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STANDING ORDERS FOR CODICOTE PARISH COUNCIL 
 

PREFACE 
 

 

 

Members' Duties and Responsibilities  

 

 

Whether elected or co-opted, as a Member of Codicote Parish Council, if one is to carry 

out the role correctly, the following are required. 

 

1 Represent the best interests of the residents of the Parish of Codicote to the best 

of ones’ ability. 

 

2 Comply with Statutory Regulations and the Standing Orders of Council. 

 
3 Read, comment and ensure timely response to all relevant documents.  For 

example, Draft Policy Papers, Questionnaires issued by NHDC, HCC, or Central 

Government Departments, etc. 

 

4 Irrespective of whether one has voted for, against, or abstained from a motion, 

accept collective responsibility for all decisions made and approved by the majority 

of Council.  

 

5 Attend all meetings of Council, Committees and Sub-Committees, where a member 

of Committee or Sub-Committee, unless due notice of absence and the reason for 

absence has been notified, in advance, to the Clerk.  

 

6 Address fellow Councillors, make contribution to debates, etc. through the Chair 

only.   

 

Michael Kane 

_______________ 

Chair of the Council 

Formatted: Right, Right:  4.42 cm



 2 

STANDING ORDERS OF CODICOTE PARISH COUNCIL 
 

INTRODUCTION 

 
 

These standing orders were originally produced using the following documents and 

references and updated as required:- 

 

1. Hatfield Town Council - Committees May 1995  

2. Codicote Parish Council – Standing Orders September 1997 

3. Standing Orders of Welwyn Parish Council 1998 

4. Standing Orders and Chairship for Local Councils – NALC Publication1999 

5. Codicote Parish Council Review – P & R Committee, November 2014,  

May 2015, June 2021, September 2021 

 

 

Standing Orders indicated in italics, are required by statute, whilst those with an asterisk 

also apply to Standing Committees and such other bodies appointed from time to time.  

 

 

 

 

Tom Brindley 
Clerk of the Council 
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 1. MEETINGS 

1.1 The statutory annual meeting of the Council shall be the May meeting which in the 

year of an ordinary election, shall be held not earlier than the fourth nor later than 

the eighteenth day after the election.   

 

1.2 The Council must hold a minimum of 3 meetings in each year in addition to the 

statutory annual meeting. 

 

1.3 Meetings of the Council shall be held on the last Tuesday of each month except for 

August and December when there will be no meetings, and unless the Council 

decides otherwise at a previous meeting, or in May when the statutory 

requirements in an election year may demand an earlier date in the month. 

 

1.4 Meetings of the Council shall commence at 19:30 p.m. and shall end no later than 

22:00 p.m. unless it is resolved to extend a meeting.  Any Member's departure 

time, before closure of Council meetings, shall be noted in the minutes. Late 

arrival times shall also be noted.    

 

1.5 A meeting of the Council may be convened by the Chair at any time. In addition, if 

four Members sign a requisition that the Council be convened and the Chair either 

refuses or neglects to do so for seven days, then any four Members may forthwith 

convene a meeting and this meeting shall be held within seven days. 

 

1.6 Smoking is not permitted at any meeting of the Council.  

 

2. CHAIR OF MEETING 

2.1* The person presiding at a meeting of the Council, Committee, Sub-Committee or 

other body, may exercise all the powers and duties of the Chair in relation to the 

conduct of the Meeting. 

 

2.2* The person presiding at a meeting of the Council, Committee, Sub-Committee or 

other body as Chair, shall have a second, or casting vote. 

 

3. QUORUM 

3.1* The quorum for any meeting of the Council or Committee, Sub-Committee or other 

body of the Council, shall be one third of the Membership of that body, with 

fractions being rounded up to the nearest whole number, provided that in no case 

shall the quorum of a Committee be less than three Members nor the quorum of a 

Sub-Committee or other body be less than three Members.  

 

3.2* If a quorum is not present at the start of a meeting, or when at any time during 

such meetings the number present falls below the quorum, then no further 

business may be transacted and the remaining items of business carried forward 

to the next scheduled meeting, at the discretion of the Chair, to a special meeting 

convened for that purpose.  

 

4. VOTING 

4.1* Members shall vote by show of hands or, where the majority of Members present 

request, by signed ballot. 
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4.2* If a Member requests, either before or after a vote, the Clerk shall record the 

names of the Members who voted for and against the proposal, or abstained.  

 

4.3 The Chair may not have an original vote in the election of the Chair on any 

occasion when he/she will, immediately after such election, retires from the 

Council. 

 

4.4* Subject to Standing Order 4.3, in any case of equality of votes, the Chair may have 

a second, or casting vote. 

 

4.5* In determining appointments, where more than two persons have been nominated 

for any position or office to be filled by the Council and where on voting there is not 

an absolute majority in favour of one person, then the name of the person having 

the least number of votes shall be struck off the list and a fresh vote taken, and 

the procedure repeated until a majority of votes is given in favour of one person.   

 

5. ORDER OF BUSINESS 

5.1 In an election year, Members must execute Declarations of Acceptance of Office in 

each other's presence, or in the presence of the Clerk to the Council, before the 

annual meeting commences. 

