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INTRODUCTION

These model standing coders wpdate the National Association of Local Council
(NALC) mode! stansing orders contained in “Local Councils Explained” by Meera
Tharmara@an (© 2043 NALC). This pubiication comains Naw modal standing orders
WNEh referencd New OSlaton nroduced aMer 2013 when the last model slandrg
orders were Dublated

HOW TO USE MODEL STANDING ORDERS

SO Orders are P ariien rukis of § OCH Coundl. Standing orders are essential
0 reguivie the proceedings of a meetng A councl may also use standing orders o
confirm oc refier 1o varicus nermal coganissional and adminat atve sTangements
The Sandng oo of & Councl &0 Mot T SAMe 48 Te Doloes of a councl but
$283°0ng ordecs may refer 10 Hem

Local councis oparate within 3 wide statutory framewadc NALC modkl standing
Or3ars NCOMOrate and roference Maryy SLaANrY reQuiremrents 1o which councis ane
subject 1 is not possiie for he model standing orders to contan or reference all the
S0y o egal reguremunts which apply to local Ccoundls For example. it s not
practoal for model standing onders 10 document al CDIgMSONE usder dats protecton
logaiation. The ststicry requiremeants o which 8 councll @ sudect apply whether of
POt they are INCOMOEaned it 3 Councl's standing orders

The moss siandng orders 00 Aot Nciuoe model fnendal regulstions. Financal
Aoy 49 standing osders 10 reguiae and control the fnancal affars and
sccounTing procediures of 8 local councll The finarcal reguators, &3 0pposed ¥ the
SIENANG Oroars of & CONGL. NSIUSE MOSE OF e reQuUIremants relevant 1o the
counsl's Resoorsibie Francal Officsr. Node francesl reguiatons are avalable o
counsis in memborship of NALC

DRAFTING NOTES

Wodes stanang orders that are in bold type contaim legal and stasnsey roguisements
1t i recorrmended That councis adopt thers wihout Shangng THMm o Thar MIanng.
NModel standing orders not in Bold are Gesgned 10 help courcis opersts efectvely
bul they 0o sot contan steh fory reguitements 5o fiey may Be adopted as drafed or
amended 1D sut 3 counal’s needs. It s NALC's view 1hat al mace! Sunang oroers
will ganarally be sutabie for councils

For corweniencs. the word “councillor” is used n model standing ondars and. unless
1o Comeat 00N cthewine Inchdes 8 Nen-Councilion with o without voting
Aghts.



FAURES OF DEBATE AT MEETINGS

Motions on the sgenda shal be considersd in 1o order Not oy APPOIT UNiess
he order is chasged at the discretan of the chialeman of 1hs meeting.

A MOotion (NSLANG 3N AMeNMIND) Shal Nt be progressed unless & has been
Moved and secorded

A Motion o the agenda that is not moved Dy ils proposer may be treated by
e charman of the Meating a5 withdrawn

¥ 3 mation (nciuding an amendment) has been seconded, it mey e wirdrawn
Dy the proposer only with the Consent of 1 seconder ard the meetng

AN 3Andment § 3 prOPOSE 10 MMOve Of 30d words 10 a motion. i shall not
NS0 e Matise

i an avendment 15 e oigingl MOSON B caried, Te ongingl moton (83
ANeN3NC) DOCOMEs T SUDSIANTVE MOBON LPON WNCH ArTsr ameadment(s)
May Dé mowes.

An sandment shail not be corsidarsd LNeRs ety verbal natice of i 5 ghven

&t the meetng and, T requosied by the chasirmen of Tie meestng |5 expressed
I wiling 1o the chakrman

A Councilion ITay MOe 0 AMENdment 1 Hs own motion f agreed by e

mReing If 3 motion has siready been seconded. the amandment shall be with
e consant of the seconder and the meoting

If Sere is mors Tan 0N SMendmant 10 an ONgnal or sutstantive mctien, the
AMANITHNS thal De moved In Nie order Arecied by Pe chairran of the
maeirg.

Sutyect to standng order 1K), only 006 amendcment shal e meved and
Sebetod al a tme, 1 order of which shall be drecied by the chalrman of e

mwesng

One of Mo amenaments Mmay be dscussad logether f the charman of e
MAGING Considans ths axpeadect but each amendment shall be voted wpon
separately

A counciiior rray Ot move Mo than one amendment Lo 8 Snginal of
SUDESMve mMobon

The mover of an amendmant has no foNt of recly at e end of debate on £

VWhere 2 senes of amandments 10 an ogingl moton e camed, e mover of
M orginal motion shal have a gt of soply eifher 8t e ond of debate on Te
first amenament OF &1 Ta very and of eDate On e Anal substantve moton
IMTRcaNnly Dafore &4 Dut 10 Pe vots



Urless permized by e charman of the meetng. a councliorn may soeak once
in the debans on @ Moton axcept

i 10 Sp08L O AN aMeNaMmant Moved by srothe: councilicr.

i 10 move O 30eak On ancther amendmet! If the moton Nas been
aMended SNk N ST SO0k

W o make a point of order,
V. 10 OVve 2 persond explanaton or
v 10 exercied B right of reply.

Durng T dedate on 8 motion, 8 councilior may nterTupt only on 8 point of
Order Cf 2 POrsonal ExpRNEION NG e COUNCOY Wit was Intemuptsd shal
S0P speaking A counclier tHing 3 point of order shal wenity the standing
order which he consders has boen breached or spacly the other mmegularty n
e proceedngs of e meetng he & concerned by.

A port of onder shall be decded Dy the chasman of the Mesdng and s
decison shal be finad

When 2 mation & under dabate, NO other Motion shall be moved extept
! 1 rmnd e moton,

2 proceed W the next Duaress

5 adoum the debate.

