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STRATFIELD SAYE PARISH COUNCIL

STAI.IDING ORDERS

1. RI.]LES OF DEBATE AT MEETINGS

a Motions on the agenda shall be considered in the order that they appear unless
the order is changed at the discretion of the chair of the meeting.

b A motion (including an amendment) shall not be progressed unless it has been
moved and seconded.

A motion on the agenda that is not moved by its proposer may be teated by the
chair of the meeting as withdrawn.

If a motion (including an amendment) has been seconded it may be withdrawn
by the proposer only with the consent of the seconder and the meeting.

An amendment is a proposal to remove or add words to a motion. It shall not
negate the motion.

If an amendment to the original motion is carried, the original motion (as
amended) becomes the substantive motion upon which further amendment(s)
may be moved.

An amendment shall not be considered unless early verbal notice of it is given
at the meeting and, if requested by the chair of the meeting, is expressed in
writhg to the chair.

A councillor may move an arnendmelrt to their own motion if agreed by the
meeting. If a motion has already been seconde4 the amendment shall be with
the consent of the seconder and the meeting.

If tlere is more than one amendment to an original or substantive motion, the
amendments shall be moved in the order directed by the chair of the meeting.

Subject to standing order lft), only one amendment shall be moved and debated
at a time, the order of which shall be directedby the chair of the meeting.

One or more amendments may be discussed together if the chair of the meeting
considers this expedient but each amendment shall be voted upon separately.

A councillor may not move more than one amendment to an original or
substantive motion.

m The mover of an amendment has no right of reply at the end of debate on it.

n Where a series of amendments to an original motion are calried the mover of
the original motion shall have a right of reply either at the end of debate on the
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first amendment or at the very end of debate on the final substantive motion
immediately before it is put to the vote.

Unless permitted by the chair of the meeting, a councillor may speak once in the
debate on a motion except:

i. to speak on an amendment moved by another councillor;

ii. to move or speak on another amendment if the motion has been amended
since they last spoke;

iii. to make a point of order;

iv. to give a personal explanation; or

v. to exercise a right of reply.

During the debate on a motion, a councillormay intemrpt only on apoint of
order or a personal explanation and the councillor who was intemrpted shall
stop speaking. A councillor raising apoint of order shafl identi&the standing
order which they consider has been breached or speciS the other irregularity in
the proceedings of the meeting they are concerned by.

A point of order shall be decided by the chair of the meeting and their decision
shall be final.

When a motion is under debate, no other motion shall be moved except:

i. to amend the motion;

ii. to proceed to the next business;

iii. to adjourr the debate;

iv. to put the motion to a vote;

v. to ask a person to be no longer heard or to leave the meeting;

vi. to refer a motion to a committee or sub-committee for consideration;

vii. to exclude the public and press;

viii. to adjoum the meeting; or

ix. to suspendparticular standing order(s) excepting those which reflect
mandatory statutory or legal requirements.

Before an original or substantive motion is put to the vote, the chair of the
meeting shall be satisfied that the motion has been sufficient$ debated and that
the mover of the motion under debate has exercised or waived their right of
reply.
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t Excluding motions moved under standing order l(r), the contributions or
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed THREE minutes without the consent of the chair of the meeting.

2. DISORDERLY CONDUCT AT MEBTINGS

a No person shall obstruct the transaction ofbusiness at a meeting or behave
offensively or improperly. If this standing order is ignored, the chair ofthe
meeting shall request such person(s) to moderate or improve their conduct.

b If person(s) disregard the request of the chair of the meeting to moderate or
improve their conduct, axry councillor or the chair of the meeting may move that
the person be no longer heard or be excluded from the meeting. The motion, if
seconded, shall be put to the vote without discussion.

c If a resolution made under standing order 2(b) is ignored, the chair of the
meeting may take further reasonable steps to restore order or to progress the
meeting. This may include temporarily suspording or closing the meeting.

3. MEETINGS GENERALLY

FullCouncil meetings

Committee meetings

Sub-committee meetings
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Meetings shall not take place in pre,mises which at the time of the meeting
are used for the supply of aleohol, unless no other pre,mises are available
free of charge or at a reasonable cost.

