

The Duntisbournes Parish Council
Parish Council meeting
To be held at 7pm On 18th October 2021 at the Village Hall
1. Welcome from Chair of Council
2. Recording of attendance (anticipated) Parish Councillors Rupert Lane, Jane Edwards, Eammon Cuthbert, Julian Weston, Jamie (W J Ekykn), Richard Bliss, Valerie Dyson and District Councillor Julia Judd and County Councillor Harris 
3. Apologies for absence to be recorded
4. Public session at the Chair’s discretion (10 minutes at discretion of chair of the meeting 
5. Council to approve the minutes of the meeting held on 25th May 2021 
6. Council to receive report from District Councillor Judd
7. Council to receive report from County Councillor Harris
8. Update regarding Correspondence between District and County Councillor: 20/03351/FUL Audley House
9. Council to review and adopt
a) review of Standing orders and financial regulations as attached
b) Code of conduct as attached
c) Parish Emergency plan as attached

10. Council to receive updates and agree actions going forward
a) Noticeboard in Leer Cllr Edwards 
b)  Local Signage-previously discussed and it was noted that the Edgeworth cross roads are missing and other signs have been damaged (referred to County Councillor Harris), 
c) The Grove Culvert ( referred to County Councillor Harris )as Glos Highways agreed to deal with this during this financial year to avoid flooding downstream. 
d) Police Community Group -Cllr Edwards 
e) Motorcycle Nuisance – (referred to County Councillor Harris).  
f) Historic England –Cllr Weston 
g) Defibrillator –Cllr Edwards. 
h) New Snow Wardens/plough operator –taken on by Martin Thorne 
i)  Grit Bin (referred to County Councillor Harris )
11. financial matters to be considered and approved
a)      Financial reports
b)      Payment lists






12.  Highway issues Council to receive updates and agree actions going forward
a) Public Rights of Way – Councillor Dyson –Cotswold Volunteers
b) Long Ford Collapse /wall-referred to County Councillor Harris
Received email from County Councillor Harris which states he would be able contribute some of ‘Highway’s local’ budget ‘(a small pot of money County Councillors have to contribute to highways works)  in order to get this off the ground and asks if the Parish Council be able to contribute some money as well? 
c) Road at the underpass 
d) Road at the Lear 
e) 20 mph is plenty correspondence received, seeking PC support
f) Greenpits and Winstone Lane – Cllr Eykyn

13.  Council to discuss Chairmanship of the Parish Council going forward (noting that the current Chair is in post until Annual Meeting of the Council in May 22 unless he/she resigns before that date)

14. planning matters to be considered 
a) Matters dealt with under the Council approved delegation to proper officer to respond on Council’s behalf 
	application number
	address
	Closing date
	Pc submission

	21/03227/FUL
	Christis Barn
	23/9/21
	comments

	21/02967/TCONR
	Hailey Hill Cottage
	7/8/21
	No COMMENT

	20/03859/LBC
	Duntisbourne Lear Farm
	4/8/21
	No COMMENT

	20/03858/FUL
	Duntisbourne Lear Farm
	4/8/21
	No COMMENT

	21/00466/FUL
	Duntisbourne House (equestrian)
	28/9/21
	OBJECTIONS (both via portal and to planning officer

	21/02172/FUL
	Sewarage TW
	28/9/21
	OBJECTION

	21/03443/FORST
	Dartley Farm
	30/9/21
	No COMMENT



b) Matters outstanding
	application number
	address
	Closing date
	Pc submission

	21/03447/COMPLY
Compliance matters
	Foxbury Hill Farm House
	
	Not consulted 

	21/03372/COMPLY
Compliance matters
	Rectory Farm 
	
	Not consulted

	 21/02908/COMPLY
Compliance matters
	Newbold Farm
	
	Not consulted



15. Correspondence received for Council to consider
a) Monthly parish payment cancellation
b) Relocation of a Post Box in Duntisbourne Abbots associated with the renewal of sewage treatment works and site access improvements – Dealt with by District Cllr Judd
16. any other business for information purposes only 
17. Date of next meeting (budget/precept) 23rd November 7pm
18. Close of meeting


The Duntisbournes Parish Council
Draft Minutes of the 
Annual Council Meeting 
Which took place at 7pm On the 25th May 2021 at the Village Hall
1) Welcome from Chair of Council
2) Following nominations and seconding, Councillor Lane   was Elected Chair and Councillor Edwards          was elected Vice Chair of the Council (with a pause for signing acceptance of office forms)
3) Recording of attendance Parish Councillors Rupert Lane, Jane Edwards, Eammon Cuthbert, Julian Weston, Jamie (W J Ekykn), Richard Bliss, Valerie Dyson and District Councillor Julia Judd,  3 Members of the public  (  + 1 later )attended - there were no apologies for absence.  County Councillor Harris did not attend. 
4) Public session at the Chair’s discretion (10 minutes at discretion of chair of the meeting).  A discussion regarding legal matters undertaken by Council.  
5) Council Approved the minutes of the meeting held on 25th February 2021 and 18th March 2021 
6) Council considered and agreed to review at next meeting
a) review of Standing orders and financial regulations, complaints procedures, obligations under freedom of information and data protection legislation 
7) Council agreed the following 
a) review existing arrangements with other local authorities, not-for-profit bodies and business’.- none
b) renew its representation on /work with external bodies and arrangements for reporting back eg police community group
c) review of inventory of assets was undertaken and it was agreed that there were notice boards, defib, “slow children signs “ x4
d) Council agreed to renew of its insurance cover in respect of all insurable risks due 16th June 2021 -premium is £140.00- Clerk to report on cover contained in the policy 
e) Council agreed to renew the Council’s subscriptions to other bodies eg GAPTC £77.05;  Open Spaces £45.00 (paid 2/21)- 
8) Meeting schedule agreed of meetings of the Council – 4th Tuesday of – 28th September, 23rd November (Budget/precept), 22nd February, 24th May (annual)
9) Matters arising from previous meeting were considered 
a) Parish Plan (Community Design Statement) agreed to delay consideration for 12 months, advice given to seek advice from GRCC and other local parishes (via District Councillor)
b) Parish Emergency Plan, to be updated with flooding plan and information for riparian owners. (Clerk to    bring to meeting)
c) Dog Waste Bins (DAbbots & DLear),  Abbots position previously agreed and order made to CDC, a new Payment would need to  be  made.   Council agreed to defer for 12 months
d)   Noticeboard in Leer “Creative Design solutions” have been highlighted as a possible source. Single size 6 A4 notices Green Aluminium designs, lockable design was being considered.  Council agreed to Delegate authority to Councillor Edwards  
e) Litter at Centurion-spring clean agreed to take place (with District Councillor Judd) 29th May at 10am    agreed. Other sites where litter is a problem was brought to the attention of the Parish Council
f) Local Signage-previously discussed and it was noted that the Edgeworth cross roads are missing    and other signs have been damaged (refer to County Councillor Harris), 
g)  The Grove Culvert – Highways to deal with this financial year to avoid flooding downstream. 
h) Police Community Group -Cllr Edwards will report updates to Council in due course
i) Motorcycle Nuisance – PSCO Biddell has trained residents in the use of a radar gun Countyside Code update (refer to County Councillor Harris).  It was requested that the Council support the Document which has been circulated to Parish Councillors (WJE) requesting 2 specific tracks in the Village be downgraded to restrict motorcar and motorbike use.  Following a considerable debate and a vote was called 5 for:  1 opposition and 1 abstained.  Therefore the motion was carried
j) Historic England – JW - cfwd
k) Defibrillator – Checked daily, weekly & monthly. Readings sent to SW Ambulance Trust. (JRE/RDL) . Changes to the organisation were reported and Cllr Edwards will continue to report monthly.  Update training was requested. 
l) New Snow Wardens/plough operator – JW. It may be possible to link several Parishes together.  JW to contact (as Brimpsfield) if Jane’s contact does not materalise.  The Clerk to write to Joe Whittaker to thank him for his service to the Parish.  County Councillor Harris to be asked to look into a grit bin
Chairman suspended the meeting at 8pm and reconvened at 20.45 after the parish assembly
10) financial matters were considered and approved
a) agreed the financial statements for year end 31/3/21
b) authorised Chair of Council to sign AGAR papers
c) approved payment list for new financial year
d) confirmed budget allocations for new financial year
e) approved appointment of clerk at salary scale SCP 12 with additional working from home allowance,             mileage and stationery costs reimbursement in line with contract agreed
f) approved standing order for payment of Clerk salary in the sum of £119.91
g) confirmed appointment independent internal auditor – Council agreed Ms Thornton 
h) amended the bank mandate to include the Clerk/RFO (full responsible for Clerk) 
i) approved instruction to PATA payroll  