T B o=

10 put the motion 10 3 voie;

10 &5k & PIVECN 10 b 1O I0N0Rr Neard or 10 leave the mesting

12 Mafer & Motion 10 8 COMMItias O SUb-CorMItine for CONEIM@Ion
% exciude the pubic and press.

20 adoun the meetng. o

90 oend partioulsr Manary order(s) xcaping Pose which reflect
MaNIAOry SLLOTY O 1603 MWeurerents.

Befong an ongnal or substantive Motion is put 10 he voie, e chaman of he
Maating 1hall be satefed that the motion has teen SUSCeNty debamd ane
that e mover of the Moton under debate has exsrcised o waked his nght of
ey

Extudng motons moved under standing order 1), the cormbutons or
5peeches by a counciier shall redate only 10 1w Mason ender deaussion and
00l NOt excoed 5 mnutes without e consent of the charman of the meestng

R 3 # 2 <



DISORDERLY CONDUCT AT MEETINGS

Ne perton thal cbstruct :0 transaction of Dusness of & meeting or beheve
offensively o impeopary i Tus Mandng order is ignored, the chasmran of the
MREING SN Meguast Su0N Parson(s) 10 Moderat o IMErove T CoNduct

If persanis) dsregard the reques! of Ne Chaimman of he meesng © Mmoderste
OF IMProve el CoNSuUCE, any councilar of the charman of the meetng may
MOVE ISt 1 Darson be 70 Ionger heard or be exchided frorm the mesting The
motien £ ssconded. shiall De put 10 the y0ile Wilhoul discussion.

If a resolation made uNder sSandIng Order 2(b) 8 Prored. the chaman of he
MROINg May ke further fesscrabie 120ps 1o resion order Or 1 progress the
meeing. This may ndiude tempcranly suspending or dosing the meeting.

Wieatngs shall not take place In premses which at the time of the meeting
are used for the supply of alcohol, uniess no cther premises sre available
froe of charge or ol & ressonabie cost

The minimum three clear days for notice of 2 meeting does not iInclude
the day on which netice was issued, the day of the meeting, a Sundsy, 8
day of ths Christmas break, & day of the Haster break or of a bank holidey
or a day appointed for public thanksgiving of mouming.

The minimum three Chrar ays’ public notice for 3 meeting does not
include the day on which the notice was issued or the day of the meeting
uriess the mweting = convenad 3t shomer notice.

Meetngs shall be open 1o the pubiic unless the presence ks peajudiclsl
1O the pudlic interest by reason of the conficential natiae of the business
o be transacted or for other special reasons. The public’'s exclusion from
part or a8 of a meating shall be by & resalution which shall give reasons
for the pebic's eaciusion.

MembDers of the puDic May MaNE MEDMSENANoNd. Snswer questions and give
evidence at a meatng which Ty &% antithed 10 attend In respect of the
Dusiness on the agends

Tha peod of tme desgnated 10 pubIS participaton & a meetirg N
DCCOMINCE W SUNSNG Aol 8) Sl Nt excoed 15 mondes uniess

L



ghecied By e chaman of the mesting

SubRct 1o standng order 3{T), & memter of the pubic shall ot speak for more
tan S misutes,

In accordance with sanding order J{e), 8 Quastion shall Nt reQuice 2 resgonse
8L Ihe mesing nor S5t 3 debdle on the question. The chavman of Ta Mestng
mdy deect Tt 2 wition Or Ord responsa be gwen

A person shal raise hs hand whan requesting 10 spask arvd stand when
speaking (excopt whian a persen Nas o disabilty or @ Mely 10 sufer disconfont)
The chaimman of the mesting may 2t arry 1Me 2MME 3 DEFSON % DA 563090
when speaking

A DIrson who spaiks & & mestng shall drect Nis corrments to the chalrmen of
the meetng

Only 0N parson Is permitied 10 speak ot 8 time. F mose than one 2erson wants
10 spesk. T chairman of the meetng shall direct the orger of speakng

Subject 1o standing order 3(m), a parson who stterds 3 meeting Is
permitiod to report on the meeting whilst the meeting is open to the
PVbic. To “report™ means (o fim, phetogragh, make an sudio recording
of meeting proceedings, use any other means for enabling persons not
Present 10 560 or hoar the maeting as & taloes place or er or to report or
b0 provide oral or written commentary about the meeting »¢ that the
report or commentary is avalable &s the Mmeating takes place or kater 1o
persons not presant.

A parson present at 8 meeting may not provide an oral report or orsl
commantary about 3 mesting 3s A lakes place without permissicn

The preas shall be provided with reasonadle facilities for the taking of
AN report of 3l or part of & meeting at whizh they are antitled (o be
presect,

Subject 10 standing orders which indicse otherwise, anything authorised

OF requined to be dene by, to o before the Chalrman of the Councill may in
N3 absence e done by, 10 or Dafore the Vice-Charman of the Councll (if

there is one).

The Chairman of the Council ¥ present, shall presice at a mesting. ¥ the
Chairman & absent from a meeting, the Vice-Chairman of the Council (if
00 15 o) If present, shall preside. If both the Charman and the Vics-
Chairman are absent from a meeting, a councilior as chosen by the
councslions protont 3t the meeting shall preside at the meeting.

Subject 10 3 meeting being quorate, all questions st 3 mecting shall be
decided by a majority of the counclicrs and NON-CouNCBOrs with voting
rights present and voting.

The chairman of a meating may give an original vote on any matter part to

7



tha vote, and in the cise of an equality of votes may exorcise his casting
vote whether of nol he gave an orginal vote,

See starting onders S(0) ard! (1) for the et Ases that apply in the slecton
of the Chgdomen of tre Counct & the annuay meeting of the Counal

Unless standing orders provide otherwise, voting on a guestion shall be
by & show of hande. At the request of a councilier, the voting on any
question shall be recorded 30 a8 10 show whether e2Ch Counciliorn present
And voting gave NS vote 1or Or against that quastion. Such 8 reauest shal
Dé Mmade before moving on 1 10 Naxd em of business on the sgends

The mirntes of 3 mestng shal Inchuide an accurate recond of the following
! the Sme and place of he mecting;

] the names of oGO Wwho & Dresent and the names of councilions
who §re sbsant

I interests thae have been declared by councllons and non-councilons with
voing nghts.

v the grant of Gispensatons (£ any) 1o Souncilors and NON-Counalions with
vOung ngnes;

v, M.WUWWMWMNW
WhHen MANCS T iy DS cderests 0 wore DoNg CoNdend,

vi  ifther was 8 public patoPaIon SasSON. and
v 1he resciulons mads.

