                         FOLLIFOOT WITH PLOMPTON PARISH COUNCIL
STANDING ORDERS
1. Meetings

Meetings of the Parish Council shall be held in Follifoot Village Hall on dates and at   times the Council decides. 

2. The Statutory Annual Meeting
a) In an election year the Annual Parish Council Meeting shall be held on or within 14 days following the day on which the elected councillors take office.

b) When it is not an election year the meeting shall be held on a day in May decided by the Council.
c) In addition to the Annual Meeting at least three other statutory meetings shall be held each year.
3. Chairman of the meeting
The person presiding at a meeting may exercise all the powers and duties of the Chairman in relation to the conduct of the meeting.

4. Proper Officer
The proper officer is the Parish Clerk who will undertake the following duties:-

· Receive declarations of acceptance of office

· Receive and record notices disclosing interests at meetings

· Receive and keep plans and documents

· Sign notices or other documents on behalf of the Parish Council

· Sign and issue the notice to attend Parish Council meetings

· Keep records for all Parish Council meetings

5. Quorum

Three members or one-third of the total membership, whichever is the greater, shall be the quorum at Parish Council meetings.

If there is no quorum or if during the meeting the number of councillors present falls below the required quorum, the meeting shall be adjourned and no business transacted until the next meeting.

6. Voting
      a)  Members shall vote by a show of hands.

b)  If required by a member, the Clerk shall record the names of those who voted for or against a question.  Such a request must be made before moving on to next business. 
      c)  The Chairman may give an original vote on any matter put to the vote,  and in any case where votes are equal may give a casting vote except for:-
The election of Chairman at the Annual Parish Council meeting when the person     presiding would have ceased to be a member of the Parish Council but for the provisions that preserve the membership of the Chairman and Vice-Chairman until the end of their term of office.  This person may not give an original vote but must give a casting vote where votes are equal.
7. Order of Business
i)    At each Annual Parish Meeting the first business shall be:
      a)   To elect a Chairman.
      b)   To receive the Chairman’s declaration of acceptance of office or to decide when it shall be received.

      c)  In the election year of the Council to fill any vacancies left unfilled at the election because of insufficient nominations.
      d)  To decide when any declarations of acceptance of office not yet received shall be received.

      e)  To elect a Vice-Chairman.
       f)  To appoint representatives to outside bodies.

      g)  To consider the payment of any annual subscriptions.

ii)  At every other meeting the first business shall be:

      a)  To appoint a Chairman if the Chairman and Vice-Chairman are absent and receive declarations of acceptance of office and undertakings to observe the Council’s code of conduct as are required by law to be made or, if not then received, to decide when they should be received.
       b)  Each year not later than the meeting when the estimates for the next financial year are settled, the Council shall review the pay and conditions of the Clerk and any other employees.

     iii)  Thereafter the order of business shall be:
       a)  To read and consider the Minutes.
          b)  To approve the signature of the Minutes by the person presiding as a correct              record.  
       c)  To deal with the business expressly required by statute to be done.

       d)  To dispose of any business arising from the last meeting.

       e)  To receive communications from the Chairman of the meeting.

        f)  To receive and consider reports, resolutions or recommendations in the order they have     been notified.
       g) To authorise expenditure to meet the obligations of the Parish Council.         
8. Urgent Business
           The order of business may be varied on the ground of urgency if proposed by the Chairman or by any member.  If proposed by the Chairman it may be put to the vote without being seconded and without discussion.

9. Agenda Items

      Business to be considered by the Council should be notified to the Clerk at least seven days before the meeting.  Every item shall be relevant to some subject over which the Council has power or duties, which affects its area.

