Tow Law Town Council
Standing Orders
As agreed at the Meeting held orf"i®ctober 2007

MEETINGS

1)a) Ordinary meeting shall be held on th&Tiesday of each month (excepting
for August and December when no meetings are leeltimencing at 6.30pm.
The venue for the meetings is to be discussed atetiwupon at the Annual
General Meeting.

b) Smoking is not permitted at any meeting of the @dun

2) The Statutory Annual Meeting (a) in an election yeashould be held on or
within fourteen days after, the day of which the edcted Councillors take
office and (b) in a year that is not an election ya& shall be held on the ¥
Tuesday in May.

3) (Reserved).

4) (Reserved).

CHAIRMAN OF MEETING
5) The person presiding at a meeting may exercise dlie powers and duties
of the Chairman in relation to the conduct of the neeting.

PROPER OFFICER
6) Where a statute, regulation or order confers fonestior duties on the proper
officer of the Council in the following cases, Heal be the Clerk:-
a) To receive declarations of acceptance of office.
b) To receive and record notices disclosing pecuniggrests.
c) To receive and retain plans and documents.
d) To sign notices or other documents on behalf ofQbencil.
e) To receive copies of byelaws made by the Distrmtigil.
f) To certify copies of byelaws made by the Council.
g) To sign summonses to attend meetings of the Council

QUORUM
7) Four members shall constitute a quorum
8) If the quorum is not present when the Council meei§ during a meeting the

number of Councillors present and not debarred égson of declared

pecuniary interest falls below the quorum, the ifegss not transacted at that
meeting shall be transacted at the next meetimonasuch other day that the
Chairman may fix.

VOTING
9) Members shall vote by show of hands or if at |e#ast members request, by
signed ballot.

10) If a member so requires, the Clerk shall record thenames of the members
who voted on any question so as to show whether theoted for or against
it.



11) (1) Subject to (2) and (3) below the Chairman mayige an original vote
on any matter put to the vote and in the case of aaquality of votes may
give a casting vote even though he gave no originaite.

(2) If the person presiding at the annual meeting auld have ceased to be
a member of the Council but for the statutory provsions which preserve
the membership of the Chairman and the Vice Chairma until the end of
their term of office he may not give an original vte in an election for
Chairman.

(3) The person presiding must give the casting vot®henever there is an
equality of the votes in an election for Chairman.

ORDER OF BUSINESS

(In an election year Councillors should executel&®tion of Acceptance of Office
in each other’s presence, or in the presence obpep officer previously authorised
by the Council to take such declaration, beforeattieual meeting commences).

12) At each Annual Meeting the first business shalt be:

a) To elect a Chairman.

b) To receive the Chairman’s declaration of office, orif not then
received, to decide when it shall be received.

C) In an ordinary year of election of the Council to fil any vacancies left
unfilled at the election by reason of insufficienhominations.

d) To decide when any declaration of acceptance of afé which have not
been received as provided by law shall be received.

e) To elect a Vice Chairman.

f) To appoint school governors.

9) To appoint committees.

h) To consider the payment of any subscriptions fgltmbe paid annually.

i) To inspect any deeds and trust instruments in tiséody of the Council:
and shall thereafter follow the order set out ian8ing Order 15.

13) At every meeting other than the Annual Meeting thefirst business shall
be to appoint a Chairman if the Chairman and the Vce Chairman be
absent and to receive such declarations of acceptanof office (if any) as
are required by law to be made, or if not then receed to decide when
they shall be received.

14) In every year not later than the meeting at whioh éstimates for the next
year are settled the Council shall review the pay eonditions of service of
existing employees. (See standing order 38, below).

15) After the first business has been completed, tkeroof the business, unless
the Council otherwise decides on the ground ofnegeshall be as follows:-

a) To read and consider the Minutes: provided thaa itopy has been
circulated to each member not later than the dagsafe of the summons
to attend the meeting, the minutes may be takeaats

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

C) To deal with business expressly required by statut® be done.

d) To dispose of business, if any, remaining fromlés¢ meeting.

e) To receive any communications as the person presidiay wish to lay
before the Council.



f) To answer questions from Councillors.