The minimum three clear days for notice of a meeting does not include the
day on which notice was issued, the day of the meeting, a Sunday, a day of
the Christmas break, a day ofthe Easter break or of a bank holiday or a
day appointed for public thanksgiving or mourning.

The minimum three clear days'public notice of a meeting does not include
the day on which the notice was issued or the day of the meeting.

Meetings shall be op€,n to the public unless their prese'nce is prejudicial to
the public interest by reason of the confidemtial nature of the business to be
transacted or for other special reasons. The public's exclusion from part or
all of a meeting shall be by a resolution which shall give reasons for the
public's exclusion.
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Members of the public may make representations, €tnswer questions and give
evidence at a meeting which they are entitled to attend in respect of the business
on the agenda.

The period of time designated forpublic participation at a meeting in accordance
with standing order 3(e) shall not exceed FIF,TEEN minutes unless directed by
the chair ofthe meeting.

Subject to standing order 3(0, a member of the public shall not speak for more
than THREE minutes.

In accordance with standing order 3(e), a question shall not require a response at
the meeting nor start a debate on the question. The chair of the meeting may
direct that a written or oral response be given.

A person shall raise their hand when requesting to speak and stand when
speaking (except when a person has a disability or is likely to suffer discomfort).
The chair of the meeting may at any time permit a person to be seated when
speaking.

A person who speaks at a meeting shall direct their comments to the chair of the
meeting.

Only one person is pennitted to speak at a time. If more than one person wants
to speak, the chair of the meeting shall direct the order of speaking.

Subject to standing order 3(m), a person who atte,nds a meeting is
permitted to report on the meeting whilst the meeting is open to the public.
To "rqlort" means ts film, photograph, make an audio recording of
meeting proceedings, use any other means for e,lrabling persoas not present
to see or hear the meeting as it takes place or trrter or to rqlort or to
provide oral or unitten commentary about the meeting so that the report or
commentary is available as the meeting takes place or later to persons not
present.

Apersm present at a meeting maynot provide an oral report or oral
commentary about a meeting as it takes place without permission.

The press shall be provided with reasonable facilities for the taking of their
rqrort of all or part ofa meeting at whioh they are entitted to bepresent.

Subject to standing orders which indicate otherwise, anythhg authorised or
required to be done bn to or before the Chair of the Council may in their
absence be done by, to or before the Vice-Chair ofthe Council (ifthere is
one).

The Chair ofthe Councit ifpreeent, shallpreside at a meeting.Ifthe Chair
is absent from a meeting the Vice-Chair oftho Counsil (ifthere is one) if
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present, shall preside. Ifboth the Chair and the Vice-Chair are absent from
a meeting a councillor as chos€,lr by the councillors preseirt at the meeting
shallpreside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors and non-councillors with voting
rights present and voting.

The chair of a meeting may give an original voto on any matter put to the
vote, and in the case of an equality ofvotm may erercise their casting vote
uihether or not they gave an oriElral vote.

&e standing orders 5(h) and (0 fur the differentrules that apptyin the election
ofthe Chair ofthe Council at the annual reeting ofthe Couacil.

Unless standing orders prwide otherwisen voting on a question shall be by a
show ofhands. At the request of a councillor, the voting on ary question
shallbe recorded so as to shonr whether each counoillor present and voting
gave their vote for or against that question. Such a request shall be made
before moving on to the next item of business on the agenda.

The minutes of a meeting shall inctude an accurate record of the following:

i. the time and place of the meeting;

ii. the names of councillors who are present and the names of councillors
who are absent;

iii. interests that have been declaredby councillors and non-councillors with
voting rights;

iv. the grant of dispensations (if any) to councillors and non-councillors with
voting rights;

v. whether a councillor or non-councillor with voting rights left the meeting
when matters that they held interests in were being considered;

vi. if there was a public participation session; and

Yii. the resolutions made.

A councillor or a non-councillor with voting rights who has a disclosable
pecuniary interest or another interest as set out in the Council's code of
conduct in a matter being considered at a meeting is subject to statutory
limitations or restrictions under the code on their right to participate and
vote on that matter.

