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INTRODUCTION 

The following Standing Orders with the exception of Appendix 1 are a shortened version of the                
model Standing Orders recommended by the National Association of Parish and Town Councils. 

The Standing Orders in bold type have been laid down in the act of Parliament and are therefore                  
compulsory. 

These Standing Orders were adopted by the council at their meeting on 26th August 2015 subject to                 
the proviso that if a matter arises which is not covered by the Standing Orders adopted, the model                  
Standing Orders provided by the NALC will apply. 

(Note: the numbering sequence used in the model Standing Orders has been retained to ensure easy                
reference. This means that occasionally the numbering sequence in the abbreviated version will not              
run consecutively). 

MEETINGS 

1 (a)        Meetings of the Council shall be held at 7 pm on the last Wednesday of the month 
unless the Council otherwise decides at a previous meeting. 

(b)       Smoking, including the use of electronic smoking devices, is not permitted at any 
meeting of the Council. 

2 The Statutory annual meeting (a) in an election year shall be held on the Wednesday 
next following the fourth day after the ordinary day of elections to the Council and (b) 
in a year which is not an election year shall be held on the last Wednesday in May. 

3 The three other statutory meetings shall be held on the last Wednesday in the months 
of July, November, and March. 

4 Seven additional meetings may be held on the last Wednesday in the months of April, June, 
August, September, October, January and February. A meeting may be held on the first or 
second Wednesday in January if summoned by the Clerk.  

PROPER OFFICER 

6 Where a statute, regulation or order confer functions or duties on the Proper Officer of the 
Council he shall be the clerk. 

QUORUM 

7 One third of the membership of the Council shall constitute a quorum. 
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VOTING 
9 Members shall vote by show of hands, or, if at least two members so request, by signed                  

ballot. 
 
10 If a member so requires, the clerk shall record the names of the members who voted 

on any question so as to show whether they voted for or against it. 

11 (1)       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. 

(3) The person presiding must give a casting vote whenever there is an equality of               
votes in an election for Chairman. 

ORDER OF BUSINESS 
12 At each Annual Meeting the first business shall be 

(a) To elect a Chairman. 

(b) To receive the Chairman'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. 

 

14 In every year not later than the meeting at which the estimates for next year are settled the 
Council shall review the pay and conditions of service of existing employees. 

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

 

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

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

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

16 A motion to vary the order of business on the ground of urgency may be proposed by the 
Chairman or by any member and shall be put to the vote without discussion. 

RESOLUTIONS MOVED ON NOTICE 

17 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. 

22 Every resolution or recommendation shall be relevant to some subject over which the 
Council has power or which affects its area. 
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RESOLUTIONS MOVED WITHOUT NOTICE 
23 Resolutions dealing with the following matters may be moved 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. 
(g) To refer a matter to a committee. 
(h) To appoint a committee or any members thereof. 
(i) To adopt a report. 
(j)        To authorise the sealing of documents. 
(k)       To amend a motion. 
(i)        To give leave to withdraw a resolution or an amendment. 
(m)      To extend the time limit for speeches. 
(n) To exclude the public, (see Order 66 below) 
(o) To silence or eject from the meeting a member named for misconduct, 

(see Order 33 below) 
(p) To invite a member having an interest in the subject matter under debate to remain. 

(see Order 59 below) 
(q) To give consent of the Council where such consent is required by these Standing 

Orders. 
(r) To suspend any Standing Order. 

(see Order 75 below)  
(s) To adjourn the meeting. 

RULES OF DEBATE 

28 No discussion shall take place upon the minutes except upon their accuracy. 
Corrections to the Minutes shall be made by resolution and must be initialled by the 
Chairman. 

29 (a)       A resolution or amendment shall not be discussed unless it has been proposed and 
Seconded. 

(c) a member shall direct his speech to the question under discussion or to a personal 
explanation or to a question of order. 