A councillor of a nen-counciicr with voting rights who has a disclosable
pecunary interest or andther terest &s set out in the Council’'s code of
Conduct in a matter being considensd st 3 mesting Is subjoct 10 statutory
limitations ¢ restrictions under the code on his right to participate and
vote on that matter.

NO Business may be transacted at 2 meeting uniess M st one-third of
the whole number of members of the Council are present and in no case
shall the quorum of 3 meeting bo }ss than theee.

Soe 3tenchng order 4w v the Quarumm of @ ComMiies OF SUD-COTIVISe
meetng

If 3 meeting is or Decomes Inquorste No business shall be transacted and
the meatng shal te dosed. The businets on the 3ganda for T MeNtng shal
09 aouMed 10 another meetng

A maeldnyg shall not exceed & penod of Thour 30Mmnses DUt when SCIoonss.
AN S350 15 mnutes may be 30ded 10 Neceved DItONS NSO QUESIONS
from the pute



COMMITTEES AND SUB-COMMTTEES

Unisss the Cowncil determines ctherwise, @ comumitios may appoint a
SUD-Comeritiee whose terms of reference and mambers shall be
datermined by the committoe.

The mambers of 3 committea may intlude noa-councilors unless it is a
committee which reguistes and controls the finances of the Council

Unless the Councll determines otherwise, Al the members of an advisory
committee and a sub-committee of the advisory commitioe may be non-
councillors.

The Counal may appor standing COMTINEs Or Oher CoMMItiees as may be
nNecessay and

\ shal determing ther terms of reference;

L shail geterming 1he number &gt of he ordinary mestings of a
Stancing commiliee W il he date of e et annual meosng of the
Council

B Shall Dt § COMMITIBS, OB NN in respect of e odnary Messngs of
& Conmitise. ¥ Ootermire the number and tima of its Maestngs;

. shall subect 10 standing orders 4(b) and (C), aspart and doterine hHhe
Wrms of oMo of mambers of such & commitiss

v may. Scbyect 0 siandng orders 48) avd (C), sppont and determmine hHe
rms Of ofce of the subsatute MemDens 10 & Commitiee whose ole is %0
roplace 1w ordnary Memens & 3 meetng of 3 commtiee £ he axinary
moembens of the commtiee canfirm 10 e Proper OfMcer 3 days before
e mesting Miat they are unadls 1© anens,

Vi SNl aNe NS Spponied e mambers of 3 STaNdng COMMMS,
000Nt T charran of the standing commities

Vi sl permat 3 commities ohHar han 3 standing cormities, 12 appoint ite
Swn charman M the frsl meeting of the commities

Vil shall determine the piace, NOUCE ISLUNSMENLS 8NC QUOrUM for 8 meetng
of a commitiee and A suD-COMMities which. in both cases, shall be no
0ss han hee.

o el determine if e putlic May partopate af 8 mecting of & commitios;

X shall determing I e pusic and press are pamitied 10 atend the
MeSINgs of & sub-commitiae and 350 the ATvands b Notice
recurements, £ any, requred for e meatings of & sub corrmitien.

0 hall detleeming If e puslic may Pancpate & 8 moctng of a sub-



commitied that ihay Are parmined 10 asand. and
2k may Sssove 8 COMMINeS O & sub-Commitise

ORDINARY COUNCIL MEETINGS

n an slection year, the annual meeang of the Councll shall be held on or
within 14 days following the day on which the councilicrs slected ke
office.

10 & yoar which i3 not an election yedars, the annual meeting of the Councll
shal be heldd on such day In May as the Council decides,

if no other time is flued, the annual meeting of the Councl shall take
place at Gpm.

In addition to the annual meeting of the Council, at lcast three other
ordinary meetings shall be held in each yoar on such cates and times as
the Counci cecides.

The first businoss conducted at the annual meating of the Councii shall
De the election of the Chairman and Vice-Thairman {f there is one) of the
Council,

The Chairman of the Council, uniess he has resigned or becomes
disqualified, shall continue N office and preside at the arnual meeting
until s successor is clected # the neat annual mecting of the Councid.

The Vice-Chairman of the Countil, ¥ there i one, uniess he resigns o

Decomes disqualfied, shall hold office until iImmediately after the election
of the Chairman of the Council at the next annual mestng of the Counci

in an slection year, ¥ the current Chairman of the Councll has not besen
re-elecied as a member of the Councl, he shall preside at the anmial
mesting until & successor Chairman of the Councll has been elected. The
current Chairman of the Council shall not have an original vote in respect
of the slection of the new Chalrman of the Council but shall give 3 casting
vote In the case of an egqually of votes.

in an election year, ff the current Chalrman of the Councll has been re-
elacted as a mambar of tha Councd, he shall preside st the annual
maeting until a new Chairman of the Counci has been elected. He may
exercise an original vote in respect of the slection of the new Chairman of
the Council and shall give a casting vole in the case of an equaity of
votes.

Faliowng the elecson of the Charmian of fe Counct ang Vico Charmae (¢
thete i cre) of he Coundl st e anrual meoing Te Dusnes shal Inch.ce

10
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In an elaction year, dalivery by the Chalrman of the Council and
counciliors of thei soceptance of ofice forms uniess the Council
rescives for this to be done at & later date. In a year which is not an
slection year, delivery by the Charman of the Councd of his
aoceptance of ofice form unioss the Council resclves for this to be
done at & laber dale,

Corfrmanon of e accuracy Of T MNutes of he last meetng of the
Courcit.

