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REPORTS 
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MEETING OPEN TO MEMBERS OF THE PUBLIC 

To Members of the Policy and Resources Committee (Quorum 5): 
Councillors Iain Dawson (Chair), Clive Hooper (Vice-Chair), Clive Fletcher, Emma Green, Melanie 
Jones, Lou Lowton, Ronan McLaverty-Head, Karen Newbigging  

All other Members of the Town Council for information only.  

You are hereby invited to attend a meeting of the Policy and Resources Committee to be held in the 
Park View Community Room, Victoria Park Road, Malvern Link on Wednesday 7 May 2025, 
commencing at 6.00pm for the transaction of the business shown on the Agenda below. 

 
 
 
 
 

Linda Blake 
Town Clerk 

 

No. Agenda Item 

1.  Apologies for Absence 

To receive and note apologies for absence 

2.  Declarations of Interest 

To receive declarations of disclosable pecuniary interests and other disclosable interests 

3.  Minutes of Previous Meeting 

To receive and confirm as a correct record the Minutes of the previous Policy and 
Resources Committee meeting: 

➢ 26 March 2025 (previously circulated) 

Public Participation  

The Meeting will be adjourned for public participation when the Chairman will invite members of 
the public to present their questions, statements or petitions submitted under the Council’s Public 
Participation Procedure. 

4.  Application for Twinning Reserve Funds – Korosten Malvern Twinning Association 
(KMTA) 

➢ Report PR01/25 to follow 

5.  Online Banking Payment Schedules – January/February/March 2025 

➢ Report PR02/25 to follow 

6.  Review of Protocols and Practices 

➢ Report PR03/25 to follow and committee discussion 

mailto:townclerk@malvern-tc.org.uk


7.  Review of Standing Orders 

➢ Report PR04/25 to follow 

8.  Date and Time of Next Meeting 

➢ Wednesday 18 June 2025 at 6.00 pm  
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MINUTES OF A MEETING OF 

THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

held in the Community Hub Meeting Room, Victoria Park 

on Wednesday 26 March 2025 at 6pm 

 

Councillors Absent 
I Dawson (Chair)  E Green (apologies) 

C Hooper M Jones 

C Fletcher  

K Newbigging  

R McLaverty-Head 
L Lowton (6.05pm) 

 

 Also in attendance 
 Linda Blake - Town Clerk 
 Julia Winkworth – Minute Clerk 
 M Birks – Mayor of Malvern 
 D Mead – Deputy Mayor  
 Representatives from organisations 

seeking a Town Council grant 

 

 

45.   APOLOGIES FOR ABSENCE 

Apologies for absence from Cllr Emma Green and were NOTED.   

46. DECLARATIONS OF INTEREST 

Cllr Clive Hooper declared two declarations of interest with regards to St Richards 
Hospice (previous Mayoral Charity and continued interest) and Dame Laura Knight 
Society (member of the society) and confirmed he would not take part in any 
discussion or vote during these items. 

Cllr Clive Fletcher declared two declarations of interest with regards to Malvern Coach 
House Theatres (Accountant) and with his work at St Richards Hospice. 

Cllr Iain Dawson declared a previous interest with regards to 1st Malvern Scouts as 
secretary but is no longer involved.  

47. MINUTES OF PREVIOUS MEETING 

It was RESOLVED that the minutes of the following meeting be approved and 
adopted as a correct record of proceedings and signed by the Chairman. 

➢ Policy and Resources Committee meeting held on 5 February 2025 

PUBLIC PARTICIPATION 

Citizens Advice Bureau 

The Chair invited Annie Robson, Chief Executive Officer for South Worcestershire 
Citizens Advice Bureau, Malvern to present a report. A statistics handout was given 
out to the Councillors as part of the discussion. The CAB provide a valuable service 
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for a wide community and the reasons for service users continuing to need advice 
have been based around: 

➢ significant increase in homelessness 

➢ continued cost of living crisis – more longer term nowadays 

➢ more referrals for foodbanks and support networks in Malvern 

➢ fuel poverty, particularly in Malvern 

➢ large houses, low income and therefore individuals being asset rich, cash 
poor 

The CAB work closely with partner organisations including the following groups, to  
maintain well established links for the community:  

➢ Malvern Football Club Help Centre 
➢ Resettlement Officer for Ukrainian Families and other refugee committees 
➢ MHDC Liaison Officers  

There has also been an increase in the number of face-to-face appointments as a 
result of individuals having problems accessing forms online. 

The CAB is very reliant on local government funding. The year ahead will be 
challenging; the main focus is to keep well maintained links so that they can provide 
the best advice and support for everyone.   

Small Grants 

Friends of Dame Laua Knight Society 

The group are seeking funding of £600 to implement a permanent commemoration 
of Dame Laura Knight, who lived in Malvern for over 30 years. A small group of 
members have been working on a sculpture, designed by a local artist Andrew Finley, 
to be situated in one of the new sections of Malvern Theatres. 

