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Standing Orders



Standing Orders are used to confirm the Town Council’s internal organisation, administrative procedures, procedural matters for meetings, and support good and effective working relationships between officers and councillors
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[bookmark: _Toc130541028][bookmark: _Toc130541029]Introduction
Standing Orders are the written rules of Seaford Town Council. They are used to confirm the Town Council’s internal organisation, administrative procedures, procedural matters for meetings and enable good and effective working relationships between officers and members.
[bookmark: _Toc130541031]The National Association of Local Councils (NALC) produces national model Standing Orders. These set out the Standing Orders that are a statutory requirement and those that are designed to help the Town Council operate effectively but do not contain statutory requirements so they may be amended to suit each council’s needs.
The Town Council has created a plain language version of the Standing Orders to provide a policy that is more user-friendly, whether for experienced or newly joining councillors or officers, or members of the public aiming to better understand the Town Council’s governance operations.
The Town Council has ensured that all statutory requirements – as set out within the NALC model document - are included within its Standing Orders (those sections within bold type)
[bookmark: _Toc130541064][bookmark: _Toc130541212][bookmark: _Toc130542938][bookmark: _Toc179369542]Decision Making within the Town Council
There are three different methods of decision-making within the Town Council:
a. Decisions already set out within Town Council policy,
b. Decisions made by Town Council officers, in accordance with the Town Council’s Scheme of Delegation to Officers Policy, and
c. Decisions made by formally constituted meetings of the Town Council.
Suite of Policies
The Town Council has a suite of policies, all of which are published on its website, except for any that have an exemption from being published. 
Standing Orders may make mention of other policies to avoid duplications.
The Town Council has adopted separate Financial Regulations that regulate and control its financial affairs and accounting procedures, although Section 20 of this document provides a further overview of these arrangements. 
Town Council Committees are empowered to adopt certain policies that govern their areas of responsibilities. The details of these delegations are set out within the Committee Terms of Reference Policy.


Officer Decisions
The Town Council’s Scheme of Delegation to Officers Policy sets out the decision-making that has been delegated to officers.
Delegations are made to the Town Clerk, who then determines whether and how to further delegate these within the Town Council’s staff structure.
Decisions within Meetings
Any decisions that do not fall within policy or officer delegated powers will have to be brought to a formally constituted meeting for consideration.
Town Council meetings and the decisions made within them are overseen and regulated by these Standing Orders.
Town Council Meeting Overview
Part 1 – Municipal Years
Town Council meetings operate in municipal years, which run from May to May.
Part 2 – Committee Structure
At each annual meeting, Full Council is asked to confirm its committee structure for the coming municipal year.
In reality, unless they have been planned and researched in advance by officers, changes to the committee structure cannot usually be implemented immediately, as there are significant workload consequences to implement a change to the structure. Where a change is requested, officers will therefore work with councillors to agree how this will be investigated and the timeline for presenting this back to Full Council for consideration.
Section 10 of these Standing Orders sets out general details around committees and sub-committees.
Part 3 – Meeting Timetable
Each year Full Council agrees the Town Council’s schedule of meetings for the coming municipal year. 
Where a meeting date is required to be changed, the Town Clerk may do so in consultation with the relevant chair, subject to this not reducing the number of meetings held within the municipal year.
There may be times when additional meetings are required – known as extraordinary meetings – Section 12 provides more detail on extraordinary meetings.

Part 4 – Appointment of Committee Membership
At each annual meeting, Full Council appoints membership of its committees and sub-committees. 
Outside of the annual meeting and where there are committee vacancies, the Town Clerk may appoint councillors to committees subject to obtaining votes from councillors by email. If the emailed majority vote is against appointment, Full Council will be asked to consider the appointment.
Part 5 – Appointment of Chairs and Vice Chairs
At each annual meeting, Full Council appoints chairs and vice chairs to each of its committees. 
Where a chair or vice chair role becomes vacant, Full Council will be asked to make the appointment at the next available opportunity.
If a meeting of the committee takes place before the appointment is made, the vice chair steps in to chair the meeting in the absence of a chair. If both the chair and vice chair are not present, the committee will be asked to appoint a chair for that meeting only from within its membership, with the meeting clerk overseeing proceedings until a chair is appointed. 
If the vice chair is absent from a meeting but the chair is present, a committee does not need to appoint a vice chair.
Part 6 – Role of the Chair
A chair must be present to preside over any meeting.
There is a guidance document available on the Town Council’s website  that sets out the committee chair and vice chair roles and responsibilities both in and outside of meetings, including those that are derived from Town Council policy. This is a working document that is updated as required.
Subject to Standing Orders which indicate otherwise, anything authorised or required to be done by, to or before the Chair of the Town Council (or one of its committees) may in their absence be done by, to or before the Vice-Chair of the Town Council (or one of its committees). 
It is the responsibility of the chair to ensure that Standing Orders are complied with in the meeting, with the guidance and support of the meeting clerk. 
These Standing Orders also set out where the chair has discretion over meeting proceedings, with their decision being final.


Part 7 - Quorum
No business may be transacted at a meeting unless at least one-third of the whole number of members of the Full Council or committee are in attendance at the meeting (if they have declared an interest and abstained from voting or exited the meeting for an agenda item, that member will not count towards the quorum) and in no case shall the quorum of a meeting be less than three. 
If a meeting is or becomes inquorate no business shall be transacted and the meeting shall be closed. The business on the agenda for the meeting shall be adjourned to another meeting. 
Part 8 – Apologies for Absence & Disqualification from Non-Attendance
Every meeting agenda will have an item of business to receive apologies for absence from councillors.
If a councillor is unable to attend a meeting that they have been summoned to, they should submit their apologies in writing to the meeting clerk, with their reason for absence. The apologies will be conveyed at the meeting and the reason for absence either approved or not.
Section 10 sets out the guidance around substitutes attending a meeting in a councillor’s absence. Substitutes must be arranged by the absent councillor and cannot be arranged by officers or other councillors on their behalf.
If a councillor fails to attend a meeting of the Full Council, committee or sub-committee, or an outside body to which that councillor has been appointed as a representative, for a period of six months and their reasons for absence have not been approved during that time, or an extended period of absence granted, the councillor will automatically vacate their office. The responsibility for this lies with individual councillors. Officers will however work supportively and proactively with councillors to try to avoid this situation occurring. 