      The following matters may be dealt with 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 appoint a committee

h) To adopt a report

i) To exclude the press and public

j) To adjourn the meeting

10. Rules of Debate
       a)   The only discussion of the minutes shall be about their accuracy.  Corrections shall be made by resolution and signed by the Chairman.
       b)   A resolution may not be discussed unless it has been proposed and seconded and the proper notice has already been given.

       c)   A member shall confine his/her speech to the question under discussion, to a personal explanation or a point of order.
       d)   A speech by the mover of a resolution shall not exceed three minutes and no other speech may exceed two minutes.
       e)    When a resolution is under debate no other resolution shall be moved except:-

     i) To amend the resolution

    ii) To proceed to next business

   iii) To adjourn the debate

   iv) To exclude the public and press

    v) To adjourn the meeting
       f)    The ruling of the Chairman on a point of order shall not be discussed.

      g)    Members shall address the Chairman and if more than one member wishes to speak,      
              the Chairman shall decide who to call upon.       
11. Disorderly Conduct
      a)    All members must observe the Code of Conduct which was adopted by the council on 10 May 2007.  A copy is attached to these Standing Orders.
      b)    At a meeting, no member shall disregard the ruling of the Chairman, obstruct the business of the council or behave offensively, improperly or in such a manner as to bring the council into disrepute.

      c)    If it is the opinion of the Chairman that a member has broken the provisions of paragraph b).  The Chairman may express that opinion and then any member may move that the member be no longer heard or be asked to leave the meeting.  If seconded, the motion may be put without discussion.

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

12. Expenditure
Orders for the payment of money shall be authorised by resolution of the Council and signed by two members.        

13. Committees 
The Council may appoint standing committees at its Annual meeting and may at any other time appoint other committees as necessary.  The Council may:-
      a)    Appoint persons other than councillors to committees.

      b)    Not appoint members so as to hold office later than the next Annual meeting.
c)   Each committee shall elect a Chairman at its first meeting.

14. Special Meetings
The Chairman of the Council or a committee may call an additional meeting at any time.  Two members of the Council may also submit a written request for an additional meeting.  The business to be considered will be set out in the notice of the meeting.  No other business may be conducted.
15. Advisory Committees
      a)    The council may create such committees whose name and membership shall be specified.        

      b)    The Clerk shall inform the membership of the terms of reference of the committee.
      c)    An advisory committee may consist of persons who are not members of the Council.

d)  The Council may receive recommendations from the committee.
16. Voting in committees
The Chairman of committees and sub-committees shall in the case of an equality of votes have a second or casting vote.
17. Accounts and Financial Statement

      a)    Except for paragraph b) of this Standing Order, all accounts for payment and claims on        the Council shall be laid before a meeting of the Parish Council.  

      b)   Where it is necessary to make a payment before it has been authorised by the Council,   the Clerk will arrange for the payment to be signed by two Parish councillors.  All such payments will be ratified at the next meeting of the Council.
     c)    As soon as is practicable after 31 March each year, the Clerk who is the Responsible Financial Officer shall supply a statement of the receipts and payments of the Council for the completed financial year to the meeting of the Parish Council.
     d)    The Statement of Accounts of the Council that will be subject to external audit shall be presented to the Council for formal approval before the end of the month of September.

18. The precept
The Parish Council shall establish a committee to consider the amount of precept required for each financial year. The Council will approve the budget and amount of precept to be requested at a meeting timed to comply with the District Council’s time scales in December or mid January each year.
19. Interests

a) If a member has a personal interest as defined by the Code of Conduct for Parish and Town Councils adopted by the Council on 10 May 2007 then this should be declared as soon as it becomes apparent,  disclosing the nature of the interest as is required.
b) The Chairman may permit members of the council who have a prejudicial interest in relation to any item of business to make representations, answer questions or give evidence. These form part of the council meeting and will be minuted. The Code of Conduct shall apply to members of the council in respect of the entire meeting.
c) The Parish Council has adopted paragraph 12(2) of the Code of Conduct and this means that any member having a prejudicial interest has the same right as members of the public to attend a meeting to make representations. If the member declaring a personal interest subsequently considers it to be prejudicial, s/he must withdraw from the room during the time the matter is under discussion and voted upon by the Parish Council.
d) The Clerk may be required to hold a register of member’s interests in accordance with agreement reached with the Monitoring Officer of the Responsible Authority and/or as required by statute. ( The Harrogate Council Monitoring Officer has arranged to keep the register of interests for the Parish Council )

