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BROUGHTON PARISH COUNCIL

STANDING ORDERS

DRAFT
For Adoption 19th May 2015 
1 Meetings

a) Meetings of the Council shall be held on the third Tuesday every month at least 10 months of the year, commencing at 19:00 unless a different time or date is agreed by the council at the preceding meeting.
b) Smoking is not permitted at any meeting of the Council.
c) 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.
d) The minimum three clear days for notice of a meeting does not include the day on which notice was issued, the day of the meeting, a Sunday, or a bank holiday.
e) The minimum three clear days’ public notice for a meeting does not include the day on which the notice was issued or the day of the meeting unless the meeting is convened at shorter notice
f) A meeting shall not exceed a period of two and a half hours.
	


2 The Statutory Annual Meeting

a) In an election year the Annual Council meeting shall be held on or within 14 days following the day on which the councillors elected take office and
b) In a year which is not an election year the annual Council meeting shall be held on such day in May as the Council may direct.
c) In addition to the Statutory Annual Council meeting at least three other statutory meetings shall be held in each year on such dates and times and at such places as the Council may direct.
3 Extraordinary Meetings
(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 seven days of having been requested in writing to do so by two councillors, any two councillors may convene an extraordinary meeting of the council. The public notice giving the time, place and agenda for such a meeting must be signed by the two councillors.

4  Chairman of the Meeting

a)       The retiring chairman, if present, must preside at the start of the meeting.  If the Chairman is absent then the Vice Chairman 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.
b)       The Clerk must never assume the role of chairman.  
c)       The person presiding at a meeting may exercise all the powers and duties of the Chairman in relation to the conduct of the meeting.
d)       Subject to standing orders which indicate otherwise, anything authorised or required to be done by, to or before the Chairman of the Council may in his absence be done by, to or before the Vice-Chairman of the Council.
e)       The Chairman and Vice Chairman of the Council, unless they have resigned or become disqualified, shall continue in office and preside at the annual meeting until their successors are elected at the next annual meeting of the council. 
         f)        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.
g)     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.
h)     Should a casual vacancy arise in the office of Chairman, the proper officer will convene a meeting of the full council for the election of a new Chairman.
5    Proper Officer

a) The Proper Officer of the Council is the Clerk. 
b) The Responsible Financial Officer of the Council is the Clerk.
c) The duties and responsibilities of the Clerk are as laid down in the Contract and Job Description. 
6.          Quorum of the Council
a) Three members or one-third of the total membership, whichever is the greater, shall constitute a quorum at meetings of the Council.
b) If a quorum is not present or if during a meeting the number of councillors present (not counting those debarred by reason of a declared interest) falls below the required quorum, the meeting shall be adjourned and business not transacted shall be transacted at the next meeting or on such other day as the Chairman may decide.
7.         Voting

a) Subject to a meeting being quorate, all questions at a meeting shall be decided by a majority of the councillors or councillors with voting rights present and voting.
b) Members shall vote by show of hands unless the meeting decides otherwise.
c) If a member so requires, the Clerk shall record the names of the members who voted on any question so as to show whether they voted for or against it.  Such a request must be made before moving on to the next business.
d) Subject to (d) and (e) below the Chairman may give an original vote on any matter put to the vote and in any case of an equality of votes, may give a casting vote, whether or not he gave an original vote.
e) If the person presiding at the annual meeting would have ceased to be a member of the council but for the statutory provisions which preserve the membership of the Chairman and Vice-Chairman until the end of their term of office, he may not give an original vote in an election for Chairman.
f) The person presiding must give a casting vote whenever there is an equality of votes in an election for Chairman.

8.          Order of Business

a) The order of business shall be stated on an agenda paper that shall be delivered to each Member.
b) At each Annual Council Meeting the first business shall be:

· To elect a Chairman of the Council
· To receive the Chairman’s declaration of acceptance of office or, if not then received, to decide when it shall be received
· In the ordinary year of election of the Council to determine the method of filling any vacancies left unfilled at the election by reason of insufficient nominations
· In the ordinary year of election of the Council to receive Councillors declarations of acceptance of office or if not received, to determine when they shall be received.
c) At any other meeting and after the first business has been completed, the order of business, unless the Council otherwise decides on the grounds of urgency, shall be as follows:

· To read and consider the Minutes, provided that if a copy  has been circulated to each member not later than the day of issue of the summons to attend the meeting, the Minutes may be taken as read
· After consideration, to approve the signature of the Minutes by the person presiding as a correct record
· To deal with business expressly required by statute to be done
· To deal with issues on the agenda in the order they are listed.