Recopt of the minutes of the last metng of 3 commities.
Contcoration of the 1ecommendabions made by a cemmitios

Review of Selegation amangements 1 commitiess. sub-comemitises, staff
and cther Jocal authombies,

Review of 1 terms of refensncs Sor commitiees:
Apporemact of membars 10 XEHNg ComMtiees,
APpOniment of any new COMMIess i SSCONSance with Sianding order 4,

Review and acoption of 2ppropnate STANANG Orders and Inancis!
reguistons.

Reviaw of acrargements (nciudng 10gal agreaments) with cther locsl
mnorites, nodforprofit Dodes and Dushesses.

Review of represertation on of work with eatemal bodies and
HTANGEMENS Or MpOrting Deck.

1 80 laction yeor, 10 make TANQEMANES with & view 10 e Coundl
tetaring algbie 10 exoroee e Jenerdl power of compeiencs n Te
fture,

Reéresiwr of invenvicry of lang and oer assets incudng buddngs and
offcH eauipment.

Confemation of avangements for NEuance cover n respact of ol
neurable rishs

Rermtw of the Counal s andiar ST SLBSCTOS0NS 10 Olher bodes:
Reviaw of the Councl s compiants grocedure

Review of the Council 3 policies. grocedures and practices i respect of
£5 cOlgatons under freedom of inforrmaton ad dets protecson
psiation (See 20 SO OIS 11, 20 and 27),

xviil Review of the Counal's polcy for dealing wih tha prasssredis;

xie

Raview of the Councl s amployment polices and procedunes.

1"



xx  Review of Ta Councl s @pencitun incurred under ¢ 137 of $he Locsl
Govemment Act 1972 or P general power of compatence

xx.  Deterrmning he Sme and place of ordinary meesngs of Te Councl o 10
N INCuaNg T néad S nus meeting of he Councl

EXTRADRDINARY MEETINGS OF THE COUNCIL, CONMITTEES AND
SUB.CONMITTEES

The Chairmuan of the Counct may convene an extracrcinary meeting of
the Council at ary Sene.

if the Chairman of the Councll doas not call an extracrdinary meeting of
the Council within seven days of having been requested in writing to do
80 by two counciliors, any two councilions may convene an extraordinary
meeting of the Council. The puliic notice giving the time, place and
agenda for such a meeting shall be signed by the two councillors.

The charman of & commities [Of & sub-commites] may cormere an
STy Meetng of Tie COmMmbae (Oof He sub-commities) at any Wre

If e chawman of & commities [or 8 sub-commities] 0088 not call an
QUIraordingey maeting within 7 days of having Desn requested £ do 8o by 2
members of the commitiee [Of the sudb-commitise], ary 2 menberns of Tw
cammities [Of the SLO-COMMItes] May COWENE anN SXITACAlingry Meetng of Te
Commities for a sub commimes)

PREVICUS RESOLUTIONS

A resciuton shall not e reversed witin six Menths except oihe! Dy 8 specsl
MOGON, wiveh reGuires witten notioe By at least 2 Counclicns 10 ba given 1o Te
Proper Cfficer is accordance with standing ordar 8, of by & moten moved in
Drsusnce of the MOOMMEndation of & COMeEes or & SUL-Commtise.

Whan & molion moved pursusnt 10 stardisg order 7(8) has been disposed of,
NO Smilar motion may e moved 1or @ Turther Sx months.

VOTING ON APPOINTMENTS

Whorn mor hian o parsons Nave been normnated %or @ positon 1 be Niled
oy 26 Courcl and none of Mose persons has receved an sbsolute magpority of
VOles N el favour, Tie name of he Parson Raving the least number of votes
shal be struck off the ISt and 3 Pesh vOle teken. This process shal continue

12



Vil § SOaty of votes & gven i favour of ONe PArson. A 39 IN vOIles May 2o
Sottied by e castng vote exarcsadia by e charman of the mesting

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO DE
GIVEN YO THE PROPER OFFICER

A meson shall relate 10 he responsbiitas of 16 Meetng for etich it is tabied
and 1 any oven! shal relate 10 the peformance of the Councl's stasiery
Ancsons, powers and coIgatons O an ssue Which SPRCncaly MMacts T
Counci's ares or s resdents.

NO moton may ba Moved al @ Meetng unkies 2 is on the agends and e
Maver has given wiitlen notice of its werding 10 the Proper Oficer ot least 7
Clear cays before he meeting. Clear dirys 00 Mot Ndlude the Say of he notioe
or the day of the meeang,

The Propir Oicer may. before inchading a motan on 1he aQenda mosived in
cordance wih standing order WD), comect obvicus gammancal o
YPOYraphical a0 N He wording of the moton.

T e Proper Officer considens e wordng of @ motion Mecined in SCOrsancs
wilh standing order S) is not chear In MARNNg. the mutisn shal be mjecied
Wil e Mover of 1o Mation resubmits £, 50 that £ can be understood n
writing, 10 e Proper Officer at least 7 Cleer days Defone the meeling.

