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1.　　RUしES OF DEBATE AT MEETiNGS

a Motions on the agenda shaii be considered in the order that they appear uniess the orde「 is

Changed at the discretion of the Chai「 ofthe meeting.

b A motion (inciuding an amendment) shaii not be p「og「essed unless it has been moved and

SeCOnded.

C A motiOn On the agenda that i§ nOt moVed by its proposer may be treated by the Chai「 ofthe

meeting as withd「awn.

d lf a motion (inciuding an amendment) has been seconded, it may be withdrawn by the

ProPOSe「 OnIy with the consent of the seconder and the meeting.

e An amendment is a proposai to remove o「 add wo「ds to a motion. 1t sha= not negate the

motion.

f lf an amendment to the originaI motion is ca巾ed, the originai motion (as amended) becomes

the substantive motion upon which furthe「 amendment(S) may be moved.

g An amendment sha= not be ∞nSjdered unless early verbal notice of it is given at the meeting

and, if 「equested by the Chair ofthe meeting言S eXP「eSSed in w「iting to the Chai「.

h A Counc剛O「 may mOVe an amendment to hiS/he「 OWn mOtion if agreed by the meeting. 1f a

motion has aI「eady been seconded, the amendment shali be with the consent of the

SeCOnde「 and the meeting,

i lf the「e is more than one amendment to an originai or substantive motion, the amendments

Shaii be moved in the order directed by the Chair ofthe meeting.

j Subject to standing o「der l(k), Oniy one amendment shaII be moved and debated at a time,

the o「de「 Ofwhich shaii be dIreCted by the Chair of the meeting.

k One or mo「e amendments may be discussed togethe「 if the Chai「 Of the meeting conside「S

this expedient but each amendment sha= be voted upon sepa「ateiy.

I A Counci=o「 may not move more than one amendment to an originai or substantive motion,

m The mover ofan amendment has no right ofrepIy atthe end ofdebate on it.

n Where a series of amendments to an original motion a「e ca面ed, the move「 Ofthe originai

motion shaiI have a right of 「epiy eithe「 at the end of debate on the first amendment or at the

Very end of debate on the finaI substantive motion immedjateiy befo「e it is put to the vote,

O Uniess pe「mitted by the Chai「 of the meeting, a CounciIIor may speak once in the debate on

a motion except’

i.　to speak on an amendment moved by anothe「 CounciIIo「:

lI tO mOVe Or SPeak on anothe「 amendment ifthe motlOn has been amended since

he/she Iast spoke;

用　　tO make a point of order;

iV. tO give a pe「SOnaI expianation; O「
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∨.　tOeXe「CisearightofrepIy.

P Du「ing the debate on a motion, a Counc冊O「 may interrupt oniy on a point of o「de「 O「 a

PerSOnai expIanation and the CounciIIor who was inte間Pted shaiI stop speaking. A

CouncⅢor 「aising a point of o「de「 Sha旧dentfty the standing o「de「 Which he/she considers

has been b「eached or specify the othe「 i町eguIarty in the p「oceedings ofthe meeting he/she

is concemed by.

q A point of orde「 Sha= be decided by the Chai「 Ofthe meeting and his/her decision shali be

旬naI.

r V¥men a motion is unde「 debate, nO Othe「 motion shaii be moved except:

I tO amend the motion;

ii.　to proceedtothenextbusiness;

川　　tO adjou「n the debate;

iv.　toputthemotiontoavote;

V.　tO aSk a person to be no Ionge「 hea「d o「to ieave the meeting;

vi.　to refer a motion to a comm請ee o「 Sub-COmmittee for conside「atjon;

Vii, tO eXClude the public and p「ess;

Viii. to ad」Oum the meeting; Or

ix. to suspend particuIa「 standing o「de「(S) excepthg those whiCh 「eflect mandato「y

statutory o「 iegai 「equifements,

S Before an o「iginaI o「 substantIVe mOtion is put to the vote言he Chai「 Of the meeting shaIl be

Satisfied that the motion has been su価ciently debated and that the move「 ofthe motion

under debate has exe「Ci§ed o「 Waived his right of 「epIy.

t ExcIuding motions moved unde「 standing orde「 1(「), the contributiOnS Or SPeeChes by a

Councillo「 sha= reIate oniy to the motiOn unde「 discussjon and sha= not exceed 2 minutes

Without the consent of the Chair of the meeting.

2.　　DISORDER」Y CONDUCT AT MEETINGS

a No pe「son shail obst田Ctthetra=Saction ofbusiness at a meeting o「 behave o惰ensively or

imp「operiy. ifthIS Standing o「de「 lS igno「ed. the Chai「 Ofthe meeting ShaIi request such

Pe「SOn(S) to mode「ate o「 imp「ove thejr conduct.

b lf a pe「son(S) dis「ega「ds the 「equest ofthe ChaI「 Ofthe meetlng tO mOde「ate o「 imp「OVe thei「

COnduct, any Counciilor o「 the Chair of the meeting may move that the pe「SOn be no ionger

heard o「 be excIuded f「om the meeting. The motion, if seconded, ShalI be put to the vote

Without discussion.

C If a 「esoIution made unde「 Standing o「de「 2(b) is lgnO「ed, the Chai「 Of the meet肌g may take

furthe「 「easonabie steps to 「esto「e orde「 O「 tO PrOg「eSS the meeting. This may include

tempo「a「iiy suspending or ciosing the meeting.
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3.　　MEETINGS GENERAししY

a Meetings shaIl nottake pIace in p「emiseswhich atthe t-me Ofthe meeting are used fo「the

SuPPIy of aicohol, UnIess no othe「 p「emises are availabie f「ee of charge o「 at a reasonable

CoSt.

b The minimum three cIea「daysfo「 noti∞ Ofa meeting does not includethe day on which

notice was issued, the day ofthe meeting, a Sunday, a day ofthe Christmas b「eak, a day

Ofthe Easter break o「 Of a bank hoIiday o「 a day appointed for pubIiC thanksgiving O「

mOumlng.