No business may be transacted at a meeting unless at least one-third of the
urhole number ofmembers of the Council are present and in no case shall
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the quorum of a meetingbe less than three.

ke standing order 4d(viii) for the quorum ofa cortntittee or sub-comnittee
xneting.

If a mreting is or becomes inquorate no business shall be transacted and the
meeting shall be closed. The business on the ageuda for the meeting shall be
adjoumed to another meeting.

A meeting shall not exceed a period of THREE hours.x

b
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4. COMMITTEES AI{D SI.'B-COMMITTBES

a Unless the Council determines otherwise, a oommittee may appoint a sub-
committee urhose terms of referelrce and members shall be determined by
the committee.

The members of a committee may include non-couocillors unless it is a
committee which regulates and controls the finances of the Council.

Unless the Council determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors.

d The Council may appoint standing committees or other committees as may be
necessary, and:

i. shall determine their terns of reference;

shall determine the number and time of the ordinary meetings of a
standing committee up until the date of the next annual meeting of the

Counci[;

iii. shatl permit a committee, other than in respect of the ordinary meetings of
a committee, to determine the number and time of its meetings;

shall, subject to standing orders 4(b) and (c), appoint and determine the

terms of office of members of such a committee;

may, subject to standing orders 4(b) and (c), appoint and determine the

tenns of office of the substitute members to a committee whose role is to
repiace the ordinary mernbers at a meeting of a committee if the ordinary
members of the committee confrm to the Proper Officer ( ) days before
the meeting that they are unable to attend;

vi. shall, after it has appointed the members of a standing committee, appoint

the chair ofthe standing committee;

11.
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vii. shall permit a committee other than a standing committee, to appoint its
own chair at the first meeting of the committee;

viii. shall determine the place, notice requirements and quorum for a meeting
of a committee and a sub-committee which, inboth cases, shall be no less
than three;

ix. shall determine if the public mayparticipate at a meeting of a committee;

x. shall determine if the public and press are pennitted to attend the meetings
of a sub-committee and also the advance public notice requirements, if
any, required forthe meetings of a sub-committee;

xi. shall detenrrine if the public may participate at a meeting of a sub-
committss that they are permitted to attend; and

xii. may dissolve a committee or a sub-committee.

ORDINARY COI.JNCIL MEETINGS

In an election y@r, the annualmeeting ofthe Council shall be held on or
within 14 days following the day on which the councillors elected take office.

In a year which is not an election y@r, the annual meeting of the Council
shall be held on such day in May as the Council decides.

If no other time is fixed, the annual meeting of the Council shall take place
at 6pm.

In addition to the annual meeting of the Council, at least three other
ordinary meetings shall be held in each year on such dates and times as the
Council decides.

The first business conducted at the annual meeting of the Council shall be
the election ofthe Chair and Vice-Chair (ifthere is one) ofthe Council.

The Chair of the Council unless they have resigned or become disqualified,
shall continue in office and preside at the annual meeting until their
successor is elected at the next annual meeting of the Council.

The Vice-Chair of the Council, if there is one, unless they resign or become
disqualified, shall hold office until immediately after the election of the
Chair of the Council at the next annual meeting of the Council.

In an election year, if the curre,nt Chair of the Council has not been re-
elected as a member of the Council, they shall preside at the annual
meeting until a suocessor Chair of the Council has beeo elected. The
current Chair of the Council shall not have an original vote in respect of
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the election of the new Chair of the Council but shall give a casting vote in
the case of an equality of votes.

In an election year, if the current Chair ofthe Council has bee,n re-elected
as a msmber of the Council, they shall preside at the annual meeting until a
new Chair of the Council has been elected. They may exerciss aa sjiginal
vote in respect of the election of the nen, Chair of the Council and shall give
a casting vote in the case of an equality ofvotes.