If e Wording o Subject of B PIODOSad MONGN 1§ CONsidenad iImproper, the
Proper OMoer shal Consul with P charman of e forhooming mesting or, as
19 Case May Do, the councllon who Mave cervened 1o meeling. 10 CoNsIder
wielher e moton shal be nduded N T sgencs or mpcied

The Cecison of 1e Proper OMcer 85 10 whether or Not 10 Inclkeda 1% MOton on
T ApENCS shadl be fnal

Motons received shafl be recorded and NUMDaed In Nie arder Nat ey are
recoved

Motons rejecied shall be secorded with a0 euplanation by the Proper Officer of
the reason for reection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

The folowing motons may be moved &t & moetng without writhen notice 10 the
Proper Officer

\ 10 COMCL an NBCuracy In he draft minutes of a MYetng;

13
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10 MOve 10 & vote
o cefar consideration of a motion

T w

10 rofer 3 Mmotion & 3 particulsr CommBioe or A-COMMItNe.
19 2ppOnt & persen 1 preade &t 8 meeling.
10 chiange the orde of Dusiess on he agends;

<

10 proceed 10 e nexd Dusness on e apgendx

10 FeQUIN 3 Wihlan reparnt,

10 SPPONT A COMMTNS Of RD-COMMItINe arc Teir Members,
10 extend $ time mits or spesng

10 exchude the press and pubic from a meetng n respect of confidental
O Oher Ifonmation which s prejucicial (D 1he DuDES Nierest

x N g 5B

10 Pot Near further HOm & COUNCIY of 3 mamber of he publc,

1 emperanly suspend e meeting;

10 SURpeNd 2 PANOUler Slandng order (uniess 4 reflects rrandatory
stalniory o logal requirements),

WL 10 adjoum the mestng o
XL 10 0S4 1he Medng

o
XE. 10 exchude & counciior or member of the SUDC 1or disonderty Conduct
xry
xv

MANAGEMENT OF WFORMATION
500 250 starchag oner 20

The Council shali have i place and keep under review, tochnical and
organisational measures to keep secure IMormation (Including personal
dita) which £ holds in paper and elctronic form. Swuch arrangements
shall mciude deciding who has access o personal dats and oncryption of
personal dats.

The Ceuncil shall have n place, and keep under review, policies for the
retention and safe destruction of all information (inciuding personal data)
which it holds in paper and electronic form. The Council’'s retention
policy ahall confirm the peried for which information {inchuding personal
data) shall e Mtained or ¥ this is not possidle the criteria used to
Setermine that periad (e 9. the Limitation Act 1980).

14



The agenda, papers that sepport the agends and the minutes of 2 meeting
shall not dsclose or ctherwise undermine confidentis! informaticn cr

personal dats without legal justificstion.

Counciiors, staft, the Council's contractors and agents shall not disclose
confidentiad information Or parsonal data without kegal justification.

DRAFT MINUTES

Full Council meetings .
Committes mastngs .
Sub-commities mesings .

i 1 rafl minuies of 8 preceding meeting have been sarved on counciions
With the agenda (o attend the meetn) at which ey e Jue 10 D8 Ipproved
for acouracy. thay shall be takan as read.

There shail be no dacuason sboul the &rafl mirvtes of 3 procading mectng
QRCADL IN Nefaton 10 Hier ACCLAacy. A MSon 10 SOMECt an NBCouecy In he
draft minutes shal De MOoved N SCCONSANCH Wil Standing order 10(a)0

The acturacy of dral mwvites. Mcluding 3y anencment's) made 10 them.
shal be confirmed by resoktion and shall be sgred by e chainran of he
MIcing and aNd B3 a0 SCOXEWM Mecond of T meeting 10 which e minutes
reas.

¥ e charman of he meeting does Not CoNsor 1e Minules 10 D2 an
aocurate record of the maating 10 which thay relate. he shall 500 T mirutes
and ndude & paragraph it he folowing terms o 1O the sane efect

“The chaiman of Tis meeting does not Delieve 1ha T Mnses of
he mesting of he Barmston & Frashope Pafsd Coundl hed on
[dana] In reapact of [8am)] Wars & COrmect record but his view was not
Uphels by Mo meating and he minutes am confimmed as an ScoUse
record of e proceedngs

¥ the Councir's gross annusl income or expendture [whichever is
higher) does not excead £25.000, it shall publish draflt minutes on a
wobaite which is puicly accessibie and lree of charge not later than
ONG MONth aMer the meeting has taken place.

Subyact 10 e pudIcation of draft mINtes IN ACCOMTaNce Wi SLnding Order
12(e) arvd standing order 20(a) and Tollowing & resoiton which confrms the
accurady of e minutes of 8 meeting, e draf! mirvtos or recondngs of e
meeting o whch approved minuies exist Shal Dd oestroyed

15
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CODE OF CONDUCT AND DISPENSATIONS
Se0 also standing order N

Al Courclons and Nen-conalors with votng rg'ts shal caserve the code of
conduct acapied by the Councl

Uniess e has been granmied 8 dapansstion, 8 councilor or nan-councilor with
valing fghts shall withd'aw from & mostng when 1 s considoring 3 mather is
which he has 8 disciosadic pocunary Fmsnsst He may retum 10 e mesteg
ANGT I NES CONSIOLNED INE MADE IN Wheth Ne NAS 1he Inderest

Unless he has been granted 3 dispansation, a councilior or non-councilor with
voting fghts shall wihdraw from a meetng when it 15 Considanng @ mattor
Which Ba has another Rterost F 30 fequired by the Council's code of conduct.
P May retum 2 the meeang after it has considered the matier in which he had
the ntorest

Dispansation requests shall be in writing and submitted 10 the Proper
Officer &3 302 as posadie defore the meetng or faling thet ot e stan of
1 MEStng 100 Which INe CISPenSaioN S QUG

A DBCINON 88 10 WhetiEr 10 0ran 3 GIDANASHON IMAL De mace Dy & mesting of
e Courncl. or commitiee or sub-COMMIttes or which the dispensaton Is
regured and hat decsion & fnal

A dispensation request shal conirm:

L the dasripson and the nature of e Jsciosatie posuniary Nerest or
Otha INerast 10 which TW quest f0r 1e dSoansation mlates.

4 whathe: the dapensaton is requind 1o paricpate at a meetng n 2
Sistusson only o 8 Sadussion and a vois.

i Pe date of Be meeting o T Parad (POt exceeding four years) for which
e dspensation s sought. arg

. anOpianation as 10 why the Aspensanon 5 sowght.