C The minImUm th「ee clea「 days’public notice ofa meeting does not include the day on

Which the notice was issued o「 the day of the meeting.

d Meetings sha= be open to the pubIic unIess thei「 PreSenOe is p「ejudICiai to the pu榔C

interest by 「eason ofthe confidentiai natu「e ofthe business to be t「ansacted o「 fo「 Other

SPeCia=easons. The public’s excIusion from part o「 aIi of a meeting sha= be by a resolution

Which sha= give 「easons fo「 the public’s exclusiOn.

e Members of the pubIic may make representations, anSWer queStions and gjve evidence at a

meeting which they are entitIed to attend in 「espect ofthe business on the agenda"

f The period of time designated fo「 pu帥c participation at a meeting in acco「dance with standing

O「de「 3(e) shaIl not exceed lO minutes uniess directed by the Chai「 of the meeting.

g su申jectto standing o「de「 3(f), a member ofthe public shaIi not speakfo「 morethan 2 minutes.

h in accordan∞ With standing orde「 3(e), a question shaii not require a response at the meeting

no「 start a debate on the question. The Chai「 of the meeting may di「ect that a w柵en o「 orai

response be given.

i A person shaii 「aise his爪e「 hand when 「equesting to speak. The Chai「 Of the meeting may at

any time ask a person to stand when speaking"

j A person who speaks at a meeting shaIi di「eCt his/he「 COmmentS tO the Chai「 Of the meeting.

k Oniy one pe「son is pemitted to speak at a time. 1fmo「e tha= One PerSOn Wa=tS tO SPeak- the

Chair ofthe meeting shali dlrect the o「de「 Of speaking.

1　SubieCt tO standing orde「 3(m), a Pe「SOn Who attends a meeting is pem請ed to repo直On the

meeting whilst the meeting is open to the public. To ureport” means to film' Photog「aph・ make

an audio 「ecording of meeting proceedings, uSe any Othe「 means for enabIing pe「SOnS nOt

present to see o「 hea「 the meeting as it takes pia∞ O「 iate「 o「 to 「eport o「 to p「OVide o「al o「

wntten commentary about the meeting so that the report o「 commentary is avaiIabIe as the

meeting takes place o「 Iater to persons not p「esent.

m A pe「so= p「eSent at a meeting may not p「OVide an oral 「eport o「Orai commentary about a

meeting as it takes piace without pemission.

n The p「ess shail be provided with 「easonabie faciIities fo「 the taking ofthei「 「eport of aii or part

Of a meeting at which they a「e entitied to be p「esent.

O Subject to standing orders whiCh indicate otherwjse, anything authorised or 「equired to be

done by, tO O「 before the Chai「 ofthe CouncIl may in hlS/he「 absence be done by, to Or befo「e
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the Vice Chai「 ofthe Council.

P The Chairofthe CounciI, ifp「esent, ShaIi p「eside ata meetmg. 1fthe Chai「 is absentfrom a

meeting, the Vi∞ Chai「 of the Counc冊P「eSent, ShalI p「eside. 1f both the Chair and the Vice

Chaj「 a「e absent f「Om a meeting, a Counc川o「 as chosen by the CouncⅢors present at the

meeting shaII p「eside at the meeting,

q SuPjectto a meeting being quO「ate, a岬uestions at a meeting shail be decided by a majonty

Of the Counc川0「S PreSent and voting.

r The ChaIr of a meetlng may give an originai vote on any matter put to the vote, and in the

CaSe Of an equaIity of votes may exe「Cise his casting vote whether or not he gave an originai

VOte.

See sfandmg OIders 5 m) and " for the d棚胎rent mles mat ap印画画he eIec碗)n of me Chair of

me Counc〃 af的e AmuaI Mee砺g of the Counc〃.

S Unless standing o「de「S PrOVlde otherwise, VOting on a question shaIi be by a show of hands.

At the 「equest of a Counciilo「. the voting on any question sha= be 「eco「ded so as to show

Whethe「 each Counc冊o「 p「esent and voting gave his/he「 vote fo「 o「 against that question.

Such a 「equest sha= be made befo「e moving on to the next item of business on the agenda,

t The minutes of a meeting shaiI include an accu「ate 「ecord ofthe foIIowing:

l the time and pIace ofthe meeting;

iI the names of CouncIiiors who a「e p「esent and the names of Counciilo「S Who are absent;

ili interests that have been decIared by Counciiiors;

iv, the grant of dispensations (if any) to Counci"ors;

∨.　Whethe「 a Counciiio「 ieft the meetIng When matters that they heId interests in we「e being

COnSide「ed;

Vi. ifthere was a pubIic particIPation session; and

Vii.　the 「esoiutions made.

u A CouncilIo「 who has a disciosabIe pecunia「y jnte「est o「 anothe「 interest as set out in the

Council’s code of conduct in a matte「 being considered at a meeting is suPject to statutory

iimitations o○ ○estrictions under the code on his right to participate and vote on that matte「"

v No business may be transacted at a meeting uniess at least one-third ofthe whoie numbe「 Of

members of the Councii are p「esent and in no case sha= the quo田m Of a meeting be less

than th「ee.

w ifa meeting is o「 becomes inquo「ate no business sha= bet「ansacted and the meeting shaiI be

Ciosed. The business on the agenda fo「 the meeting sha= be adjou「ned to another meeting.

