CHERITON PARISH COUNCIL – STANDING ORDERS

Revised Standing Orders – May 2011

1. Meetings


Parish Council Meetings will usually be held in the Village Hall Committee Room on the first Wednesday of each month, except in August and January and will commence at 7.30 p.m, of which there are ten per year.


The Annual Parish Council Meeting is held prior to a full council meeting in May each year. See No. 5 for full details.


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.

The Annual Parish Meeting, which is held between 1st March and 1st June in any year, will usually be held in the second week of April.


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.


Photographing, recording, broadcasting or transmitting the proceedings of a meeting by any means is not permitted without the Council’s prior (written) consent. In accordance with the standing order above, the press shall be provided reasonable facilities for the taking of their report of all or part of a meeting at which they are entitled to be present.  
2. Chair of Meeting


The Chairman, if present, shall preside at a meeting. If the Chairman is absent from a meeting, the Vice-Chairman, if present, shall preside. If both the Chairman and the Vice-Chairman are absent from a meeting, a Councillor as chosen by the Councillors present at the meeting shall preside at the meeting.
Subject to standing orders, which indicate otherwise, anything authorised or required to be done by, to or before the Chairman may in his absence be done by, to or before the Vice-Chairman (if any). 

Subject to the meeting being quorate, all questions at a meeting shall be decided by a majority of the Councillors present and voting thereon.

The Chairman may give an original vote on any matter put to the vote, and in the case of an equality of votes may exercise his casting vote whether or not he gave an original vote.

Unless standing orders provide otherwise, voting on any question shall be by a show of hands. At the request of a Councillor, the voting on any question shall be recorded so as to show whether each councillor present and voting gave his vote for or against that question.


3.
Quorum

Three members shall constitute a quorum. If a quorum is not present when the Council meets or if during a meeting the number of councillors present and not debarred for any reason of a declared pecuniary interest falls below the number for a quorum, no business shall be transacted. No business may be transacted at a meeting unless at least one third of the whole number of members of the Council are present and in no case shall the quorum of a meeting be less than 3.
4. Proper Officer

The Clerk is the Proper Officer of the Council responsible for carrying out financial and secretarial duties as required. They shall also receive and record declarations of office; receive and record notices disclosing pecuniary interests; receive and retain plans and documents; sign notices or other documents on behalf of the Council; receive bylaws made by the District Council or the Parish Council: sign summonses to attend meetings by the Council. An interest arising from the code of conduct adopted by the Council, the existence and nature of which is required to be disclosed by a Councillor at a meeting shall be recorded in the minutes. When calculating the 3 clear days for notice of a meeting to councillors and the public, the day on which notice was issued, the day of the meeting, a Sunday, a day of the Christmas break, a day of the Easter break or of a bank holiday or a day appointed for public thanksgiving or mourning shall not count. The Clerk will issue summonses, minutes etc in accordance with this. The Clerk shall as soon as it is received shall record details and pass the application to the Planning Committee within 48 hours of receipt. To set dates, times and place of meetings a year in advance for all meetings including the Annual Parish Council and Annual Parish Meeting. 

5. Order of Business for the Annual Parish Council meeting


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


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


The annual meeting of the Council shall take place at 7.30 p.m with a full council meeting to follow on from this.


The election of the Chairman and Vice-Chairman of the Council shall be the first business completed at the annual meeting of the Council.


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. 


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

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

In an election year, councillors must abide by the Code of Conduct 2007 (adopted paragraph 12 (2) and execute Declarations of Acceptance of Office and complete Members Register of Interests in each other’s presence before the Annual Parish Council Meeting of the council commences.

At the Annual Parish Council Meeting the appointment of sub-committees and their members will be decided. The Chair and Vice-Chair shall be ex-officio members of every Committee. Every committee at its first meeting shall elect a Chair who should hold office until the next Annual Parish Council Meeting.
6.
Order of business in ordinary meetings

Meetings shall not exceed a period of three hours.