Part 9 – Disclosure of Interests
Every meeting agenda will have an item of business to invite councillors to disclose any pecuniary or non-pecuniary interests in relation to matters of business on the agenda. Councillors joining a meeting late will be asked by the chair if they have any interests to disclose.
Section 15 sets out the legislative requirements and guidance around interests and dispensations.
Part 10 - Councillor Preparation
It is imperative that meetings facilitate the required decision making and maintain the necessary momentum to enable this. As such, it is crucial that councillors read the agenda and associated reports ahead of the meeting. 
Councillors are encouraged to submit relevant questions on agenda items via email to the listed contact officer in the report at least 48 hours ahead of the meeting. Officers will provide a verbal update at the beginning of the discussion on the agenda item. 
Creation and Issue of the Agenda
The agenda and associated reports are created and issued by the Proper Officer. 
The Proper Officer will work collaboratively with the chair to agree the items of business being included on the agenda. The Proper Officer does however have final say on this subject to the checks within Section 7 Part 1 where councillor motions are concerned. 
The Proper Officer will sign off the agenda and associated reports, ensuring that the reports present the required information to support any decision-making and clear recommendations, where applicable, for consideration by councillors.
For Full Council meetings, the notice of the meeting, summons to the meeting for councillors (the agenda), and associated reports will be issued at least three clear days prior to the meeting. Three clear days does not include the day the notice was issued, the day of the meeting itself, Sundays, Bank Holidays, Christmas Day, or days of public mourning.
For committee and sub-committee meetings, the Town Council has determined that it will issue the notice of the meeting, summons to the meeting for councillors (the agenda), and associated reports, at least three clear days prior to the meeting (with the same exceptions as Standing Order 4.4 above).
Officers endeavour to issue the agenda and associated reports as early as possible, aiming for at least one week prior to the meeting, where possible. 
A notice of the meeting will be published on the Town Council’s website, external noticeboard at the Council offices, and, where available, its social media channels.
Agendas and associated reports are issued electronically via email to those that have opted in for such communications and are posted on the Town Council’s website.
d. Agendas relating to meetings of the Appeals Committees will be removed after the date of the meeting and will be available to view in line with the Town Council’s publication scheme.
From the public perspective, all agendas should be clear, succinct and enable the reader to appreciate what will be discussed at the Town Council meeting and when and where that meeting will take place.   
Full Council agendas will include a standard item for noting petition submissions, in accordance with the Town Council’s Petitions Policy.
The agenda will not include ‘Any Other Business’ as this can lead to illegal decisions. If councillors wish to share information with colleagues on a matter that is not on the agenda, they should ask the chair before the meeting if they can bring this information to the attention of the councillors after the meeting has closed but understand that no decisions can be taken on the matter.
Where there are confidential items of business on the agenda, the agenda will make clear why the item of business is being treated as confidential. Standing Orders 10.9 and 10.10 set out details of how exempt papers are issued.
Meeting Format and Flow
Part 1 - Meeting Order
The agenda will be worked through in the order as issued. The chair does however have discretion to change the order of agenda items, where required. 
A motion will need to be passed by the committee or Full Council to defer or not consider an item of business on the agenda. The minutes of the meeting will clearly record the reasons for this.
Part 2 – Discussion on Agenda Items
The chair and officers will work together to introduce each agenda item and confirm what outcome is being sought from this item i.e. any decisions to be made. This may include any verbal update on the information provided within agenda or associated report. The chair will then open the item up for discussion by councillors.
Within the meeting itself, a councillor may speak once in the debate on a motion and this shall not exceed three minutes. The councillor should use this opportunity to make any statements they wish to the agenda item, ask relevant questions (that have not been submitted in advance by email as per Standing Order 3.28) or ask any points of clarification to aid their considerations of decisions to be made.
The chair will have discretion to decide whether to allow a councillor to speak again if they are introducing new information.
The exceptions to Standing Order 5.5 are where a councillor is seeking:
e. to speak on each amendment moved by another councillor, 
b.	to make a point of order (see Section 5 Part 6), 
c.	to exercise their right of reply to queries or statements in relation to a motion they have moved themselves,
d.	to disclose an interest that has come to light, or
e.	to give a personal explanation.
Councillors should raise their hand to show that they wish to speak. The chair will invite councillors to speak in the order that they observe hands being raised. 
Councillors shall address the chair. Councillors shall not address other councillors, officers, or members of the public in attendance. 
Councillors will speak one at a time and avoid interrupting others in the meeting. The chair will take priority when speaking.
In Full Council meetings, councillors will stand to speak, except where the chair grants permission to stay seated (usually due to disability or if likely to suffer discomfort from standing).
Part 3 – Reaching a Decision / Voting
The agenda and any associated report will clearly set out any recommendations for consideration.
Councillors are strongly encouraged to ensure a full discussion on the agenda item prior to the recommendations being considered or amendments being proposed.
Before a motion is put to the vote, the chair of the meeting shall be satisfied that the motion has been sufficiently debated. 
A recommendation will need to be proposed and seconded by separate councillors before it becomes a motion and can be voted upon.
The chair will seek proposers and seconders.
The chair will lead the vote and ask councillors to vote for, against, or abstain from voting, with the exception of voting on appointments as per Standing Order 5.25.
Unless Standing Orders provide otherwise, voting shall be by a show of hands. The chair has discretion to agree an alternative method of voting where a show of hands is impractical for any councillor (usually due to disability or where it will cause discomfort).
Votes will be determined by a majority being achieved.
The chair may give an original vote on any matter put to the vote, and in the case of a tied vote may exercise their casting vote whether or not they gave an original vote.
The Town Council does not recognise proxy votes or votes from councillors not physically within the meeting room.
Any councillor may request a recorded vote, which will record in the minutes how each councillor present voted. Such a request will be made before or after the vote but certainly before moving on to the next item of business on the agenda. The meeting clerk will lead the recorded vote – asking each councillor in turn for their vote and recording this.
In the interests of expediency, the chair may suggest that all motions are voted upon as a group at once, rather than separately. If any councillor requests otherwise, individual votes will be taken for each motion.
See Standing Orders 11.5 to 11.9 for the additional rules that apply in the election of the Chair of the Town Council at the Annual Meeting of the Town Council. 
