CHUTE PARISH COUNCIL 

STANDING ORDERS

( 28th June 2007 Issue) 

Standing Orders -  28th June 2007 Issue (see para 19)
1.
MEETINGS

1.1
The statutory Annual Meeting of the Parish Council :-


(a)   in an election year :  shall be held on the Thursday next following the fourth day after the ordinary day of 
       elections to the Council - normally in May. 


(b)   in a year which is not an election year : shall be held on the second Thursday in May.

1.2
The three other statutory meetings shall be held on a Thursday in September, December and March. 

1.3
Five additional meetings shall be held on a Thursday in June, August, November, January and February.

2.
CHAIRMAN OF MEETING

2.1
The person presiding at a meeting may exercise all the powers and duties of the Chairman of the Parish Council in relation to the conduct of the meeting.

3.
MEMBERSHIP AND QUORUM
3.1
The Council shall consist of seven (7) members.  Three (3) members shall constitute a quorum.

4.
VOTING 

4.1
Members shall vote by a show of hands.  The Clerk may then record the number voting for and against.  

4.2
If a member so requires, the Clerk shall record the names of the members who voted for and against a resolution.  Such a request must be made before moving on to the next business.
4.3
Subject to 4.4 and 4.5 below, the Chairman may give an original vote on any matter put to the vote, and in the case of an equality of votes may give a casting vote even though he gave no original vote.

4.4
If the person presiding at the annual parish council meeting would have ceased to be a member of the Council but for the statutory provisions which preserve the membership of the Chairman and Vice-Chairman until the end of their term of office, he may not give an original vote in an election for the Chairman.

4.5
In an election for Chairman, the person presiding must give a casting vote when there is an equality of votes.
5.
ORDER OF BUSINESS
(Note : In an election year members should execute Declarations of Acceptance of Office in each others presence , or in the presence of the Clerk as the proper officer, before the annual meeting commences.)
5.1
At each Annual Parish Council Meeting the first business shall be:-

5.1.1
to elect a Chairman and then a Vice Chairman.

5.1.2
to receive the Chairman's and Vice Chairman's declaration of acceptance of office or, if not then received, to decide when it shall be received.

5.1.3
in the ordinary year of election of the Council, to fill any vacancies left unfilled at the election by reason of insufficient nominations.

5.1.4
to decide when any declarations of acceptance of office and written undertakings to observe the code of conduct adopted by the council which have not been received as provided by law, shall be received.

5.1.5
to appoint representatives to the following:-


King George Playing Field Management Committee (2)

Chute Fete Committee (1)
 
Chute Village Hall Committee (1)

Post of Internal Auditor (1)
5.1.6
to note and accept Standing Orders : this is particularly in view of the number of additional legal responsibilities placed on Parish Councils in recent years, and duly recorded here.

5.1.7    To review the adequacy of the Contract of the Clerk and Responsible Financial Officer

5.2
At every meeting other than the Annual Parish Council Meeting the first business shall be to appoint a Chair if the Chairman and Vice-Chairman are absent, and to receive such declarations of acceptance of office (if any) as are required by law to be made or, if not then received, to decide when they shall be received.

5.3
The meeting should then proceed, after due consideration, to approve the signature of the minutes of the previous meeting, by the person presiding, as a correct record and then to deal with business expressly required by statute to be done.

5.4
In every year, not later than the meeting at which the Precept for the next year is agreed (normally December) the Council shall review the pay and conditions of service/contract of the Clerk.  This shall not be considered before it has been decided whether or not the press and public should be excluded on grounds of confidentiality.  The decision to temporarily exclude the press and public should be achieved by means of a resolution to this effect and they should then be invited to withdraw.

6.
CONDUCT
6.1
All members must observe the Code of Conduct which was adopted by the Council on the 28th June 2007, a copy of which is annexed to these Standing Orders.

6.2
If a member wishes/needs clarification of the Code of Conduct he should seek this from the Clerk or the Monitoring Officer of Kennet District Council.

6.3
If a member reasonably believes another member is in breach of the Code of Conduct, that member is under a duty to report the breach to the Standards Board (England).   

7.
INTERESTS : DECLARATION

7.1
If a member has a personal interest as defined by the Code of Conduct adopted by the Council on the 1st May 2002, then he shall declare such interest as soon as it becomes apparent, disclosing the existence and nature of that interest as required.
7.2
If a member who has declared a personal interest then considers the interest to be prejudicial, he must withdraw from the room during consideration of the item to which the interest relates. He may first however have the opportunity to state his position as a member of the public – see para  16.2. 
8.
RACIAL EQUALITY  (Adopted at 9 May 2002 Meeting).