11. Highway issues considered 
a)       Public Rights of Way – Councillor Dyson – PROW bridle path signage is inadequate – it was suggested that the Cotswold Volunteers be approached, who help with the maintenance of PROW’s .  (District Councillor Judd will provide contact details)
b)       Long Ford Collapse /wall- road closure extended for 18 months. 
c)        Road at the underpass is very damaged: advice given to use the “Report it” portal (Clerk report to County Councillor Harris).  
d)       Road at the Lear is reported as very damaged with 14 pot holes but does not include all the pot holes. (Clerk report to County Councillor Harris).  
12. planning matters considered
a) Council approved the process for considering planning applications –delegated to proper officer to respond on Council’s behalf however she feels appropriate with the option to distribute via email to all Councillors and if a meeting is not scheduled within the response period, 2 or more Councillors can request an additional meeting to agree a response from the Council, such meetings have to be called in the legal and proper manner
b) Rectory Farm Duntisbourne Abbots Cirencester Gloucestershire GL7 7JW ref: 21/01837/FUL- no  objection
c) 21/01344/FUL- Old School Cottage Duntisbourne Abbots (extension requested for comments – response not received).  Council agreed to object 
13. Legal matters -the matter is concluded and Council approved the expenditure 
14. There were none any other business for information purposes only 
15. Close of meeting 21.15pm







Financial reports for October 21 meeting
	01/04/21-31/03/2022
	CASH BOOK
	
	
	

	payee
	date
	CHQ NO
	AMOUNT
	CURRENT A/C TOTAL FOR YEAR TO DATE

	opening current account balance
	01/04/2021
	
	
	2312.59

	PRECEPT
	22/04/2021
	RECEIPT
	3713.00
	6025.59

	B HOLDER EXPENSES/SALARY
	27/04/2021
	197
	-149.89
	5875.70

	TANNERS
	02/05/2021
	198
	-1174.80
	4700.90

	B HOLDER SALARY
	25/05/2021
	199
	-119.91
	4580.99

	B HOLDER EXPENSES
	25/05/2021
	200
	-132.74
	4448.25

	HMRC
	25/05/2021
	201
	-119.92
	4328.33

	B HOLDER SALARY
	25/06/2021
	202
	-119.91
	4208.42

	GAPTC
	25/05/2021
	203
	-77.05
	4131.37

	ZURICH INS
	25/05/2021
	204
	-140.00
	3991.37

	B HOLDER SALARY
	28/07/2021
	205
	-119.91
	3871.46

	cdc
	22/04/2021
	RECEIPT
	54.01
	3925.47

	B HOLDER SALARY
	28/08/2021
	SO
	-119.91
	3805.56

	B HOLDER SALARY
	28/09/2021
	SO
	-119.91
	3685.65

	easement 
	17/08/2021
	RECEIPT
	19.00
	3704.65

	b holder overpayment (refunded)
	01/08/2021
	so
	-239.82
	3464.83

	m c & b j holder 
	03/09/2021
	RECEIPT
	239.82
	3704.65



	
	
	
	
	

	BANK RECONCILATION
	
	
	
	

	01/04/2021
	OPENING BANK BALANCE
	
	2312.59

	
	EXPENDITURE FOR PERIOD
	2393.95
	

	
	INCOME FOR PERIOD
	3786.01
	

	
	NET EXPENDITURE
	
	

	as at above 
	BANK BALANCE AS ABOVE
	
	3704.65

	
	
	
	
	

	as at  31/8/21
	BAL PER S/M   
	
	
	3704.66

	
	LESS U/P CHEQUES
	
	

	
	
	
	
	

	
	03/09/2021
	receipt
	-239.82
	

	
	28/09/2021
	so
	119.91
	

	
	hmrc
	201
	119.92
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	0.01

	
	reconciled balance
	
	3704.65


Payment list to be approved
Expenses Clerk - £76.66
HMRC 3months £119.92





RESERVES
	earmarked reserves
	
	
	
	

	COMMUNITY PLAN
	
	1000.00
	TO BE MOVED TO LEGAL FEES?

	GENERAL
	
	
	62.59
	
	

	DOG WASTE BINS
	
	250.00
	
	

	NOTICE BOARD
	
	1000.00
	
	

	
	
	
	2312.59
	
	

	
	
	
	
	
	

	bank balance at 31/3/21
	2312.59
	
	



BUDGET AGAINST ACTUAL
	budget to date
	BUDGET
	ACUTAL   YEAR TO DATE
	BALANCE AVAILABLE TO SPEND
	waiting to receive

	PRECEPT
	4950.00
	3713.00
	
	1237.00

	CIL RECEIPTS
	0.00
	54.01
	54.01
	

	inter account trans
	0.00
	0.00
	
	0.00

	wayleave
	0.00
	0.00
	
	0.00

	VAT to be reclaimed
	0.00
	19.00
	19.00
	

	other receipts
	0.00
	0.00
	
	0.00

	
	0.00
	0.00
	
	0.00

	INCOME TOTALS
	4950.00
	3786.01
	73.01
	1237.00

	SALARIES
	1800.00
	839.38
	960.62
	

	ADMIN EXPENSES
	610.00
	162.72
	447.28
	

	INSURANCE
	160.00
	140.00
	20.00
	

	GRANTS & DONATIONS
	600.00
	0.00
	600.00
	

	payroll costs
	90.00
	0.00
	90.00
	

	SUBSCRIPTIONS
	100.00
	77.05
	22.95
	

	NOTICE BOARDS
	1000.00
	0.00
	1000.00
	

	GRASS CUTTING
	300.00
	0.00
	300.00
	

	DEFIBRILLATORS
	0.00
	0.00
	0.00
	

	AUDIT & LEGAL FEES
	1200.00
	1174.80
	25.20
	

	DOG BINS
	252.00
	0.00
	252.00
	

	COMMUNITY PLAN
	1000.00
	0.00
	1000.00
	

	FROM RESERVES
	-2162.00
	
	-2162.00
	

	Expenditure TOTALS
	4950.00
	2393.95
	 
	












[bookmark: _Toc359336481]STANDING ORDERS 2018 FOR ENGLAND 
(REVISED 2020)
As adopted by xxxx Parish Council on ………………
Introduction	9
1.	Rules of debate at meetings	10
2.	Disorderly conduct at meetings	11
3.	Meetings generally	11
4.	Committees and sub-committees	15
5.	Ordinary council meetings	16
6.	Extraordinary meetings of the council, committees and sub-committees	17
7.	Previous resolutions	17
8.	Voting on appointments	18
9.	Motions for a meeting that require written notice to be given to the proper officer	18
10.	Motions at a meeting that do not require written notice	18
11.	Management of information	19
12.	Draft minutes	20
13.	Code of conduct and dispensations	20
14.	Code of conduct complaints	21
15.	Proper officer	22
16.	Responsible financial officer	23
17.	Accounts and accounting statements	23
18.	Financial controls and procurement	24
19.	Handling staff matters	25
20.	Responsibilities to provide information	25
21.	Responsibilities under data protection legislation	26
22.	Relations with the press/media	26
23.	Execution and sealing of legal deeds	26
24.	Communicating with district and county or unitary councillors	26
25.	Restrictions on councillor activities	27
26.	Standing orders generally	27