0) To receive and consider reports and minutes of ctees.

h) To receive and consider reports from officers ef @ouncil.

i) To authorise the sealing of documents.

)] To authorise the signing of orders for payment.

k) To consider resolutions or recommendations in tteein which they
have been notified.

)] Any other business specified in the summons. (8eee paragraph 37).

16) A motion to vary the order of business on the gtbahurgency:
a) may be proposed by the Chairman or any membeifamdposed by the
Chairman may be put to the vote without being sdedrand
b) shall be put to the vote without discussion.

RESOLUTIONS MOVED ON NOTICE

17) Except as provided by these Standing Orders, noluttesn may be moved
unless the business to which it relates has betearptne Agenda by the Clerk
or the mover has given notice in writing of itsnbsr and has delivered the
notice to the Clerk at least three clear days leetbe next meeting of the
Council.

18) The Clerk shall date every notice of resolutionrecommendation when
received by him, shall number each notice in ordewxhich it was received
and shall enter it in a book which shall be operthi® inspection of every
member of the Council.

19) The Clerk shall insert in the summons for eveseting all notices of motion
or recommendation properly given in the order iniawhthey have been
received unless the member giving a notice of mdti@s stated in writing that
he intends to move at some later meeting or thatiti@raws it.

20) If a resolution or recommendation specified in gwanmons is not moved
either by the member who gave the notice of it pyrany other member, it
shall, unless postponed by the Council, be treasedithdrawn and shall not
be moved without fresh notice.

21) If the subject matter within the resolution comeihim the province of a
committee of the Council, it shall, upon being nawmnd seconded, stand
referred without discussion to such committee osuoh other committee as
the Council may determine for report: provided thia¢ Chairman, if he
considers it to be a matter of urgency, may allowoibe dealt with at the
meeting at which it was moved.

22) Every resolution or recommendation shall be relexansome subject over
which the Council has power or which affects itsaar

RESOLUTIONS MOVED WITHOUT NOTICE
23) Resolutions dealing with the following matters nteeymoved without notice:-
a) To appoint a Chairman of the meeting.
b) To correct the Minutes.
C) To approve the Minutes.
d) To alter the order of business.
e) To proceed to the next business.
f) To close or adjourn the debate.
0) To refer matter to a committee.



h) To appoint a committee or any members thereof.
i) To adopt a report.

) To authorise the sealing of documents.
k) To amend a motion.
)] To give leave to withdraw a resolution or an ameedm

m) To extend the time limit for speeches.
n) To exclude the pubic.
(See order 66 below).
0) To silence or eject from the meeting a member nafimechisconduct.
(See order 33 below).
p) To invite a member having an interest in the subjeatter under debate to
remain.
(See order 57 below).
q) To give the consent of the Council where stmisent is required by these
Standing Orders.
r To suspend any Standing Order.
(See order 75 below).
S) To adjourn the meeting.

QUESTIONS

24) A member may ask the Chairman or the Clerk any tqpregoncerning the
business of the Council, provided notice of thestjoa has been given to the
person to whom it is addressed before the meeggmnb.

25) No question not connected with business under dgson shall be asked
except during the part of the meeting set asidgdiestions.

26)  Every question shall be put and answered withadugision.

27) A person to whom a question has been put may detianswer.

RULES OF DEBATE

28) No discussion shall take place upon the Minuteggixapon their accuracy.
Corrections to the Minutes shall be made by thelotisn and must be
initialled by the Chairman.

29)a) A resolution or amendment shall not be disedsunless it has been
proposed and seconded, and unless proper notiadreasly been given, it
shall, if required by the Chairman, be reduced tibing and handed it to
him before it is further discussed or put to thestimay.

b) A member when seconding a resolution or aimamt may, if he then
declare his intention to do so, reserve his speetha later period of the
debate.

C) A member shall direct his speech to the questiateudiscussion or to a
personal explanation or to a question of order.
d) No speech by a mover of a resolution shall exchegetminutes, and no
other speech shall exceed three minutes exceptriseat of the Council.
e) An amendment shall be either:-
i) To leave out words.
ii) To leave out words and insert or add others.
iii) To insert or add words.
f) An amendment shall not have the affect of neggj\the resolution
before the Council.



g)If an amendment be carried, the resolution, asnaed, shall take the place of the
original resolution and shall become the resolutipon which further amendment
may be moved.

h)A further amendment shall not be moved until @euncil has disposed of every
amendment previously moved.

i)The mover of a resolution or of an amendmentIshale a right of reply, not
exceeding two minutes.

