun c il  s h all  b e  pr o c e s s e d  in  a c c o r d a n c e  with  th e  

Coun cil’s  poli cy  in  re s p e c t  of  h a n dlin g  re q u e s t s  un d e r  th e  Fre e d o m  of  Infor m a ti o n  Act  
2 0 0 0 .

b Corr e s p o n d e n c e  fro m ,  an d  n oti c e s  s e r v e d  by,  th e  Infor m a ti o n  Co m m i s s i o n e r  s h all  b e  
ref err e d  by  th e  Prop e r  Offic er  to  th e  Chair m a n  w h o  will  h a v e  th e  p o w e r  to  d o  an yt hi n g  to  
facilitat e  c o m p li a n c e  with  th e  Fre e d o m  of  Infor m a ti o n  Act 2 0 0 0  inclu di n g  ex e r c i si n g  th e  
p o w e r s  of  th e  Prop e r  Offic er  in  re s p e c t  of  Fre e d o m  of  Infor m a ti o n  re q u e s t s  s et  out  un d e r  
st a n di n g  or d e r  3(b)(ix) a b o v e .

26   Relations with the press/media
a All re q u e s t s  fro m  th e  pr e s s  or  ot h e r  m e d i a  for  an  or al  or  writt e n  st at e m e n t  or  c o m m e n t  

fro m  th e  Coun cil  s h all  b e  pr o c e s s e d  in  a c c o r d a n c e  with  th e  Coun cil’s  p olicy  in  re s p e c t  of  
d e a li n g  with  th e  pr e s s  an d/ or  ot h e r  m e d i a .

b In a c c o r d a n c e  with  th e  Coun cil’s  poli cy  in  re s p e c t  to  d e a li n g  with  th e  pr e s s  an d/ or  ot h e r  
m e d i a ,  c o u n c ill or s  s h all  n ot,  in  th eir  offici al  c a p a c ity,  pr o vi d e  or al  or  writt e n  st at e m e n t s  or  
writt e n  articl e s  to  th e  pr e s s  or  ot h e r  m e d i a .

27   Liaison with District and County or 
Unitary Councillors

a An invitati o n  to  att e n d  a  m e e t i n g  of  th e  Coun c il  s h all  b e  s e n t ,  to g e t h e r  with  th e  a g e n d a ,  to  
th e  c o u n c ill or  of  th e  District  an d  County  Coun cil  repr e s e n t i n g  its  el e c t o r a l  w ar d .  

28    Financial matters
a Th e  Coun cil  s h all  c o n s i d e r  an d  appr o v e  finan ci al  re g ul ati o n s  dr a w n  up  by  th e  

Res p o n s i b l e  Fina n c i al  Offic er,  w hi c h  s h all  includ e  d et ail e d  arr a n g e m e n t s  in  re s p e c t  of  th e  
follo wi n g :

i. th e  a c c o u n ti n g  re c o r d s  an d  sy st e m s  of  int er n al  c o n tr ol;

ii. th e  a s s e s s m e n t  an d  m a n a g e m e n t  of  finan c i al  risk s  fac e d  by  th e  Coun cil;
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iii. th e  w o r k  of  th e  Intern al  Auditor  an d  th e  re c e i pt  of  re g ul a r  rep o rt s  fro m  th e  Intern al  
Auditor,  w hi c h  s h all  b e  re q uir e d  at  le a s t  an n u a lly;

iv. th e  ins p e c ti o n  an d  c o p yi n g  by  c o u n c ill or s  an d  lo c al  el e c t o r s  of  th e  Coun cil’s  
a c c o u n t s  an d/ or  or d e r s  of  pay m e n t s ;  

v. pr o c u r e m e n t  poli ci e s  (subj e c t  to  st a n di n g  or d e r   2 8( b)  b el o w )  includi n g  th e  s ettin g  
of  v alu e s  for  differ e n t  pr o c e d u r e s  w h e r e  th e  c o n tr a c t  h a s  an  e s ti m a t e d  v alu e  of  le s s  
th a n  £60, 0 0 0 .

