Woodchurch Parish Council
STANDING ORDERS
Woodchurch Parish Council's "Standing Orders" are, in effect, the rules and guidelines that its Members and Officers agree to abide by when carrying out the work of the Parish Council.

Standing Order No. 1

Application of Standing Orders
(1) The Standing Orders of the Council shall apply to the Woodchurch Parish Council (hereafter referred to as the Parish Council) and to any Committee, Sub-Committee and Working Party that it elects to appoint. 

(2) These Standing Orders shall be subject to any requirements of the Local Government Act 1972 and other relevant legislation.

(3) All references indicating male gender shall also be deemed to relate to the female gender.
Standing Order No. 2
Meetings of the Parish Council
(1) The Annual General Meeting of the Parish Council shall be held as follows:

(a) in a year where there is an ordinary election of parish councillors, within 14 days after the day on which the newly elected councillors take office;

(b) in any other year, on such day in May as the Parish Council may determine.

(2) Unless the Parish Council determines otherwise, meetings for the transaction of the general business of the Parish Council shall be held on the fourth Monday of each month, except the month of August when a recess shall be taken. 

(3) An Extraordinary Meeting of the Parish Council may be called as follows:

(a) at any time by its Chairman; or

(b) by any two Members of the Parish Council in circumstances where the Chairman is presented with a requisition for a Meeting signed by two Members of the Parish Council and refuses to do so or has not done so within seven days.

(4) An Annual Parish Meeting shall be held in March, April or May for the purposes of:

(a) reporting the activities and finances of the Parish Council; 

(b) enabling local organisations to report on their activities; and 

(c) enabling local residents to raise matters of local interest or concern. 

(5) A Parish Meeting may be called, with the agreement of the Parish Council, should a matter of major importance require wide consultation or discussion.

(6) All Meetings of the Parish Council shall normally be held at 7.30 pm, on the fourth Monday of the month, unless the Parish Council determines otherwise.

Standing Order No. 3
Election of Chairman and Vice-Chairman
(1) The Chairman of the Parish Council shall be elected annually by the Parish Council from among its elected Members.

(2) The election of a Chairman shall be the first business transacted at the Annual General Meeting of the Parish Council. In the case of an equality of votes in the election of a Chairman, the person presiding shall give a casting vote in addition to any other vote he may have. The newly elected Chairman will then immediately assume the Chair.

(3) The Parish Council, if it so wishes, may appoint an elected Member as its Vice-Chairman.

(4) The election of a Vice-Chairman shall immediately follow the election of the Chairman at the Annual General Meeting. In the event of an equality of voting, the newly appointed Chairman shall give a casting vote in addition to any other vote he may have.

Standing Order No. 4

Conduct of Business at Meetings

(1) The order of business at every Meeting of the Council shall be:

(a) To choose a person to preside if the Chairman (and, if appointed, the Vice-Chairman) are absent.

(b) To approve, where necessary, apologies for absence

(c) To allow members to declare an interest in any matter to be discussed.

(d) To approve as a correct record and sign the Minutes of the previous Meeting of the Council.

(e) To adjourn the meeting to allow those members of the public present time for questions and comments

(f) To deal with any planning applications received

(g) To dispose of business (if any) remaining from the last Meeting.

(h) To receive and consider those other items specified in the Agenda.

(i) To allow an exchange of information between councillors.

(2) The Chairman (or the person presiding) shall determine whether any matter not on the Agenda shall be considered at the Meeting as a matter of urgency.

(3) No business at any Meeting of the Parish Council (or its Committees, Sub-Committees or Working Parties) shall be transacted after 10.00 pm unless the Members resolve to continue. 

(4) If any business to be transacted at the Meeting shall remain undisposed of, the Meeting shall be adjourned until a convenient date, not later than 7 clear days after the date of adjournment.

Standing Order No. 5

Quorum of Council, Committees, Sub-Committees and Working Parties
(1) The quorum at a Meeting of the Council shall be not less than three elected Members. 