 

5.2 At each Annual Parish Council Meeting the first business shall be as follows. 

a) To elect a Chair.  The Chair may not serve for more than a total of 3 years in 

succession.  

b) To receive the Chair's Declaration of Acceptance of office or, if not then 

received, to decide when it shall be received.  

c) In the ordinary year of election of the Council, to fill any vacancies left unfilled 

at the election by reason of insufficient nominations. 

d) To decide when any declarations of acceptance of office, which have not 

been received as provided by law, shall be received. 

e) To elect a Vice-Chair.  The Vice Chair may not serve for more than a total of 3 

years in succession. 

f) To appoint representatives to outside bodies. 

g) To appoint Committees.  See Section 11. 

h) To elect The Chair and Vice-Chair of Committees. The Chair and Vice-Chair 

may not serve for more than a total of 3 years in succession.  See Section 11. 

i) To consider the payment of any subscriptions falling to be paid annually. 

j) To inspect any deeds and trust instruments in the custody of the Council: and 

shall thereafter follow the order set out in Standing Order 5.5 

 

5.3 At every meeting, other than the Annual Meeting, the first business shall be to 

appoint a Chair of the meeting if the Chair and Vice-Chair be 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. 

 

5.4 In every year not later than the meeting at which financial estimates for next year 

are settled, the Council shall review the pay and conditions of service of existing 

employees. 
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5.5 After the first business has been completed, the order of business, unless the 

Council otherwise decides on the grounds of urgency, shall be as follows. 

 

a) Apologies for absence. 

b) Public Participation – to receive petitions, comments and questions from the 

public. 

c) To read and consider the Minutes, provided that a copy has been delivered to 

each Member not later than the day of issue of the summons to attend the 

meeting, the minutes may be taken as read. 

d) To approve, or consider and record amendments to the minutes of the last 

meeting and to signature thereof by the Chair as a correct record. 

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

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

g) To receive such communications as the person presiding may wish to lay 

before the Council. 

h) To answer questions from Councillors. 

i) To receive and consider reports and minutes of Committees. 

j) To consider urgent business at the invitation of the Chair. 

k) To receive and consider reports from officers of the Council. 

l) To authorize the sealing of documents. 

m) To authorize the signing of orders for payment. 

n) To consider motions or recommendations in the order in which they have been 

notified. 

o) Any other business specified in the summons.  

 

5.6* A motion to vary the order of business on the grounds of urgency may be proposed 

by the Chair or by any Member and, if proposed by the Chair, may be put to the 

vote without being seconded. In all cases, such a motion shall be put to the vote 

without discussion. 

 

6. RESOLUTIONS MOVED ON NOTICE 

6.1 Except as provided by these Standing Orders, no resolution may be moved unless 

the business to which it relates has been put on the Agenda by the Clerk or the 

mover has given notice in writing of its terms and has delivered the notice to the 

Clerk at least 7 clear days before the next meeting of the Council. 

 

6.2 The Clerk shall date every notice of motion or recommendation when received by 

him, shall number each notice in the order in which it was received and shall enter 

it in a book which shall be open for inspection by every Member of the Council. 

 

6.3 The Clerk shall insert in the summons for every meeting, all notices of motion or 

recommendation properly given in the order in which they have been received 

unless the Member giving the notice of motion has stated in writing that he 

intends to move at some later meeting or that he withdraws it. 

 

6.4 If a resolution or recommendation specified in the summons is not moved either 

by the Member who gave notice of it or by any other Member, it shall, unless 

postponed by the Council, be treated as withdrawn and shall not be moved without 

fresh notice. 
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6.5 If the subject matter of a resolution comes within the province of a Committee of 

the Council, it shall, upon being moved and seconded, stand referred without 

discussion to such Committee or to such other Committee as the Council may 

determine for report, provided that the Chair, if he considers it to be a matter of 

urgency, may allow it to be dealt with at the meeting at which it was moved. 

 

6.6 Every resolution or recommendation shall be relevant to some question over which 

the Council has power to act or which is of direct pertinence to the Council's 

interests. 

 

7. RESOLUTIONS MOVED WITHOUT NOTICE 

7.1 Resolutions dealing with the following matters may be moved without notice. 

a) To appoint a Chair of a meeting. 

b) To correct or approve the minutes. 

d) To alter the order of business. 

e) To proceed to the next business. 

f) To close or adjourn the debate. 

g) To refer a matter to a Committee. 

h) To appoint a Committee or any Members thereof. 

i) To adopt a report. 

j) To authorize the sealing of documents. 

k) To amend a motion. 

l) To give leave to withdraw a motion or amendment. 

m) To end a debate after the Chair has ensured that a reasonable time has been 

allowed for speeches to be made. 

p) To exclude the press and public. 

q) To silence or eject from the meeting a Member named for misconduct. 

r) To invite a Member having an interest in the subject matter under debate to 

remain. 

s) To give the consent of the Council where such consent is required by these 

Standing Orders. 

t) To suspend any Standing Order. 

u) Chair's special business. 

v) To resolve matters under discussion. 

 

8. RESOLUTIONS ON EXPENDITURE 

8.1 Any motion which is moved otherwise than in pursuance of a recommendation of 

the Policy and Resources Committee or of another Committee after 

recommendation by the Policy and Resources Committee and which, if carried, 

would, in the opinion of the Chair, substantially increase the expenditure upon any 

service which is under the management of, or reduce the revenue at the disposal 

of, any Committee, or which would involve capital expenditure, shall, when 

proposed and seconded, stand adjourned without discussion to the next ordinary 

meeting of the Council, and any Committee affected by it shall consider whether it 

desires to report thereon. The Policy and Resources Committee shall report on the 

financial aspects of the matter. 