[bookmark: _Toc50024052][bookmark: _Toc359336483]
Introduction
These model standing orders update the National Association of Local Council (NALC) model standing orders contained in “Local Councils Explained” by Meera Tharmarajah (© 2013 NALC). This publication contains new model standing orders which reference new legislation introduced after 2013 when the last model standing orders were published.
[bookmark: _Toc508366052]How to use model standing orders 
Standing orders are the written rules of a local council. Standing orders are essential to regulate the proceedings of a meeting. A council may also use standing orders to confirm or refer to various internal organisational and administrative arrangements. The standing orders of a council are not the same as the policies of a council but standing orders may refer to them. 
Local councils operate within a wide statutory framework. NALC model standing orders incorporate and reference many statutory requirements to which councils are subject. It is not possible for the model standing orders to contain or reference all the statutory or legal requirements which apply to local councils. For example, it is not practical for model standing orders to document all obligations under data protection legislation. The statutory requirements to which a council is subject apply whether or not they are incorporated in a council’s standing orders.
The model standing orders do not include model financial regulations. Financial regulations are standing orders to regulate and control the financial affairs and accounting procedures of a local council. The financial regulations, as opposed to the standing orders of a council, include most of the requirements relevant to the council’s Responsible Financial Officer. Model financial regulations are available to councils in membership of NALC.
Drafting notes
Model standing orders that are in bold type contain legal and statutory requirements. It is recommended that councils adopt them without changing them or their meaning. Model standing orders not in bold are designed to help councils operate effectively but they do not contain statutory requirements so they may be adopted as drafted or amended to suit a council’s needs. It is NALC’s view that all model standing orders will generally be suitable for councils. 
For convenience, the word “councillor” is used in model standing orders and, unless the context suggests otherwise, includes a non-councillor with or without voting rights. 
A model standing order that includes brackets like this ‘(   )’ requires information to be inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and the term ‘OR’ provides alternative options for a council to choose from when determining standing orders. 


[bookmark: _Toc50024053]Rules of debate at meetings
a Motions on the agenda shall be considered in the order that they appear unless the order is changed at the discretion of the chairman of the meeting.
b A motion (including an amendment) shall not be progressed unless it has been moved and seconded. 
c A motion on the agenda that is not moved by its proposer may be treated by the chairman of the meeting as withdrawn. 
d If a motion (including an amendment) has been seconded, it may be withdrawn by the proposer only with the consent of the seconder and the meeting.
e An amendment is a proposal to remove or add words to a motion. It shall not negate the motion. 
f If an amendment to the original motion is carried, the original motion (as amended) becomes the substantive motion upon which further amendment(s) may be moved.
g An amendment shall not be considered unless early verbal notice of it is given at the meeting and, if requested by the chairman of the meeting, is expressed in writing to the chairman. 
h A councillor may move an amendment to his own motion if agreed by the meeting. If a motion has already been seconded, the amendment shall be with the consent of the seconder and the meeting.
i If there is more than one amendment to an original or substantive motion, the amendments shall be moved in the order directed by the chairman of the meeting.
j Subject to standing order 1(k), only one amendment shall be moved and debated at a time, the order of which shall be directed by the chairman of the meeting. 
k One or more amendments may be discussed together if the chairman of the meeting considers this expedient but each amendment shall be voted upon separately.
l A councillor may not move more than one amendment to an original or substantive motion. 
m The mover of an amendment has no right of reply at the end of debate on it. 
n Where a series of amendments to an original motion are carried, the mover of the original motion shall have a right of reply either at the end of debate on the first amendment or at the very end of debate on the final substantive motion immediately before it is put to the vote.
o Unless permitted by the chairman of the meeting, a councillor may speak once in the debate on a motion except:
i. to speak on an amendment moved by another councillor; 
ii. to move or speak on another amendment if the motion has been amended since he last spoke; 
iii. to make a point of order; 
iv. to give a personal explanation; or 
v. to exercise a right of reply.
p During the debate on a motion, a councillor may interrupt only on a point of order or a personal explanation and the councillor who was interrupted shall stop speaking. A councillor raising a point of order shall identify the standing order which he considers has been breached or specify the other irregularity in the proceedings of the meeting he is concerned by. 
q A point of order shall be decided by the chairman of the meeting and his decision shall be final. 
r When a motion is under debate, no other motion shall be moved except: 
i. to amend the motion;
ii. to proceed to the next business;
iii. to adjourn the debate;
iv. to put the motion to a vote;
v. to ask a person to be no longer heard or to leave the meeting;
vi. to refer a motion to a committee or sub-committee for consideration; 
vii. to exclude the public and press;
viii. to adjourn the meeting; or
ix. to suspend particular standing order(s) excepting those which reflect mandatory statutory or legal requirements.
s Before an original or substantive motion is put to the vote, the chairman of the meeting shall be satisfied that the motion has been sufficiently debated and that the mover of the motion under debate has exercised or waived his right of reply. 
t Excluding motions moved under standing order 1(r), the contributions or speeches by a councillor shall relate only to the motion under discussion and shall not exceed 5 minutes without the consent of the chairman of the meeting.

[bookmark: _Toc357072130][bookmark: _Toc359318555][bookmark: _Toc359334503][bookmark: _Toc359334782][bookmark: _Toc359336484][bookmark: _Toc50024054]Disorderly conduct at meetings
a No person shall obstruct the transaction of business at a meeting or behave offensively or improperly. If this standing order is ignored, the chairman of the meeting shall request such person(s) to moderate or improve their conduct.
b If person(s) disregard the request of the chairman of the meeting to moderate or improve their conduct, any councillor or the chairman of the meeting may move that the person be no longer heard or be excluded from the meeting. The motion, if seconded, shall be put to the vote without discussion.
c If a resolution made under standing order 2(b) is ignored, the chairman of the meeting may take further reasonable steps to restore order or to progress the meeting. This may include temporarily suspending or closing the meeting.
[bookmark: _Toc357072131][bookmark: _Toc359318556][bookmark: _Toc359334504][bookmark: _Toc359334783][bookmark: _Toc359336485][bookmark: _Toc50024055]Meetings generally
Full Council meetings	●
Committee meetings	●
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 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, 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.

	●
	c 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 

	●
●
	d 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.

	
	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.

	
	f The period of time designated for public participation at a meeting in accordance with standing order 3(e) shall not exceed 15 minutes unless directed by the chairman of the meeting.

	
	g Subject to standing order 3(f), a member of the public shall not speak for more than 3 minutes.

	
	h In accordance with standing order 3(e), a question 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.

	
	i  A person shall raise his hand when requesting to speak and stand when speaking (except when a person has a disability or is likely to suffer discomfort)]. The chairman of the meeting may at any time permit a person to be seated when speaking.

	
	j A person who speaks at a meeting shall direct his comments to the chairman of the meeting.

	
	k Only one person 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.

	●
●
	l Subject to standing order 3(m), a person who attends a meeting is permitted to report on the meeting whilst the meeting is open to the public. To “report” means to film, photograph, make an audio recording of meeting proceedings, use any other means for enabling persons not present to see or hear the meeting as it takes place or later or to report or to provide oral or written commentary about the meeting so that the report or commentary is available as the meeting takes place or later to persons not present.

	●
●
	m A person present at a meeting may not provide an oral report or oral commentary about a meeting as it takes place without permission.   

	●
●
	n The press shall be provided with reasonable facilities for the taking of their report of all or part of a meeting at which they are entitled to be present. 

	●
	o 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 (if there is one).

	●
	p The Chairman of the Council, if present, shall preside at a meeting. If the Chairman is absent from a meeting, the Vice-Chairman of the Council (if there is one) 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.

	●
●
●
	q Subject to a meeting being quorate, all questions at a meeting shall be decided by a majority of the councillors and non-councillors with voting rights present and voting.	

	●
●
●
	r The chairman of a meeting 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.
See standing orders 5(h) and (i) for the different rules that apply in the election of the Chairman of the Council at the annual meeting of the Council.

	●
	s Unless standing orders provide otherwise, voting on a 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. Such a request shall be made before moving on to the next item of business on the agenda.

	
	t The minutes of a meeting shall include an accurate record of the following:
i. the time and place of the meeting; 
ii. the names of councillors who are present and the names of councillors who are absent; 
iii. interests that have been declared by councillors and non-councillors with voting rights;
iv. the grant of dispensations (if any) to councillors and non-councillors with voting rights;
v. whether a councillor or non-councillor with voting rights left the meeting when matters that they held interests in were being considered;
vi. if there was a public participation session; and 
vii. the resolutions made.