b Any proposed contract for the supply of goods, materials, services and the execution of works 
with an estimated value in excess of £60, 0 0 0  shall be procured on the basis of a formal tender 
as summarised in standing order 28(c) below.

c Any for m a l  ten d e r  pr o c e s s  s h all  c o m p r i s e  th e  follo wi n g  st e p s :

i. a  pu blic  n oti c e  of  int e nti o n  to  pla c e  a  c o n tr a c t  to  b e  pla c e d  in  a  loc al  n e w s p a p e r ;

ii. a  sp e c ifi c ati o n  of  th e  g o o d s ,  m a t e r i al s ,  s e r vi c e s  an d  th e  ex e c u ti o n  of  w o r k s  s h all  b e  
dr a w n  up;

iii. ten d e r s  ar e  to  b e  s e n t ,  in  a  s e a l e d  m a r k e d  e n v e l o p e ,  to  th e  Prop e r  Offic er  by  a  
st at e d  dat e  an d  tim e ;  

iv. ten d e r s  su b m i tt e d  ar e  to  b e  o p e n e d ,  aft er  th e  st at e d  cl o s i n g  dat e  an d  tim e ,  by  th e  
Prop e r  Offic er  an d  at  le a s t  o n e  m e m b e r  of  th e  Coun cil;

v. ten d e r s  ar e  th e n  to  b e  a s s e s s e d  an d  rep o rt e d  to  th e  ap pr o p ri at e  m e e t i n g  of  
Coun c il  or  Co m m i tt e e .

d Neith er  th e  Coun cil,  n or  an y  c o m m i t t e e ,  is  b o u n d  to  a c c e p t  th e  lo w e s t  ten d e r ,  e s ti m a t e  or  
qu o t e .

e Where the value of a contract is likely to exceed £138,893  (or other threshold specified by 
the Office of Government Commerce from time to time) the Council must consider whether 
the Public Contracts Regulations 2006  (SI No.5, as amended) and the Utilities Contracts 
Regulations 2006  (SI No. 6, as amended) apply to the contract and, if either of those 
Regulations apply, the Council must comply with EU procurement rules.

29   Allegations of breaches of the code of 
conduct 

a On  re c e i pt  of  a  n otific ati o n  that  th er e  h a s  b e e n  an  all e g e d  br e a c h  of  th e  c o d e  of  c o n d u c t  
th e  Prop e r  Offic er  s h all  ref er  it to  th e  Coun cil.  

b Wher e  th e  n otific ati o n  rel at e s  to  a  c o m p l a i nt  m a d e  by  th e  Prop e r  Offic er,  th e  Prop e r  
Offic er  s h all  n otify  th e  Chair m a n  of  th at  fact,  w h o ,  up o n  re c e i pt  of  su c h  n otific ati o n ,  s h all  
n o m i n a t e  a  p er s o n  to  a s s u m e  th e  duti e s  of  th e  Prop e r  Offic er  s et  out  in  th e  re m a i n d e r  of  
this  st a n di n g  or d e r ,  w h o  s h all  c o n ti n u e  to  a ct  in  re s p e c t  of  th at  m a tt e r  a s  su c h  until th e  
c o m p l a i nt  is  re s o l v e d .

c Th e  su bj e c t  m a tt e r  of  n otific ati o n s  s h all  b e  c o nfi d e n ti al  an d ,  ins of ar  a s  it is  po s s i b l e  to  d o  
s o  by  la w,  th e  Coun cil  (includi n g  th e  Prop e r  Offic er  an d  th e  Chair m a n  s h all  tak e  th e  st e p s  
s et  out  b el o w ,  to g e t h e r  with  ot h e r  st e p s  c o n s i d e r e d  n e c e s s a r y ,  to  m a i nt ai n  c o nfi d e n ti ality.

i. Draft th e  su m m o n s e s  an d  a g e n d a s  in  su c h  a  w a y  th at  th e  id e n tity  an d  su bj e c t  
m a tt e r  of  th e  c o m p l a i n t  ar e  n ot  dis cl o s e d .