(d) No speech by a mover of a resolution shall exceed 5 minutes, and no other speech 
shall exceed 3 minutes except by consent 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 effect of negating the resolution before the 
Council. 

(g) If an amendment be carried, the resolution, as amended, shall take the place of the 
original   resolution   and   shall   become  the   resolution   upon  which   any  further 
amendment may be moved. 

Standing Orders Page 3 of 9 Version 2 
 



(h) A further amendment shall not be moved until the Council has disposed of every              
amendment previously moved. 

(1) The mover of a resolution or of an amendment shall have a right of reply, not 
exceeding 3 minutes immediately before the resolution or amendment is put to the 
vote. 
 

(j) A member, other than the mover of a resolution, shall not, without leave of the               
Council, 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 a closure. 

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

(i) To amend the resolution. 
(ii) 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 do leave the meeting. 
(vii) That the resolution be referred to a committee. 
(viii) To exclude the public and press. 
(ix) To adjourn the meeting. 

31 (a)       The ruling of the Chairman on a point of order or on the admissibility of a personal 
explanation shall not be discussed. 

(b)       Members shall address the Chairman. 

(Note: Where a meeting is adjourned the subsequent proceedings are part of the original              
meeting and no new notices or agendas need to be issued except a notification to members                
not present of the date of the continuation of the meeting). 

DISORDERLY CONDUCT 

33 (a) No member shall at a meeting persistently disregard the ruling of the Chairman,             
wilfully obstruct business, or behave irregularly, offensively, improperly or in such a            
manner as to scandalise the Council or bring it into contempt or ridicule. 

(b) If, in the opinion of the Chairman, a member has broken the provisions of paragraph 
(a) 
of this Order, the Chairman 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 (b) is disobeyed, the Chairman may 
suspend the meeting or take such further steps as may reasonably be necessary to 
enforce them. 

ALTERATION OF RESOLUTION 
35 A member may, with the consent of his seconder, move amendments to his own resolution. 

Standing Orders Page 4 of 9 Version 2 
 



RESCISSION OF PREVIOUS RESOLUTION 
36 A decision (whether affirmative or negative) of the Council shall not be reversed within six 

months except by a special resolution, the written notice whereof bears the names of a least 
one third members of the Council. 

VOTING ON APPOINTMENTS 

37 Where more than two persons have been nominated for any position to be filled by the 
Council and of the votes given there is not an absolute majority in favour of one person, the 
name of the person having the least number of votes shall be struck off the list and a fresh                   
vote taken, and so on until a majority of votes is given n favour of one person. 

DISCUSSION AND RESOLUTIONS AFFECTING EMPLOYEES OF THE COUNCIL 

38 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 has decided whether or not the public shall be                
excluded. (See Standing Order No 66). 

INTERESTS 

59 If any member has a personal or prejudicial interest within the ambit of the National               
Code of Local Government Conduct he shall declare it and thereupon may be invited to               
withdraw from the meeting in accordance with the provisions contained in The West             
Dean Parish Council’s Code of Conduct currently in effect for the Council 

INSPECTION OF DOCUMENTS 

63 A member may for the purpose of his duty as such (but not otherwise), inspect any 
document in possession of the Council and if copies are available shall, on   request, be 
supplied for the like purpose with a copy. 

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

ADMISSION OF THE PUBLIC AND PRESS TO MEETINGS 

66 The public shall be admitted to all meetings of the Council 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" 

Notes: 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. 

The Chairman may with the agreement of Council suspend Standard Orders and invite any              
person attending a meeting to speak but only to offer factual advice or information relevant               
to the subject under discussion. 

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

68 If a member of the public interrupts the proceedings at any meeting, the Chairman may, after 
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warning, order that he be removed from the Council chamber. 