J))A member, other than the mover of a resolutidmlisnot without leave of the
Council, speak more than once on any resolutior@xto move an amendment or
further amendment, or on an amendment, or on at pdirorder, or in personal
explanation, or to move a closure.

K)A member may rise to make a point of order oeespnal explanation. A member
rising for these purposes shall be heard forthwitlpersonal explanation shall be
confined to some material part of a former speeghhim which may have been
misunderstood.

A motion or amendment may be withdrawn by thepmser with the consent of the
Council, which shall be signified without discussiand no member may speak upon
it after permission has been asked for its withddamwless such permission has been
refused.

m)When a resolution is under debate no other résalshall be moved except the
following:-

i) To amend the resolution

i) To proceed to the next business.

iii) To adjourn the debate.

iv) That the question be now put.

V) That a member named be not further heard.
Vi) That a member named leave the meeting.

vii) That the resolution be referred to a committee.
Viii) To exclude the public and the press.

iX) To adjourn the meeting.

30) Reserved.
31) a) The ruling of the Chairman on a point ofesrdr on the admissibility of a
personal explanation shall not be discussed.
b) Members shall address the Chairman.
C) If two or more numbers rise, the Chairman shall gabn one of them to
speak and the others shall resume their seats.
d) Whenever the Chairman rises during a debate albther members shall
be seated and silent.

CLOSURE

32) At the end of any speech a member may, witlcoutment move “that the
guestion be now put”. “that the debate be now aded’ or “that the Council
do now adjourn”. If such a motion be seconded thai@an should put the
motion but, in the case of a motion “to put the sjigm” only if he is of the
opinion that the question before the Council haanbsufficiently debated. If
the motion “that the question be put now” is catyibe should call upon the
mover to exercise or waive his right of reply arwdd put the question
immediately after that right has been exercisedaved. The adjournment of



a debate or of the Council shall not prejudicertt@er’s right to reply at the
resumption.
(Note: Where a meeting is adjourned the subsequpraeeedings are part of the
original meeting and no new notices or agendas teebd issued except a notification
to members not present of the date of the contiatf the meeting).

DISORDERLY CONDUCT
33)a) No member shall at a meeting persistentlyederd the ruling of the
Chairman, wilfully obstruct business, or behavedtlarly, offensively,
improperly or in such a manner as to scandalis€thencil or bring it into
contempt or ridicule.
b) If in the opinion of the Chairman, a member haskeérothe provisions of
paragraph (a) of this order, the Chairman shallesgthat opinion to the
Council and thereafter any member may move thatrtbmber named be
no longer heard or that the member named do |daveneeting and the
motion, if seconded, shall be put forthwith andnwiit discussion.
C) If either of the motions mentioned in paragraph ib)disobeyed, the
Chairman may suspend the meeting or take suchefudteps as may
reasonably be necessary to enforce them.

RIGHT OF REPLY

34) The mover of the resolution has the right éply immediately before the
resolution is put to the vote. If an amendmentrigppsed the mover of the
amendment shall be entitled to reply immediateliptgethe amendment is put
to the vote. A member exercising the right to regiyall not introduce new
matter. After the right of reply has been exercisedvaived, a vote shall be
taken without further discussion.

ALTERATION OF RESOLUTION
35) A member may, with the consent of his secang&ve amendments to his
own resolution.

RESCISSION OF PREVIOUS RESOLUTION

36) a) A decision (whether affirmative or negatiwd)the Council shall not be
reversed within six months except either by a spewsolution, the
written notice whereof bears the names of at léastmembers of the
Council, or by a resolution moved in pursuance bé& treport or
recommendation of a committee.

b) When a special resolution or any other resolutioavexd under the

provisions of paragraph (a) of this order has bdisposed of, no similar
resolution may be moved within a further six months

VOTING ON APPOINTMENT

37)  Where more than two people have been nomiriatezhy position to be filled
by the Council and of the votes given there is amotabsolute majority in
favour of one person, the name of the person hawiedeast number of votes
shall be struck off the list and a fresh vote talard so on until a majority of
votes is given in favour of one person.