If a recommendation does not achieve a proposer or seconder, it will be treated as withdrawn. See Standing Order 8.2.h regarding how this is recorded in the minutes.
Where more than one person is nominated for a position (e.g. Mayor or Deputy Mayor, committee chair, outside body representative or working group vacancy, for example), the chair will invite nominations initially and then seek seconders for the nominees. Votes will be taken immediately, in the order that the chair observes a nomination being seconded. Once a seconded, councillor nominee achieves a majority in favour, no further votes will be held on any remaining nominees. 
Part 4 - Amendments
If a councillor does not feel comfortable with the recommendation as written, or motion as proposed, they may suggest an amendment. An amendment may remove, add or change words to the recommendation but must not negate it completely. 
Officers will work with the councillor in the meeting to agree the suitable amendment wording.
The chair has discretion to determine how much discussion is required on an amendment that has been proposed. 
At the point an amendment is proposed and any discussion held, the chair will seek a seconder and, if successful, take a vote on the amendment to the recommendation/motion wording. 
f. This vote is to agree that the amended wording becomes the new motion to be voted upon (the ‘substantive motion’), it is not a vote upon the new motion itself. 
g. If the vote is not carried, the original recommendation / motion remains intact.
If there are more amendments to the substantive motion, the process at Standing Orders 5.26 to 5.29 is repeated for each, in the order the chair observes that they are proposed.
If an amendment has already been seconded but not yet voted upon and is suggested to be withdrawn, both the proposer and seconder will need to approve this.
Part 6 - Point of Order
During the debate of a motion, a councillor may interrupt only on a point of order or a personal explanation and the councillor who was interrupted shall stop speaking. 
A councillor raising a point of order shall identify the Standing Order which they consider has been breached or specify 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. 
[bookmark: _Toc357072130][bookmark: _Toc359318555][bookmark: _Toc359334503][bookmark: _Toc359334782][bookmark: _Toc359336484][bookmark: _Toc130541065][bookmark: _Toc130541213][bookmark: _Toc130542939][bookmark: _Toc179369543]Part 7 - Disorderly Conduct at Meetings
No person shall obstruct the transaction of business at a meeting or behave offensively or improperly – this includes councillors, officers, members of the public or other third parties present. If this Standing Order is ignored, the chair of the meeting shall request such person(s) to moderate or improve their conduct.
If person(s) disregards the request of the chair of the meeting to moderate or improve their conduct, any councillor or the chair of the meeting may propose that the person be no longer heard or excluded from the meeting. The motion, if seconded, shall be put to the vote without discussion.
If a resolution made under Standing Order 5.36 above is ignored, the chair of the meeting may take further reasonable steps to restore order or to progress the meeting. This may include temporarily suspending or closing the meeting. In extreme cases, the Police may be called.
[bookmark: _Toc357072131][bookmark: _Toc359318556][bookmark: _Toc359334504][bookmark: _Toc359334783][bookmark: _Toc359336485][bookmark: _Toc130541066][bookmark: _Toc130541214][bookmark: _Toc130542940][bookmark: _Toc179369544]Press and Public Attendance at Meetings
Part 1 – Press and Public Attendance
Meetings shall be open to the public unless their presence is prejudicial to the public interest by reason of the confidential 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.



Part 2 – Public Participation
Public participation is welcomed at Full Council and committee meetings. Set out below is guidance surrounding participation by members of the public at meetings: 
h. Public participation will be included in all Town Council agendas except for the Personnel and Appeals Committees - it is at this time in the meeting where members of the public may speak.
i. Members of the public are asked to register their intention to speak in advance of the meeting (the details of how to do this will be set out on the agenda). If members of the public do not register to speak, they risk not being able to speak if public participation has already exceeded its allotted time (see Standing Order 6.2.c below).
j. Members of the public will be given a maximum of four minutes each to speak. Public participation shall take no longer than 20 minutes in total. The Chair shall have discretion to allow additional public participation only in exceptional circumstances.
k. Questions or statements made at committees must be related to an item on the agenda and not general matters. Questions or statements at Full Council meetings can be on any reasonable matter.  
l. Members of the public wishing to make comments on a specific planning application being considered by the Planning & Highways Committee will be invited to do so immediately before each application is considered, rather than during the public participation agenda item. 
m. Only one person is permitted to speak at any time. The member of public should raise their hand when wishing to speak; the Chair will decide the order in which members of the public speak. When speaking they should stand (unless they have mobility issues or are likely to suffer discomfort from doing so).
n. To take part in public participation the member of public must be present at the meeting to ask their question or make their statement – the Town Council will not read statements out on behalf of members of the public.
o. Any comments made or questions asked should be directed at the chair. Members of public are asked to state which agenda item (where relevant) their question is regarding.
p. Every effort will be made to give a response at the meeting, where required; a summary of any response given will be included in the minutes of the meeting, which will be published on the Town Council’s website.
q. A verbal response may be provided by the Chair, a councillor or Town Council officer, through the Chair.
r. The public question will not start a discussion. 
s. Members of the public will not have an automatic right to reply to the response given; the chair may consider a request to reply if made, however this is likely to only be granted if new information is being provided.
t. A request for the Town Council to pursue a public services matter with another public sector body will only be pursued if the requestor can evidence they have attempted to do this themselves first.  
Any member of public wishing to submit a petition should refer to the Town Council’s Petition Policy, which is available on the Town Council’s website.
Part 3 – Reporting On or Recording Proceedings
A person present at a meeting may not create an oral report or oral commentary (such as, for example, using an audio recorder to record that person’s commentary on the meeting, or to take that person’s verbal notes of the meeting) about a meeting as it takes place without permission from the meeting Chair. This is so as to prevent disruption to or confusion at the meeting. 
Subject to Standing Order 6.1, a person attending the meeting is permitted to film, photograph, make an audio recording of the meeting, or other means, in order to enable those not present to see or hear an accurate account of the meeting as it takes/took place or later in order to give them an accurate oral or written account of the meeting.
The press shall be provided with reasonable facilities for the taking of their report of all or part of a meeting at which they are entitled to be present. 