 

9. QUESTIONS 

9.1 A Member may ask the Chair or the Clerk any questions concerning the business 

of the Council, provided notice of the question has been given to the person to 

whom it is addressed before the meeting begins. 
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9.2 A Member with or without notice may ask the Chair of a Committee any question 

upon the proceedings of the Committee then before the Council, provided the 

question is put before the Council's consideration of those proceedings is finished. 

 

9.3 A person to whom a question is put may decline to answer but shall be required to 

state the reason for so declining. 

 

10.* RULES OF DEBATE 

10.1 Minutes 

 No discussion shall take place upon the minutes except upon their accuracy.  

Corrections to the minutes shall be made by resolution and must be initialed by 

the Chair. 

 

10.2 Resolutions and Amendments  

a) No resolution or amendment shall be discussed unless it is relevant to the 

business and /or proper notice given.   It shall, if required by the Chair, be 

reduced to writing and handed to him before it is further discussed or put to 

the meeting. 

b) A Member when seconding a resolution or amendment may, if he then 

declares their intention to do so, reserve their speech until a later period of 

the debate. 

c) A Member shall direct their speech to the question under discussion or to a 

personal explanation or to a question of order. 

d) An amendment shall be either of the following. 

i) To leave out words. 

ii) To leave out words and insert or add others. 

 iii) To insert or add words. 

e) An amendment shall not have the effect of negating the motion before the 

Council 

f) If an amendment be carried, the resolution, as amended, shall take the place 

of the original resolution upon which any further amendment may be moved. 

g) A further amendment shall not be moved until the Council has disposed of 

every amendment previously moved. 

h) The mover of a resolution or an amendment shall have a right of reply. 

i) A Member, other than the mover of a resolution, shall not, without leave of the 

Chair, speak more than once on any resolution except to move an amendment 

or further amendment, or on an amendment, or on a point of order, or in 

personal explanation, or to move the closure. 

j) A Member may make a point of order or a personal explanation. A personal 

explanation shall be confined to some material part of a former speech by 

him, which may have been misunderstood. A Member shall be heard forthwith 

for these purposes. 

k) A motion or amendment may be withdrawn by the proposer with the 

unanimous consent of the Council, which shall be signified without discussion, 

and no Member may speak upon it after permission has been asked for its 

withdrawal unless such permission has been refused. 
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l) When a resolution is under debate, no other resolution shall be moved except 

for the following. 

(i) To amend the resolution. 

(ii) To proceed to the next debate. 

(iii) To adjourn the debate. 

(iv) That the question now be put. 

(v) That a Member named be not further heard. 

(vi) That a Member named does leave the meeting. 

(vii) That the resolution be referred to a committee. 

(viii) To exclude the public or the press or both. 

(ix) To adjourn the meeting. 

(x) It shall continue to be Members' practice to declare any pecuniary 

interest in any subject under discussion. 

 

10.3  Right of Reply 

 The mover of a resolution shall have a right to reply immediately before the 

resolution is put to the vote. If an amendment is proposed the mover of the 

amendment shall be entitled to reply immediately before the amendment is put to 

the vote. A Member exercising a right of reply shall not introduce new matter. After 

the right of reply has been exercised or waived, a vote shall be taken without 

further discussion. 

 

10.4 A Member may, with the consent of their seconder, move amendments to their 

own resolution. 

 

10.5 Chair 

a) The ruling of the Chair on a point of order or on the admissibility of a personal 

explanation shall not be discussed. 

b) Members shall address the Chair. 

c) If 2 or more Members wish to speak, the Chair shall call upon one of them to 

speak and the others will remain silent. 

d) Whenever the Chair speaks during a debate all other Members shall be silent. 

 

10.6  Closure 

 At the end of any speech a Member may, without comment, move 'that the 

question now be put', or 'that the debate be now adjourned', or 'that the Council do 

now adjourn'.  

If such a motion is seconded and if the Chair is of the opinion that the question 

before the Council has been sufficiently debated (but not otherwise), the Chair 

shall forthwith put the motion. If the motion 'that the question now be put' is 

carried, the Chair shall call upon the mover to exercise or waive their right of reply 

and shall put the question immediately after that right has been exercised or 

waived. The adjournment of a debate or of the Council shall not prejudice the 

mover's right of reply at the resumption. 

 

10.7 The Six Months Rule 

 A decision (whether affirmative or negative) of the Council shall not be reversed 

within 6 months unless supported by seven Members of the Council, during its 

term. 

 



 10 

11. STANDING OR SPECIAL COMMITTEES AND OTHER BODIES 

11.1 The Council shall, at its Annual Meeting, appoint Standing Committees as set out 

in Appendix A, and may at any other time appoint such other committees as are 

necessary but, subject to any statutory provision, the Council 

a) shall not appoint any Member of a Committee so as to hold office later than 

the next Annual Meeting except as in 11.2 below; 

b) may at any time dissolve or alter the Membership of a Committee; 

c) must ensure that at least two thirds of the Members appointed to any 

Committee (other than a Sub-Committee) shall be Parish Council Members. 

d) DELETED 

 

11.2 The Council may co-opt non-elected Members to a Committee or Sub- Committee if 

such non-elected Members can make a specialised contribution to that 

Committee. 

 

11.3 To regulate the nomination of Chairperson, each Committee to select their Chair 

and Vice-Chair at their first Committee Meeting following the Annual meeting. The 

Chair and Vice-Chair shall hold office until the next annual meeting. 

 

11.4 Each Committee of the Council shall, at its first meeting, set the programme of 

meetings for the year.   