Subjact 10 stencing oncdkans 13(d) and 1), & GHpensaton reguest thal be
ccrtidered ot e bogiming of e mosting of the Coundil o commitioe of 3ub-
COMMBIS 1r WHKH e CSPnsation '§ MQuired.

A dispansation may be granted In sccordance with standing order 1e)
having regard %o all relevant ciroumstances any of the following apply:

k withcut the disponsation tha number of parsons peohidited from
participating in the partioular business would be 30 great 8
Proportion of the meeting transacting the business as 1o impede the
transaction of the busiess;

16
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i granting the disgensation i in the interests of persons living In the
Courcil's amma; or

B s otherwise appropriste to grant & dispensation

CODE OF CONDUCT COMPLAINTS

Upon nodticaton by he Distnct or Untary Councl thatt it s dealng wih a
COMpiint that 3 councilor or Nas-Counalion wih voung rghes has Besached o
Councl's code of condhuct, the Proper Officer shall, subject 1o standing coder
11, repon mis 10 e Counch

Whére 7 notficenon in standing order 14(2) relates 10 & Compiaint made by
= Proper OfSoar, the Proper Ofcer shal noty fhe Chairman of Councl of
=3 fact. and the Charman shall nomnate anoder 1T membDer 10 sssume the
duties of the Proper Officer n relation 10 T COMptant untll it has been
determined and 1w Coundil Nas agreed what acticn. £ any, 1o ke
accordance wih stardng order 144d)

The Council ey

L provion Iormation Of evidence whene SuCh ASOOSUN § MCESIATy 10
IvEsigE De coOMplant o i & legal requibement,

i seek rdormation relevant 10 e COMplant #om the person or body with
sta%tory resgonsbiity for IWesIgation of the matier;

Upon notificetion by the District or Unitary Counca that & councillor or
non-councillor with voting rights has breached the Council's code of

conduat, the Council shall consiser what, if any, action to take against
him. Such action excludes disqualification or suspension from office.

PROPER OFFICER

The Proper OMcer shal ba 2ither () 1 clark o (1) other sta® merber(s)
nominated by the Council 15 undetake $9 work of e Proper Oficer when the
Proper Officet is sbsent

The Praper OMcar shat

\ & bt Uwee clear days before 2 meeting of the council, &
commitiee or a SUd-COMMINge,

«  Sarwe on counciliors by delivery or post at their residences or by
emad autherticatad In such manner as the Proper Offscer thinks

7
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[

2, 2 signed summons confinming the time, place and the agenda
(provided the councilior has consented 1o service by email), and

« Provide, in a conspicecus place, public notice of the time, place
and agenda (prowded that the pubiic notice with agenda of an
extraordiniry meeting of the Courneil convened by councillors is
signed by them).

See standng order N(D) for the meaning of cAar Juys O § mesing o &
Al councd and stavding order (ch Tor the meaning of clear deys for @
meatng of & commites.

utject 30 standing order U Include on e agenda all motons in the order
recaned Lriess & Counciior havs Given wilhen notics at least 7 days
belore e maeting confrming hs withdrawal of &,

comvens a meeting of the Councll for the election of & rew Chairman
of the Council, cocasioned by & casusl vacascy in his office;

facilitate inspecton of the minute baok by local govemment
electors;

recaleg and retain coples of byslaws made by other lecal
ahortes;

*0ld acceptance of office forms from coundilions,

PO @ copy of every councilor's reg ater of inlerosts.

sasist with respondng 10 requests made wrder freedom of Informston
OSN30 rights exarossbie srder data protecton legsiaton, n
SCCONdantn with e Coundil s relevard polcies and procedures;

kaise a3 appropnate, wih the Councl's Data Protecton Offcer,

esaive and 1end genersl comespandence and roftces on behat of the
Council except where there 15 2 resaiuion 10 e Conrary.

2S5 In the CIganEaton of, SIOFRge Of SCCHSS 10, Mecurty of &g
castrucion of ndormaton hald By 1he Coundil in paper snd slecsoric

1orm wRject 10 the sequiremants of deta Sretecton and freedom of

NIOMAon IBSAN0N AN CNWN MOLIME ‘SQUrBments (& g. he
Limstaton Act 1960)

Arrarge ‘or legal deeds © te mmaied
(200 220 standing orcier 27},

TANGS OF MANA0E the promat Suthorisason, approval, and nstructon
regarang any payments to be made by Ne Coundcl I8 3C0OMdences wih 43
foanoal regustions.

RCONS Ovary Planning Appication notied 1o e Coundl and the Councls
response 10 e ocal plannrg sumhonty i 8 SOk ¢ 3uch PUpose.
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17

xv. moler a plarnng spplcaton recsived by P Coundl 10 the Charman o in
N3 sbsance the Vioe-Chalman (F Sens is one) of the Counclt within two
working Cays of recaipt 10 "aditate an extraordnary meetng if e nature
of 3 planning IpPICItON NQUINes CoNsCraton Defore T next crdinary
meetng of the Councl

el maNnage so0ess 1 INformation about the Counct via I puDsCaton
sohame: and

Xer AN cusiofy of the sad of he Cound (¥ Here is one) which shal not
D9 USAC without & resoltion 10 that offect

(see also starxivy ordev 21

RESPONSIBLE FINANCIAL OFFICER

The Counal shall appoint appropriate staff memen(s) 10 undenate thi work of
the Responsdie Francial Officer whan the Responaidie Fnencsl Ofcer is
absont

ACCOUNTS AND ACCOUNTING STATENENTS

Proper practces” n slanding 0rders /elar 10 he mos! recert version of
‘Govemnance and Accoustadiity for Lozal Councils - a Pracitionors’ Guide™.

Al payraces by the Counci shal be authorsed, approved and peid in
SCCCrOasCce with the law, proper practiKes and the Council's Srancisl
reguanons.