ii. Ensur e  that  an y  b a c k g r o u n d  pa p e r s  c o n t ai ni n g  th e  infor m a ti o n  s et  out  in  st a n di n g  
or d e r  3 1( a)  a b o v e  ar e  n ot  m a d e  pu blic.
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iii. Ensur e  that  th e  pu bli c  an d  pr e s s  ar e  ex c l u d e d  fro m  m e e t i n g s  a s  ap pr o p ri at e .

iv. Ensur e  that  th e  mi n ut e s  of  m e e t i n g s  pr e s e r v e  c o n fid e n ti ality.

v. Con si d e r  an y  liais o n  th at  m a y  b e  re q uir e d  with  th e  p er s o n  or  b o d y  with  st atut or y  
re s p o n s i b ility  for  th e  inv e s ti g a ti o n  of  th e  m a tt e r .   

d Th e  Coun cil  s h all  h a v e  th e  p o w e r  to:

i. s e e k  d o c u m e n t a r y  an d  ot h e r  e vi d e n c e  fro m  th e  p er s o n  or  b o d y  with  st atut or y  
re s p o n s i b ility  for  inv e s ti g a ti o n  of  th e  m a tt e r ;

ii. s e e k  an d  s h a r e  infor m a ti o n  rel e v a n t  to  th e  c o m p l a i nt;

iii. gr a n t  th e  m e m b e r  inv ol v e d  a  finan c i al  ind e m n i t y  in  re s p e c t  of  le g al  c o s t s  within  th e  
ter m s  of  th e  Coun cil' s  insur a n c e  poli cy,,  w hi c h  s h all  b e  in  a c c o r d a n c e  with  th e  la w  
an d  su bj e c t  to  ap pr o v a l  by  a  m e e t i n g  of  th e  full Coun cil.

g Refer e n c e s  in  st a n di n g  or d e r  2 9  to  a  n otific ati o n  s h all  b e  tak e n  to  ref er  to  a  
c o m m u n i c a t i o n  of  an y  kin d  w hi c h  rel at e s  to  a  br e a c h  or  an  all e g e d  br e a c h  of  th e  c o d e  of  
c o n d u c t  by  a  c o u n c ill or.   

30   Variation, revocation and suspension 
of standing orders

a Any or  e v e r y  part  of  th e  st a n di n g  or d e r s ,  ex c e p t  th o s e  w hi c h  ar e  m a n d a t o r y  by  la w,  m a y  
b e  su s p e n d e d  by  re s o l uti o n  in  rel ati o n  to  an y  sp e c ific  ite m  of  bu si n e s s .

b A m o ti o n  to  p er m a n e n t l y  ad d  to  or  to  v ary  or  to  re v o k e  o n e  or  m o r e  of  th e  Coun cil’s  
st a n di n g  or d e r s  n ot  m a n d a t o r y  by  law  s h all  n ot  b e  c arri e d  unl e s s  tw o- third s  of  th e  
c o u n c ill or s  at  a  m e e t i n g  of  th e  Coun cil  v ot e  in  fav o u r  of  th e  s a m e .  

31   Standing orders to be given to councillors
a Th e  Prop e r  Offic er  s h all  pr o vi d e  a  c o p y  of  th e  Coun cil’s  st a n di n g  or d e r s  to  a  c o u n c ill or  

up o n  el e c ti o n  or  app o i nt m e n t .

b Th e  Chair m a n ’ s  d e c i s i o n  a s  to  th e  appli c ati o n  of  st a n di n g  or d e r s  at  m e e t i n g s  s h all  b e  
final.

c A c o u n c ill or’s  failur e  to  o b s e r v e  st a n di n g  or d e r s  m o r e  tha n  3  tim e s  in  o n e  m e e t i n g  m a y  
re s ult  in  hi m  b ei n g  ex c l u d e d  fro m  th e  m e e t i n g  in  a c c o r d a n c e  with  st a n di n g  or d e r s .
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Notes:
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