X A meeting Shaii not exceed a period of2 hou「S, eXCePtWith ag「eement ofaiI CouncⅢo「S

P「eSent at the meeting.



4.　　ADVISORYAVORKINe CROUPS

a UnIess the Council detemines otherwise, an adviso「ytworking g「OuP may aPPOint a sub-

g「oup whose terms of 「eference and members shali be detemined by the advisorytworking

g「oup・

b The members ofa g「oup may inciude non-CounciIIors unIess it is a group which makes

recommendations about the finances of the Counc航

5.　　ORDiNARY COUNCl」 IVIEETINGS

a ln an eiectlOn yea「. the AnnuaI Meeting Ofthe CounciI sha= be heId on o「 Within 14 days

foiIowing the day on which the Counci=o「s eIected take office.

b ln a yea「which is not an eiection year, the AnnuaI Meetjng ofthe Councii shalI be held on

Such day in May as the CounciI decides.

C if no othe「 time is fixed, the Amuai Meeting ofthe CounciI sha= take piace at 6pm.

d In addItion to the AnnuaI Meeting of the CounciI, at Ieast three othe「 o「dinary meetings sha=

be heId in each year on such dates and timeS aS the Council decides・

e The first business conducted at the Annual Meeting ofthe CounciI sha= be the eiection of the

Chai「 and Vice Chai「 Of the Councii.

f The Chai「 of the Council, unless he/she has resigned o「 becomes disqua間ed, Shali continue

in o飾∞ and p「eside at the AnnuaI Meeting untiI his爪e「 successo「 is elected at the next

AnnuaI Meeting ofthe Counc航

g The Vi∞ Chai「ofthe Councii) unIess he/she 「esigns or becomes disqua間ed, Sha冊Oid

o仰Ce unti=mmediateiy a償e「 the eIectIOn Ofthe Chai「 Ofthe CounciI at the next AnnuaI

Meeting of the Councii・

h ln an eiection year言f the curent Chai「 of the Councii has not been 「e-eIected as a membe「

ofthe Councii. heIshe shali p「eside at the Annuai Meeting untlI a successo「 Chair of the

Councii has been elected, The current Chai「 ofthe Councii shaIl not have an originaI vote in

respect of the eIection ofthe new Chai「 ofthe Counc= but sha= give a casting vote in the

CaSe Of an equality of votes・

I ln an elect'On yea「. ifthe c…ent Chai「 of the Counc冊as bee= 「e-eiected as a membe「 Of

the Council, he/She shaii p「esjde at the AmuaI Meeting untii a new Chai「 Ofthe Council has

been elected. He/she may exercise an originaI vote in respect ofthe election ofthe new

Chair of the CounciI and sha= give a casting vote in the case of an equaIity of votes.

」　Fo=owing the eIecfron of the Chai「 of the CouれCiI and Vice Chair of the Councii at the Annuai

Meeting, the business sha旧nciude:

i. In an eIection yea「, deIivery bythe Chai「ofthe CounciI a=d Counciiiors ofthei「

acceptance of o怖ce foms unIess the Counc出esoIves fo「 this to be done at a late「

date. ln a yea「 which is not an electlOn yea「, deiivery by the Chai「 Of the CounciI of

his/her acceptance of o冊ce fom unIess the Co…CiI resoives fo「 this to be done at a

Iate「date;
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ii,　ConfimatIOn Ofthe accu「acy ofthe minutes ofthe last meetmg Ofthe Councii;

iii.　AppoIntment Of membe「s to existing advisory/WOrking g「OuPS,

iv. Appointment of any new advjsoryNo「king g「OuPS in acco「dance with standjng orde「 4;

V,　Review and adoption of app「OP「iate standing orders and financiaI 「eguiations;

Vi. Review of a間ngementS (including legaI ag「eements) with othe「 locai authorities, nOt-

fo「p「ofit bodies and businesses.

Vii. Review of 「epresentation on o「 WO「k with extemai bodies and arrangements fo「

「eporting back;

Viii. ln an eiection yea「, tO make a「「angements with a view to the CounciI becommg eligibIe

to exe「Cise the General Power of Competence in the futu「e;

ix,　RevieW Of invento「y of land and othe「 assets inciuding buiIdings and o飾Ce equipment;

X.　Conflrmation of arrangements fo「 insurance cove=n reSPeCt Of a= insu「abIe riSks;

×i.　Review ofthe Councii’s andIo「 staff subscriptions to other bodies;

Xii. Review ofthe Counc=’s compiaints p「OCedure;

Xiii. Review of the CounciIis poIicies, PrOCedu「es and p「actices in 「espect of its obligations

unde「 f「eedom of info「mation and data p「Otedion legisiation (See a/SO Sねnding oIders

ll, 20and21);

Xiv. Review of the Counc=’s policy fo「 deaiing with the press/media;

XV. Review of the CounciIIs empIoyment poiicies and p「ocedu「es;

Wi, Review of the Councii’s expenditu「e incurred unde「 s.137 of the 」ocai Govemment Act

1972 o「 the Generai Power of Competence,

XVii. Detemining the time and pla∞ Of ordina「y meetings of the CounciI up to and incIuding

the next An…ai Meeting ofthe CounciI.