9.                Resolutions Moved without Notice

Resolutions on procedural matters may be moved without notice including those to vary the order of business on grounds of urgency or procedural efficiency.  Such resolution shall be put to the vote without discussion.

10.              Rules of Debate

a) A member shall raise his hand when requesting to speak and shall direct his comments to the chairman of the meeting.
b) Only one member is permitted to speak at a time. If more than one person wants to speak, the chairman of the meeting shall direct the order of speaking.
c) A member shall, except as provided by these Standing Orders, only be entitled to speak once on any motion or amendment.
d) A member shall direct comments to the question under discussion or to a personal explanation or to a point of order.
e) No speech by a mover of a resolution shall exceed three minutes and no other speech shall exceed two minutes except by consent of the Chairman.
f)     The mover of a resolution shall have the right of reply not exceeding one minute.  
g) The ruling of the Chairman on a point of order or on the admissibility of any item shall not be discussed.
h) A motion of closure of a debate may be moved at any time but must be proposed and seconded without comment.  The Chairman may refuse such motion if he feels that the question before the Council has not been sufficiently debated.

11.         Code of Conduct & Disorderly Conduct

(a) All members must observe the Code of Conduct which was adopted by the Council in July 2012 and be aware at all times of the Nolan principles (appended hereto)
(b) No member shall at a meeting persistently disregard the ruling of the Chairman, wilfully obstruct business, or behave irregularly, offensively, improperly or in such a manner as to bring the Council into disrepute.
(c) A complaint that a councillor has breached the Code of Conduct must be directed to the Borough or Unitary Council, and the proper officer must report this to the council.
(d)  Upon notification by the District or Unitary Council that a councillor or non-councillor with voting rights has breached the council’s code of conduct, the council shall consider what, if any, action to take against him. Such action excludes disqualification or suspension from office.
12.          Minutes

a) The minutes of a meeting shall include a record of the following:
· the time and place of the meeting; 

· the names of councillors present and absent; 

· interests that have been declared by councillors and non-councillors with voting rights;

· whether a councillor or non-councillor with voting rights left the meeting when matters that they held interests in were being considered;

· if there was a public participation session; and 

· the resolutions made.

b) No discussion shall take place on the minutes of previous   meetings except upon their accuracy.  Corrections to the minutes shall be made by resolution and must be initialled by the Chairman.
c) All minutes kept by the Council and by any Committee shall be open for the inspection of any member of Council.

13.           Rescission of Previous Resolution

A decision (whether affirmative or negative) of the Council shall not be reversed within six months except by a special resolution, the written notice of which bears the names of at least three members of the Council.  When such a resolution has been disposed of, no similar resolution may be moved within a further six months.
14.           Confidential Business

a) No member of the Council shall disclose to any person, not being a   member of the Council, any business declared to be confidential by the Council.
b) If at a meeting there arises any question relating to the appointment, conduct, promotion, dismissal, salary or conditions of service, of any person employed by the Council, it shall not be considered until the Council has decided whether or not the press and public shall be excluded.

15.                Execution of Documents

a)  A legal deed shall not be executed on behalf of the council unless authorised by a resolution.
b) Subject to standing order 17(a) above, any two councillors may sign, on behalf of the council, any deed required by law and the Proper Officer shall witness their signatures.
16.                Committees and Sub-Committees
a) The Council may, at its Annual Meeting, appoint standing committees and may at any other time appoint such other committees as are necessary, but subject to any statutory provision.  
b) Except where otherwise agreed by the full Council, committees have the devolved powers to research, discuss and propose/recommend actions but they may not take decisions on behalf of the Council.  Committees must report back to full Council for approval of any decisions to be made. 
c) Committees may not have devolved powers to spend, unless specific agreement has been given by full Council. 
d) Given the size and make-up of the council, it is determined that sub committees are not required.
17.      Advisory Committees & Working groups
a) The Council may create advisory committees or working groups, whose name, terms of reference and members shall be specified.
b) An advisory committee may make recommendations and give notice thereof to the Council.
c) An advisory committee may consist of persons who are not members of the Council.

18.      Financial Issues
a) All accounts for payment and claims upon the Council shall be laid before the Council.
b) For details of procedures relating to financial matters refer to Financial Regulations, but for the avoidance of doubt, any proposed contract for supply of goods, materials, services or the execution of works with an estimated value in excess of £60,000 shall be procured on the basis of a formal tender.
c) Orders for the payment of money shall be authorised by resolution of the Council and signed by two members.
d) The Council shall approve any estimates for the coming financial year at its meeting in sufficient time for the precept request to be debated and agreed.
e) Any committee desiring to incur expenditure shall give the Clerk a written estimate of the expenditure recommended for the coming year no later than the end of October.