Following the election of the Chair of the Council and Vice-Chair (if there is
one) of the Council at the annual meeting, the business shall include:

i. In an election y@r, delivery by the Chair of the Council and
councillors of their acceptance of office forms unless the Council
resolves for this to be done at a later date. In aye,$ which is not an
election yeer, delivery by the Chair of the Council oftheir accqltance
of office form unless the Council resolves for this to be done at a later
date;

Confirmation of the accuracy of the minutes of the last meeting of the
Council;

iii. Receipt of the minutes of the last meeting of a committee;

iv. Consideration of the recommendations made by a comnnittee;

v. Review of delegation a:rangements to committees, sub-committees, staff
and other local authorities;

vi. Review of the terms of reference for committees;

vii. Appoinffirent of members to existing committees;

viii. Appointuent of any new committees in accordance with standing order 4;

ix. Review and adoption of appropriate standing orders and financial
regulations;

Review of arrangements (including legal agreements) with other local
authorities, not-for-profit bodies and businesses.

Review of representation on or work with external bodies and

arrangements for reporting back;

xii. In an election year, to make arrangements with a view to the Council
becoming eligible to exercise the general power of competence in the

future;

xiii. Review of inventory of land and other assets including buildings and

office equipment;
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xiv. Confirmation of arrangements for insurance cover in respect of all
insurable risks;

xv. Review of the Council's and/or staffsubscriptions to other bodies;

xvi. Review ofthe Council,s complaints procedure;

xvii. Review of the Council,s policies, procedures and practices in respect of its
obligations under freedom of information and data protection legislation
(see also standing orders I l, 20 and 21);

xviii. Review of the Council,s policy for dealing with the press/media;

xix. Review of the Council,s employrnentpolicies andprocedures;

xx. Review of the Council,s expenditure incurred under s.137 of the Local
Government Act lgTZ or the general power of competence.

xxi. Determining the time and place of ordinary meetings of the Council up to
and including the next annual meeting of the Council.

HMRAORDINARY MEETINGS OF THE COI.'NCIL,
COMMITTEES A}{D SI,]B-COMMITTEES

The Chair of the Council may oorvene an extraordinary meeting ofthe
Council atanytime.

If the Chair ofthe Council does not call an extraordinary meeting ofthe
Council within sev€n days ofhaving been requested in vniting to do so by
two councillors, ffiy two councillors may conv€ne an extraordinary meeting
of the Council. The public notice gving the time, place and age,lrda for such
a meeting shall be signed by the two councillors.

The chair of a committee or a sub-committee may convene an exffaordinary
meeting of the committee or the sub-committee at any time.

If the chair of a committee or a sub-committee does not call an exftaordinary
meeting ryi+hin SEYEN days of having been requested to do so by a majority of
the members of the committee or the sub-committee, a rnajority of the members
of tle committee or the sub-committee may convene an exfraordinary meeting
of the committee or a sub-committee.

PREVIOUS RESOLUTIONS

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least TWO councillors to be given
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to the Proper Officer in accordance with standing order 9, or by a motion moved
in pursuance of the recommendation of a committee or a sub-committee.

When a motion moved pursuant to standing order 7(a) has been disposed of no
similar motion may be moved for a further six months.

8. VOTING ON APPOINTMENTS

a Where more than two persons have been nominated for a position to be filled by
the Council and none of those persons has received an absolute majority of
votes in their favour, the name of the person having the least number of votes
shall be struck offthe list and a fresh vote taken. This process shall continue
until a majority of votes is given in favour of one person A tie in votes may be
settled by the casting vote exercisable by the chair of the meeting.

MOTIONS FOR A MEETING THAT REQT]IRE WRITTENNOTICE
TO BE GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is tabled
and in any event shall relate to the performance of the Council,s statutory
functions, powers and obligations or an issue which specifically affects the
Council's area or its residents.

No motion may be moved at a meeting unless it is on the agenda and the mover
has given written notice of its wording to the proper Officer at least SEVEN
clear days before the meeting. Clear days do not include the day of the notice or
the day of the meeting.

The Proper Officer may, before including a motion on the agenda received in
accordance with standing order 9(b), correct obvious grammatical or
typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in accordance
wittr standing order 9(b) is not clear in meaning, the motiou shall be rejected
until the mover of the motion resubmits it, so that it can be understood, in
writing, to the Proper Officer at least SEVEN clear days before the meeting.