 

11.5 Co-opted Members may not vote on matters, which have been delegated, to the 

Committee, for resolution. 

 

11.6 The Chair of a Committee or the Chair of the Council may summon a special 

meeting of that Committee at any time. A special meeting shall also be summoned 

on the requisition in writing of not less than a quarter of the Council or Members of 

the Committee. The summons shall set out the business to be considered at the 

special meeting and no other business shall be transacted at that meeting. 

 

11.7 Every Committee may appoint Sub-Committees or working parties for purposes to 

be specified by the Committee. 

 

11.8 The Chair of the Committee shall be a Member of every Sub-Committee appointed 

by it unless he/she does not wish to serve. 

 

11.9 Except where ordered by the Council in the case of a committee, or by the Council 

or by the appropriate Committee in the case of a Sub-Committee, the quorum of a 

Committee or Sub-Committee shall be one third of its Council Members. 

 

11.10 The Standing Orders of the Council shall apply to each Committee in so far as they 

are appropriate. 

 

11.11 The Council may appoint Advisory Committees as considered necessary but 

subject to the following. 

a) An Advisory Committee shall have no executive powers. 

b) The Chair (and Vice-Chair if any) may or may not be elected Members but both 

shall be appointed by decision of the Council. 

c) Persons invited to join Advisory Committees shall be endorsed, and elected 

Members appointed, by the Council. 

d) The quorum shall be as stated in 3.1. 

e) All Members of the Committee shall have a vote. 
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f) No Committee Member shall hold office beyond the next Annual Parish 

Council Meeting of the Council subject to the right of the Council to dissolve or 

alter the Membership of the Advisory Committee. 

 

11.12 Any Council Member shall be entitled to be present at the meeting of any 

Committee, Sub-Committee, advisory group or working party of which he is not a 

Member and may speak but not vote. The Clerk to be notified of their attendance 

and questions. 

 

12.* GENERAL PROVISIONS RELATING TO MEETINGS 

12.1. Confidential Business 

 No Member of the Council or of any Committee or Sub-Committee shall disclose to 

any person, who is not a Member of the Council, any business resolved to be 

confidential by the Council, the Committee or the Sub-Committee as the case may 

be. 

 

12.2 Discussions And Resolutions Affecting Employees of the Council 

If at a meeting there arises any question relating to the appointment, conduct, 

promotion, dismissal, salary or conditions of service, of any person employed by 

the Council, it shall not be considered until the Council or Committee (as the case 

may be) has decided whether or not the public shall be excluded. 

 

12.3 Admission of the Public and Press to Meetings 

 The public and press shall be admitted to all meetings of the Council and its 

Committees and Sub-Committees which may, however, temporarily exclude the 

public or press or both by means of the following resolution move by the Chair of 

the meeting. 

 "That under Section 100A(4) of the Local Government Act 1972, the public and 

press be excluded from the meeting for the following items of business on the 

grounds that they involve the likely disclosure of exempt information as defined in 

paragraphs 7, 8, 9 and 10 of Part 1 of the Schedule 12A of the said Act." 

 

12.4 The Clerk shall afford to the press reasonable facilities for taking their report of 

any proceedings at which they are entitled to be present. 

 

12.5 If a member of the public interrupts the proceedings at any meeting, the Chair 

may, after warning that person, order that they be removed from the Council 

chamber, or that part of the chamber open to the public be cleared. 

 

12.6 Disorderly Conduct by Members 

a) No Member shall display misconduct at a meeting by persistently disregarding 

the ruling of the Chair, by willfully obstructing business, or by behaving 

irregularly, offensively, improperly or in such a manner as to scandalize the 

Council or bring it into contempt or ridicule. 

 

b) If, in the opinion of the Chair, a Member has displayed misconduct, the Chair 

shall express that opinion to the Council and thereafter any Member may 

move that the Member named be no longer heard or that the Member named 

do leave the meeting, and the motion, if seconded, shall be put forthwith and 

without discussion. 

c) If either of the motions mentioned in paragraph 12.6 (b) is disobeyed, the 

Chair may suspend the meeting or take such further steps as may be 

reasonably necessary to enforce them. 
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12.7 Absence from Meetings 

a) A Member who is unable to attend a meeting should notify the Clerk in 

advance, whenever possible, giving reason for absence in order that a record 

of the apology and reason can be made.   

 

b) A Member who fails throughout a period of six consecutive months to attend 

any meeting of the Council or meeting of a Committee or Sub-Committee of 

the Council, for which he/she was a Member, and unless the failure was due 

to some reason approved by the Council, ceases to be a Member.  Reference 

LGA 1972, s85. 

 

13.*  INTEREST OF MEMBERS AND RIGHT TO INSPECT DOCUMENTS 

13.1 Interest of Members in Contracts and Other Matters 

 If any Member has a pecuniary interest, direct or indirect, within the meaning of 

Sections 94-95 of the Local Government Act, 1972, in any contract, proposed 

contract or other matter, the Member shall, while it is under consideration by the 

Council, declare their interest and withdraw from the meeting unless 

a) the disability imposed upon the Member by those sections has been removed 

by the District Council, or  

b) the Council invites the Member to remain, or 

c) the contract, proposed contract or other matter is under consideration as part 

of the report of a Committee and is not itself the subject of debate. 

 

 In addition to having ‘declared an interest’ where a Councillor, or persons with a 

close relationship with that Councillor have tendered for work, (whether successful 

or not) then that Councillor MUST withdraw from the meeting for the duration of 

the discussion concerning that tender. 