8.1
Members are to observe the general duty placed on Parish Councils by The Race Relations Act 1976 as amended by the Race Relations (Amendment) Act 2000.  Specifically to ensure that, in everything it does, the Parish Council has due regard to the need to eliminate unlawful racial discrimination, promote equality of opportunity and promote good race relations between people of different racial groups..

9.
CRIME AND DISORDER (Adopted at 12 December 2002 Meeting)
9.1
In accordance with  Section 17 of the Crime and disorder Act 1998:  without prejudice of any other obligation imposed on it, it is the duty of Chute Parish Council to exercise it's functions with due regard to their effect on,  and the need to do all that it can to prevent,  crime and disorder in the Parish. 

9.2
In all instances where a decision may have crime & disorder implications, this will be recorded in the minutes of the meeting and, taking advice as necessary through the Community Safety Partnership,  the Council will record any such implications and the actions taken to resolve them.

10.  FREEDOM OF INFORMATION PUBLICATION SCHEME (Adopted at 12 Dec 02 & 16 Jan 2003 Meetings)
10.1
In accordance with the Freedom of Information Act 2000 Chute Parish Council will produce An Information Publication Scheme and make this available to the community. The content of this Scheme should be reviewed annually to see if it can be expanded.
11
FREEDOM OF INFORMATION ACT – GENERAL RIGHT OF ACCESS (Adopted at 17 Feb05 Meeting)

11.1
Subject to Section 36 of the Act (see below),  everyone’s general legal right is recognised to be provided , on written request, with any information held by Chute Parish Council.  The Clerk will hold available copies of the General Information Note provided by the PUS/ODPM (January 2005) and of the WALC Legal Update (County Circular No.02/05) as source documents on the subject. 
11.2
Section 36 of the Act provides for information to be exempt.  Such exemption will only apply if the reasonable opinion of a ‘qualified person’ is that disclosure would have certain prescribed effects.  As authorised by the appropriate Minister,  the Clerk to the Parish Council is to be the ‘primary qualified person’ :  the Chair of the Council is to be the ‘secondary qualified person’.   In practice, the Clerk will advise members of any requests for information and, particularly, if he intends to deny access to information.

12.
DUTIES WITH REGARD TO PURPOSES OF NORTH WESSEX AONB  (Adopted at 8 Dec 05 Meeting.)

12.1
The statutory purpose of National Parks and Areas of Outstanding Natural Beauty is to conserve and enhance the natural beauty of their area. In March 2005 DEFRA published a Guidance Note (Product code PB 10747) drawing attention to the ‘Statutory Duty’ of (inter alia) Parish Councils to have regard to this purpose and setting out both the nature of this duty and Defra’s expectations of all relevant authorities. ( A copy is held by the Parish Clerk for consultation by members).   In summary this duty requires that in exercising or performing any functions in relation to, or so as to affect, land -  Parish Councils should have regard to this purpose.  This duty applies to any decisions or activities of Parish Councils which may affect land in these areas, not just those that relate to narrowly-defined environmental or ‘countryside’ issues.

12.2
Chute Parish Council accepts and welcomes this duty and will seek ways of advancing the stated purposes of  - in its case - North Wessex AONB.  At the time of making this initial declaration measures taken which were deemed relevant include representation at the Annual meetings of the North Wessex AONB Management Board and support of the activities of GLEAM..

13.
FINANCIAL CONTROL AND MANAGEMENT
13.1  
The Precept (funding) required for the following year is to be approved annually - normally at the December Meeting.  A budget is to be presented to the Council by the RFO as the basis for this action.

13.2
Control and Risk Management:  Periodically the RFO is to present to the Council a forecast of the budget outturn for the Financial Year. The first such forecast will be made early in the year - normally in June - and is to include a risk management assessment.   This is to be used by Members to review the Council's financial position and to enable the Council to ensure that funds and commitments are properly managed.

13.3
All proposed expenditure must lie within the powers of the Council.  The Council must take particular care to ensure s137 expenditure is kept within permissible limits..

13.4
All payments are to be made by cheque, require signature by two Members, and are to be signed at a Meeting of the Council.  Members signing cheques are to ensure that they are supported by the appropriate invoice and are to initial such invoices for Audit.

13.5
As part of the Council's management of Financial Risk, members are to ensure that the insurance policy is presented to the Council for authority to renew in good time each year.   They should also ensure that the RFO makes the policy available so that they may confirm the adequacy of the cover provided.

14.
AUDIT OF PARISH COUNCIL ACCOUNTS
14.1
Members are to ensure that a competent Internal Auditor independent of the Parish Council is appointed and that he/she undertakes the actions necessary to enable him/her to render a satisfactory report in the form of Section 4 of the Annual (Audit) Return to the External Auditor.