The Resporsble Financal OMoer shall suppiy 10 asch counalior as seon as
practcable ater 30 June, 30 Seplerber and 31 Decerrber it sach yosr a
siatement 10 summarise.

| e Counal's recepts and payments (O NCome 8N sopendiure) for
o QUAne”

L 1w Counal's sgormgste reonpis and payments (o Income and
txperdiure) for he yoor 1 dale;

B e balances hold &2 e 000 of the Quaner Deing repcrmed and

WhIEH Includes a comparson with he budget 12¢ I TNANCA yest and
hghights any actual o Potenial Overspends.

AS 500N &5 POSSitie #Mer the Tnarcidl year ond at 31 March. e Rosponsiie
Finencal Offcer shall provide

195
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i Sath courciion wih & staterrant surmansing the Courcl s recepts and
payments (o ncome and expendtire) for e last quarter and the year 0
Ca%s 10r NfoMmaton. ang

i 10 0e Counal he accounting statements for 1ié yoar 1 the fom of
Section 1 of 1 anmual govemance and accountabilty retum, a4 required
by Droper pracices, for consideration and spproval

The year-and scoountng statements shal De prepaned 1 CCOincs win
proper practices and apply 1 form of SCCounts determiced by the Councl
(rocaipts and payments, Or NCOME ad eapenditere) for the yoor 1o 31 March
A completed drafl arnual Qovemnansce and accoustabiity resum shal be
preserted 10 all councilons at least 14 cays Proe 10 AMCIPEES Appeov Dy e
Councl. The anmnuall govemance and accourtadiity retum of e Councl which
IS SUDRC 10 axiemal audt, Ndudng T arrual govemance siatement, shal be
praserted 10 he Council for considerstion and formal approval before 30 June.

FINANCIAL CONTROLS AND PROCUREMENT

Tha Councl shall consider and approve fnancal reguiatons drawn up by he
Resconsidie Mirancial Ofcer, which shal inciude delailed amangements in
respect of Ne fobowng

| e kedsing of Sccourting records and systems of Iemal Contrels,
i e asseswmant and managemant of Nencdl rigks faced by the Councl,

B e work of e indepandent nitarmal sudtsr in accordancs with proper
procices and e recept of regulsr sepcrts feom the nilermal sudior,
which shadl be regured at least anvualy,

W e inspeciion a0 copyng by counalions and local sleciors of T
Counci's accounts andior orders of payments; and

‘. whoter contracts with an ostmated vaiue Delow £25,000 due 10 special

QroUmatances are axempt from & tendering process of procuemant
exerose

rmmuumwmnumu
fess of purpoe

A public centract reguisted by the Public Contracts Regulations 2016 with
an estimated valew In excess of £25.000 but less than the relevant
thresholds in standing order 18() is subject to Regulations 109-114 of the
Putiic Contracts Regulations 2018 which inciude a requirement on the
Councli to advartise the contract opportunity on the Contracts Finder
WEDSRE regardngs Of what other Means R uses to advertse the

OpportuaRy.



SUDSC! 10 AGELONR] MU N T franciy’ regulatons of e Counct
the tender procoss for contraces e the supply of 900ds. Materals, services of
NG RBCUTRN OF WOrks Shal Inciucie, a8 & MInmum. he IoIowing slepd

| § DACHCHON o e Q000 Matenals services or the exsouton of
works shal be crawn up

3 2N rekation 10 tender shall be drawe up 0 confiem () the Caunol’s
spechAcation (i) e time date and socress for Do SLOMESION Of tenders
(1)) e dane of he Councl's writlen "esponss 10 T ender and (v) ™
PrONDEON 0N PIOSPECEiVE CONACIDNS CONMCENG councilors o £ 1o
SOR0Wrege o suppaat thew tender culside the prescrded procsss,

B the invimation 10 tended shal be advertised 1 8 cal rewsoscer and In
2y ST MANNST il IS SPENopnate

V. 1edens ane 10 e submiad N wrang 0 2 sealed maked snveioge
addressad %3 the Proper Oicer

v.  tenders shal ba opaned by the Proper Officer in the presente of ot loast
OO COuNCllor Mer the deadine for sSLDMISSON Of tenders Nas passed

Vi 1endens 4% 10 D6 reponed 10 and ConEiceced by the aporpnae meetng
of 18 Coundil Or 3 COMMINGs O sub-Cortmtise with delogatod

resgonsdiity.

Neither e Coundl, nor 8 commitiog O & BO-CoOTMtee with delegated

FESPOTS DIty A COMSIOR) WAZers, |18 DOUNd 10 ac0ept the 'Owest value
WANCR!

A pebic contract reguiated by the Public Contracts Regulations 2015
with an eatimated value In excess of £101,202 for a public service o
Supply contract or in excess of £4,551,41) for a pubiic works contract (or
other threshaids determined by the European Commission avery two
yoars and publiished in the Official Joumal of the Eurcgean Unlon (OJEU))
shall comply with the relevant procurement procedures and other
requirements in the Public Contracts Regulations 2015 which include
advartisng the contract opportunity on the Coctracts Finder webete and
in QJEU.

A peblic contract in connection with the supply of gas, heat, electricity,
dnnking water, transpornt secvices, or postal services to the public; or the
provision of a poret or airport; or the exploration for or axtraction of gas,
ol or solid fuel with an estimated value In excess of £26J 424 for a
sepply, services or design Contract; or In excess of £4 551 413 fora
works contract; or £520.370 for 2 social and other specific services
contract (or cthor throsholds determinad by the Europesn Commintion
cvery two years and published in OJEU) shall comply with the selevant
procurement procedures and other requitements in the Utiities Contracts
Regulations 2016

21



19

HANDUING STAFF MATTERS

A matier persoral o 2 memdor of sta $at Is Selng considered by & meeting of
Councl is sjec! 10 standing order 11

Sutject 1 1e Caundl's Py MQardng abeences from work the Counal's
MeS! SO0 membie of sl shal notfy e charman of Te counci of absencs
occasnned by iiness or othar reason and that person shal repsrt such
absera 1o councl ot it next Mmeetrg

The charman of the councl] o In s aDsence, the VCe-CAEMIan shall upon &
FESOLAON Conduct 3 review of the perfoTrance and arvud soprany of the
werk of [he member of 53afTs 0b 16]. The evews and appraisal shal be
FERIried I witing and are subject 10 aporoval By resoiton by he Counal.