 

13.2 Recording of Interests of Members 

The Clerk shall record in a book, to be kept for the purpose, particulars of any 

notice given by any 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.   

 

13.3 If a candidate for any appointment under the Council is to their knowledge related 

to any Member of, or the holder of, any office under the Council, that candidate 

and the person to whom the candidate is related shall disclose the relationship in 

writing to the Clerk. A candidate who fails to disclose such a relationship shall be 

disqualified for such appointment and, if appointed, may be dismissed without 

notice. The Clerk shall report to the Council or to the appropriate Committee any 

such disclosure. Where relationship to a Member is disclosed the Standing Orders 

on interests of Members in contracts and other matters shall apply.  The Clerk 

shall make known the purport of this Standing Order to every candidate. 

 

13.4 Canvassing of and Recommendations by Members 

a) Canvassing of Members or of any Committee, directly or indirectly, for any 

appointment under the Council shall disqualify the candidate for such 

appointment. The Clerk shall make known the purport of this sub-paragraph of 

this Standing Order to every candidate. 

 

b) A Member of the Council shall not solicit for any person any appointment 

under the Council or recommend any person for such appointment or for 
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promotion; but, nevertheless, a Member may give a written testimonial of a 

candidate's ability, experience or character for submission to the Council with 

an application for appointment. 

 

13.5 Standing Orders Nos. 13.3 and 13.4 shall apply to tenders as if the person making 

the tender were a candidate for an appointment. 

 

13.6 Inspection of Documents by Members 

A Member may, for the purpose of their duty as such (but not otherwise), inspect 

any document in possession of the Council or a Committee, and if copies are 

available shall, on request, be supplied for the like purpose with a copy. 

 

13.7 Unauthorised Activities by Members 

No Member of the Council or of any Committee or Sub-Committee shall in the 

same or on behalf of the Council 

a) inspect any lands or premises, which the Council has a right or duty to inspect, 

b) issue orders unless authorized to do so by the Council or the relevant 

Committee or Sub-Committee. 

 

14. VARIATION, REVOCATION AND SUSPENSION OF STANDING ORDERS 

14.1 Any part of these Standing Orders except those statutory obligations shown in 

italics, may be suspended by resolution in relation to any specific item of business 

if agreed by two thirds of the Members present. 

 

14.2 A motion permanently to vary or revoke a Standing Order shall when proposed and 

seconded, stand adjourned without discussion to the next ordinary meeting of the 

Council and shall not be passed unless two thirds of the Council supports the 

motion. 

 

14.3 The Clerk shall ensure that every Council Member and co-opted Committee 

Member receives a copy of these Standing Orders. 

 

15. SEALING OF DOCUMENTS 

 A document shall not be sealed on behalf of the Council unless its sealing has 

been authorized by a resolution of the Council. 

 

16. PLANNING APPLICATIONS 

 The Clerk shall refer every planning application, after recording, to the Chair of the 

Planning Committee or the Chair of the Council as soon as possible after it is 

received. 
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17. COMPLAINTS PROCEDURE 

 The Council shall follow the Code of Practice for Local Councils in Handling 

Complaints as published by the National Association of Local Councils National 

Circular 2/86 ( re-issued July 2003). 

 

18. APPENDICES TO STANDING ORDERS 

18.1 Standing Committees Of The Council  Standing Committees, their delegated 

powers and duties shall be as set out in Appendix A. 

 

18.2 Officers of The Council  The statutory functions and relationship to the Clerk of the 

Council are as set out in Appendix B. 

 

18.3 Standing Orders Relating To Contracts  The Council's Standing Orders relating to 

contracts shall be as set out in Appendix C. 

 

18.4 Financial Regulations  The Financial Regulations of the Council shall be as set out 

in Appendix D. 

 

18.5 Annual Parish Meeting  The regulation of business at the Annual Parish meeting 

shall be as set out in Appendix E. 
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APPENDIX A 

STANDING COMMITTEES OF THE COUNCIL AND TERMS OF REFERENCE 

 

1. POLICY AND RESOURCES COMMITTEE 

1.1 Delegated Powers 

 There are no delegated powers.   

 

1.2 Duties to consider and recommend to Council 

a) To receive the annual budgets of the Environment and Recreation 

Committees and the Administration budget from the Responsible Financial 

Officer 

b) Monitoring of income and expenditure  

c) Loans and investments 

d) Borrowing 

e) Grants and payments to other bodies 

f) Staffing – terms of employment, wages and salaries, job description, duties, 

annual reviews 

g) Health and Safety at work – policy, safety plan, risk assessment, monitoring 

and annual reviews 

h) Reviews and changes to Standing Orders 

i) Matters of major policy including the reviewing of Policies and Terms of 

Reference for Committees and Sub-Committees 

j) Internal operating procedures 

k) Internal financial audit 

 

1.3 MEMBERSHIP 

 a)  That the members of the Policy & Resources Committee should comprise  

        the Chair of the Council, the Chairs of the Environment  

        Committee, Planning Committee, Recreation Committee and one other 

        member of the Council.  