19.        Liaison with County and District Councillors

A summons and agenda for each meeting shall be sent, together with an invitation to attend, to the County, Borough, Unitary or District Councillor for the appropriate division or ward.
20.       Suspension, distribution & Interpretation of Standing Orders

a) These Standing Orders may be suspended at any time and for any period of time by resolution.
b) A copy of these Standing Orders shall be given to all Members by the Clerk.
c) In these Standing Orders words importing one gender shall include all genders and the singular includes the plural and vice versa.

21.        Disclosable Pecuniary Interests
a) Subject to the provisions below if a member has a disclosable pecuniary interest in any matter to be considered, or being considered, at the meeting then the member should declare that interest to the meeting and should leave the room whilst any discussion or vote takes place.
b) A member who has such an interest may apply for a dispensation which will be considered by the council as a whole.  Applications for a dispensation should be notified to the clerk in writing prior to the commencement of the meeting or, if time is insufficient, must be made in writing at the beginning of the meeting and should include details of the matter to which the dispensation application relates; the period for which the dispensation is required; and an explanation as to why the dispensation is sought.
c) A dispensation 

· can be granted to allow the member to engage in debate only or

· can be granted to allow the member to engage in debate and vote

· In considering whether a dispensation should be granted, the council should consider whether the granting of the requested dispensation: would impede the transaction of the business (due to the number of members who would otherwise be prohibited from participating)or; is in the interests of parishioners; or is otherwise appropriate and reasonable 

d) the reasons for the grant or refusal of a dispensation should be recorded by the clerk.
e) If a dispensation has been granted to a member in relation to a disclosable pecuniary interest then, subject to the terms of the dispensation, the member may be relieved from the leaving the room/refraining from debate & vote, but will still be required to declare the interest to the meeting.

22.      Admission of the Public and Press to Meetings

a) The public and press shall be admitted to all meetings of the Council and its committees which may, however, temporarily exclude the public by means of the following resolution:-
“That in view of the (special) (confidential) nature of the business about to be transacted, it is advisable in the public interest that the press and public be temporarily excluded and they are instructed to withdraw”.

                   The Council shall state the special reason for exclusion.

b) At all meetings of the Council, the Chairman may at his discretion, and at    a convenient time in the transaction of business, allow any member of the public to address the meeting in relation to the business to be transacted.
c) A public participation session will feature on the formal agenda issued before the meeting.  The public participation session will be minuted as an integral part of the meeting’s proceedings in the same way as all other items on the agenda. 
d)  Prior notice is not required from members of the public wishing to speak.  However, the maximum length of time one person can speak will be 3 minutes and the maximum length of time for the whole public participation session will be 10 minutes.  The Chairman has the right to curtail undue repetition of the points by different individuals.
e) Members of the public may make representations, answer questions and give evidence at a meeting which they are entitled to attend in respect of the business on the agenda. A question raised by a member of the public shall not require a response at the meeting nor start a debate on the question. The chairman of the meeting may direct that a written or oral response be given.
f) The Clerk shall afford to the press reasonable facilities for the taking of their report of any proceedings at which they are entitled to be present.
g)  Photographing, recording, broadcasting or transmitting the proceedings of a meeting by any means is not permitted without the Council’s prior written consent.
h) If a member of the public interrupts the proceedings at any meeting, the Chairman may after warning, order that he be removed from the meeting and may adjourn the meeting for such period as is necessary to restore order.
i) A representative of the local Constabulary shall be allowed to speak at Council meetings at the discretion of the Chairman.
SEVEN GENERAL PRINCIPLES OF CONDUCT
(NOLAN PRINCIPLES)
Selflessness

1. Holders of public office should act solely in terms of the public interest.  They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends.  

Integrity

2. Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might seek to influence them in the performance of their official duties.

Objectivity

3. In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards or benefits, holders of public office should make choices on merit.

Accountability

4. Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office. 

Openness

5. Holders of public office should be as open as possible about the decisions and actions that they take.  They should give reasons for their decisions and restrict information only when the wider public interest clearly demands

Honesty

6. Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest

Leadership

7. Holders of public office should promote and support these principles by leadership and by example, and should act in a way that secures or preserves public confidence.
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