Motions
With regards to motions that are considered at these meetings, these will come about in one of three ways:
u. motions presented within a report accompanying the agenda (see Section 4)
v. motions that a councillor wishes to include on an agenda and that require written notice (see Section 7 Part 1)
w. motions that can be raised in the meeting by a councillor and require no written notice (see Section 7 Part 2 below)


Part 1 - Motions for a meeting that require written notice to be given to the Proper Officer 
The preferred operation of the Town Council is for councillors and officers to work in partnership to prepare motions for reports at meetings where this is necessary. However, if a councillor wishes to prepare a report alone the procedure below must be followed.   
A motion shall relate to the responsibilities of the meeting which it is tabled for and in any event, shall relate to the performance of the Town Council’s statutory functions, powers and obligations or an issue which specifically affects the Town Council’s area or its residents, such as national policies or those of a principal authority, waste services, anti-social behaviour, transport / education / health infrastructure etc. 
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 14 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 7.4, correct obvious grammatical or typographical errors in the wording of the motion. 
The motion shall be included on the agenda with a brief covering report from the Proper Officer, appending the councillor motion.
If the Proper Officer considers the wording of a motion is not clear in meaning, the motion shall be rejected until the mover of the motion resubmits it in writing to the Proper Officer so that it can be understood at least seven clear days before the meeting. 
If the wording or subject of a proposed motion is considered to be a) unlawful, b) outside the council's powers, c) not a matter for that meeting, d) contrary to the council's Standing Orders, or e) or incorrectly submitted by the Proper Officer, 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. 
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 for their rejection, which will have been informed to the proposer of the motion.
Part 2 - Motions at a meeting that do not require written notice 
The following motions may be moved at a meeting without written notice to the Proper Officer:
x. to correct an inaccuracy in the draft minutes of a meeting,
y. to move to a vote,
z. to defer consideration of a motion,
aa. to refer a motion to a particular committee or sub-committee,
ab. to appoint a person to preside at a meeting,
ac. to change the order of business on the agenda,
ad. to proceed to the next business on the agenda,
ae. to require a written report,
af. to appoint a committee or sub-committee and their members,
ag. to extend the time limits for speaking,
ah. to exclude the press and public from a meeting in respect of confidential or sensitive information which is prejudicial to the public interest,
ai. to not hear further from a councillor or a member of the public,
aj. to exclude a councillor or member of the public for disorderly conduct,
ak. to temporarily suspend the meeting,
al. to suspend a particular Standing Order (unless it reflects mandatory statutory requirements),
am. to adjourn the meeting, or
an. to close a meeting. 
Minutes of Meetings
The purpose of the minutes is to record who attends and the legal decisions taken at a Town Council meeting.
The minutes of a meeting shall include an accurate record of the following:
ao. the time and place of the meeting; 
ap. the names of councillors present and absent, and any reasons for absence that are approved; 
aq. interests that have been declared by councillors and non-councillors with voting rights;
ar. the grant of dispensations (if any) to councillors and non-councillors with voting rights;
as. whether a councillor or non-councillor with voting rights left the meeting, including when matters that they held interests in were being considered;
at. if there was a public participation session,
au. if specific Standing Orders were suspended and the reason for this, 
av. if recommendations within a report did not find a proposer and/or seconder and therefore were not voted upon, and
aw. the resolutions made, including those in confidential session.
For each agenda item, the minutes will briefly record that the debate took place about a, b and c, with the exception of confidential items of business.
The minutes will not record proposers and seconders, nor who voted in favour or against, unless a recorded vote is requested. 
Individuals will not be named in minutes – whether this be councillors, officers or members of the public - save for where necessary to ensure the minutes are clear and meaningful. Officers will be referred to by job title, rather than individual name. Political parties will not be named.
If the meeting has executive power to make the decision this will be recorded as “It was resolved to..” if it does not have executive powers, it will be recorded as “It was recommended…”. This recommendation will then be considered by the appropriate decision-making body .    
The minutes of public participation will simply record that a “resident” asked a question about a, b and c and was advised x, y and z in an abbreviated format. Statements will not be recorded verbatim. 
Individual minute references and page numbers will be consequential separately for Full Council and each committee throughout the municipal year.
Draft minutes are created by an officer before being circulated to the meeting clerk and chair for approval to publish.
Draft minutes are issued electronically via email to those that have opted in for such communications and are posted on the Town Council’s website. 
Minutes relating to meetings of the Appeals Committees will not be issued via email or posted on the Town Council’s website but will be available to view in line with the Town Council’s publication scheme.
All draft minutes will be presented to Full Council for approval as an accurate record of the meeting. At that Full Council meeting:
ax. There shall be no discussion about the draft minutes of a preceding meeting except for any motion to correct their accuracy. 
ay. The accuracy of draft minutes, including any amendment(s) made to them, 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. 
az. 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:
“The Chair of this meeting does not believe that the minutes of the meeting of the (   ) held on [date] in respect of (   ) were a correct record but their view was not upheld by the meeting and the minutes are confirmed as an accurate record of the proceedings.”
ba. Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft minutes for which approved minutes exist shall be destroyed and the approved minutes displayed on the Town Council’s website.
Meetings Generally
All formal meetings of Full Council and its committees must be administered by an appropriate Town Council Officer or, where that is not deemed appropriate, by an officer sourced from another local authority or authorised local government body.
A meeting shall not exceed a period of three hours, except where a motion is passed by the meeting to extend beyond three hours.
Meetings shall not take place in premises which at the time of the meeting are used for the supply of alcohol, unless no other suitable premises are available free of charge or at a reasonable cost. 
In the event that a larger number of people than that which can be accommodated are present for a single item, it must be decided by Full Council (or committee) on whether to proceed with the item or adjourn or defer the matter for subsequent debate at a larger venue.
[bookmark: _Toc357072134][bookmark: _Toc359318558][bookmark: _Toc359334506][bookmark: _Toc359334785][bookmark: _Toc359336487][bookmark: _Toc130541067][bookmark: _Toc130541215][bookmark: _Toc130542941][bookmark: _Toc179369545]Committees, Sub-Committees and Working Groups
Part 1 - Committees & Sub-Committees
[bookmark: _Toc357783750][bookmark: _Toc357784083][bookmark: _Toc358979789][bookmark: _Toc358979841][bookmark: _Toc359318557][bookmark: _Toc359319488][bookmark: _Toc359319640][bookmark: _Toc359334505][bookmark: _Toc359334784][bookmark: _Toc359336486]The Town Council can operate two different types of committee or sub-committee; 
bb. Standing committees/sub-committees, which have ongoing responsibilities and delegated powers concerning the performance of the statutory powers and functions of the Town Council and related work.
bc. Advisory committees/sub-committees, which are usually created with short-term responsibilities or where the terms of reference do not fall within those of an existing committee, and do not hold decision-making powers.