 

2. PLANNING COMMITTEE 

2.1 Delegated Powers  In accordance with the Council's aspirations, policies and 

strategy. 

a) To comment to the Local Planning Authority on planning applications 

b) To instruct action, if any, to be taken on appeals and enforcement 

c) To respond to consultation documents 

d) Neighbourhood Plan 

e) Affordable Housing Reviews 

 

3. RECREATION COMMITTEE 

Delegated Powers  In accordance with the Council's aspirations, policies and 

strategy.   

a) The overseeing, improvement and development of leisure and recreation 

grounds, premises and activities 

b) Administration of other leisure/entertainment orientated activities, approved 

by Council, such as the organization of fireworks night and Christmas 

decorations   

c) Expenditure within a budget approved by Council 

d) Special events – organization and management of recreational or 

entertainment events. 
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Duties to consider and recommend to Policy and Resources Committee 

a) Recreation items for the annual Council budget 

b) Expenditure beyond the Recreation budget 

 

Duties to consider and Recommend to Council 

a) Major changes in use for Council recreation facilities 



 17 

4. ENVIRONMENT COMMITTEE 

4.1 Delegated Powers  In accordance with the Council's aspirations, policies and 

strategy. 

a) Grass cutting/hedge cutting/tree maintenance 

b) Rights of Way Parish Paths Partnership (P3) 

c) Dog waste bins 

d) The Pound, The Orchard, The Hill 

e) Bury Lane Allotments  

f) Environmental improvement & development 

g) Village benches, bus shelters and sign maintenance 

h) Village Street Cleaner 

i) Seasonal issues e.g. snow/ice clearing 

j) Consultation and policy 

k) Conservation/Listed Buildings and housing 

l) Neighbourhood Plan 

m) Traveller and Gypsy sites 

n) Quarry 

o) Highways issues: existing and new, including footways, highway grass verges 

and planting 

p) Renewable Energy projects 

q) Wildlife sites 

r) Miscellaneous 

 

4.2 Duties to consider and recommend to Policy and Resources Committee 

a) Environment items for the annual Council budget 

b) Any expenditure beyond the Environment budget 

c) Any unspent amount for previous year 

d) Actuals 

 

4.3 Duties to consider and Recommend to Council 

a) Consultations from other bodies such as County Council, District Council, 

Health Authority, Environment Agency 

b) Neighbourhood Plan, including housing 

c) Highways, traffic management and parking and pedestrian safety 

d) Policies 

e) Budget 
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APPENDIX B 

 

OFFICERS OF THE PARISH COUNCIL 

 

1. PROPER OFFICER 

The Clerk to the Council shall be deemed the Proper Officer of the Council to 

discharge the following statutory functions. 

 

a) To receive declarations of acceptance of office. 

b) To receive and record notices disclosing pecuniary interests. 

c) To receive and retain plans and documents. 

d) To sign notices or other documents on behalf of the Council. 

e) To receive copies of byelaws made by a District Council. 

f) To certify any copies of byelaws made by the Council. 

g) To sign summonses to attend meetings of the Council. 

h) To authenticate any document required in legal proceedings on behalf of 

Council. 

 

In any other case, the Proper Officer shall be the person nominated by the Council 

and, in default of nomination, the Clerk. 

 

 

2. RESPONSIBLE FINANCIAL OFFICER 

The Clerk of the Council shall be deemed the Responsible Financial Officer of the 

Council for the purposes of the Accounts and Audit Regulations, 1996.b. 
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APPENDIX C 

 

STANDING ORDERS RELATING TO CONTRACTS  

 

 

1. GENERAL 

 Every contract made by the Council shall comply with these Standing Orders and 

no exception shall be made otherwise than by direction of the Council.  

 

2. SELECTING CONTRACTORS 

2.1 Where neither competitive tenders nor quotations are required 

a) A contractor's estimated cost is less than £1,000 

b) A contract for urgent works necessary to protect life or property 

c) A contract for the purchase of goods or services where another local authority, 

public body or consortium has secured beneficial terms 

d) An additional contract, that is to say of an earlier contract negotiated on the 

based on competitive tender or quotation 

e) The provision of works and services by statutory undertakers or public utilities 

where there is no other reasonable source of supply 

f) Contracts with financial institutions to finance the purchase of goods and 

capital equipment by leasing or otherwise 

g) For specialist services such as provided by solicitors, accountants, surveyors 

and planning consultants.   

 

2.2 Where competitive tenders must be sought 

a) If the estimated cost of the contract is less than £4,000 and is not covered by 

Standing Order 2.1, then at least 3 competitive tenders or quotations must be 

sought.  Where less than 2 such tenders are received, or if all received are 

nearly identical then arrangements as it thinks fit for procuring the goods or 

services or executing the works. 

b) If the estimated cost of a contract is £4,000 or more and is not covered by 

Standing Order 2.1, then five or more tenders must be sought by giving public 

notice under Standing Order 3.  If less than 3 tenders are received or if all are 

nearly identical, the Council may make such arrangements as it thinks fit for 

procuring goods or services or executing works. 

c) Notwithstanding Standing Order 14.1, the specific monetary limits stated in 

Standing Orders 2.1, 2.2, may be revised by simple resolution of the Council. 

 

3. SEEKING COMPETITIVE TENDERS BY GIVING PUBLIC NOTICE 

3.1 A public notice must be placed in at least one local newspaper and must state the 

general nature of the intended contract and the period within which applications 

of interest must be received.  

 

3.2 The Clerk of the Council shall record all applications in a register. 
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4. INVITING AND OPENING TENDERS  

4.1 Tenderers must be told that no tender will be considered unless: 

a) it is contained in a plain inner envelope securely sealed and self-addressed by 

the tenderer, 

b) the inner envelope is contained in a plain outer envelope securely sealed, 

bearing only the word 'tender' followed by the subject matter of the contract 

and not bearing any distinguishing matter indicating the identity of the 

sender, 

c) the outer envelope is addressed impersonally to the Clerk to the Council. 