6.　　EXTRAORDINARY MEETiNeS OF THE COUNCルAND ADViSORYAVORKiNG

GROUPS

a The Chai「ofthe CounciI may convene an extrao「dinary meeting ofthe Councii at any time.

b if the Chair ofthe CounciI does not caIi an ext「aordinary meeting ofthe Councii within seven

days of having been requested in writing to do so by two Councilio「s, any twO CounciIio「s

may convene an extrao「dinary meeting ofthe Council. The pubIic noti∞ g一Ving the time’

Pla∞ and agenda fo「 such a meetIng ShaIi be signed by the two CouncilIo「s.

7.　　PREVIOUS RESOしUTIONS

a A 「esoIution shaiI not be reversed within six months except either by a speciaI motlOni Which

7



「equires written noti∞ by at ieast 3 Co…CilIors to be given to the Prope「 Offlcer in

acco「dance with standing o「de「 9.

b When a motion moved pu「suant to standing o「der 7(a) has been djsposed of, nO Simiia「

motion may be moved fo「 a further §ix months.

8.　　VOTINc ON APPOINTMENTS

a Whe「e mo「e than two pe「sons have been nominated fo「 a position to be馴ed by the Council

and none ofthose persons has 「eceived an absoiute majo「fty of votes in thei「 favou「, the

name of the person having the Ieast number of votes sha= be st「uck offthe iist and a fresh

VOte taken. This p「ocess shaII continue untjI a majo「ity of votes is given in favou「 Of one

PersOn. A tie in votes may be settled by the casting vote exe「cisabIe by the Chair of the

meeting.

9.　　1VIOTIONS FOR A IVIEETiNG THAT REQUiRE WRITTEN NOTICE TO BE GIVEN TO

THE PROPER OFFICER

a A motion shali 「eIate to the 「esponsib胴es of the meeting fo「 which it is tabied and in any

event shaii relate to請e performance of the CounciI’s statutory functions, POWe「S and

ObIigations o「 an issue which specificaily affects the Councii’s a「ea o「 its residents.

b No motion may be moved at a meeting uniess it is on the agenda and the move「 has given

W「itten notjce of its wording to the P「OPe「 Offlcer at ieast 5 cIear days befo「e the meetjng.

Ciea「 days do not incIude the day of the notice o「 the day of the meeting.

C The Proper Office「 may, before incIudjng a motion on the agenda 「eceived in acco「dance

With standing o「de「 9(b), CO「rect Obvious g「ammaticai or typographi∞i errors in the wording

Of the motIon,

d If the P○○pe「 Office「 COnSide「s the wording of a motion 「eceived in acco「dance wjth standing

Order 9(b) is not clea「 in meaning, the motion shaii be rejected unt旧he move「 Of the motion

resubmits it, So that it can be understood, ln Writing, tO the P「oper O簡cer at least 5 ciear

days before the meeting.

e lf the wording or suPject of a p「OPoSed motion is considered imp「OPe「, the P「OPer O仰Cer

Shaii consuIt with the Chai「 ofthe forthcoming meeting o「, aS the case may be, the

Counci=ors who have convened the meeting, tO COnSider whether the motion shaii be

included in the agenda or 「ejected・

f The decisjon ofthe P「OPe「 Offlcer as to whethe「 o「 not to inciude the motion on the agenda

Shaii be finai.

g Motions received shali be 「e∞rded and numbe「ed in the orde「 that they are 「eceived.

h Motions 「ejected sh訓be 「eco「ded with an explanation by the P「ope「 O怖Cer Of the 「eason for

「ejectlOn・

10.　　MOTiONS AT A IVIEETING THAT DO NOT REQUIRE WRITTEN NOTICE

a Thef郡owing motions may be moved at a meeting withoutwritten noticetothe Proper
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Officer.

I tO COrreCt an inaccu「aey in the d「aft minutes of a meeting;

II tO mOVe tO a VOte;

iIi tO defe「 conside「ation of a motion;

iv. to refe「 a motion to a pa巾Cuia「 advjsory/wo「king g「OuP tO ProVide a recommendation;

V.　to aPPojnt a person to preside at a meeting;

Vi. to changethe o「de「ofbusiness on the agenda;

Vii. to p「oceed to the next business on the agenda;

Viii. to 「equi「e aw皿en 「epo巾

ix.　to appoint an advisorytworking g「OuP;

X.　tO eXtend the time iimits fo「 SPeakIng;

×主　to exciudethe p「ess and pubIicf「om a meeting in respect ofcon問entiaI o「 othe「

information which lS P「ejudiciaI to the public inte「est;

×ii. to not hea「furthe「f「om a Counciiioro「a membe「 Ofthe pubIic;

xiii. to exclude a CounciiIor or member of the public for disorderIy conduct;

Xiv. to tempo「arIiy suspend the meeting;

XV. to SuSPend a particuiar standing o「der (unless it 「eflects mandatory statutory or legaI

requ i rements) ,

XV葛. tO adjou「n the meetIng: Or

XVIi. to ciose the meeting.

1 1.　1VIANAGEMENT OF INFORMATiON

See a/so sねnding ordbr 20,

a The Co…Cji shaiI have in piace and keep under 「eview, teChnicaI and o「ganisationai

measures to keep secu「e infomation (incIuding personaI data) which it hoids in pape「 and

eIect「onic form. Such arrangements shaI=nciude deciding who has access to personal data

and encryption of pe「SOnai data.

b The Council shaII have in piace, and keep unde「review, POiiCiesfo「the 「etention and safe

destruction of aii infomation (inciuding Pe「SOnai data) which it hoids in pape「 and electronjc

fom. The Council’s 「etention poiicy shaIi co面m the pe「IOd fo「 which info「mation (inciuding

PersOnaI data) shaiI be retained o「 ifthis is not possible the c「jte「ia used to detemine that

Period (e.g. the Limitation Act 1980〉・

c The agenda' PaPersthat supportthe agenda and the minutes ofa meetIng Shali not discIose

o「 otherwise undemine confidentiai information o「 pe「sonaI data without legal jus珊cation.
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d Counc紺ors, Staff, the Council’s contractors and agents shaii not di§Ciose confidentiaI

面Omation o「 personaI data without iegal justificatjon.