Reference to a ‘committee’ or ‘sub-committee’ within the Standing Orders document refers to both standing and advisory committees/sub-committees. 
Unless Full Council determines otherwise, a committee may appoint a sub-committee whose terms of reference and members shall be determined by the committee.
The members of a committee may include non-councillors unless it is a committee which regulates and controls the finances of the Town Council.
Unless Full Council determines otherwise, all the members of an advisory committee and a sub-committee of the advisory committee may be non-councillors.
Councillors who cannot attend a committee or sub-committee can appoint any councillor to attend in their absence as a voting ex-officio member (a ‘substitute’). The absent councillor must advise the meeting clerk of the nomination.   
Where the Mayor attends a committee that they are not a member of, they do so in a voting ex-officio capacity (as set out within the Mayor and Deputy Mayor Roles and Responsibilities Policy). 
All councillors who are not members of a committee (save for those attending as a substitute) are entitled to attend the said meeting and participate but not vote and will leave for any confidential items of business. 
[bookmark: _Hlk79154551]Exempt committee papers for all committees and sub-committees will be issued to committee members and any substitutes but not non-committee or non-sub-committee councillors.
Any exception to Standing Orders 10.8 and 10.9 would be determined by the Proper Officer in consultation with chair of the relevant committee, but councillors will understand that some matters shall be confidential to the members of the meetings.
Full Council may appoint standing committees or advisory committees as may be necessary, and:
bd. shall determine their terms of reference,
be. shall determine the number and time of the ordinary meetings of a standing committee up until the date of the next annual meeting of Full Council,
bf. shall permit a committee, other than in respect of the ordinary meetings of a committee, to determine the number and time of its meetings,
bg. shall, subject to Standing Order 10.3, appoint and determine the terms of office of members of such a committee,
bh. may, subject to Standing Orders 10.6 to 10.10, appoint and determine the terms of office of the substitute members to a committee whose role is to replace the ordinary members at a meeting of a committee if the ordinary members of the committee confirm to the meeting clerk before the meeting that they are unable to attend,
bi. shall, after it has appointed the members of a standing committee, appoint the chair of the standing committee,
bj. shall permit a committee other than a standing committee, to appoint its own chair at the first meeting of the committee; 
bk. shall determine the place, notice requirements and quorum for a meeting of a committee and a sub-committee which shall be no less than three members,
bl. shall determine if the public may participate at a meeting of a committee,
bm. shall determine if the public and press are permitted to attend the meetings of a sub-committee and also the advance public notice requirements, if any, required for the meetings of a sub-committee, 
bn. shall determine if the public may participate at a meeting of a sub-committee that they are permitted to attend, and
bo. may dissolve a committee or sub-committee.
Part 2 – Working Groups
Full Council or one of its committees or sub-committees may appoint a working group to undertake a specific task. 
Working groups are not subject to the Standing Orders relating to committees/sub-committees. For clarity, working group meetings are not public meetings; there are no notice or minutes requirements and no right for the public to access the meetings.
When a working group is established, its parent committee will determine clearly defined terms of reference, including whether or not the group has the ability to co-opt its own members, whether councillors or non-councillors.
Working groups will not have any decision-making powers beyond the ability to co-opt their own members, whether councillors or non-councillors. A working group will usually report back to its parent committee, making recommendations for decisions to be made.
Working groups are not usually subject to being re-established at each annual meeting (as committees/sub-committees are), save for in an ordinary election year where a change in councillors may mean this is required.
A working group will dissolve when its terms of reference have been completed or its parent committee determines the group’s work has finished.
[bookmark: _Toc357072135][bookmark: _Toc359318559][bookmark: _Toc359334507][bookmark: _Toc359334786][bookmark: _Toc359336488][bookmark: _Toc130541068][bookmark: _Toc130541216][bookmark: _Toc130542942][bookmark: _Toc179369546]Annual Meetings 
In an ordinary election year, the annual meeting of the Town Council shall be held on or within 14 days following the day on which the new councillors are elected take office.
In a year which is not an ordinary election year, the annual meeting of the Town Council shall be held during the month of May.
If no other time is fixed, the annual meeting of the Town Council shall take place at 7pm.
In addition to the annual meeting of the Town Council, at least three other ordinary meetings shall be held in each municipal year on such dates and times as the Town Council directs.
The first business conducted at the annual meeting of the Town Council shall be the election of the Chair (Mayor) and Vice-Chair (Deputy Mayor) of the Town Council.
The Chair of the Town 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 Town Council, unless they resign or become disqualified, shall hold office until immediately after the election of the Chair of the Town Council at the next annual meeting of the Town Council.
In an ordinary election year, if the current Chair of the Town Council has not been re-elected as a member of the Town Council, they shall preside at the annual meeting until a successor Chair of the Town Council has been elected. The current Chair of the Town Council shall not have an original vote in respect of the election of the new Chair of the Town Council but must give a casting vote in the case of a tied vote.
In an ordinary election year, if the current Chair of the Town Council has been re-elected as a member of the Town Council, they shall preside at the meeting until a new Chair of the Town Council has been elected. They may exercise an original vote in respect of the election of the new Chair of the Town Council and must give a casting vote in the case of a tied vote.
Following the election of the Chair of the Town Council and Vice-Chair of the Town Council , the business of the annual meeting shall include:
bp. In an ordinary election year, delivery by the Chair of the Town Council and councillors of their acceptance of office forms unless the Town Council resolves for this to be done at a later date. In a year which is not an election year, delivery by the Chair of the Town Council of their acceptance of office form unless the Town Council resolves for this to be done at a later date,
bq. Confirmation of the accuracy of the minutes of the last meeting of Full Council and its committees,
br. Consideration of any recommendations made by a committee,
bs. Appointment of members to existing committees,
bt. Appointment of any new committees in accordance with Section 10 above,
bu. Appointment of representation on outside bodies, and
bv. In an ordinary election year, and where relevant, to reaffirm that the Town Council is eligible to exercise the General Power of Competence. 