 

4.2 Each tender must contain the following. 

a) An undertaking by the tenderer that they have not done, and will not do, 

before the time and date specified for the return of their tender, any of the 

following. 

(i) Communicate to a person other than the person calling for the tenders, 

the amount or approximate amount of the proposed tender. 

(ii) Enter into any agreement or arrangement with any other person that 

either of them refrains from tendering or any agreement or arrangement 

as to the amount of the tender to be submitted. 

(iii) Offer, pay, give or agree to pay or give any sum of money or valuable 

consideration directly or indirectly to any person for doing or causing to be 

done and act of the sort described above. 

b) Tenders shall be opened on one single occasion by the Clerk and at least two 

Members of the Council and they shall complete and sign a register of 

tenders received. 

 

4.3 ACCEPTANCE OF TENDERS 

4.3.1 The results of tenders shall be reported to the appropriate Committee of the 

Council who shall be authorized to accept such tender as it thinks fit or not to 

accept any. 

 

4.3.2 The Council will accept a tender on its value rather than on cost, quality will also 

be a consideration. 

 

4.3.3 It shall not be the exception to these Standing Orders relating to contracts, to 

accept a tender other than the lowest, or the highest as the case may be, subject 

to reasons for such decisions being recorded in the minutes of the Committee 

concerned. 

 

5.  INVALID TENDERS 

 Tenders received, even if they would otherwise have been the lowest, or highest 

as the case may be, shall be deemed invalid and rejected if the tender 

a) is received after the specified time and date set out in the invitation to tender, 

or 

b) does not conform to the requirements of the specifications, or 

c) the tenderer has not otherwise conformed with the requirements of these 

Standing Orders. 

 

 

 

 



 21 

APPENDIX D 

 

STANDING ORDERS RELATING TO FINANCIAL REGULATIONS 

  

 

1. GENERAL 

1.1 These financial regulations shall govern the conduct of the financial transactions 

of the Council and may only be amended or varied by resolution of the Council. 

 

1.2 The Clerk as the Responsible Financial Officer, under the policy direction of the 

Council shall be responsible for the proper administration of the Council's 

financial affairs. 

 

1.3 The Clerk as the Responsible Financial Officer shall be responsible for the 

production of financial management information for the Council. 

 

2. ANNUAL ESTIMATES 

2.1 Each Committee shall formulate and submit proposals to the Policy and 

Resources Committee in respect of revenue services and capital projects for 

inclusion in the capital programme not later than the end of October of each year.   

 

2.2 The Clerk shall prepare detailed estimates of income and expenditure on revenue 

services and receipts and payments on capital account each year. 

 

2.3 The Policy and Resources Committee shall review the estimates and submit them 

to the Council not later than the end of November each year and shall recommend 

the precept to be levied for the ensuing financial year. 

 

2.4 The annual capital and revenue budgets shall form the basis of the financial 

control for the ensuing financial year. 

 

3. BUDGETARY CONTROL 

3.1 Expenditure on the revenue account may be incurred up to the amounts included 

in each approved budget heading. 

 

3.2 No expenditure may be incurred which cannot be met from the amount provided 

in the appropriate budget heading unless prior agreement has been given by the 

Policy and Resources Committee and approved by the Council. 

 

3.4 The Clerk shall periodically provide the Council with a statement of income and 

expenditure to date under each budget heading. 

 

3.5 The Clerk may incur expenditure on behalf of the Council which is necessary to 

carry out any repair; replacement or other work which is of such urgency that it 

must be done at once, whether or not there is any budgetary provision, subject to 

a limit of £2,000.  The Clerk shall report the action to the appropriate Committee 

as soon as possible. 

 

3.6 Unspent provisions in the revenue year shall not be carried forward on a 

subsequent year unless recommended by the Policy and Resources Committee 

and approved by the full Council. 
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3.7 All capital works shall be administered in accordance with the Council's Standing 

Orders relating to contracts. 

 

4. ACCOUNTING AND AUDIT 

4.1 All accounting procedures and financial records of the Council shall be 

determined by the Clerk as the Responsible Financial Officer. 

 

4.2 The Clerk shall be responsible for completing the annual accounts of the Council 

as soon as possible after the end of the financial year and shall submit them to 

Council. 

 

4.3 The Council shall be responsible for maintaining an adequate and effective 

system of internal audit of the Council's accounting, financial and other 

operations. 

 

5. BANKING ARRANGEMENTS AND CHEQUES 

5.1 The Council's banking arrangements shall be made by the Clerk and approved by 

the Council. 

 

5.2 A schedule of payment of money shall be prepared by the Clerk and presented to 

each scheduled meeting of the Council. 

 

5.3 Cheques drawn on the Council's bank accounts shall be signed by two Councillors 

whose signatures have been registered with the bank. 

 

5.4 Electronic payments will be initiated by the Clerk and approved by a Councillor 

registered for telephone or internet banking. 

 

 

6. PAYMENT OF ACCOUNTS 

6.1 Apart from petty cash payments, all payments shall be effected by cheque or 

other order drawn on the Council's bankers. 

 

6.2 All invoices for payment shall be examined, verified and certified by the Clerk. 

 

6.3 The Clerk shall maintain a petty cash float of £300 for the purposes of defraying 

operational and other expenses.   Vouchers for payments made from petty cash 

shall be kept to substantiate the payments.  Payments to maintain the petty cash 

float shall be clearly identified in the schedule of the payment of money recorded 

in the payments and receipts register. 