Subjeat 1o e Counal's policy Tegarang Me NEnding of grevance maters, the
Councl's mast senor member of S5 (or othat members of s1a) shall contact
0 CRAFmMAN I Neapact of an Pfermal or formal grevance matier, and s matter
shal be reponed back and peogmased By resciuton of he Coancl

Subject 1 e Counal's policy reganrdng the Nandiing of ravancs maters, i
an irformral or formal grevance mamer raised Dy [ mamber of $1a 00 Se)
AL 15 Te chalman or vico-charman of he Councl, thit thall be
COMPUNICtad 10 another mamber of the Coundil [which shal be fepcrted beck
8°C DIOgMessed by resoiuson of e Counal.

ANy perscns responsibie 1or al or pan of e marspement of staff shal yeat s
contdental the withen mconds of Al meatngs relating o thew pertomance.
Capabiftes, prievance or discplisary matiers

IN accordance Wil SIANANg 06387 11(3). PATONS wih ine managament
responsRiNGs sPal NGve SCCHES 10 AT records refemed 10 N SLANSNG 008N
150

RESPONSIDILITIES TO PROVIDE INFORMATION
See aiso standing owder 21.

In accordance with freedom of information legisiation, the Courcil shsll
publith nformation i accordance with its publizaticn scheme and
respond to requosts for infornmation held by the Ceuncl,

(¥ gross avnual income or expendiiume (nhichever 3 NGNer Goas Not sxceed
£25.000) The Council shall publish information In accordance with the
requiremants of the Smaller Authorities (Transparency Requirements)
(England) Regriaticns 2015,

2
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(¥ pross annval incoow Or expandium fwischover is 1o Nghar evceeds
£202.0521 Trw Courcil, shall publish iInformation in sccordance with the

requirements of the Local Govememet (Trassparency Requirements)
(England) Regulations 2015

RESPONSIEBILITES UNDER DATA PROTECTION LEGISLATION
(Daiow I8 NOt an exciusive st

Sse aiso standing onder 11,

The Council shall appoint a Data Protection Officer,

The Council shall have poiicies and procedures in place 1o respoad to an
individual exarcising statutory rightts cencerning his personal data,

The Council shall have 2 written pelicy In place for responding 1o and
managing & personal data breach,

The Council shall keep 3 record of all personal data breaches Comprising
the facts relating to the personal data breach, its effects and the remedial
action taken,

The Council shall ensure that nformation communicated i its privicy
notice(s) Is In an easily acoessidie and avaiable form and kopt up to date.

The Council shall maintain & written recoed of its processing activites.

RELATIONS WITH THE PRESS/MEDIA

Reguests Hom the press or Oher Masa 107 30 Ol OF wrtsen Comewent o
statemant from the Councll 25 counGlions o st snal bo handed n
AC00rdance with the Council's Doty 1 reapedt of Jeaing with e press andior
other meda.

EXECUTION AND SEALING OF LEGAL DEEDS
Soe als0 stncg ordevs 150)(1¥) and (xvi)

A legat Seect shall Nct be sxecaied on bohalt of the Coundcd uniess suthorsed
Dy & reschnon
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25.

[Subject 10 standing order 23(a), the Council's common soal shall slone
be used for sealing & deed required by law. It shall be applied by the
Progar Officar in the presence of two counciliors who shall sign the deed
AS witheases )

The sbove is appicabie 1o 3 Councd with 3 COTVION S8,
OR

[Subject to standing order 23(a), any two counciliors may sign, on behalt
of the Council, any deed required by law and the Preper Officer shall
witrass their signatures.)

The above is appicadiv 1 8 County wihoud 8 common soal

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

An rwvisson 10 attend a meetng of the Councl $°a be sert. topether with e
2genda, 1o e ward councilon's) of the Distnct and County Councl OR Untary
Council regresenting the area of the Counail

Unless Ne Councl cetermines omMansise, 8 Copy of 6adh ktler sent 10 the
Dstact and County Counal OR Unitary Councll shall be sent 1o the ward
COUNClon(s) mpcetenting the area of the Council

RESTRICTIONS ON COUNCRLOR ACTIVITIES

Unfess duly sumonsed no counalier shall

L INSDeCt aty BNg andier premises which e Councl has a nght or duty 1o
nspect o

Kl A0S Oders. It uchions or drecions

STANDING ORDERS GENERALLY

Al or pan of & standing order, except One thal INCOMHOrates Mmandatory statutory
Of Mgd requirements. My De SUSPENCed Dy MESOLAN In relston 1o e
CONsIderaton of an Mem on the 30eNds 1or & Mmesting

A MOton 10 84 10 Of vary of fevoke o0 of mere of e Councl's standing

Orders, except cre thatl INCorporates Mandelory atitory or legal requremens,
Shall D9 Prop0sed Dy & S0ACiE MOTON. e writen notice by at least 2
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counciions 1o Do given 10 1he Proper OMoar in scoordance with slanding order
8

¢ The Proper Omcer shal provide a cody of the COuncil's standng orders 10 8
counclior 38 S00N a3 posable.

@ The decision of the chairman of & Mestng at £ T appication of standing
Orders al the meetng shal be firad

THESE STANDING ORDERS ARE BASED ON THE 2018 MODEL STANDING

ORDERS (ENGLAND). NALC IS THE NATIONSL ASSOCIATION OF LOCAL
CouNCiLs

THE ORDERS WERE ADOPTED BY BARMSTON & FRAISTHORPE PARISH
COUNCIL BY RESOLUTION ON 13™ JUNE 2018,