	●
●
●


	u A councillor or a non-councillor with voting rights who has a disclosable pecuniary interest or another interest as set out in the Council’s code of conduct in a matter being considered at a meeting is subject to statutory limitations or restrictions under the code on his right to participate and vote on that matter.

	●


	v 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 three.
See standing order 4d(viii)  for the quorum of a committee or sub-committee meeting. 




	●
●
●
	w If a meeting is or becomes inquorate no business shall be transacted and the meeting shall be closed. The business on the agenda for the meeting shall be adjourned to another meeting. 

	
	x A meeting shall not exceed a period of 2 hours.



[bookmark: _Toc357783750][bookmark: _Toc357784083][bookmark: _Toc358979789][bookmark: _Toc358979841][bookmark: _Toc359318557][bookmark: _Toc359319488][bookmark: _Toc359319640][bookmark: _Toc359334505][bookmark: _Toc359334784][bookmark: _Toc359336486][bookmark: _Toc357072134][bookmark: _Toc359318558][bookmark: _Toc359334506][bookmark: _Toc359334785][bookmark: _Toc359336487][bookmark: _Toc50024056][bookmark: _Toc357072132]Committees and sub-committees
a Unless the Council determines otherwise, a committee may appoint a sub-committee whose terms of reference and members shall be determined by the committee.
b The members of a committee may include non-councillors unless it is a committee which regulates and controls the finances of the Council.
c Unless the Council determines otherwise, all the members of an advisory committee and a sub-committee of the advisory committee may be non-councillors.
d The Council may appoint standing committees or other committees as may be necessary, and:
i. shall determine their terms of reference;
ii. shall determine the number and time of the ordinary meetings of a standing committee up until the date of the next annual meeting of the Council;
iii. shall permit a committee, other than in respect of the ordinary meetings of a committee, to determine the number and time of its meetings;
iv. shall, subject to standing orders 4(b) and (c), appoint and determine the terms of office of members of such a committee;
v. may, subject to standing orders 4(b) and (c), appoint and determine the terms of office of the substitute members to a committee whose role is to replace the ordinary members at a meeting of a committee if the ordinary members of the committee confirm to the Proper Officer 7 days before the meeting that they are unable to attend;
vi. shall, after it has appointed the members of a standing committee, appoint the chairman of the standing committee;
vii. shall permit a committee other than a standing committee, to appoint its own chairman at the first meeting of the committee; 
viii. shall determine the place, notice requirements and quorum for a meeting of a committee and a sub-committee which, in both cases, shall be no less than three;
ix. shall determine if the public may participate at a meeting of a committee;
x. shall determine if the public and press are permitted to attend the meetings of a sub-committee and also the advance public notice requirements, if any, required for the meetings of a sub-committee; 
xi. shall determine if the public may participate at a meeting of a sub-committee that they are permitted to attend; and
xii. may dissolve a committee or a sub-committee.
[bookmark: _Toc357072135][bookmark: _Toc359318559][bookmark: _Toc359334507][bookmark: _Toc359334786][bookmark: _Toc359336488][bookmark: _Toc50024057]Ordinary council meetings 
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 councillors elected take office.
b In a year which is not an election year, the annual meeting of the Council shall be held on such day in May as the Council decides.
c If no other time is fixed, the annual meeting of the Council shall take place at 6pm.
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 decides.
e The first business conducted at the annual meeting of the Council shall be the election of the Chairman and Vice-Chairman (if there is one) of the Council.
f 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. 
g The Vice-Chairman of the Council, if there is one, 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.
h 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 annual 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 shall give a casting vote in the case of an equality of votes.
i 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 annual 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 shall give a casting vote in the case of an equality of votes.
j Following the election of the Chairman of the Council and Vice-Chairman (if there is one) of the Council at the annual meeting, the business shall include:
i. In an election year, delivery by the Chairman of the Council and councillors of their acceptance of office forms unless the Council resolves for this to be done at a later date. In a year which is not an election year, delivery by the Chairman of the Council of his acceptance of office form unless the Council resolves for this to be done at a later date;
ii. Confirmation of the accuracy of the minutes of the last meeting of the Council;
iii. Receipt of the minutes of the last meeting of a committee;
iv. Consideration of the recommendations made by a committee;
v. Review of delegation arrangements to committees, sub-committees, staff and other local authorities;
vi. Review of the terms of reference for committees;
vii. Appointment of members to existing committees;
viii. Appointment of any new committees in accordance with standing order 4;
ix. Review and adoption of appropriate standing orders and financial regulations;
x. Review of arrangements (including legal agreements) with other local authorities, not-for-profit bodies and businesses.
xi. Review of representation on or work with external bodies and arrangements for reporting back;
xii. In an election year, to make arrangements with a view to the Council becoming eligible to exercise the general power of competence in the future;
xiii. Review of inventory of land and other assets including buildings and office equipment;
xiv. Confirmation of arrangements for insurance cover in respect of all insurable risks;
xv. Review of the Council’s and/or staff subscriptions to other bodies;
xvi. Review of the Council’s complaints procedure;
xvii. Review of the Council’s policies, procedures and practices in respect of its obligations under freedom of information and data protection legislation (see also standing orders 11, 20 and 21);
xviii. Review of the Council’s policy for dealing with the press/media;
xix. Review of the Council’s employment policies and procedures;
xx. Review of the Council’s expenditure incurred under s.137 of the Local Government Act 1972 or the general power of competence.
xxi. Determining the time and place of ordinary meetings of the Council up to and including the next annual meeting of the Council. 
[bookmark: _Toc357072136][bookmark: _Toc359318560][bookmark: _Toc359334508][bookmark: _Toc359334787][bookmark: _Toc359336489][bookmark: _Toc50024058]Extraordinary meetings of the council, committees and sub-committees
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 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 shall be signed by the two councillors.
c The chairman of a committee [or a sub-committee] may convene an extraordinary meeting of the committee [or the sub-committee] at any time. 
d If the chairman of a committee [or a sub-committee] does not call an extraordinary meeting within 7 days of having been requested to do so by 2 members of the committee [or the sub-committee], any 2 members of the committee [or the sub-committee] may convene an extraordinary meeting of the committee [or a sub-committee]. 
[bookmark: _Toc359318561][bookmark: _Toc359334509][bookmark: _Toc359334788][bookmark: _Toc359336490][bookmark: _Toc50024059]Previous resolutions
a A resolution shall not be reversed within six months except either by a special motion, which requires written notice by at least 2 councillors to be given to the Proper Officer in accordance with standing order 9, or by a motion moved in pursuance of the recommendation of a committee or a sub-committee.
b When a motion moved pursuant to standing order 7(a) has been disposed of, no similar motion may be moved for a further six months.
[bookmark: _Toc357072133][bookmark: _Toc359318562][bookmark: _Toc359334510][bookmark: _Toc359334789][bookmark: _Toc359336491][bookmark: _Toc50024060]Voting on appointments
a Where more than two persons have been nominated for a position to be filled by the Council and none of those persons has received an absolute majority of votes in their favour, the name of the person having the least number of votes shall be struck off the list and a fresh vote taken. This process shall continue until a majority of votes is given in favour of one person. A tie in votes may be settled by the casting vote exercisable by the chairman of the meeting.