(2) If a quorum is not present 20 minutes after the time appointed for the holding of a Meeting, no business shall be transacted.

(3) If during any Meeting of the Council, the Chairman counts and declares that there is not a quorum present, the Meeting shall stand adjourned. If, after five minutes, a quorum is still not present, the Meeting (and remaining business) shall be adjourned to the next Ordinary Meeting of the Council or to some other day and time to be fixed by the Chairman

(4) Except where authorised by the Council, business shall not be transacted at a Meeting of any Committee, Sub-Committee and Working Party unless at least one-half (and never less than two) of the appointed Members are present. The conditions in paragraphs (2) and (3) shall also apply.

Standing Order No. 6

Minutes
(1) The Chairman shall invite Members to approve the Minutes of the previous Meeting of the Parish Council as a correct record.

(2) No discussion shall take place upon the Minutes, except upon their accuracy. If no such question is raised, or if it is raised then as soon as it has been disposed of, the Chairman shall sign the Minutes.

(3) The Minutes shall record the name of every Member of the Parish Council attending or submitting prior apologies for absence at a Meeting of the Parish Council (or its Committees, Sub-Committees or Working Parties).

(4) The Minutes of the Parish Council Meetings shall be kept on file and the person signing the Minutes shall initial each page. These Minutes shall be kept in a safe place by the Clerk to the Parish Council.

Standing Order No. 7

Rules of debate for Parish Council Meetings
(1) Motions and Amendments: 
A Motion or Amendment shall be proposed and seconded prior to discussion.

(2) Amendments to Motions: 
An Amendment shall be relevant to the Motion and shall only be to add and/or omit words. Such omission or addition of words shall not have the effect of negating the Motion before the Council.

Only one Amendment may be moved and discussed at a time. However, the Chairman may permit two or more amendments to be discussed (but not voted on) together if he is persuaded it will assist efficient conduct of business. 

If an Amendment is lost, other Amendments may be moved on the original Motion. If an Amendment is carried, the Motion as amended shall take the place of the original Motion and shall become the Motion upon which any further Amendment may be moved, except such as would have the effect of reviving the original Motion.

(3) Withdrawal of Motion:
A Motion or amendment may be withdrawn by the mover with the consent of his seconder and of the Parish Council.

(4) Revival of Resolutions: 
Motions to debate, rescind or modify any Motion passed or rejected within the preceding six months shall NOT be debated, unless agreed by a majority of the Members of the Council.

Standing Order No. 8

Disorderly Conduct, Smoking and Recording of Proceedings
(1) The Chairman may call attention to continued irrelevance, unbecoming language, or any breach of order on the part of a Member; and may direct that Member, if speaking, to discontinue his speech. 

(2) If at a Meeting any Member of the Parish Council, in the opinion of the Chairman, misconducts himself by persistently disregarding the ruling of the Chair, or by behaving irregularly, improperly, or offensively, or by wilfully obstructing the business of the Parish Council, the Chairman or any other Member may move "That the Member named be not further heard", and the Motion if seconded shall be put and determined without discussion.

(3) If the Member named continues his misconduct after a Motion under the foregoing paragraph has been carried the Chairman shall:

EITHER move "That the Member named do leave the Meeting" (in which case the Motion shall be put and determined without seconding or discussion).
OR adjourn the Meeting of the Parish Council for such a period, as he considers expedient.

(4) If a member of the public interrupts the proceedings of a Meeting the Chairman shall warn him that, if he continues the interruption, the Chairman shall order his removal from the Meeting. 

(5) In the event of general disturbance which in the opinion of the Chairman renders the orderly business impossible, the Chairman may, without question, order that:

(a) the public be excluded; and 

(b) adjourn the Meeting for such period as he considers expedient. 

(6) Smoking is not permitted at any Parish Council, Committee, Sub-Committee or Working Party Meeting.