If the wording or subject of a proposed motion is considered improper, the
Proper Officer shall consult with the chair of the forthcoming meeting or, as the
case may be, the councillors who have convened the meeting, to consider
whether the motion shall be included in the agenda or rejected.

The decision of the Proper Officer as to whether or not to include the motion on
the agenda shall be final.
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Motions received shall be recorded and numbered in the order that they are
received.

Motions rejected shall be recorded with an explanation by the proper Officer of
the reason for rejection.

MOTIONS AT AMEETTNG THAT DO NOT REQUIRE WRITTEN
NOTICE

The following motions may be moved at a meeting without written notice to the
Proper Officer:

i. to correct an inaccuracy in the draft minutes of a meeting;

ii. to move to a vote;

iii. to defer consideration of a motion;

iv. to refer a motion to a particular committee or sub-committee;

v. to appoint a person to preside at a meeting;

vi. to change the order of business on the agenda;

vii. to proceed to the next business on the agenda;

viii. to require a written report;

ix. to appoint a committee or sub-committee and their members;

x. to extend the time limits for speaking;

xi. to exclude the press and public from a meeting in respect of confidential
or other information vrhich is prejudicial to the public interest;

xii. to uot hear further from a councillor or a member of the public;

xiii. to exclude a councillor ormember of the public for disorderly conduct;

xiv. to temporarily suspend the meeting;

xv. to suspend a particular standing order (unless it reflects mandatory

statutory or legal requirements);

xvi. to adjoum the meeting; or

xvii. to close the meeting.
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11. MA}.IAGEMENT OF INFORMATION

ke also standing order 20.

a The Council shall have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which it holds in paper and electronic form. Such arrangements shall
include deciding who has access to personal data and encr5ption of
personal data.

b The Council shall have in place, and kee,p under review, policies for the
retention and safe destruction of all information (including personal data)
which it holds in paper and electronic form. The Council's rete,ntion policy
shall confirm the period for which information (including personal data)
shall be retained or if this is not possible the criteria used to determine that
period (e.g. the Limitation Act 1980).

c The agenda, pap€rs that support the agenda and the minutes of a meeting
shall not disclose or otherwise undermine confide,ntial information or
personal data without legal justifioation.

d Councillors, staS the Council's contractors and agents shall not disclose
confide,lrtial information or per sonal data without legal justification.

12. DRAFT MINUTES

Full Council meetings

Commiuee meetings

Sub-committee meetings

-?

a

b

c

If the draft minutes of a preceding meeting have been served on councillors
with the agenda to attend the meeting at which they are due to be approved
for accuracy, they shall be taken as read.

There shall be no discussion about the draft minutes of a preceding meeting
except in relation to their accuracy. A motion to correct an inaccuracy in the
draft minutes shall be moved in accordance with standing order 10(a)(i).

The accuracy of draft minutes, including any amendment(s) made to thern,

shall be confirmed by resolution and shall be signed by the chair of the
meeting and stand as an accurate record of the meeting to which the minutes
relate.
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d If the chair of the meeting does not consider the minutes to be an accurate
record of the meeting to which they relate, they shall sign the minutes and
include a paragraph in the following terms or to the same effect:

o'The chair of this meeting does notbelieve that the minutes of the
meeting of the ( ) held on [date] in respect of ( ) were a correct
record but this view was not upheld by the meeting and the minutes
are confirmed as an accurate record of the proceedings.,,

If the Council's gross annual income or expenditure (whichwer is hrgh€r)
does not exceed f25,000, it shall publish draft minutes on a wpbsite which
is publicly acsessible and free of chorge not later thaa one month after the
moeting has taken plaoe.

Subject to the publication of draft minutes in accordance with standing order
12(e) and standing order 20(a) and following a resolution which confirrrs the
accuracy of the minutes of a meeting, the draft minutes or recordings of the
meeting forwhich approved minutes exist shall be desfroyed.
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13. CODE OF CONDUCT A}.ID DISPENSATIONS

ke also standiag order 3(u).