[bookmark: _Toc357072137][bookmark: _Toc359318563][bookmark: _Toc359334511][bookmark: _Toc359334790][bookmark: _Toc359336492][bookmark: _Toc50024061]Motions for a meeting that require written notice to be given to the proper officer 
a A motion shall relate to the responsibilities of the meeting for which it is tabled and in any event shall relate to the performance of the Council’s statutory functions, powers and obligations or an issue which specifically affects the Council’s area or its residents. 
b No motion may be moved at a meeting unless it is on the agenda and the mover has given written notice of its wording to the Proper Officer at least 9 clear days before the meeting. Clear days do not include the day of the notice or the day of the meeting.
c The Proper Officer may, before including a motion on the agenda received in accordance with standing order 9(b), correct obvious grammatical or typographical errors in the wording of the motion. 
d If the Proper Officer considers the wording of a motion received in accordance with standing order 9(b) is not clear in meaning, the motion shall be rejected until the mover of the motion resubmits it, so that it can be understood, in writing, to the Proper Officer at least 7 clear days before the meeting. 
e If the wording or subject of a proposed motion is considered improper, the Proper Officer shall consult with the chairman of the forthcoming meeting or, as the case may be, the councillors who have convened the meeting, to consider whether the motion shall be included in the agenda or rejected. 
f The decision of the Proper Officer as to whether or not to include the motion on the agenda shall be final. 
g Motions received shall be recorded and numbered in the order that they are received.
h Motions rejected shall be recorded with an explanation by the Proper Officer of the reason for rejection. 
[bookmark: _Toc359334512][bookmark: _Toc359334791][bookmark: _Toc359336493][bookmark: _Toc359334513][bookmark: _Toc359334792][bookmark: _Toc359336494][bookmark: _Toc359334514][bookmark: _Toc359334793][bookmark: _Toc359336495][bookmark: _Toc359318564][bookmark: _Toc359334515][bookmark: _Toc359334794][bookmark: _Toc359336496][bookmark: _Toc50024062][bookmark: _Toc357072138]Motions at a meeting that do not require written notice 
a The following motions may be moved at a meeting without written notice to the Proper Officer:
i. to correct an inaccuracy in the draft minutes of a meeting;
ii. to move to a vote; 
iii. to defer consideration of a motion; 
iv. to refer a motion to a particular committee or sub-committee;
v. to appoint a person to preside at a meeting;
vi. to change the order of business on the agenda; 
vii. to proceed to the next business on the agenda; 
viii. to require a written report;
ix. to appoint a committee or sub-committee and their members;
x. to extend the time limits for speaking;
xi. to exclude the press and public from a meeting in respect of confidential or other information which is prejudicial to the public interest;
xii. to not hear further from a councillor or a member of the public;
xiii. to exclude a councillor or member of the public for disorderly conduct; 
xiv. to temporarily suspend the meeting; 
xv. to suspend a particular standing order (unless it reflects mandatory statutory or legal requirements);
xvi. to adjourn the meeting; or
xvii. to close the meeting. 
[bookmark: _Toc359318565][bookmark: _Toc359334516][bookmark: _Toc359334795][bookmark: _Toc359336497][bookmark: _Toc357072140][bookmark: _Toc50024063]Management of information
See also standing order 20.

a The Council shall have in place and keep under review, technical and organisational measures to keep secure information (including personal data) which it holds in paper and electronic form. Such arrangements shall include deciding who has access to personal data and encryption of personal data. 
b The Council shall have in place, and keep under review, policies for the retention and safe destruction of all information (including personal data) which it holds in paper and electronic form. The Council’s retention policy shall confirm the period for which information (including personal data) shall be retained or if this is not possible the criteria used to determine that period (e.g. the Limitation Act 1980). 
c The agenda, papers that support the agenda and the minutes of a meeting shall not disclose or otherwise undermine confidential information or personal data without legal justification. 
d Councillors, staff, the Council’s contractors and agents shall not disclose confidential information or personal data without legal justification.




[bookmark: _Toc357072141][bookmark: _Toc359318566][bookmark: _Toc359334517][bookmark: _Toc359334796][bookmark: _Toc359336498][bookmark: _Toc50024064][bookmark: _Toc357072139]Draft minutes 
Full Council meetings	●
Committee meetings	●
Sub-committee meetings 	●

	
	a If the draft minutes of a preceding meeting have been served on councillors with the agenda to attend the meeting at which they are due to be approved for accuracy, they shall be taken as read.

	
	b There shall be no discussion about the draft minutes of a preceding meeting except in relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be moved in accordance with standing order 10(a)(i).

	
	c The accuracy of draft minutes, including any amendment(s) made to them, shall be confirmed by resolution and shall be signed by the chairman of the meeting and stand as an accurate record of the meeting to which the minutes relate. 

	
	d If the chairman of the meeting does not consider the minutes to be an accurate record of the meeting to which they relate, he shall sign the minutes and include a paragraph in the following terms or to the same effect:
“The chairman of this meeting does not believe that the minutes of the meeting of the meeting  held on [date] in respect of item XX were a correct record but his view was not upheld by the meeting and the minutes are confirmed as an accurate record of the proceedings.”

	●
●
●

	e If the Council’s gross annual income or expenditure (whichever is higher) does not exceed £25,000, it shall publish draft minutes on a website which is publicly accessible and free of charge not later than one month after the meeting has taken place.

	
	f Subject to the publication of draft minutes in accordance with standing order 12(e) and standing order 20(a) and following a resolution which confirms the accuracy of the minutes of a meeting, the draft minutes or recordings of the meeting for which approved minutes exist shall be destroyed.



[bookmark: _Toc359318567][bookmark: _Toc359334518][bookmark: _Toc359334797][bookmark: _Toc359336499][bookmark: _Toc50024065][bookmark: _Toc359318568]Code of conduct and dispensations
See also standing order 3(u).

a All councillors and non-councillors with voting rights shall observe the code of conduct adopted by the Council.
b Unless he has been granted a dispensation, a councillor or non-councillor with voting rights shall withdraw from a meeting when it is considering a matter in which he has a disclosable pecuniary interest. He may return to the meeting after it has considered the matter in which he had the interest.
c Unless he has been granted a dispensation, a councillor or non-councillor with voting rights shall withdraw from a meeting when it is considering a matter in which he has another interest if so required by the Council’s code of conduct. He may return to the meeting after it has considered the matter in which he had the interest.
d Dispensation requests shall be in writing and submitted to the Proper Officer as soon as possible before the meeting, or failing that, at the start of the meeting for which the dispensation is required.
e A decision as to whether to grant a dispensation shall be made by a meeting of the Council, or committee or sub-committee for which the dispensation is required] and that decision is final.
f A dispensation request shall confirm:
i. the description and the nature of the disclosable pecuniary interest or other interest to which the request for the dispensation relates; 
ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion and a vote;
iii. the date of the meeting or the period (not exceeding four years) for which the dispensation is sought; and 
iv. an explanation as to why the dispensation is sought.
g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at the beginning of the meeting of the Council, or committee or sub-committee for which the dispensation is required.
h A dispensation may be granted in accordance with standing order 13(e) if having regard to all relevant circumstances any of the following apply:
i. without the dispensation the number of persons prohibited from participating in the particular business would be so great a proportion of the meeting transacting the business as to impede the transaction of the business; 
ii. granting the dispensation is in the interests of persons living in the Council’s area; or
iii. it is otherwise appropriate to grant a dispensation.
[bookmark: _Toc359334519][bookmark: _Toc359334798][bookmark: _Toc359336500][bookmark: _Toc359318569][bookmark: _Toc359334520][bookmark: _Toc359334799][bookmark: _Toc359336501][bookmark: _Toc50024066][bookmark: _Toc357072150][bookmark: _Toc357072143][bookmark: _Toc357072142]Code of conduct complaints 
a Upon notification by the District or Unitary Council that it is dealing with a complaint that a councillor or non-councillor with voting rights has breached the Council’s code of conduct, the Proper Officer shall, subject to standing order 11, report this to the Council.
b Where the notification in standing order 14(a) relates to a complaint made by the Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, and the Chairman shall nominate another staff member to assume the duties of the Proper Officer in relation to the complaint until it has been determined and the Council has agreed what action, if any, to take in accordance with standing order 14(d).
c The Council may:
i. provide information or evidence where such disclosure is necessary to investigate the complaint or is a legal requirement;
ii. seek information relevant to the complaint from the person or body with statutory responsibility for investigation of the matter;
d [bookmark: _Toc359318570][bookmark: _Toc359334521][bookmark: _Toc359334800][bookmark: _Toc359336502]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.
[bookmark: _Toc50024067]Proper officer 
a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated by the Council to undertake the work of the Proper Officer when the Proper Officer is absent. 
b The Proper Officer shall:
i. at least three clear days before a meeting of the council, a committee or a sub-committee,
· serve on councillors by delivery or post at their residences or by email authenticated in such manner as the Proper Officer thinks fit, a signed summons confirming the time, place and the agenda (provided the councillor has consented to service by email), and
· Provide, in a conspicuous place, public notice of the time, place and agenda (provided that the public notice with agenda of an extraordinary meeting of the Council convened by councillors is signed by them).
See standing order 3(b) for the meaning of clear days for a meeting of a full council and standing order 3(c) for the meaning of clear days for a meeting of a committee;
ii. subject to standing order 9, include on the agenda all motions in the order received unless a councillor has given written notice at least (  ) days before the meeting confirming his withdrawal of it;
iii. convene a meeting of the Council for the election of a new Chairman of the Council, occasioned by a casual vacancy in his office;
iv. facilitate inspection of the minute book by local government electors;
v. receive and retain copies of byelaws made by other local authorities;
vi.  hold acceptance of office forms from councillors;
vii. hold a copy of every councillor’s register of interests;
viii. assist with responding to requests made under freedom of information legislation and rights exercisable under data protection legislation, in accordance with the Council’s relevant policies and procedures;
ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there is one);
x. receive and send general correspondence and notices on behalf of the Council except where there is a resolution to the contrary;
xi. assist in the organisation of, storage of, access to, security of and destruction of information held by the Council in paper and electronic form subject to the requirements of data protection and freedom of information legislation and other legitimate requirements (e.g. the Limitation Act 1980);
xii. arrange for legal deeds to be executed; 
(see also standing order 23);
xiii. arrange or manage the prompt authorisation, approval, and instruction regarding any payments to be made by the Council in accordance with its financial regulations;
xiv. record every planning application notified to the Council and the Council’s response to the local planning authority in a book for such purpose;
xv. refer a planning application received by the Council to all Councillors of the Council within five working days of receipt to facilitate an extraordinary meeting if the nature of a planning application requires consideration before the next ordinary meeting of Council
xvi. manage access to information about the Council via the publication scheme; and
xvii. retain custody of the seal of the Council (if there is one) which shall not be used without a resolution to that effect.
[bookmark: _Toc357072144](see also standing order 23).