[bookmark: _Toc357072136][bookmark: _Toc359318560][bookmark: _Toc359334508][bookmark: _Toc359334787][bookmark: _Toc359336489][bookmark: _Toc130541069][bookmark: _Toc130541217][bookmark: _Toc130542943][bookmark: _Toc179369547]Extraordinary Meetings 
[bookmark: _Toc357072132]An extraordinary meeting can be defined as a meeting that has not been previously agreed by Full Council (a committee or sub-committee) and is scheduled on a needs basis during a municipal year.
The Chair of the Town Council may convene an extraordinary meeting of Full Council at any time. The chair and Proper Officer will work together to create and issue the agenda as per Section 4.
If the Chair of the Town Council does not or refuses to call an extraordinary meeting of Full Council within seven days of having been requested in writing to do so by two councillors, any two councillors may convene an extraordinary meeting of Full Council. The public notice giving the time, place and agenda for such a meeting must be signed by the two councillors. The two councillors and Proper Officer will work together to create and issue the agenda as per Section 4.
The Chair of a committee or a sub-committee may convene an extraordinary meeting of the committee or the sub-committee at any time. The chair and Proper Officer will work together to create and issue the agenda as per Section 4.
If the chair of a committee or a sub-committee does not or refuses to call an extraordinary meeting within seven days of having been requested by to do so by two members of the committee or the sub-committee, any two members of the committee or the sub-committee may convene an extraordinary meeting of a committee or a sub-committee. The two councillors and Proper Officer will work together to create and issue the agenda as per Section 4.
The Proper Officer looking to arrange an extraordinary meeting will do so in consultation with the relevant meeting Chair and where there is a clear justification for an additional meeting.
[bookmark: _Toc359318561][bookmark: _Toc359334509][bookmark: _Toc359334788][bookmark: _Toc359336490][bookmark: _Toc130541070][bookmark: _Toc130541218][bookmark: _Toc130542944][bookmark: _Toc179369548]Previous Resolutions
A resolution shall not be reversed within six months except either by:
bw. a special motion, which requires written notice by at least 50% plus one of those in attendance at the meeting where the original decision took place, to be given to the Proper Officer in accordance with Section 4, or 
bx. by a motion moved in pursuance of the recommendation of a committee or a sub-committee, or
by. a special motion, which requires written notice by at least seven councillors, to ‘call in’ a policy document that has been adopted by a committee, which will subsequently be presented to Full Council for review.
When a motion moved pursuant to Standing Order 13.1.a has been disposed of, no similar motion may be moved within a further six months.
[bookmark: _Toc359334512][bookmark: _Toc359334791][bookmark: _Toc359336493][bookmark: _Toc359334513][bookmark: _Toc359334792][bookmark: _Toc359336494][bookmark: _Toc359334514][bookmark: _Toc359334793][bookmark: _Toc359336495][bookmark: _Toc359318579][bookmark: _Toc359334530][bookmark: _Toc359334809][bookmark: _Toc359336511][bookmark: _Toc130541088][bookmark: _Toc130541236][bookmark: _Toc130542962][bookmark: _Toc179369568]Councillor Activities
[bookmark: _Toc357072156]The Town Council’s Councillor Officer Protocol sets out the roles and responsibilities of councillors and officers, and how both work in partnership to ensure the success of the Town Council.
Unless authorised by a resolution, no councillor shall:
bz. inspect any land and/or premises which the Town Council has a right or duty to inspect (this does not apply to publicly accessible property); or
ca. issue orders, instructions or directions to any member of staff or contractor carrying out work on behalf of the Town Council.
Subject to Standing Order 14.1, councillors are encouraged to:
cb. maintain open communication with the electorate, members of the public, local businesses and others to ensure they can represent the wishes and needs of the town,
cc. sit on Town Council committees, sub-committees and/or working groups and partake in meetings and the decision-making process,
cd. attend and support Town Council events and public activities,
ce. represent the Town Council on identified outside bodies, maintain two-way communications for the betterment of both parties,
cf. help positively promote the work and activities of the Town Council within the local communities and wider area,
cg. work collaboratively with officers for the benefit of the Town Council and town,
ch. familiarise themselves with Town Council policy documents,
ci.  bring to the attention of relevant councillors, chairs or officers, anything that they believe is relevant to the business and activities of the Town Council,
cj. monitor their own attendance at Town Council meetings to ensure they do not automatically vacate their office as a result of six months of inactivity (see Standing Order 3.6),
ck. commit to enacting their role and duties in accordance with the Member’s Code of Conduct.
[bookmark: _Toc357072139][bookmark: _Toc359318567][bookmark: _Toc359334518][bookmark: _Toc359334797][bookmark: _Toc359336499][bookmark: _Toc130541076][bookmark: _Toc130541224][bookmark: _Toc130542950][bookmark: _Toc179369556][bookmark: _Toc359318568]Code of Conduct, Disclosure of Interests, and Dispensations
All councillors and non-councillors with voting rights shall observe the Code of Conduct adopted by the Town Council. 
A councillor or a non-councillor with voting rights who has a disclosable pecuniary interest or another interest as set out in the Town 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.
There is guidance document relating to councillor interests available to view on the Town Council’s website.
Unless they have been granted a dispensation – permission to take part in the discussion and vote on an item they have declared an interest in - a councillor or non-councillor with voting rights shall withdraw from the meeting room when it is considering a matter in which they have a prejudicial interest (whether pecuniary or non-pecuniary). They may return to the meeting after it has considered the matter in which they had the interest.
When declaring a non-prejudicial interest, the councillor or non-councillor with voting rights will inform the meeting if they intend to remain in the meeting room, take part in the discussion and / or take part in the vote. A councillor may wish to seek the advice of the meeting clerk or chair on this, ideally ahead of the meeting or alternatively, as soon as the interest is realised and declared.
Dispensation requests shall be in writing and submitted to the Proper Officer as soon as possible before the meeting, or failing that, at the start of the meeting for which the dispensation is required.
Dispensation requests raised at least 48 hours before a meeting shall be determined by the Proper Officer.  Where a dispensation request is raised at the start of the meeting, this shall be determined by the Council / committee itself under the guidance of the Proper Officer or meeting clerk.