1 2.　　DRAFT MiNUTES

a Ifthe d「aft m血tes of a preceding meeting have been served on Counc川0「S With the

agenda to attend the meeting at which they a「e due to be app「OVed for accu「acy,

they sha= be taken as 「ead.

b The「e shaiI be no discussjon about the d「aft minutes of a preceding meeting except in

reIation to thei「 accu「acy, A motjon to correct an inaccu「acy in the d「alt minutes shaII

be moved in accordance with standing o「der lO(a)(i).

C The accu「acy of d「aft m血tes. inCiuding any amendment(S〉 made to them, Shaii be

COnfirmed by resoiution and shaIl be slgned by the Chai「 Of the meeting and stand as

an accurate record ofthe meeting to whlCh the minutes 「eiate.

d lfthe Chair ofthe meeting does not consjde「 the minutes to be an accu「ate record of

the meeting to which they reIate. he/she shali sign the minutes and include a pa「ag「aph

in the foiiowing te「ms or to the same effect:

“The Chai「 ofthis meeting does not beIieve that the minutes of the meeting of B副ey

Parish CounciI held on [date] in 「espect of ( ) were a ∞「reCt reCO「d but his仙e「 View

WaS nOt uPheId by the meeting and the minutes are confimed as an accu「ate 「ecord of

the proceedings."

e lf the Council’s g「oss annuaI income o「 expenditu「e (Whicheve「 is higher〉 does not

ex∞ed E25,000, it shaII pubiish draft minutes on a website which is pu胡ciy accessibie

and f「ee of charge not iater than one month afte「 the meeting has taken piace.

f Subject to the pu帥Cation of draft mi=uteS in acco「dance with standing o「de「 12(e) and

Standing o「de「 20(a) and foliowing a 「esolution which confirms the accu「acy ofthe

minutes of a meeting, the draft minutes o「 「eco「dings ofthe meeting fo「 which

app「oved minutes exist sha= be destroyed.

13.　CODE OF CONDUCT AND DISPENSATIONS

See aIso sねnd加g oIder 3(母

a AII Counciilors shaIi observe the code of conduct adopted by the CounciI.

b UnIess he/She has been g「anted a dispensatIOn, a Counc冊OrShail withd「awfrom a meethg

when it is consIdering a matter in which he/She has a disciosable pecuniary interest. He/She

may retu「n to the meeting afte「 it has considered the matter in which he/She had the inte「est.

c unless he/she has been g「anted a dispensation, a Counc川OrSha= withd「awf「Om a meeting

when it is conside血g a matte「 in which he/she has anothe「 inte「est if so 「equi「ed by the

CounciI’s code of conduct. He/She may 「etum to the meeting a債er it has consjdered the

matter in whlCh he/she had the inte「est.

d Dispensation requests shaII be in W「一ting and submItted to the P「OPer O仰Ce「aS SOOn aS
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POSSible befo「e the meetin9, 0「 falIing that, at the start of the meeting fo「 which the

dispen§ation is requi「ed.

e A deciSion as to whethe「 to g「ant a dispensation shali be made by the P「OPer Office「 and that

decISion is finai.

f A dISPenSation request shali confirm:

I the descnption and the natu「e ofthe diSCiosabie pecuniary inte「est 〇〇 〇the「 intere§t to

Which the request for the djspensation reiates;

ii whether the dispensation is required to participate at a meeting in a discussion oniy o「

a discussion and a vote;

川　　the date of the meeting o「 the period (not exceeding four yea「s) fo「 which the

dispensation is sought; and

iv,　an eXPlanation as to whythe dispensation is sought,

g Subject to standing orde「s 13(d) and O, a dispensation request shaiI be considered by the

Prope「 O怖ce「 befo「e the meeting or言fthis is not possible, at the start ofthe meeting fo「which

the dispensation is 「equi「ed.

h A dispensatiOn may be granted in aCco「dance with standing order 13(e) if havlng rega「d to aii

reievant ci「CumStan∞S any Of the fdiiowing aPPly:

l Without the dISPenSatIOn the numbe「 of persons p「ohibited from participating in the

Particula「 business wouid be so great a proportion of the meetIng t「anSaCting the

business as to impede the transaction of the business;

iI granting the dispensation is in the inte「ests of persons iiving in the Councii’s area; O「

iil. it iS Otherwise app「op南te to grant a diSPenSation.

14.　　CODE OF CONDUCT COIVIPしAINTS

a Upon notificatiOn by the County Councii that it is deaiing with a compiaint that a Councj=or

has b「eached the Council’s code of conduct, the P「OPe「 Officer shai上Subject to standing

Orde「 1 1 , 「ePOrt this to the Councii.

b Where the notification in standing orde「 14(a) reIates to a compIaint made by the P「ope「

O怖ce「, the P「ope「 Officer shaii notify the Chai「 of CounciI of this fact, and the Chair shall

nominate anothe「 Staff member to assume the duties of the P「ope「 O飾Ce「 in reiation to the

COmpiaint unt旧t has been detemined and the CounciI has agreed what action, if any, tO take

in acco「dance with standing o「de「 14(d).