[bookmark: _Toc359318571][bookmark: _Toc359334522][bookmark: _Toc359334801][bookmark: _Toc359336503][bookmark: _Toc50024068]Responsible financial officer 
a The Council shall appoint appropriate staff member(s) to undertake the work of the Responsible Financial Officer when the Responsible Financial Officer is absent.
[bookmark: _Toc357072147][bookmark: _Toc359318572][bookmark: _Toc359334523][bookmark: _Toc359334802][bookmark: _Toc359336504][bookmark: _Toc50024069]Accounts and accounting statements
a “Proper practices” in standing orders refer to the most recent version of “Governance and Accountability for Local Councils – a Practitioners’ Guide”.
b All payments by the Council shall be authorised, approved and paid in accordance with the law, proper practices and the Council’s financial regulations. 
c The Responsible Financial Officer shall supply to each councillor as soon as practicable after 30 June, 30 September and 31 December in each year a statement to summarise:
i. the Council’s receipts and payments (or income and expenditure) for each quarter; 
ii. the Council’s aggregate receipts and payments (or income and expenditure) for the year to date;
iii. the balances held at the end of the quarter being reported and
which includes a comparison with the budget for the financial year and highlights any actual or potential overspends.
d As soon as possible after the financial year end at 31 March, the Responsible Financial Officer shall provide:
i. each councillor with a statement summarising the Council’s receipts and payments (or income and expenditure) for the last quarter and the year to date for information; and 
ii. to the Council the accounting statements for the year in the form of Section 2 of the annual governance and accountability return, as required by proper practices, for consideration and approval.
e The year-end accounting statements shall be prepared in accordance with proper practices and apply the form of accounts determined by the Council (receipts and payments, or income and expenditure) for the year to 31 March. A completed draft annual governance and accountability return shall be presented to all councillors at least 14 days prior to anticipated approval by the Council. The annual governance and accountability return of the Council, which is subject to external audit, including the annual governance statement, shall be presented to the Council for consideration and formal approval before 30 June.

[bookmark: _Toc357072148][bookmark: _Toc359318573][bookmark: _Toc359334524][bookmark: _Toc359334803][bookmark: _Toc359336505][bookmark: _Toc50024070]Financial controls and procurement
a. The Council shall consider and approve financial regulations drawn up by the Responsible Financial Officer, which shall include detailed arrangements in respect of the following:
i. the keeping of accounting records and systems of internal controls;
ii. the assessment and management of financial risks faced by the Council;
iii. the work of the independent internal auditor in accordance with proper practices and the receipt of regular reports from the internal auditor, which shall be required at least annually;
iv. the inspection and copying by councillors and local electors of the Council’s accounts and/or orders of payments; and 
v. whether contracts with an estimated value below £25,000 due to special circumstances are exempt from a tendering process or procurement exercise. 
b. Financial regulations shall be reviewed regularly and at least annually for fitness of purpose.
c. A public contract regulated by the Public Contracts Regulations 2015 with an estimated value in excess of £25,000 but less than the relevant thresholds in standing order 18(f) is subject to Regulations 109-114 of the Public Contracts Regulations 2015 which include a requirement on the Council to advertise the contract opportunity on the Contracts Finder website regardless of what other means it uses to advertise the opportunity unless it proposes to use an existing list of approved suppliers (framework agreement).
d. Subject to additional requirements in the financial regulations of the Council, the tender process for contracts for the supply of goods, materials, services or the execution of works shall include, as a minimum, the following steps:
i. a specification for the goods, materials, services or the execution of works shall be drawn up;
ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification (ii) the time, date and address for the submission of tenders (iii) the date of the Council’s written response to the tender and (iv) the prohibition on prospective contractors contacting councillors or staff to encourage or support their tender outside the prescribed process;
iii. the invitation to tender shall be advertised in a local newspaper and in any other manner that is appropriate; 
iv. tenders are to be submitted in writing in a sealed marked envelope addressed to the Proper Officer; 
v. tenders shall be opened by the Proper Officer in the presence of at least one councillor after the deadline for submission of tenders has passed; 
vi. tenders are to be reported to and considered by the appropriate meeting of the Council or a committee or sub-committee with delegated responsibility.
e. Neither the Council, nor a committee or a sub-committee with delegated responsibility for considering tenders, is bound to accept the lowest value tender.
f. A public contract  regulated by the Public Contracts Regulations 2015 with an estimated value in excess of £189,330 for a public service or supply contract or in excess of £4,733,252 for a public works contract; or £663,540 for a social and other specific services contract (or other thresholds determined by the European Commission every two years and published in the Official Journal of the European Union (OJEU)) shall comply with the relevant procurement procedures and other requirements in the Public Contracts Regulations 2015 which include advertising the contract opportunity on the Contracts Finder website and in OJEU.
g. A public contract in connection with the supply of gas, heat, electricity, drinking water, transport services, or postal services to the public; or the provision of a port or airport; or the exploration for or extraction of gas, oil or solid fuel with an estimated value in excess of £378,660 for a supply, services or design contract; or in excess of £4,733,252 for a works contract; or £663,540 for a social and other specific services contract (or other thresholds determined by the European Commission every two years and published in OJEU) shall comply with the relevant procurement procedures and other requirements in the Utilities Contracts Regulations 2016.
[bookmark: _Toc357072149][bookmark: _Toc359318574][bookmark: _Toc359334525][bookmark: _Toc359334804][bookmark: _Toc359336506][bookmark: _Toc50024071]Handling staff matters
a A matter personal to a member of staff that is being considered by a meeting of Council is subject to standing order 11.
b Subject to the Council’s policy regarding absences from work, the Council’s most senior member of staff shall notify the chairman of the Council or if he is not available, the vice-chairman of absence occasioned by illness or other reason and that person shall report such absence to Full Council at its next meeting.
c The chairman of the Council or in his absence, the vice-chairman shall upon a resolution conduct a review of the performance and annual appraisal of the work of the Clerk/RFO.  The reviews and appraisal shall be reported in writing and are subject to approval by resolution by the Council – subject to DATA PROTECTION ACTS
d Subject to the Council’s policy regarding the handling of grievance matters, the Clerk/RFO shall contact the chairman of the Council or in his absence, the vice-chairman in respect of an informal or formal grievance matter, and this matter shall be reported back and progressed by resolution of the Council
e Subject to the Council’s policy regarding the handling of grievance matters, if an informal or formal grievance matter raised by Clerk/RFO relates to the chairman or vice-chairman 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
f Any persons responsible for all or part of the management of staff shall treat as confidential the written records of all meetings relating to their performance, capabilities, grievance or disciplinary matters.
g In accordance with standing order 11(a), persons with line management responsibilities shall have access to staff records referred to in standing order 19(f). 
[bookmark: _Toc50024072]Responsibilities to provide information
See also standing order 21.