The code of conduct adopted by the Council shall apply to councillors in respect of the entire meeting.  An interest arising from the code of conduct adopted by the Council, the existence and nature of which is required to be disclosed by a Councillor at a meeting shall be recorded in the minutes.
At all meetings of the council, the Chair may permit members of the council (including co-opted members as defined by s.49 (7) LGA 2000) who have a prejudicial interest in relation to any item of business to be transacted at that meeting to (a) make representations, (b) answer questions or, (c) give evidence relating to the business to be transacted. Such sessions form part of the Council meeting in law and shall be duly minuted. The Code of Conduct 2007 paragraph 12 (2), which, was adopted on 3 July 2007 shall apply to members of the council in respect of that meeting.

In a closed or private & confidential meeting a councillor with a prejudicial interest must retire immediately as soon as that interest becomes apparent; neither they, nor a member of the public are allowed to comment, take questions or give evidence.

In an ordinary year of election of the Council, to fill any vacancies left unfilled at the election by reason of insufficient nominations by co-option.

After the first business has been completed, the order of business, unless the Council decides otherwise on the grounds of urgency, shall be as follows:

a) To read and consider the Minutes, provided that if a copy has been circulated to each member not later than the day of issue of the summons to attend the meeting, the Minutes may be taken as read.

b) After consideration to approve the signing of the Minutes by the person presiding as a correct record.

c) To deal with business expressly required to be done by statute.

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

e) To receive the Finance Report and authorise payment of accounts and shall be carried out in accordance with Financial Regulations adopted in May 2009.

f) To receive and consider reports from sub-committees.

g) To receive correspondence and communications.
To only consider items contained within the agenda for that meeting, which should be received by the Clerk in advance of the next meetings’ agenda.

7. Voting in Committees

Member of committees and sub-committees entitled to vote shall do so a show of hands or if at least three members so request, by signed ballot. Chairs of committees and sub-committees shall in the case of equality of votes have a second or casting vote.

8. Presence of non-members of Committees at Committee meetings

A member who has proposed a resolution, which has been referred to any committee of which they are not a member, may attend to explain their resolution to the committee but shall not vote.

9. Interests

If any member has any pecuniary interest or indirect within the meaning of Section 94-95 of the Local Government Act, 1972 or the Code of Conduct 2007 including adopted paragraph 12(2), in any contract, proposed contract or other matter they shall while it is under consideration by the Council withdraw from the meeting unless the interest is trivial. The Clerk shall record in a book to be kept for the purpose, particulars of any notice given by the member or any officer of the Council of a pecuniary interest in a contract and the book shall be open during reasonable hours of the day for inspection by any member.

10. Inspection of documents

All minutes kept by the Council and by any committee shall be open for inspection of any member of the Council.

11. Admission of the Public and Press to Meetings

At all meetings of the Council, the Chair may at their discretion and at a convenient time in the transaction of business allow the public to make representations, answer questions or give evidence relating to the business transacted.  The public will be allowed to speak for a maximum of three minutes on that particular subject, unless that member of the public has sought prior approval with a quorum of the Council at least one week before the meeting is due to be held. These sessions will form part of the Council meeting and will be minuted.  The public (temporarily) be excluded by means of the following resolution: - “That in view of the (special) (confidential) nature of the business about to be transacted, it is advisable in the public interest that the public be temporarily excluded and they are instructed to withdraw”. The Clerk shall afford to the Press reasonable facilities for taking their report of any proceedings at which they are entitled to be present. If a member of the public interrupts the proceedings at any meeting the Chair may, after a warning, order that they be removed from the Council chamber.

12. Confidential business

No member of the Council or of any Committee shall disclose to any person not a member of the Council any business declared to be confidential. Any member in breach of the provisions shall be subject to removal from any committee or sub-committee of the Council by the Council.

13.      Freedom of Information Act – January 2005

In accordance with the above, any person from anywhere in the world can have access to Parish Council records, providing the information requested is by either: - E. Mail or in writing and 20 working days are given to comply with the request. If, the County Archivist holds the records, then the request should be addressed to that department. Exceptions are minutes of confidential meetings, personal information and information given in confidence. Charges can be made under the Publication Scheme for this service.

SEE ALSO PREFIX STANDING ORDERS – 30.03.10

SIGNED………………………………..(CHAIR)  DATE……………………………….

SIGNED…………………………(VICE CHAIR)  DATE……………………………….