C The CounciI may:

i PrOVide infomation o「 evidence whe「e such disclosure is necessary to investigate the

COmPiaint o「 is a iegai requi「ement;

ll.　seek infomatton 「eievant to the compiaint from the pe「SOn O「 body wlth statutory

「esponsib胆y for investigation of the matte「;
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d Upon no緬cation by the County Counc冊hat a Counc冊or has b「eached the Council’s code of

COnduct, the Council shalI ∞nSider wha白f any, action to take against him/he「. Such action

exciudes disqua嗣cation or suspension from o師ce.

15.　　PROPER OFFICER

a The P「operOfficershaii bethe Cierk or an agency Clerk arranged bythe Counc旧o

undertake the wo「k of the P「ope「 Office「 when the Proper Office「 is absent.

b The P「oper O怖cer sha冊

I at least three clea「 days before a meeting ofthe counciI

●　Serve On Counc冊O「S by delive「y or post at thei「 「esidences o「 by emaiI

authentjcated ln SuCh manne「 as the P「OPe「 O簡Cer thinks fit, a Signed summons

COnfiming the time, Place and the agenda (P「OVided the Councl=o「 has consented

to service by emaii), and

●　P「OVide言n a conspicuous pIace, Pubiic notice of the time, PIace and agenda

(P「OVided that the pubiic notice with agenda of an ext「ao「dina「y meeting of the

CouncII convened by CouncIiiors is signed by them).

See sfandmg o筒Ier 3伯) ft画he meaning of c/ear d包ys for a mee伽g of a紬〃 ∞unO朽

II SuPject to standing order 9, include on the agenda ail motions in the order 「eoeived

unIess a CounciIio「 has given written notice at least 4 days before the meeting

COnfirming his爪e「 withd「awaI of it;

川　COnVene a meeting ofthe CouncIi forthe electiOn Ofa new Chai「 ofthe CounciI,

OCCaSioned by a casuai vacancy in his爪e「 Office;

iv.　faciiitate inspection of the mInute book by Iocai govemment electo「S;

∨. 「eCeive and retain copies of byeiaws made by othe「 IocaI autho「itjes;

Vi.　hoid a∞ePtanCe Ofo仰Cefomsf「om CounciIIo「s;

Vi主　hold a copy of eve「y Counc"ior’s 「egiste「 Of inte「ests;

viiI. aSSist wIth 「esponding to requests made u=der freedom of info「mation iegisiation and

rights exe「cisabIe unde「 data p「otection legisiatio両n acco「dance with the CounciI’s

relevant poiicies and p「ocedures;

ix. iiaise, aS aPP「OP「iate, W柵the Cou=Cii’s Data P「otection O仰∞「;

x. 「e∞ive and send gene「ai co町eSPOndence a=d notices on behalf ofthe CounciI except

Whe「e there is a 「esoiution to the cont「ary;

xi, aSSist in the o「ganisation of, StO「age Of, aC∞SS tO, SeCurity of and dest田ction of

infomation heId by the Counc旧n pape「 and eIectronic fom subject to the

requirements of Data P「otection and Freedom oflinfomation legisiatton and othe「

legitimate 「equirements (e.g. the Limitation Act 1980),

xii. arrange for Iegal deeds to be executed; (See a応O Sねndhg o佃er23);

12



×iii. a「「a=ge O「 manage the p「OmPt authorisation, aPP「oVaI, and instruction 「ega「ding any

payments to be made by the CounciI in acco「dance w軸its financial 「eguIations;

×iv. record eve「y piannin9 aPPl-cation notified to the CouncjI and the Council’s response to

the locai pianning authorty in the minutes;

xv. 「efe「 a pianning application 「eceived by the CounciI to the Chai「 or in his/he「 absence

Vice Chai「 within two wo「king days of receipt to fac冊ate an addjtjonaI o「dina「y meeting

if the nature of a pianning appIicatiOn requi「es consideration befo「e the next o「dinary

meeting ofthe Counc巾

XVi. manage access to infomation about the Councii via the pubIication scheme; and

16.　　RESPONSIBしE円NANCIAL OFFiCER

a The Council shaIl appoint the Cie「k to undertake the work ofthe Responsibie FinanCIaI

O飾ce「.

17.　ACCOUNTS AND ACCOUNTING STATEMENTS

a　?rope「 practices当n standi=g Orde「s 「efer to the most 「e∞nt VerSion of “Govemance and

Accountab岬y fo「 LocaI CounciIs - a P「actitioners’Guide"・

b A= payments bythe CounciI shaIi be authori§ed’aPP「OVed and paid in acco「dance with the

Iaw, PrOPe「 P「aCtices and the Council’s血anciai 「egulations.

c The Responsibie Financiai Officer shali suppiy to each CouncI=o「 at each ordina「y meeting a

statement which includes a compa「lSOn With the budget for the financiai yea「 and highIights

any actual or potentiaI ove「SPend§ and to summarise:

i.　the Councills 「e∞ipts and payments up to and incIuding that meeting;

il the CounciI’s aggregate receipts and payments fo「 the yea「 to date;

=I the balances held 「econciied to the latest bank statement.

d As soon as possibIe afte「the血ancial yea「end at 31 Ma「Ch- the Responslble Financial

O師ce「 ShaII p「ovide:

I eaCh Counc洞o「 with a statement summa「jsing the Counc川s receipts and payments for

the yea「 to date for lnfomation; and

Ii tO請e Counc旧he accounting statementsfo「theyea「 in the form ofSect-On l ofthe

an…ai governance and accountabirty 「etum, aS requi「ed by prope「 P「actices直「

COnSide「ation and app「ova上

e The year-end accounting statements sha= be prepa「ed in a∞Ordance with p「OPe「 PraCtices

and appiy the fom of accounts detemined by the CounciI (「e∞1PtS and payments) fo「 the

year to 31 Ma「ch. A compIeted draft annuai govemance and accountability 「etu「n shaIl be

presented to a-1 Councii10「S・ The Annuai Govemance a=d Accountabiiity Retu「n of the