a In accordance with freedom of information legislation, the Council shall publish information in accordance with its publication scheme and respond to requests for information held by the Council.  
b.  [If gross annual income or expenditure (whichever is higher) does not exceed £25,000] The Council shall publish information in accordance with the requirements of the Smaller Authorities (Transparency Requirements) (England) Regulations 2015.
[bookmark: _Toc50024073]Responsibilities under data protection legislation

Below is not an exclusive list. See also standing order 11.

a The Council may appoint a Data Protection Officer.
b The Council shall have policies and procedures in place to respond to an individual exercising statutory rights concerning his personal data. 
c The Council shall have a written policy in place for responding to and managing a personal data breach.
d The Council shall keep a record of all personal data breaches comprising the facts relating to the personal data breach, its effects and the remedial action taken.
e The Council shall ensure that information communicated in its privacy notice(s) is in an easily accessible and available form and kept up to date.
f The Council shall maintain a written record of its processing activities.
[bookmark: _Toc357072153][bookmark: _Toc359318576][bookmark: _Toc359334527][bookmark: _Toc359334806][bookmark: _Toc359336508][bookmark: _Toc50024074]Relations with the press/media
a Requests from the press or other media for an oral or written comment or statement from the Council, its councillors or staff shall be handled in accordance with the Council’s policy in respect of dealing with the press and/or other media.
[bookmark: _Toc357072154][bookmark: _Toc359318577][bookmark: _Toc359334528][bookmark: _Toc359334807][bookmark: _Toc359336509][bookmark: _Toc50024075]Execution and sealing of legal deeds
See also standing orders 15(b)(xii) and (xvii).

a A legal deed shall not be executed on behalf of the Council unless authorised by a resolution.
b Subject to standing order 23(a), any two councillors may sign, on behalf of the Council, any deed required by law and the Proper Officer shall witness their signatures.] 
[bookmark: _Toc357072155][bookmark: _Toc359318578][bookmark: _Toc359334529][bookmark: _Toc359334808][bookmark: _Toc359336510]The above is applicable to a Council without a common seal.
[bookmark: _Toc50024076]Communicating with district and county or unitary councillors
An invitation to attend a meeting of the Council shall be sent, together with the agenda, to the ward councillor(s) of the District and County Council 
[bookmark: _Toc359318579][bookmark: _Toc359334530][bookmark: _Toc359334809][bookmark: _Toc359336511][bookmark: _Toc357072156]
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b A motion to add to or vary or revoke one or more of the Council’s standing orders, except one that incorporates mandatory statutory or legal requirements, shall be proposed by a special motion, the written notice by at least 2 councillors to be given to the Proper Officer in accordance with standing order 9.
c The Proper Officer shall provide a copy of the Council’s standing orders to a councillor as soon as possible.
d The decision of the chairman of a meeting as to the application of standing orders at the meeting shall be final.
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Code of conduct
NALC template code of conduct for parish councils

Introduction

Pursuant to section 27 of the Localism Act 2011, X [Parish/Town/Village/ Community/Neighbourhood] Council (‘the Council’) has adopted this Code of Conduct to promote and maintain high standards of behaviour by its members and co-opted members whenever they conduct the business of the Council, including the business of the office to which they were elected or appointed, or when they claim to act or give the impression of acting as a representative of the Council. 

This Code of Conduct is based on the principles of selflessness, integrity, objectivity, accountability, openness, honesty, and leadership.

Definitions

For the purposes of this Code, a ‘co-opted member’ is a person who is not a member of the Council but who is either a member of any committee or sub-committee of the Council, or a member of, and represents the Council on any joint committee or joint sub-committee of the Council, and who is entitled to vote on any question that falls to be decided at any meeting of that committee or sub-committee. 

For the purposes of this Code, a ‘meeting’ is a meeting of the Council, any of its committees, sub-committees, joint committees or joint sub-committees. 

For the purposes of this Code, and unless otherwise expressed, a reference to a member of the Council includes a co-opted member of the Council.


Member obligations

When a member of the Council acts, claims to act or gives the impression of acting as a representative of the Council, he/she has the following obligations.

1. He/she shall behave in such a way that a reasonable person would regard as respectful.

2. He/she shall not act in a way which a reasonable person would regard as bullying or intimidatory. 

3. He/she shall not seek to improperly confer an advantage or disadvantage on any person.

4. He/she shall use the resources of the Council in accordance with its requirements. 

5. He/she shall not disclose information which is confidential or where disclosure is prohibited by law.

Registration of interests

6. Within 28 days of this Code being adopted by the Council, or the member’s election or the co-opted member’s appointment (where that is later), he/she shall register with the Monitoring Officer the interests which fall within the categories set out in Appendices A and B. 

7. Upon the re-election of a member or the re-appointment of a co-opted member, he/she shall within 28 days re-register with the Monitoring Officer any interests in Appendices A and B. 

8. A member shall register with the Monitoring Officer any change to interests or new interests in Appendices A and B within 28 days of becoming aware of it.

9. A member need only declare the existence but not the details of any interest which the Monitoring Officer agrees is a ‘sensitive interest’.  A sensitive interest is one which, if disclosed on a public register, could lead the member or a person connected with the member to be subject to violence or intimidation.

Declaration of interests at meetings

10.	Where a matter arises at a meeting which relates to an interest in Appendix A the member shall not participate in a discussion or vote on the matter. He/she only has to declare what his/her interest is if it is not already entered in the member’s register of interests or if he/she has not notified the Monitoring Officer of it.

11. Where a matter arises at a meeting which relates to an interest in Appendix A which is a sensitive interest, the member shall not participate in a discussion or vote on the matter. If it is a sensitive interest which has not already been disclosed to the Monitoring Officer, the member shall disclose he/she has an interest but not the nature of it. 

12. Where a matter arises at a meeting which relates to an interest in Appendix B, the member shall not vote on the matter.  He/she may speak on the matter only if members of the public are also allowed to speak at the meeting. 

13. A member only has to declare his/her interest in Appendix B if it is not already entered in his/her register of interests or he/she has not notified the Monitoring Officer of it or if he/she speaks on the matter. If he/she holds an interest in Appendix B which is a sensitive interest not already disclosed to the Monitoring Officer, he/she shall declare the interest but not the nature of the interest.

14. Where a matter arises at a meeting which relates to a financial interest of a friend, relative or close associate (other than an interest in Appendix A), the member shall disclose the nature of the interest and not vote on the matter. He/she may speak on the matter only if members of the public are also allowed to speak at the meeting.  If it is a ‘sensitive interest’ the member shall declare the interest but not the nature of the interest.

Dispensations

15. On a written request made to the Council’s proper officer, the Council may grant a member a dispensation to participate in a discussion and vote on a matter at a meeting even if he/she has an interest in Appendices A and B if the Council believes that the number of members otherwise prohibited from taking part in the meeting would impede the transaction of the business; or it is in the interests of the inhabitants in the Council’s area to allow the member to take part or it is otherwise appropriate to grant a dispensation.





Appendix A 
Interests described in the table below.
	Subject
	Description

	Employment, office, trade, profession or vocation
	Any employment, office, trade, profession or vocation carried on for profit or gain.

	Sponsorship
	Any payment or provision of any other financial benefit (other than from the Council) made to the member during the 12 month period ending on the latest date referred to in paragraph 6 above for expenses incurred by him/her in carrying out his/her duties as a member, or towards his/her election expenses.

	
	This includes any payment or financial benefit from a trade union within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992.

	Contracts
	Any contract made between the member or his/her spouse or civil partner or the person with whom the member is living as if they were spouses/civil partners (or a firm in which such person is a partner, or an incorporated body of which such person is a director* or a body that such person has a beneficial interest in the securities of*) and the Council —

	
	(a) under which goods or services are to be provided or works are to be executed; and

	
	(b) which has not been fully discharged.