20. Inspection of Documents
a) A member may inspect any document in possession of the Council.

b) All minutes kept by the Council shall be available for inspection by any member.
21. Unauthorised Activities 
No member of the Council or of any committee shall in the name of 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, instructions or directions.
Unless authorised to do so by the Council.

22. Admission of the Public and Press to Meetings
The public and the press shall be admitted to all meetings of the Council and its committees. At all meetings of the Council a public session will be held at a time agreed by the Council which will allow any member of the public to address the meeting. The session will be governed by rules set by the Parish Council. Such sessions form part of the formal council meeting and will be minuted. The Code of Conduct adopted by the council on 10 May 2007 shall apply to the council in respect of the entire meeting. Where members of the council exercise their rights under paragraph 12(2) of the Code of Conduct members of the public will be allowed to make representations, give evidence or answer questions in relation to the business of the meeting.   
Both may be excluded temporarily 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 press and public be temporarily be excluded and they are instructed to withdraw” 

         a)  The special reason for exclusion shall be stated.
        b)  The Chairman may at his discretion adjourn the meeting to allow any members of the public the opportunity to address the meeting about the business under consideration.
        c)   A parish councillor with a prejudicial interest in business being conducted in a closed session should leave the meeting as soon as the interest becomes apparent. Neither the councillor nor a member of the public would be entitled to make representations, answer questions or give evidence.  

               The press will be given reasonable opportunity to take a report of those proceedings at which they are entitled to be present. There shall be no audio, video or photographic recording of the meeting without the express approval of the Council.
               If a member of the public interrupts the proceedings, the Chairman may, after warning, order that he/she be removed from the meeting.  The meeting may be adjourned for such time as necessary to restore order.

23. Confidential Business
a) No member of the Council or its committees shall disclose to the public any business declared to be confidential by the Council or its committees.
b) Any member in breach of paragraph 23 a) shall be removed from the committees of the Council.

24. Liaison with District and County Councillors
An invitation to attend each Parish Council meeting shall be extended to the appropriate District and County Councillor.  An agenda and minutes of meetings shall be supplied.
25. Planning Applications
When the Parish Council is notified of an application, the Clerk shall note the following:  
a) The date it was received

b) The name of the applicant
c) The place to which it relates
Every planning application shall be considered at a regular meeting of the Parish Council or when the Planning Authority consultation time limits cannot otherwise be met, at a specially convened Parish Council meeting. The meeting agenda will specify the applications to be considered and displayed on the Parish notice boards.
26. Financial Matters
The Council shall consider and approve Financial Regulations drawn up by the Responsible Financial Officer. These shall include arrangements for the following:
a) Accounting records and systems of internal control
b) The assessment and management of risks faced by the Council

c) The work of the Internal Auditor and the receipt of regular reports from the Internal Auditor which shall be required at least annually.

d) The financial reporting requirements of councillors and for residents of the Parish.

e) The receipt and approval of estimates and quotations for the supply of goods and the execution of works.
The Parish Council shall review its financial arrangements at least every four years.
       27.  Code of Conduct on Complaints
The Parish Council has adopted a complaints procedure for dealing with complaints made about the administration of the Council or its procedures. Complaints about councillors should be directed to the Standards Board.

      28.   Standing Orders to be given to members
A copy of Standing Orders shall be given to each Parish Councillor following their declaration of acceptance of office and undertaking to observe the Code of Conduct adopted by the Council.

Standing Orders printed in bold type are laid down in legislation and are therefore compulsory and cannot be altered.
Prepared by Christine Woodman, Clerk 
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