(7) Tape, cassette, video or similar recording of the proceedings of Parish Council (or any Committee, Sub-Committee and Working Party) Meetings is forbidden, unless sanctioned by the Parish Council in advance. 

Standing Order No. 9

Voting, Recording of Names and Use of Casting Vote
(1) Voting at a Meeting shall normally be by a show of hands. 

(2) Immediately after a vote is taken at a Meeting, any Member may require that his vote for, vote against or abstention from voting shall be recorded in the Minutes of that Meeting. 

(3) In the event of the Chairman having to exercise a casting vote, he will normally use the casting vote to maintain the status quo. 

Standing Order No. 10

Interests of Members
(1) If any Member of the Parish Council or his spouse has a pecuniary interest* in any matter under discussion, that Member shall: 

(a) declare it;

(b) not participate in any discussion; and

(c) not vote upon the matter. 

* A Member will be regarded as having a pecuniary interest:

(i) where a matter would benefit or worsen his financial position, wealth or estate; or

(ii) where he is associated (e.g. by ownership, employment or substantial shareholding) with a company or non-public body having a pecuniary interest in the matter.

Members are not required to declare a pecuniary interest:

(i) on matters having a general effect on local inhabitants, e.g. setting a rate or fees and charges;

(ii) through their membership of another public body;

(iii) through "minor" shareholdings (i.e. the lesser of £5,000 nominal value or 1/100th of all shares issued) in a company with a pecuniary interest; or

(iv) on claims for out-of-pocket expenses relating to Council business.

(2) Following a declaration of pecuniary interest by a Member:

(a) the Parish Council may resolve to ask him to leave the Meeting whilst the matter is dealt with; and

(b) the declaration and consequent action shall be recorded in the Minutes.

(3) The Clerk shall remind members at each meeting that they should Update their Declaration of 

Interests with the Monitoring Officer at Ashford Borough Council if necessary.

Standing Order No. 11

Inspection of Documents
(1) A Member of the Parish Council may, for purposes of his duty as a Member, on application to the Clerk to the Parish Council inspect any document, which has been considered by the Parish Council (or a Committee, Sub-Committee or Working Party).

(2) A Member shall not knowingly inspect or call for a copy of any document relating to a matter in which he is professionally interested or in which he has a pecuniary interest.

Standing Order No. 12

Order and Receipt of Works
(1) Unless specifically authorised to do so by the Parish Council, a Member of the Parish Council shall NOT issue any order or receipt in respect of any works by or on behalf of the Parish Council.

Standing Order No. 13

Advertisements and Public Notices
All press advertisements and public notices, statutory or otherwise, on behalf of the Parish Council shall be issued in the name of the Clerk or other authorised person. 

Standing Order No. 14

Appointment of Committees
(1) The Parish Council may:

(a) appoint such Committees, Sub-Committees and Working Parties as it considers necessary to carry out delegated tasks, subject to confirmation at the next Annual Meeting of the Council;

(b) at any time, dissolve a Committee, Sub-Committee or Working Party or alter its membership. Membership shall be by majority decision of the Council.

Standing Order No. 15

Notice of Meetings 
(1) At least three clear days Notice of a Meeting of the Parish Council (and its Committees, Sub- Committees and Working Parties) shall be given to Members specifying the nature of the business proposed to be transacted. A Notice giving the date, time and place of the Meeting shall be displayed on a Parish noticeboard at the same time.  In an emergency, Members may be summoned to meet at shorter notice. 

(2) At least seven clear days Notice of a Parish Meeting must be given to Members and the Public, specifying date, time, place and nature of business.

(3) Want of service of the Notice on any Member shall not affect the validity of the Meeting. 

(4) The order of business indicated on the Notice convening the Meeting may be varied at the Meeting:

(a) by the Chairman at his discretion; or 

(b) by a Motion moved, seconded and agreed without discussion.

Standing Order No. 16

Admission to Meetings 
(1) The press and public will be admitted to all Meetings of the Parish Council, Committees and Sub-Committees. 