	Land
	Any beneficial interest in land which is within the area of the Council.
‘Land’ excludes an easement, servitude, interest or right in or over land which does not give the member or his/her spouse or civil partner or the person with whom the member is living as if they were spouses/civil partners (alone or jointly with another) a right to occupy or to receive income.

	Licences
	Any licence (alone or jointly with others) to occupy land in the area of the Council for a month or longer.

	Corporate tenancies
	Any tenancy where (to the member’s knowledge)—

	
	(a) the landlord is the Council; and

	
	(b) the tenant is a body that the member, or his/her spouse or civil partner or the person with whom the member is living as if they were spouses/civil partners is a partner of or a director* of or has a beneficial interest in the securities* of. 

	Securities
	Any beneficial interest in securities* of a body where—	

	
	(a) that body (to the member’s knowledge) has a place of business or land in the area of the Council; and

	
	(b) either—

	
	(i) the total nominal value of the securities* exceeds £25,000 or one hundredth of the total issued share capital of that body; or

	
	(ii) if the share capital of that body is of more than one class, the total nominal value of the shares of any one class in which the member, or his/her spouse or civil partner or the person with whom the member is living as if they were spouses/civil partners has a beneficial interest exceeds one hundredth of the total issued share capital of that class.


*’director’ includes a member of the committee of management of an industrial and provident society.
*’securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective investment scheme within the meaning of the Financial Services and Markets Act 2000 and other securities of any description, other than money deposited with a building society.

Appendix B 
An interest which relates to or is likely to affect:

(i) any body of which the member is in a position of general control or management and to which he/she is appointed or nominated by the Council;

(ii) any body—
(a) exercising functions of a public nature;
(b) directed to charitable purposes; or
(c) one of whose principal purposes includes the influence of public opinion or policy (including any political party or trade union) 
of which the member of the Council is a member or in a position of general control or management;

(iii) any gifts or hospitality worth more than an estimated value of £50 which the member has received by virtue of his or her office.







DRAFT – COMMUNITY EMERGENCY PLAN FOR ………………………………..PARISH COUNCIL 
ADOPTED/REVIEWED ON ……………………………………………………………………
1. PURPOSE
Aim of the Community Emergency Plan is to increase resilience within the local community before, during and after emergencies, and to link into the Local Authorities and emergency services’ emergency response structures.  This Plan documents how (insert name of your community/geographical area) would respond in an emergency situation e.g. while awaiting the assistance of statutory authorities/emergency services, or in support of them. It is not the role of the community to take on the responsibilities of these agencies e.g. to save life, to take any risks to themselves or to cope for long hours without other agencies’ help and support.

Objectives
· Identify the risks to the community and relevant response actions
· Identify vulnerable people/groups in the community 
· Identify resources in the community available to assist during an emergency  
· Provide key contact details for the Community Response Team, Key Community Resources, the Emergency Services and Local Authorities

2. COMMUNITY RESPONSE TEAM (CRT)
Insert names and contact details here. Mark with * the team leader who will coordinate, and be the point of contact with District Council/emergency services. Copies of this Emergency Plan are restricted, and will be held by the CRT members.
	Name
	Tel:
	Email:
	Postal address

	
	
	
	

	
	
	
	

	
	
	
	



3. POSSIBLE EMERGENCIES AND RISK ASSESSMENT 
Risk assessment of the types of emergencies that would have an impact on our community and how local emergency planning could help. (An example is given below, please insert your own examples) 
	Type of emergency
	Potential risks
	Actions to address those risks

	Traffic accident at key junction
	Travellers in the queues  behind are stuck for some hours 
	Identify alternative routes, including ones appropriate for HGVs, and inform police
Open up Place of Safety (Village Hall)  for tea, coffee, toilets

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. ACTIVATION OF THE PLAN
This plan will be activated when an emergency has occurred or if warnings are received, prior to an anticipated event. It will also be activated when emergency services need support or are not able to attend immediately e.g. in severe weather. If this is the case, the CRT in 2 above will assess the situation, and consult with the District Emergency Planning Liaison Officer (DEPLO). The Community Response Team will then put all or part of the Plan into effect as appropriate.

5. COMMUNITY RESOURCES
Volunteers have indicated what tasks they may be prepared to carry out if an emergency occurs and what resources they can offer. (*add names/contact details/ offers of help into table below)
	Name
	Contact
	Offer of help/ resources

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



The information in this list is restricted to the Community Response Team. It is not for general distribution. Unrestricted copies of the Plan may be made available by deleting this contact list before distribution. Please send an electronic copy of the unrestricted emergency plan to the District Emergency Planning Liaison Officer at Karen.Rushworth@publicagroup.uk. 

6. EMERGENCY BOX -  A box containing equipment that may be useful in an emergency (e.g. High-Viz vests, First Aid Kit, Torch) is stored at the following location:
	Emergency Box Location (address)
	Contact Name(s) 
(for access to box)
	Telephone No.

	


	
	



7.  LOCAL PLACE OF SAFETY
District councils are responsible for setting up a Rest Centre during an emergency. However, it may be necessary to set up a temporary place of safety within the community e.g. for visitors or for people evacuated from their homes. The Community Response Team will contact the keyholder/other volunteers as necessary. 
	Place of Safety (address)
	Contact Name(s)
	Telephone No.

	


	
	



8.  ANIMAL WELFARE In an emergency situation, if residents have to evacuate they should, where possible, take their pets with them. The local authorities will make arrangements with animal welfare organisations to look after pets. If pets do have to be left in a property, the local authorities/emergency services should where possible be made aware of this, so that alternative welfare arrangements can be made. 

9. LOG During an emergency, volunteers will keep a record of actions taken and enter them in a central log (example Log Sheet attached) as a record and so that they can be evaluated, and the plan altered if necessary. 

10. COMMUNICATION AND CONTACTS 
Contact details for statutory authorities, emergency services can be found below.

	Organisation
	Tel:
	Website:

	Emergency Services
	999
	

	FoDDC
	01285 623000
	www.cotswold.gov.uk

	Police (non-emergency)
	101
	www.gloucestershire.police.uk 

	Gloucestershire County Council
	01452 425 000  
(Mon-Fri 8.30am-5pm)
	www.gloucestershire.gov.uk  

	GCC Highways Team
	08000 514 514 (24hr)
	www.gloucestershire.gov.uk/transport 

	NHS 111 Service
	111 (24hr) 
When medical help required but not 999 emergency
	 (NHS Choices) www.nhs.uk  

	Environment Agency

	General Enquiries
	03708 506 506 
(Mon-Fri 8am-6pm)
	www.environment-agency.gov.uk 
 

	Environment Incident 
	0800 80 70 60 (24hr)
	

	Floodline
	0345 988 1188 (24hr)                                                                          
	

	Water / Sewerage Companies

	Severn Trent Water
	0800 783 4444 (24hr) 
	www.stwater.co.uk/ 

	Dŵr Cymru (Welsh Water)

	0800 052 0130 (24hr)
Water Emergencies
0800 085 3968 (24hr)
Sewerage Emergencies
	www.dwrcymru.com 

	National Grid
	0800 111 999 (24hr)
	www.nationalgrid.com 

	Electricity Distributors

	Western Power Distribution 
	105 (24hr)
	www.westernpower.co.uk  

	Hospitals

	Cheltenham Hospital
	0300 422 2222
	https://www.gloshospitals.nhs.uk/

	Gloucester Hospital
	0300 422 2222
	https://www.gloshospitals.nhs.uk/

	Cirencester Hospital
	0300 421 6200
	https://www.gloshospitals.nhs.uk/

	Add any other useful numbers

	
	



11. PLAN REVIEW AND UPDATE
In order to keep this plan up to date, contact lists will be revised as needed, and the plan reviewed (*how often and when), by (* name ). 
































LOG SHEET

NAME OF COMMUNITY:  ……………………………………………………………………………………….

During an emergency, information about actions taken by the community will be captured using the following sheet.

	Date
	Time
	Information / Decision / Action
	Initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	

	
	
	
	