CONFIDENTIAL BUSINESS 

69 (a) No member of the Council shall disclose to any person not a member of the Council 
any business declared to be confidential by the Council. 
STANDING ORDER ON CONTRACTS 
73 (a)       "Where it is intended to enter into a contract exceeding £20,000 in value for the 

supply of goods or material or the execution of works, the clerk shall give at least                
three weeks public notice of such intention in the same manner as public notice of               
meetings of the Council is given. Alternatively, the Council may invite not less than              
three tenders from an approved list of contractors held by the District Council or an               
approved list held by a project manager who has been appointed by the parish              
Council as a result of a public advertisement" 

(b) Notice of a contract exceeding £20,000 shall state the general nature of the intended 
contract and state the name and address of the person to whom tenders are to be 
addressed and the last date by which those tenders should reach that person in the 
ordinary course of post. 

(c) Tenders shall be opened by the clerk or other person to whom tenders are required 
to be addressed on the date specified pursuant to paragraph (b) of this Order and 
shall be reported by the person who opened them to the Council or, where the 
tenders have been sought by a committee or sub-committee, to that committee or 
sub-committee. 

(d) Neither the Council nor any committee, or sub-committee is bound to accept the 
lowest tender. 

(e) If no tenders are received or if all the tenders are identical the Council may make 
such arrangements for procuring the goods or materials or executing the works as it 
thinks fit. 

CODE OF CONDUCT COMPLAINTS 

74 The Council shall deal with complaints of maladministration allegedly committed by the 
Council or by any officer or member in the manner recommended in Circular 2/86 issued by 
the National Association of Local Councils. 

VARIATION, REVOCATION AND SUSPENSION OF STANDING ORDERS 

75 Any or every part of the Standing Orders except those printed in bold type may be 
suspended by resolution in relation to any specific item of business. 

76 A resolution permanently to add, vary, or revoke a Standing Order shall when proposed and 
seconded, stand adjourned without discussion to the next ordinary meeting of the Council 
unless it appears in the agenda. 

STANDING ORDERS TO BE GIVEN TO MEMBERS 

77 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. 

APPENDIX 1 
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Additional Standing Orders 

Below are a number of additional Standing Orders which are not taken from the National 
Association of Local Councils model Standing Orders. 

1 AGENDA 

The agenda shall normally be sent out and publicised on the Council web site three clear 
working days before the meeting (Saturday to be considered a working day). 

1.1 Documents for consideration shall whenever possible be circulated to councillors with the 
agenda. Otherwise they shall if possible be circulated before the meeting. 

1.2 The agenda for each meeting shall include an item "Matters considered by the Chair to be 
urgent" 

2 LENGTH OF MEETINGS 

2.1 When two and a half hours have passed business shall stop. The Council shall then agree                
either to extend the meeting by a set time or fix a date when the remaining agenda will be                   
considered, and close the meeting. 

3 PAY AND EXPENSES 

3.1 The Council shall pay the clerk a salary in accordance with the scales recommended by the 
National Association of Local Councils.   The Clerk's pay shall be reviewed each year not 
later than the meeting at which the Council decided the estimates for the next year.   The 
Council may also pay the clerk approved additional expenses incurred in the carrying out of 
his duties. 

3.2 The Council may pay the Chairman such expenses of his office as they think reasonable. 
3.3 A Councillor may claim expenses according to a set scale for approved duties. 
4 PARISH MEETINGS 

4.1 The Council may call meetings of people living in the parish on a regular basis or for a                  
specific purpose 

5 APPROACH FROM THE PUBLIC 

5.1 A Councillor approached by a member of the public on a public matter should raise it at                 
Council if it is within its jurisdiction. If not, he should direct the person to a place where he                   
can receive help or advice. 

6 INSPECTION OF DOCUMENTS 

6.1 All minutes kept by the Council shall be open for inspection to any member of the public                 
subject to at least three days notice. 

7 PUBLIC OPEN FORUM 

7.1 The  Public  Open  Forum was  introduced to  allow electors  the  opportunity to  make 
representations to the Council or ask questions. The public open forum is conducted outside 
and prior to the formal meeting. The overriding aim is to ensure that electors feel they have 
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had a fair hearing and that the Council will try to help provided it is in the public interest to 
do so. 