A dispensation request shall confirm:
cl. the description and the nature of the disclosable pecuniary interest or other interest to which the request for the dispensation relates, 
cm. whether the dispensation is required to participate at a meeting on a discussion only basis, or a discussion and a vote basis,
cn. the date of the meeting or the period (not exceeding the next ordinary election date) for which the dispensation is sought, and 
co. an explanation as to why the dispensation is sought.
A dispensation may be granted in accordance with Standing Order 15.7 if having regard to all relevant circumstances the following applies:
cp. without the dispensation the number of persons prohibited from participating in the particular business would be so great a proportion of the meeting transacting the business as to impede the transaction of the business, or
cq. granting the dispensation is in the interests of persons living in the Town Council’s area, or
cr. it is otherwise appropriate to grant a dispensation.
Through these Standing Orders, and in accordance with Standing Order 15.8a, the Town Council grants a standing dispensation to all councillors for their four year term of office in respect of the following two matters:
cs. to all members who pay council tax to take part in discussion and vote on agenda items relating to considering and setting the precept. This dispensation is granted in order for the Town Council to be quorate and to set its annual budget and precept requirement.
ct. to all members to take part in discussion and vote on agenda items relating to member’s allowances (including member’s expenses). This dispensation is granted in order for the Town Council to be quorate and to consider its policy in relation to member’s allowances.
[bookmark: _Toc359334519][bookmark: _Toc359334798][bookmark: _Toc359336500][bookmark: _Toc359318569][bookmark: _Toc359334520][bookmark: _Toc359334799][bookmark: _Toc359336501][bookmark: _Toc130541077][bookmark: _Toc130541225][bookmark: _Toc130542951][bookmark: _Toc179369557][bookmark: _Toc357072150]Code of Conduct Complaints 
[bookmark: _Toc357072143]Upon notification by the District Council that a councillor or non-councillor with voting rights has breached the Council’s Code of Conduct, Full Council shall consider what, if any, action to take against them. Such action excludes disqualification or suspension from office. 
Councillors and the Proper Officer will utilise the support and guidance of the Monitoring Officer where queries regarding the Code of Conduct – its application or interpretation - are concerned.
[bookmark: _Toc359318570][bookmark: _Toc359334521][bookmark: _Toc359334800][bookmark: _Toc359336502][bookmark: _Toc130541078][bookmark: _Toc130541226][bookmark: _Toc130542952][bookmark: _Toc179369558]Proper Officer 
The Proper Officer is a statutory role and shall be either (i) the clerk or (ii) other staff member(s) nominated by the Town Council to undertake the work of the Proper Officer when the Proper Officer is absent (known as the Acting Proper Officer). 
The Proper Officer shall (either themselves or via delegation to other officers - N.B. emboldened items may not be delegated other than to the designated Acting Proper Officer):
cu. At least three clear days before a meeting of Full Council, a committee or a sub-committee,
i. Serve on councillors by delivery or post at their residences or by email authenticated in such manner as the Proper Officer thinks fit, a signed summons confirming the time, place and the agenda (provided the councillor has consented to service by email), and
ii. Provide, in a conspicuous place, public notice of the time, place and agenda (provided that the public notice with agenda of an extraordinary meeting of the Town Council convened by councillors is signed by them).
cv. Subject to Section 7 above, include on the agenda all councillor motions in the order received unless a councillor has given written notice at least seven days before the meeting confirming their withdrawal of it,
cw. convene a meeting of Full Council for the election of a new Chair of the Town Council, occasioned by a casual vacancy in their office,
cx. facilitate inspection of the minute book by local government electors,
cy. receive and retain copies of byelaws made by other local authorities,
cz. retain acceptance of office forms from councillors,
da. retain a copy of every councillor’s register of interests,
db. assist with responding to requests made under the freedom of information and environmental information legislation and rights exercisable under data protection legislation, in accordance with and subject to the Town Council’s policies and procedures relating to the same,
dc. receive and send general correspondence and notices on behalf of the Town Council except where there is a resolution to the contrary,
dd. assist in the organisation of, storage of, access to, security of, and destruction of information held by the Town Council in paper and electronic form subject to the requirements of data protection and freedom of information legislation and other legitimate requirements (e.g. the Limitation Act 1980),
de. arrange for legal deeds to be executed (see also Section 25),
df. arrange or manage the prompt authorisation, approval, and instruction regarding any payments to be made by the Town Council in accordance with its Financial Regulations,
dg. record every planning application notified to the Town Council and the Town Council’s response to the local planning authority in a book for such purpose,
dh. refer a planning application received by the Town Council to the Chair, or in their absence Vice-Chair (if any), of the Planning & Highways Committee within two working days of receipt to facilitate an extraordinary meeting if the nature of a planning application requires consideration before the next ordinary meeting of the Planning & Highways Committee,
di. manage access to information about the Town Council via the publication scheme, and
dj. [bookmark: _Toc357072144]retain custody of the seal of the Town Council which shall not be used without a resolution to that effect (see also Section 25).
[bookmark: _Toc359318571][bookmark: _Toc359334522][bookmark: _Toc359334801][bookmark: _Toc359336503][bookmark: _Toc130541079][bookmark: _Toc130541227][bookmark: _Toc130542953][bookmark: _Toc179369559]Responsible Financial Officer 
The Responsible Financial Officer is a statutory role responsible for the financial administration of the Town Council. 
The Town Council shall appoint appropriate staff member(s) to undertake the work of the Responsible Financial Officer when the Responsible Financial Officer is absent.

[bookmark: _Toc357072149][bookmark: _Toc359318574][bookmark: _Toc359334525][bookmark: _Toc359334804][bookmark: _Toc359336506][bookmark: _Toc130541082][bookmark: _Toc130541230][bookmark: _Toc130542956][bookmark: _Toc179369562]Handling Staff Matters
The Town Council has a suite of personnel policies that govern its activities as an employer. The Town Clerk is responsible for recruiting and appointing all staff and managing their employment lifecycle in accordance with Town Council policy.
Certain committees and chairs will be involved in the personnel activities of the Town Council and are expected to understand the expectations of them, as set out within Town Council Policy. Relevant officers will provide guidance, support, and/or training, as required.