(2) Matters requiring confidential discussion and exclusion of press and public may be considered following a proper resolution to do so. This will be recorded in the Minutes together with all decisions made in the confidential session.

(3) Any Member of the Parish Council may attend any Meeting of a Committee, Sub-Committee or Working Party of which he is not a member, but shall not speak thereat except by consent of the Committee, Sub-Committee or Working Party.

Standing Order No. 17

Vacancies or Resignations 
(1) A Member deciding to resign from the Parish Council (or any Committee, Sub-Committee or Working Party) shall signify his resignation in writing to the Chairman of the Council (or the Chairman of the relevant Committee, etc.) or the Clerk to the Parish Council.

(2) Casual vacancies in the membership of the Parish Council, a Committee, Sub-Committee or Working Party shall be dealt with as follows:

(a) The Parish Council: Where a casual vacancy occurs, the Clerk to the Parish Council shall:

(i) Notify the appropriate Electoral Returning Officer; and

(ii) if no by-election is validly demanded, ensure that the need to co-opt a new Member is considered by the Parish Council at the earliest opportunity.

(iii)  display a public notice announcing the vacancy

(b) Committees, etc: Vacancies shall be determined at the earliest opportunity by the Parish Council.

Standing Order No. 18

Deputations and Petitions
(1) Where a Deputation wishes to be received by the Parish Council, the following procedure shall be adopted:

(a) Reasonable verbal or written Notice shall be given to the Chairman or Clerk to the Council who will determine an appropriate time and place for a meeting to be held.

(b) No Deputation shall exceed six in number.

(c) The total time allowed for a Deputation to address the Council (other than time allowed for questions) shall not exceed 15 minutes, unless the Council agrees otherwise. 

(2) Any Petition, however addressed, shall be referred to the next Meeting of the Parish Council. In the event of extreme urgency, the Chairman of the Parish Council may act, as he deems appropriate and report his action to the next Meeting of the Parish Council.

Standing Order No. 19

Finance
(1) Subject to any requirements imposed by legislation, the Parish Council shall corporately:

(a) Prepare and agree in good time an estimate of the Parish Council's proposed budget for each forthcoming financial year;

(b) agree and advise the appropriate rating authority of its precept requirements;

(c) determine the levels of any fees or charges it is empowered to levy, from time-to-time but normally when preparing annual budget proposals;

(d) prepare, agree and publish an account of the Parish Council's expenditure, assets and liabilities at the close of each financial year;

(e) confirm or amend its choice of bankers and appoint a minimum of two signatories to any accounts held in the Parish Council's name as required

(f) confirm or amend its arrangements for reclaiming VAT as required;

(g) submit copies of annual accounts (and such other items as may be required) to the Auditor appointed by the Audit Commission each year.

Standing Order No. 20

Insurances
(1) The Parish Council shall make appropriate arrangements to indemnify its Members and officers against public liability claims and its assets against loss, damage or third party liabilities. 

(2) Any resulting insurances shall be reviewed and renewed annually and also in the event of changed circumstances.

Standing Order No. 21

Chairman's Ruling on Standing Orders
(1) The interpretation by the Chairman of the Meeting of Standing Orders shall be such as not to annul, reverse or substantially alter the intent of any Standing Order. 

Standing Order No. 22

Variation of Standing Orders
(1) Any Motion to add to, vary or revoke Standing Orders shall, when proposed and seconded, stand adjourned without discussion to the next Ordinary Meeting of the Council. 

(2) Suspension of Standing Orders: Given agreement by a majority of Members present, any of the preceding Standing Orders (other than those required by law) may be suspended to facilitate the business of a Meeting.

Standing Order No. 23

Circulation of Standing Orders
(1) A copy of these Standing Orders shall be given to each Member of the Parish Council by the Clerk to the Parish Council upon the Member being first appointed.
The Standing Orders are on the Parish Council website.
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