7.2  The Public Open Forum is intended for residents of the Parish to make representations to the 
Council. Commercial interests presenting planning applications or other business proposals 
shall not be permitted to address the Public Forum except by previous agreement of the 
Parish Council or on a recommendation by the Planning or Governance Committee.  

7.3 If Councillors know that a deputation is attending a Council meeting, they should let the 
Chairman and Clerk know in advance, together with as much information about the purpose 
of the deputation as possible. 

7.4 Item void. 

7.5 The Chairman will inform the deputation of the method to be used to address the problem 
identified by them. 

7.6 At this initial stage the Council will not attempt to solve the actual problem itself. This would 
be an open-ended commitment in terms of the time allowed for debate and it could be illegal 
to pass a resolution. 

7.7 The Chairman will inform the deputation of the time limits which apply and ask for the name 
and address of a spokesperson. 

7.8 The spokesperson will be invited to put the case with a maximum time limit of 10 minutes. 
Follow up speakers to be allowed 5 minutes in total. 

7.9 The Chairman will decide whether he can advise the deputation immediately or if he needs 
to sound out members and/or consult the Clerk. 

7.10 After sounding out the members and/or consulting the Clerk, the Chairman will inform the 
deputation what action the Parish Council intends to take. 

7.11 The initial response by the council should be to establish if the matter is something which the 
council should be involved in as a matter of public interest or is a private matter for the 
electors to deal with themselves. 

7.11     Subsequent action can take several forms as follows - 

(i) The degree to which the council will/not act as advocate on behalf of the individual or 
group of electors. 

(ii) To refer the matter to a committee of the council for action, 
(iii)       To place the matter on a future Parish Council agenda. 

(iv) To instruct the Clerk to make further enquiries or conduct correspondence on behalf 
of the deputation or arrange meetings as considered necessary. 

v) If the matter is already on the council agenda the Chairman will point this out to the                 
deputation and invite electors to make any points they feel are relevant with regard to               
the agenda item. The Chairman can then invite the deputation to remain and listen to               
the debate in council. 

(vi) If, during the formal meeting, the Chairman feels that the deputation has information             

Standing Orders Page 8 of 9 Version 2 
 



which will be useful to the council, the Chairman with the agreement of members can               
invite a spokesperson to address the council. (This is already covered by Standing             
Orders) 

(vii) If the subject concerns an ongoing matter in which the Parish Council is implicated, it               
may be possible to address the electors concerns with a simple update on the              
situation, a transfer of information or some reassurance. If this type of matter cannot              
be satisfactorily concluded within the timescale a decision should be taken as to the              
method by which it will be dealt with and the deputation informed accordingly. 

(viii) There may be other ways in which action can be taken but the overriding principle               
should be to decide the method by which the problem will be dealt with and avoid                
being drawn into any attempt to solve the problem itself during the public open              
session particularly without being in full possession of the facts. 

8 COMMITTEES OF THE COUNCIL 
8.1 These Standing Orders shall apply to all committee and Sub-Committees of the Council,              

except that the quorum for such committees and sub-committees shall be three. 
8.2 All members shall be members of all committees. 
 
The Council may form or remove Committees of the Council, that will act as a discussion forum. 
The Council will decide on the membership and terms of reference for each committee so formed. 
 
Any recommendation made by a committee (Except a Planning Committee) that falls outside of 
Council policy or affects one location within the Parish, shall be presented in the form of a proposal 
to the full Council.  To allow for full debate, the Committee Chair should present the proposal and a 
decision of full Council will be final. 
 
Any member may introduce a discussion topic by advising the relevant committee Chair 7 clear days 
before the next committee meeting.  All Committee agendas will be distributed 3 clear working days 
(Saturday to be considered a working day) prior to the meeting. 
 

Version 1 – Adopted 25th June 2015 
Version 2 – Adopted 25th March 2020  
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