DISCUSSIONS AND RESOLUIONS AFFECTING EMPLOYEES OF THE

COUNCIL

38) If at a meeting there arises any questioraingl to the appointment, conduct,
promotion, dismissal, salary or conditions of segyiof any person employed
by the Council, it shall not be considered unté @ouncil or committee (as
the case may be) has decided whether or not tHe@iiall be excluded. (See
Standing Order No. 66.)

RESOLUTIONS ON EXPENDITURE

39)  Any resolution and which, if carried, would time opinion of the Chairman
substantially increase the expenditure upon anyicemwhich is under the
management of or reduce the revenue at the dispdsahy committee, or
which would involve capital expenditure, shall, whgroposed and seconded,
stand adjourned without discussion to the nextnamgi meeting of the
Council, and any committee affected by it shallsidar whether it desires to
report thereon.

EXPENDITURE
40) Orders for payment of money shall be authorised byesolution of the
Council and signed by two members.

SEALING OF DOCUMENTS
41) a) A document shall not be sealed on behat@iCouncil unless its sealing
has been authorised by a resolution.
b) Any two members of the Council named in the resmtuoved under the
provisions of paragraph (a) of this order may seal, behalf of the
Council, any document required by law to be issureder seal.

COMMITTEES AND SUB-COMMITTEES

42)  The Council may at its Annual Meeting appaitanding committees and may
at any other time appoint such other committeearasecessary, but subject
to any statutory provision in that behalf:-

a) Shall not appoint any member of the committee stodwld office later
than the next Annual Meeting.

b) May appoint persons other than members of the Gbienany committee;
and

C) May subject to the provisions of Order 36 abovearat time dissolve or
alter the membership of a committee.

43) The Chairman and Vice Chairman ex officio ki members of every
committee.

44)  Every committee shall have at its first meetingobefproceeding to any other
business, elect a Chairman and may elect a Viceri@aa who shall hold
office until the next Annual Meeting of the Councédnd shall settle its
programme of meetings for the year.



45) The Chairman of a committee or the ChairmathefCouncil may summon
an additional meeting of that committee at any tie additional meeting
shall also be summoned on the requisition in wgith not less than quarter of
the members of the committee. The summons shatiigethe business to be
considered at the special meeting and no othenéssishall be transacted at
that meeting.

46)  Every committee may appoint sub-committeesHerpurposes to be specified
by the committee.

47)  The Chairman and Vice Chairman of the commitedl be members of every
sub-committee appointed by it unless they signiifgt tthey do not wish to
serve.

48) Except where ordered by the Council in theeaafsa committee, or by the
Council or by the appropriate committee in the cafsa sub committee, the
quorum of a committee or sub-committee shall betaikof its members.

49) The Standing Orders on rules of debate (éxiteyse relating to speaking
more than once) and the Standing Order on intecdst®embers in contracts
and other matters shall apply to committee andcaubmittee meetings.

ADVISORY COMMITTEES
50)1) Should there be advisory committees the names amdbers of the
members shall be wholly chosen by the Council.
2) The Clerk shall inform the members of each advismyynmittee of the
terms of reference of the committee.
3) An advisory committee may make recommendations gné notice
thereof to the Council.
4) An advisory committee may consist wholly of persomBo are not
members of the Council.

VOTING IN COMMITTEES

51) Members of committees and sub-committees entittedate shall vote by
show of hands, or, if at least two members so retgbgy signed ballot.

52) Chairman of committees and sub-committees shall irihe case of an
equality of votes have a second or casting vote.

PRESENCE OF NON-MEMBERS OF COMMITTES AT COMMITTEE

MEETINGS

53) A member who has proposed a resolution whigb been referred to any
committee of which he is not a member, may explasresolution to the
committee but shall not vote.

ACCOUNTS AND FINANCIAL STATEMENT

54)a) Except as provided in paragraph (b) of ties&ng Order or by statue, all
accounts for payment and claims upon the Counaeil $le laid before the
Council.

b) Where it is necessary to make a payment beforasitbeen authorised by
the Council, such payment shall be certified astdocorrectness and
urgency by the appropriate officer. Such paymeialldbe authorised by
the committee, if any, having charge of the busrteswhich it relates, or



by the proper officer for payments with the apptovathe Chairman or
the Vice-Chairman of the Council.