CounciI, WhICh is supect to extemai audItJncllldlng the annual govemance statement, Shail

be presented to the Counc旧o「 consideration and fomai approvaI before 30 June.
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18.　FiNANCIA」 CONTRO」S AND PROCUREMENT

a,　丁he CounciI shaII conside「 and app「OVe financial 「eguiations d「awn up by the Responsibie

FinanciaI Officer, Which sha旧nciude detaiied a町angementS in 「espect of the foilowing・

一　　the keeping of accounting reco「ds and systems of intemaI c○ntroIs;

li the assessment and management of financia=isks faced by the CounciI;

川　the wo「k ofthe independent inte「nai audito「 in acco「dan∞ With p「ope「 P「aCtices and

the re∞ipt of 「eguiar reports什om the intemaI audito「, Which shaii be 「equired at Ieast

annuaiiy:

iv. the inspection and copying by Counc冊OrS and locai eIectors of the Counciiis accounts

and/0「 Orde「S Of payments; and

v.　whethe「 cont「acts with an estimated vaiue beIow E25,000 due to speciaI ci「CumStanCeS

are exempt f「om a tendering process or p「OCu「ement eXerCise"

b.　FInanCia汗eguIations shaIi be reviewed reguIa「iy and at Ieast annuaiiy for fitness of purpose"

C.　A publIC COnt「aCt 「egulated by the Public Co=t「actS Reguiatjons 2015 w-th an estimated vaiue

in excess of e25,000 but less than the reIevant threshoIds in standing o「der 18(f) is suPject to

ReguIations lO9-1 14 ofthe PubIiC Cont「acts ReguIations 2O15 which include a 「equirement

on the CounciI to advertise the cont「act opportunity on the Cont「acts Finder website

rega「diess of what othe「 means it uses to advertlSe the opportunity.

d.　Subject to addjtiOnai requi「ements in the financial 「egulations of the CounciI, the tende「

p「ocess fo「 cont「acts for the supply of goods' mater-aIs, Servi∞S O「 the executIOn Of wo「ks

Sha旧nciude, aS a minimum, the foIiowing steps:

I a SPeCificatio= fo「 the goods, mate「iaIs, Services o「 the execution ofwo「ks shalI be

d「awnup;

iI an invitation to tender §ha= be d「awn up to confirm (i) the CounciI’s specifroation (ii) the

time, date and add「ess for the submissjon oftende「S (iii) the date ofthe Councii“s

Written response to the tende「 and (iv) the p「Ohibition on prospective cont「actors

COntaCting CounciIIors o「 Staff to encou「age or support thei「 tende「 OutSide the

P「eSC「ibed p「OCeSS;

IIl the invitation to tende「 shaiI be advertised in a locai newspaper o「 in any othe「 manner

that is app「opriate;

iV. tenders a「e to be submitted in writing in a seaIed ma「ked enveIope add「essed to the

P「ope「 O情cer;

∨.　tenders sha= be opened bythe Prope「 O仰Cer in the presen∞ Ofat least one Cou=Ci=or

afte「 the deadline fo「 submission of tenders has passed;

vi. tende「s are to be reported to and considered by the app「OPriate meeting of the Council.

e,　The Co…Cji is not bound to acceptthe lowest vaiue tende「・

f'　A pub-ic contract 「e9uiated by the PubIic Contracts Reguiations 2O15with an estimated

vaiue in excess of鋤81 ,302 for a pubIic service o「 suppIy cont「act or in excess of f4,551 ,413
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fo「 a pubiic wo「ks contract (O「 Othe「 threshoIds determjned by the European Commission

eve「y two years and published in the O怖ciai Jou「naI of the European Union (OJEU)) shaii

COmPiy with the relevant p「ocurement p「ocedu「es and othe「 「equi「ements in the Pu輔c

Contracts ReguIations 2O1 5 which inciude advertising the contract opportunity on the

Cont「acts Finde「 website and in OJEU,

g,　A pubIic contract in connection with the suppiy of gas, heat, eIectncity, d面king wate「,

t「ansport services, O「 POStal services to the pu輔C; O「 the p「OVjsion of a port o「 ai「PO巾O「 the

expioration fo「 Or eXtraCtiOn Of gas, Oii or soiid fuel w肌an estjmated vaiue ln eXCeSS Of

壬363,424 for a supply, Services o「 design COnt「aCt, O「 in excess of e4,551.413 fo「 a wo「ks

COnt「aCt, O「豊820,370 fo「 a social and other specific services cont「act (O「 Othe「 th「esholds

detemined by the European Commission every two years and published in OJEU) shaii

COmPiy with the 「eievant p「OCu「ement P「OCedures and other 「equl「ementS in the Ut晒ies

Contracts ReguIatIOnS 201 6,

1 9.　　HANDLiNG STAFF WIATTERS

a A matte「 personal to a membe「 of staffthat is being considered by a meeting of CounciI is

Subject to standing o「de「 1 1 ,

b Subject to the CounciI’s policy 「ega「ding absences f「om wo「k, the CIerk shalI notify the Chai「,

if he/She is not avaiiable the Vjce Chai「, Of absence occasioned by iiiness o「 Other 「eason

and that person shali report such absence to the CounciI at ItS neXt meeting.