14.2
Members are to take steps in co-operation with the Internal Auditor to ensure that they are in a position to approve the Statement of Assurance in the form of Section 2 of the Annual Return to the External Auditor.

14.3
Members are to ensure that the RFO presents the Accounts of the Parish Council, duly completed and supported by the Statement of Accounts in the form of Section 1 of the Annual (Audit) Return to the External Auditor, for their approval by end of July for FY 2007/08 and end of June for FY 2008/09.  as early as seems reasonable in the Financial Year and not later than the September meeting.

15.
INSPECTION OF DOCUMENTS
15.1
All Minutes kept by the Council are to be open for inspection by any member of the Council.

16.
 MEETINGS - ADMISSION AND PARTICIPATION 0F THE PUBLIC 

 16.1
The public shall be admitted to all meetings of the Council and its committees and sub-committees, which may however temporarily exclude the public by means of the following resolution:-

"That in view of the [special] [confidential] nature of the business about to be transacted, it is advisable in the public interest that the public be temporarily excluded and they are instructed to withdraw"   (Note :  The special reasons should be stated.  If a person's advice or assistance is needed they may be invited (by name) to remain after the exclusion resolution is passed).

16.2
At all meetings of the Parish Council, the Chair may at his/her discretion and at a convenient time in the transaction of business, adjourn the meeting so as to allow any member of the public to address the meeting in relation to the business to be transacted at that meeting.  This is to allow members of the public to ask questions or make statements and is intended to both enhance communications and to demonstrate that the proceedings are fully informed.   The Chair shall define the duration of the period of adjournment and ensure that it is understood that that the public must not take part at any other time.”
(Note:  The foregoing  reflects current Chute Parish Council ‘good practice’  and the terms are derived from NALC guidance on Standing Orders-April 2002 - para 70 – and The Charles Arnold-Baker ‘Local Council Administration – 7th Edition’ – para 7.7) 

16.2
The Clerk shall afford to the press reasonable facilities for taking their report of any proceedings at which they are entitled to be present.

17.
CODE OF PRACTICE FOR HANDLING COMPLAINTS (Adopted at May 2006 Meeting)
17.1
In accordance with the recommendation of the National Association of Local Councils, issued in their Circular 2/86 (reissued 1995),  Chute Parish Council has adopted the standard and formal procedure for considering complaints published in that Circular. This Code of Practice is at appendix A to these Standing Orders.  
18.
STANDING ORDERS TO BE GIVEN TO MEMBERS
18.1
A copy of these Standing Orders shall be given to each member by the Clerk upon delivery to him of the Member's declaration of acceptance of office.

19.
ADOPTION OF THESE STANDING ORDERS
19.1
These Standing Orders were adopted by Chute Parish Council at the statutory meeting held on Thursday 28th June 2007 and replace the 11trh May 2006 Issue.
.............................................................................  Chairman          .................................. Date

Appendix A to:
Chute Parish Council Standing Orders

28th June 2007 Issue
CODE OF PRACTICE FOR HANDLING COMPLAINTS (Adopted at May 2006 Meeting – see SOs  para 17)
1.
If a complaint about procedures or administration is notified orally to a councillor or the clerk and they cannot satisfy the complainant fully forthwith the complainant shall be asked to put the complaint in writing to the clerk and be assured that it will be dealt with promptly after receipt.

2.
If a complainant prefers not to put the complaint to the clerk he or she shall be advised to put it to the chairman.

3.
(a)  On receipt of a written complaint the clerk or chairman, as the case may be, shall (except where 
the complaint is about his or her own actions) try to settle the complaint directly with the 
complainant but shall not do so in respect of a complaint about the behaviour of the clerk or a 
councillor without first notifying the 
person complained of and giving an opportunity for comment 
on the manner in which it is intended to attempt to settle the complaint.


(b)  Where the clerk or chairman receives a written complaint about his or her own actions he or she 
shall forthwith refer the complaint to the council.

4.
The clerk or chairman shall report to the next meeting of the Council any written complaint disposed of by direct action with the complainant.

5.
The clerk or chairman shall bring any written complaint which has not been settled to the next meeting of the Council and the clerk shall notify the complainant of the date on which the complaint will be considered, and the complainant shall be offered an opportunity to explain the complaint orally.

6.
The Council shall consider whether the circumstances attending any complaint warrant the matter being discussed in the absence of the press and public but any decision on a complaint shall be announced at the Council meeting in public.

7.
As soon as may be after the decision has been made it and the nature of any action to be taken shall be communicated in writing to the complainant.

8.
A Council shall defer dealing with any written complaint only if it is of the opinion that issues of law or practice arise on which advice is necessary from the Association.  The complaint shall be dealt with at the next meeting after the advice has been received.

****************************************