 

7. LOANS AND INVESTMENTS 

7.1 All loans and investments shall be negotiated by the Clerk in the name of the 

Council and shall be for a set period of time in accordance with Council policy.  

Changes to loans and investments should be reported to the Policy and 

Resources Committee at the earliest opportunity. 

 

7.2 All investments of money under control of the Council and all borrowings shall be 

in the name of the Council 
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7.3 All investment certificates and other related documents shall be retained in the 

custody of the Clerk. 

 

8. INCOME 

8.1 The collection of sums due to the Council shall be the responsibility of the Clerk. 

 

8.2 The Council will review all fees and charges annually and any decisions thereon 

shall be recorded in the minutes.   

 

8.3 The Clerk shall report any bad debts to the Policy and Resources Committee. 

 

8.4 Sums received on behalf of the Council shall be passed to the Clerk who shall 

deposit all receipts with the Council's bank at the earliest possible date.  

 

8.5 Personal cheques shall not be cashed out of money on behalf of the Council. 

 

9. ORDERS FOR WORKS, GOODS OR SERVICES 

9.1 Orders for works, goods or services shall only be issued by the Clerk or by such 

other Member of staff specifically authorised by the Clerk to do so. 

 

9.2 So far as is practicable an official order or leaflet shall be used for all work, goods 

or services.   

 

9.3 The Clerk shall be responsible for obtaining value for money at all times in the 

placing of orders. 

 

10. STORES AND EQUIPMENT 

10.1 The Clerk shall be responsible for the care and custody of stores and equipment 

and for annual check on such. 

 

10.2 Stocks shall be maintained generally at the minimum consistent with purchasing 

economy and operational requirements. 

 

11. PROPERTIES AND ESTATES 

11.1 The Clerk shall make appropriate arrangements for the custody of all title deeds 

of Council owned property. 

 

11.2 The Clerk shall ensure a record is maintained of all properties owned by the 

Council recording the location, extent, purchase details, nature of other interest 

tenancies granted and rents payable. 

 

11.3 No property shall be sold, leased or otherwise disposed of without the authority of 

the Council, save where the estimated value of any one item does not exceed 

£500.  
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12. INSURANCE 

12.1 The Clerk shall affect all insurances and negotiate all claims on the Council's 

insurers. 

 

12.2 The Clerk shall keep a record of all insurances affected for the Council, the 

property and risk covered, and shall review annually. 

 

12.3 The Clerk shall be notified of any loss liability or damage or any event likely to lead 

to a claim. 
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APPENDIX E 

 

REGULATION OF PROCEEDINGS AT THE ANNUAL PARISH MEETING 

 

1. NOTICE OF MEETING 

1.1 Notice of the annual meeting must be given by affixing notice in some 

conspicuous place in the Parish and in any other manner thought to be desirable.  

 

1.2 A minimum of seven clear day's notice should be given. 

 

2. CHAIR 

2.1 The Chair of the Parish Council shall preside at the annual meeting.  In the 

absence of the Chair, the Vice-Chair shall preside.  In the absence of the Chair 

and the Vice-Chair the meeting shall appoint a Chair before it proceeds to 

consider any further business.   

 

3. MINUTES 

3.1 The Clerk of the Council shall record the proceedings of the annual meeting 

unless the meeting resolves otherwise.  In the absence of the Clerk the meeting 

shall appoint another person to record the proceedings. 

 

3.2 As soon as the Chair has been filled, and provision made for recording the 

proceedings, the minutes of the previous annual meeting shall be considered and, 

if correct, signed by the person presiding at the current annual meeting. 

 

4. ORDER OF BUSINESS 

4.1 After the minutes have been signed, the order of business at the annual meeting 

shall be as follows. 

a) To hear the reports of the Parish Council and Committees. 

b) To hear the financial report of the Parish Council. 

c) To hear any observations of the County Councillor and District Councillors. 

d) To consider any business of which 7 days written notice has been given to the 

Clerk. 

e) To consider other business, at the discretion of the Chair, for which 7 days 

written notice has not been given to the Clerk. 

f) To receive presentations from invited external speakers. 

 

5. CONDUCT OF THE MEETING AND RULES FOR DEBATE 

5.1 Whilst no detailed provisions are set down for the conduct of the meeting and 

rules for debate, the generally accepted conventions covering meetings shall 

apply. 
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APPENDIX F 

 

ALLOWANCES FOR COUNCILLORS 

 

 

1. GENERAL 

1.1 Parish Councils are able to pay a parish basic allowance for a year to its 

 Chair (NALC Regulation 25). The amount payable to the Chair may differ from that 

of other members (ie a higher sum could be paid because of the extra duties that may be 

required of the Chair of the Council) but otherwise the sum shall be the same for each 

Committee Chair. 

 

1.2 The allowance is not a salary, it is a figure, which is calculated to cover the 

 expenses, which are normally associated with the basic duties of being a 

 Local Councillor. 

 

1.3 Travelling and subsistence allowances (NALC Regulation 26) are treated 

 separately. The Council may pay to its members allowances in respect of 

 travelling and subsistence, including an allowance in respect of travel by 

 bicycle or other non motorized form of transport, undertaken or incurred in 

 connection with the performance of their duties. 

 

2. PAYMENT 

2.1 Each Committee Chair may receive a payment of £50 in June each year. 

 

2.2 The Chair of the Council may receive a payment of £100 in June each year. 