C The Chair, Or in histhe「 absence the Vice Chai「. shaii upon a 「esolution conduct a 「eview of

the perfomance and annuaI app「aisai ofthe work of the Cierk. The 「evjews and app「aisai

Shaii be 「eported in writing and are subject to app「OVai by 「esoiution by the Councii.

d Subject to the CounciI’s policy 「egarding the handiIng Of g「ievance matte「S, the Cierk shail

COntaCt the Chai「, 0「 ln hIS仙e「 absence the Vice Chai「言n 「espect of an info「mai o「 fomal

grievance matter, and thIS matte「 ShaII be reported back and p「OgreSSed by resoiutiOn Ofthe

Council

e Subject to the Councilis poIicy rega「ding the handIing of g「1eVanCe matterS言f a両nfomai or

formai g「ievance matte「 raised by the Cle「k 「eIates to the Chai「 Or Vice Chai「. this shaII be

communicated to anothe「 membe「 Ofthe Councii which shail be 「eported back and

PrOg「eSSed by 「esoIution of the Councii・

f Any pe「SOnS 「eSPOnSibie fo「 ali o「 Part Ofthe management of staff sha旧「eat as con的ential

the written 「ecords of aIi meetings 「elatjng to thei「 Perfomance, caPab酷es, grievance o「

disciplina「y matters.

g in acco「dance with standing o「der =(a), PersOnS With lIne management reSPOnSibiIities sha=

have a∞eSS to Staff records 「efe「「ed to in standing o「der 19(f).

20.　　RESPONSI即しiTIES TO PROViDE INFORIVIATiON

See a/SO Sねnd伽g OIder 21.

a ln acco「dance with F「eedom of lnfomation legisiation, the Council shali pubiish infomation
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in acco「dance with its pubiication scheme and 「espond to 「equests fo「 information heid by

theCounciI.

b.  1f gross annual income o「 expenditu「e (Whicheve「 is higher) does not exceed E25,000, the

Council sha= pubIish infomation in acco「dance with the requi「ements of the Smalie「

Authorities (T「anspa「eney Requi「ements) (Engiand) Reguiations 201 5.

21.　　RESPONSiBiしI丁IES UNDER DATA PRO丁ECTION LEGIS」ATION

(BeIow is not an exclusive Iist), See also sfanding o巾er J7.

a The Councii sha= have a町angementS in pIace to appojnt a Data Protection Officer if requlred,

b The CouncII shaii have policIeS and p「OCedures in piace to 「espond to an individual

exercising statutory rights concerning his personai data.

C The Councii shaii have a w冊en poiicy in piace fo「 「esponding to and managing a personai

data breach.

d The Council sh訓keep a 「eco「d of aii pe「sonai data b「eaches comprising the facts 「elaくing to

the personal data breach言ts effects and the 「emedial action taken.

e The Councii sha= ensure that infomation communICated in its privacy notice(S) is in an easiIy

accessibie and avaiIabie fom and kept up to date.

f The CouncIi shail maintain a w皿en record of ltS PrOCeSSing actiVitIeS.

22.　　REしATIONS WITH THE PRESSIMEDIA

a Requests from the p「ess or othe「 media fo「 an o「aI o「 written comment or statemeれt f「Om the

CounciI, its CouncIIiors or staff shaii be handied in acco「dance with the Councii’s poiiey in

「espect of deaIing with the p「ess and/O「 Othe「 media.

23.　　EXECUTiON OF LEGAしDEEDS

See also s館ncmg o佃e購75伯)似肌

a A Iegal deed shaii not be executed on behaifofthe Co…Cil unless autho巾sed by a

「esoiution.

b Subject to standing order 23(a), any twO Counc冊o「s may sign, On behalf ofthe Council, any

deed required by iaw and the Proper O簡cer shaII witness thei「 signatu「es.

24.　　COIVIMUNiCATINe WITH COUNTY COUNCiしLORS

a An invjtation to attend a meeting ofthe Council sha= be sent, tOgether with the agenda, tO the

Ward Councilio「 ofthe County Counc= representing the area ofthe Councii,

b UnIess the Counc‖ detemines otherwise, a COPy Of each communication sent to the County

CounciI shail be sent to the Wa「d Councillo「 「epresenting the a「ea ofthe CouncjI.
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25.　RESTRICTIONS ON COUNCI」しOR ACTIVITIES

a.　Uniess duly autho「ised no Counc川o「 sha=:

i.  inspect any iand and/O「 P「emises which the CounciI has a right o「 duty to inspect; Or

iI issue o「de「s, in§t田ctions o「 di「ections,

26.　STANDING ORDERS GENERAし」Y

a A= o「 part of a standing o「de「, eXCePt O=e that incorpo「ates mandato「y statuto「y o「 iegaI

「equirements, may be suspended by 「esoiution in 「eiation to the conside「ation of an item on

the agenda fo「 a meeting.

b A motion to add to o「 vary o「 revoke one o「 mo「e ofthe Counc肝S Standing orders, eXCePt

one that inco「po「ates mandatory statutory or Iegai requi「ements, Shali be proposed by a

SPeCiaI motion, the written noti∞ by at least 2 Counci=o「s to be given to the P「OPe「 O価∞「 In

acco「dance with standing o「de「 9,

c The P「ope「 O怖ce「shai〃 provide a copy ofthe Counc川s standing orde「StO a Counc紺o「as

SOOn aS POSSible.

d The deciSIOn Ofthe Chai「 of a meeting as to the application of standing o「ders at the meeting

Shail be finaし

Chalr of BI.ilIey Parish CouncII)

Date:中小