C) All payments ratified under the sub-paragraph (b)hes Standing Order
shall be separately included in the next schedtilgagments laid before
the Council.

55) The Clerk shall supply to each member at tlinary meeting next after the
end of the financial year a statement of receiptsgayments.

ESTIMATES
56)a) The Council shall approve written estimdtesthe coming financial year at
its meeting in the month of January.

INTERESTS

57) If any member has any pecuniary interest timeindirect within the meaning
of sections 94-95 of the Local Government Act, 19%2 any contract
proposed contract or other matter, he shall, while under consideration by
the Council, withdraw from the meeting unless thteriest is trivial in the
matter described in section 97(5) or:-

a) The disability imposed upon him by those sectioas been removed by
the District Council; or

b) The Council invite him to remain; or

c) The contract, proposed contract or other mattemer consideration as
part of the report of the committee and is notfidee subject of debate.

58) The Clerk shall record in a book to be kept for thepurpose, particulars of
any notice given by any member or any officer of tb Council of a
pecuniary interest in the contract, and the book sall be open during
reasonable hours of the day for the inspection ofreg member.

59) If any member has a non-pecuniary interestiwithe ambit of the National
Code of Local Government Conduct he shall declarand thereupon be
invited to withdraw from the meeting.

60) If a candidate for any appointment under ttour@il is to his knowledge
related to any member of or the holder of any effimder the Council, he and
the person to whom he is related shall discloserd¢kaionship in writing to
the Clerk. A candidate who fails to do so shalldisqualified for such an
appointment and if appointed, may be dismissedawitmotice. The Clerk
shall report to the Council or to the appropriatemmittee any such
disclosure. Where the relationship to a membeisislased Standing Order 59
shall apply.

The Clerk shall make known the purport of this 8tag Order to every candidate.

CANVASSING OF AND RECOMMENDATIONS BY MEMBERS

61)a) Canvassing of members of the Council orrmyf @eemmittee, directly or
indirectly, for any appointment under the Coundial disqualify the
candidate for such appointment. The Clerk shall enlakown the purport
of this sub-paragraph of this Standing Order tayeandidate.



b) A member of the Council or of any committee shait solicit for any
person any appointment under the Council or recomanzay person for
such appointment or for promotion: but, neverth&lesy such member
may give a written testimonial of a candidate’slighi experience or
character for submission to the Council with an liappon for
appointment.

62)  Standing Orders No’'s 60 and 61 shall appletaléers as if the person making
the tender were a candidate for an appointment.

INSPECTION OF DOCUMENTS

63) A member for the purpose of his duty as sict (ot otherwise), inspect any
document in possessiasf the Council or a committee, and if copies are
available shall, on request, be supplied for tke fiurpose with a copy.

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

UNAUTHORISED ACTIVITIES
65) No member of the Council or of any committeesub-committee shall in the
name of or on behalf of the Council:

a) Inspect any lands or premises which the Council daght or duty to
inspect; or
b) Issue orders, instructions or directions

unless authorised to do so by the Council or thevamt committee or sub-committee.

ADMISSION OF THE PUBLIC AND PRESS TO MEETINGS

66) The public shall be admitted to all meetings of theCouncil and its
committees and sub-committees, who may, howeverneorarily exclude
the public by means of the following resolution:

“That in view of the (special)(confidential) natud the business about to be

transacted, it is advisable in the public intetkat the public be temporarily excluded

and they are instructed to withdraw.”

67) The Clerk shall afford to the press reasonable fatities for taking their
report of any proceedings at which they are entitlé to be present.

68) If a member of the public interrupts the pextiegs at any meeting, the
Chairman may, after warning, order that he be rexdofrom the Council
Chamber.

CONFIDENTIAL BUSINESS

69)a) No member of the Council or any committeesab-committee shall
disclose to any person not a member of the Coamgilbusiness declared
to be confidential by the Council, the committeesab-committee as the
case may be.

b) Any member in breach of the provisions of paragréghof this Standing

Order shall be removed from any committee or subrodgtee of the
Council by the Council.