All councillors and non-councillors with voting rights shall observe the code of
conduct adoptedby the Council.

Unless they have been granted a dispensation, a councillor or non-councillor
with voting rights shall withdraw from a meeting when it is considering a matter
in which they have a disclosable pecuniary interest. They may retum to the
meeting after it has considered the matter in which they had the interest.

Unless they have been granted a dispensation, a councillor or non-councillor
with voting rights shall withdraw from a meeting when it is considering a matter
in which they have another interest if so required by the Council's code of
conduct. They may return to the meeting after it has considered the matter in
which they had the interest.

Dispensation requests shall be in writing and submitted to the Proper
Offioer as soon as possible before the meeting, or failing that, atthe start of the
meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made by the Proper
Officer and that decision is final.

f A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or other
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interest to which the request for the dispensation relates;

ii. whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;

iii. the date of the meeting or fhe period (not exceeding four years) for which
the dispensation is sought; and

iv. an explanation as to why the dispensation is sought.

Subject to standing orders 13(d) and (f), a dispensation request shall be
considered by the Proper Officer before the meeting or, if this is not possible, at
the start of the meeting for which the dispensation is required.

A dispensation maybe granted in accordance with standing order l3(e) if
having regard to all relevant circumstanoes any oftho following apply;

i. without the dispensation ttre nrunber ofpersons prohibited fiom
participating in the particular business would be so great a proportion
of the meeting transacting the business as to impede tle transaction of
the busin€ss;

ii. granting the dispensation is in the interests ofpersons living in the
Councilns a,rea; or

iii. it is otherwise appropriate to grant a dispensation.

14, CODE OF CONDUCT COMPLAINTS

Upon notification by the Principal Council that a councillor or non-
councillor with voting rights has breached the Council's code of conduct,
the Council shall consider what, if any, action to take against the,m. Such

action excludes disqualification or suspension from office.

15. PROPER OFFICER

a The Proper Officer shall be either (i) the clerk or (ii) other staffmember(s)

nominated by the Council to undertake the work of the Proper Officer when the

Proper Officer is absent.

b The Proper Officer shall:

at least three clear days before a meeting of the eouncil, a committee
or a sub-committee,

a
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o setrve on oouncillors by delivery or post at their residences or by
e,mail authe,nticated in such matrner as the Proper Officer thinks
fit, a signed summons confirming the time, place and tho agenda
(provided the councillor has consented to serviceby email), and

o Provide, in a conspicuous place, public notice of the time, place
and ageirda (provided that the publio notice with agenda of an
extraordinarymeeting ofthe Council convened by councillors is
sieped bythe,m).

&e standing order j(b) for the meaning ofclear daSr for a nreeting ofa
full coancil and stundiag order 3(c) for the rneaning ofclear days for a
reeting ofa comnittee;

ii. subject to standing order 9, include on the agenda all motions in the order
received unless a councillor has given written notice at least FOUR days
before the meeting confiflrring their withdrawal of it;

iii. convene a meeting of the Council for the election of a new Chair of the
Council, occasionedby a casual vacancy in their office;

iv. facilitate inspection of the minute book by looal governm€,lrt electors;

y. recEive and retain copies of byelaws made by other local authorities;

vi. hold acceptance of office forms from councillors;

vii. assist with responding to requests made under freedom of information
legislation and rights exercisable under data protection legislation, in
accordance with the Council's relevant policies and procedures;

viii. liaise, as appropriate, with the Council's Data Protection Officer (if there
is one);

ix. receive and send general correspondence andnotices onbehalfofthe
Council except where there is a resolution to the contrary;

x. assist in the organisation of, storage of, access to, security of and

destruction of information held by the Council in paper and elecfronic

form subject to the requirements of data protection and freedom of
information legislation and other legitimate requirements (e.g. the

Limitation Act 1980);

xl. arrange for legal deeds to be executed;

(see also standing order 2j);

xii. arange or manage the prompt authorisation, approval, and instruction

regarding any payments to be made by the Council in accordance with its
financial regulations;
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