An employment matter relating to a member or group of staff that is being considered by a meeting of Full Council or the Personnel Committee will be treated as a confidential item of business.
The Town Council shall keep all written records relating to employees secure. All paper records shall be secured and locked and electronic records shall have access restricted accordingly and be encrypted.
[bookmark: _Toc357072148][bookmark: _Toc359318573][bookmark: _Toc359334524][bookmark: _Toc359334803][bookmark: _Toc359336505][bookmark: _Toc130541081][bookmark: _Toc130541229][bookmark: _Toc130542955][bookmark: _Toc179369561]Financial Controls and Procurement
[bookmark: _Toc357072142]The Town Council shall consider and approve Financial Regulations drawn up by the Responsible Financial Officer, which shall include detailed arrangements in respect of the following:
dk. the keeping of accounting records and systems of internal controls,
dl. the assessment and management of financial risks faced by the Town Council,
dm. the work of the independent internal auditor in accordance with proper practices and the receipt of regular reports from the internal auditor, which shall be required at least annually,
dn. the inspection and copying by councillors and local electors of the Town Council’s accounts and/or orders of payments, and 
do. whether contracts with an estimated value below £30,000 including VAT, or due to special circumstances, are exempt from a tendering process or procurement exercise.
Financial Regulations shall be reviewed regularly and at least annually for fitness of purpose, or where updated national model financial regulations are published.
All payments by the Town Council shall be authorised, approved and paid in accordance with the law, proper practices and the Council’s Financial Regulations and other relevant policy documents.
When devising and reviewing financial policies and procedures, the Responsible Financial Officer will refer to the Practitioners’ Guide for Governance and Accountability for Smaller Authorities in England produced by the Smaller Authorities Proper Practices Panel.
[bookmark: _Toc130541074][bookmark: _Toc130541222][bookmark: _Toc130542948][bookmark: _Toc179369554][bookmark: _Toc357072140]Management of Information 
The Town 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 encryption of personal data.
The Town Council shall have in place, and keep under review, policies for the retention and safe destruction of all information (including personal data) which it holds in paper and electronic form. The Town Council’s retention 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).
The agenda, papers that support the agenda and the minutes of a meeting shall not disclose or otherwise undermine confidential information or personal data without legal justification.
Councillors, staff, the Town Council’s contractors and agents shall not disclose confidential information or personal data without legal justification.
[bookmark: _Toc130541083][bookmark: _Toc130541231][bookmark: _Toc130542957][bookmark: _Toc179369563]Responsibilities to Provide Information 
In accordance with freedom of information and environmental information legislation, the Town Council shall publish information in accordance with its publication scheme and respond to requests for information held by the Town Council.  
The Council, shall publish information in accordance with the requirements of the Local Government (Transparency Requirements) (England) Regulations 2015.
[bookmark: _Toc130541084][bookmark: _Toc130541232][bookmark: _Toc130542958][bookmark: _Toc179369564][bookmark: _Toc357072153][bookmark: _Toc359318576][bookmark: _Toc359334527][bookmark: _Toc359334806][bookmark: _Toc359336508]Responsibilities under Data Protection Legislation
       (Below is not an exhaustive list)
The Town Council shall have policies and procedures in place to respond to an individual exercising statutory rights concerning their personal data. 
The Town Council shall have a written policy in place for responding to and managing a personal data breach.
The Town Council shall keep a record of all personal data breaches comprising the facts relating to the personal data breach, its effects, and the remedial action taken.
The Town Council shall ensure that information communicated in its privacy notice(s) is in an easily accessible and available form and kept up to date.
The Town Council shall maintain a written record of its processing activities.
[bookmark: _Toc130541085][bookmark: _Toc130541233][bookmark: _Toc130542959][bookmark: _Toc179369565]Relations with the Press/Media
Requests from the press or other media for an oral or written comment or statement from the Town Council, its councillors or staff shall be handled in accordance with the Communications Strategy.
[bookmark: _Toc357072154][bookmark: _Toc359318577][bookmark: _Toc359334528][bookmark: _Toc359334807][bookmark: _Toc359336509][bookmark: _Toc130541086][bookmark: _Toc130541234][bookmark: _Toc130542960][bookmark: _Toc179369566]Execution and Sealing of Legal Deeds 
A legal deed shall not be executed on behalf of the Town Council unless authorised by a resolution.
Subject to Standing Order 25.1, the Town Council’s common seal shall alone be used for sealing a deed required by law. It shall be applied by the Proper Officer in the presence of two councillors who shall sign the deed as witnesses.
[bookmark: _Toc357072155][bookmark: _Toc359318578][bookmark: _Toc359334529][bookmark: _Toc359334808][bookmark: _Toc359336510][bookmark: _Toc130541087][bookmark: _Toc130541235][bookmark: _Toc130542961][bookmark: _Toc179369567]Communicating with Other Elected Members
An invitation to attend a meeting of Full Council shall be sent, together with the agenda, to the ward councillors of the district, county, or unitary councils representing the area of the Town Council (where applicable). 
Where deemed necessary by the Town Clerk, correspondence sent to the district, county, or unitary councils shall be copied to the relevant district, county, or unitary councillor(s). 
Upon request, the local Member of Parliament may attend a Town Council meeting to provide an update on local matters affecting Seaford and answer questions, at a suitable meeting as agreed with the Town Clerk.
[bookmark: _Toc359318581][bookmark: _Toc359334532][bookmark: _Toc359334811][bookmark: _Toc359336513][bookmark: _Toc130541089][bookmark: _Toc130541237][bookmark: _Toc130542963][bookmark: _Toc179369569]Standing Orders Generally
All or part of a Standing Order, except one that incorporates mandatory statutory requirements (those in bold), may be suspended by resolution in relation to the consideration of an item on the agenda for a meeting.
A motion to add to, vary or revoke one or more of the Town Council’s Standing Orders, except one that incorporates mandatory statutory requirements, shall be proposed by a special motion, with written notice by at least ten councillors to be given to the Proper Officer in accordance with Standing Order 9 above. This provision does not apply when Full Council is carrying out a scheduled review of the Standing Orders policy document.
The Proper Officer shall provide a copy of the Town Council’s Standing Orders to a councillor as soon as possible after they have delivered their acceptance of office form.
The decision of the Chair of a meeting as to the application of Standing Orders at the meeting shall be final.
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