LIAISON WITH COUNTY AND DISTRICT COUNCILLORS

70) A notice of meeting shall be sent togethehvweih invitation to attend to the
County Councillor for the County division and tcet®istrict Councillor or
Councillors for the district ward.

71)  Unless the Council otherwise orders, a copgach letter ordered to be sent to
the County or District Council shall be transmittedthe County Councillor
for the division or to the District Councillor fahe ward as the case may
require.

PLANNING APPLICATIONS

72)a) The Clerk shall, as soon as it is receider in a book kept for the
purpose the following particulars of every plannagplication notified to
the Council:-

i) the date on which it was received

i) the name of the applicant

iii) the place to which it relates

iv) a summary of the nature of the application

72)b) The Clerk shall refer every planning applmato the Chairman or in the
Chairman’s absence to the Local Member within tworking days of
receiving it and report to the next Ordinary Colinoeeting.

72)c) Consultation procedure when comments requiedore the next
scheduled Council meeting, the Clerk to consulhwiite Chairman, Vice
Chairman and Local Members. Report the decisiothéonext ordinary
Council meeting.

STANDING ORDER ON CONTRACTS

73)a) Where it is intended to enter into a cont@ateeding £1,000 but not
exceeding £10,000 in value for the supply of gomdmaterials or for the
execution of works, the Clerk shall give at le&seé weeks public notice
of such intention in the same manner as publicceodf meetings of the
Council is given.

Three written quotations are to be obtained foeptal expenditure of £1000 and

above excluding VAT unless:-

i) The purchase relates to an opportunity winereuitable alternative quote
could be obtained, or the work was of a speciakstire.
i) The purchase was grant aided and the grantsedano objections to less

than three quotations obtained due to the workliregh
Where the value of the intended contract excee@080 similar notice shall be
given in addition to all firms included in the appriate standing approved list of
contractors maintained by the District Counciljfaro such list is maintained then in
such newspapers circulating in the district agdbancil shall direct.

b) Notice of contract exceeding £10,000 shaltesthe general nature of the
intended contract and state the name and addreb® gferson to whom
tenders are to be addressed and the last dateibly thiose tenders should
reach that person in the ordinary course of post.

C) Tenders shall be opened by the Clerk or other pexsavhom tenders are
required to be addressed on the date specifieduRnt to paragraph (b) of
this order and shall be reported by the person wened them to the



Council or, where the tenders have been sought bgnamittee or sub-
committee to that committee or sub-committee.

d) Neither the Council nor any committee or sub-corteritis bound to
accept the lowest tender.
e) If no tenders are received or if all the tendeesidentical the Council may

make such arrangements for procuring the goodsatenmls or executing
the works as it thinks fit.

f) A notice issued under this standing order shaltaiona statement of the
effect of Standing Order No’s 60,61 and 62.

CODE OF CONDUCT ON COMPLAINTS

74) The Council shall deal with complaints of ndisanistration allegedly
committed by the Council or any officer or membear the manner
recommended in Circular 2/86 issued by the Natigkedociation of Local
Councils.

VARIATION, REVOCATION AND SUSPENSION OF STANDING OR DERS

75)  Any or every part of the Standing Orders ekdbpse printed irbold type
may be suspended by resolution in relation to gegific item of business.

76) A resolution permanently to add, vary, or @@ Standing Order shall when
proposed and seconded, stand adjourned withouustigm to the next
ordinary meeting of the Council.

STANDING ORDERS TO BE GIVEN TO MEMBERS
77) A copy of these Standing Orders shall be gieeeach member by the Clerk
upon delivery to him of the member’s declaratiormofeptance of office.

DELEGATION OF POWERS
a) Arrangements during August/December recess
78)  Any matters requiring urgent attention be delgated to the Clerk in
consultation with the Chairman and Vice Chairman ard reported to the
next ordinary meeting.
b) Clerks expenses
79) Delegate up to £50 for the purchase of any oitem by the Clerk and up
to £150 for any other item in consultation with theChairman. Any other
expenditure to be authorised by the Council unlesalready agreed as part
of the normal expenditure item contained within theCouncil’s budget.