Girlguiding Malvern 

Mary Flynn informed committee that following the pandemic a lot of young people 
have had less social interaction than at other times. The Girlguiding group are holding 
a ‘Jamboree’ weekend of activities for members of all ages. As part of this, the idea 
is for young people to celebrate diversity and improve their confidence by holding 
drumming workshops and Bollywood dance workshops. A member of 5th Malvern 
Link Guides also spoke to the group about the importance of Project Jamboree to 
promote inclusivity, diversity and boost confidences. She explained to Councillors 
how Girlguiding have provided her with many experiences which have boosted her 
self-esteem and confidence. 

Malvern Community Partnership 

Mark Young explained that this application was for £500 to fund an official reception 
for Czech visitors and the Czech ambassador in June/July 2025. 

The partnership are involved in running a two week festival featuring talks on 
technology, Artificial Intelligence and a children’s talk in Malvern Priory amongst 
others. Events are being run for free or at very low cost and it is hoped that many 
parts of the Malvern Community can be brought together by this proposal.  

 

Cllr Marilyn Birks arrived at 6.38pm 
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 Large Grants  

1st Malvern Scout Group 

Jonathan Burton, Beaver Leader of 1st Malvern Scout Group outlined the project to 
provide an accessible toilet to improve the scout hut. They currently have 60 
members, and this increases by 30 members each year as the young people progress 
into new sections of the scout group.  

They have £8,000 of pledges so far but are still looking for a further £4,500 of funding.  

Malvern Male Voice Choir  

Two representatives explained to the group that they had been present in Malvern for 
103 years and although mainly a group of volunteers they need professional 
musicians to help perform.  

The grant of £2,000 is sought for new jackets and copies of music as well as 
assistance to fund concerts at Christchurch and Malvern Cube.  

Malvern Cube 

Karen Humphries, Chair of Trustees attended the meeting and outlined the 
application for £1,475. Malvern Cube is a community and dance centre, completely 
self-funded.  Following the death of a valued member last year at The Cube they have 
set up a memorial garden where the community can come in and sponsor a raised 
bed and maintain it. The funding is for a bench to sit in the garden for all to enjoy, 
raise the existing raised beds to assist volunteers with their continued projects when 
they attend the community gardens and also a retractable hose to lessen the 
requirement of carrying watering cans.  

Malvern Spa Association 

Carly Tinkler, President of Malvern Spa Association explained to Committee that 
since the 1990’s the MSA has been protecting and enhancing the water heritage of 
the Wells within Malvern. The MSA have around 800 volunteers that are involved with 
the well dressing. They would like assistance with funding for the first three Malvern 
Water projects: 

➢ Water music for 21st Century – performed at the Midsummer festival – amount 
requested £500 

➢ Drama workshops – amount requested £1,500 
➢ Malvern Water Film – amount requested £500 

Coach House Theatres 

Chris Bassett, Executive Trustee of the theatre attended the meeting and informed 
the council of a festival they are planning in collaboration with a local artist to host 
local playwrights’ projects (Ink and Curtain Festival)  A private donor has donated two 
thirds of the funding, along with a possible grant to support marketing, maintenance 
(grade two listed building) and continued increase in costs to enable drama groups 
to come along and present their plays in a professional setting. The Town Council 
contribution of £1,500 would be to extend the festival for a week and an amount 
towards brochure and printing costs. 

 

This completed the end of Public Participation. 
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48. MALVERN TOWN COMMUNITY SUPPORT GRANT – CITIZENS ADVICE 
BUREAU 

Report PR01/24 was received and accepted. 

It was suggested that an amendment should be made to provide funding for a three-
year period rather than an application needing to be submitted every year.   

It was RECOMMENDED that a grant of £19,000 (an increase of £1,000 from 
2024/25) be awarded to the Citizens Advice Bureau for 2025/26, 2026/27 and 
2027/28.  

 
49. SMALL GRANTS SCHEME 2ND ROUND 2024/2025 

Report PR02/24 was received and accepted.  

St Richard’s Hospice - £500 

It was AGREED to award £500 to St Richard’s Hospice. 

Friends of Dame Laura Knight Society - £500 

There were a few concerns from Councillors which were discussed, but further to 

those discussions, it was AGREED to award £500 to Friends of Dame Laura Knight 

Society. 

Girlguiding Malvern - £500 

It was AGREED to award £500 to Girlguiding Malvern. 

Malvern Green Space - £380 

It was AGREED to award £380 to Malvern Green Space. 

Malvern Community Partnership - £500 

It was AGREED to award £500 to Malvern Community Partnership. 

 

50. LARGE GRANTS SCHEME, 2ND ROUND 2024/25 

Report PR03/24 was received and accepted. 

1st Malvern Scout Group - £2,500 

It was RECOMMENDED that £2,500 be awarded to 1st Malvern Scout Group. 

We Are Men United - £2,500 

It was AGREED to defer this application to September 2025 and also invite the group 
or representative to attend the meeting and discuss the application further. 

Malvern Community Kitchens - £954.97 

It was RECOMMENDED that £954.97 be awarded to Malvern Community Kitchens.  

Malvern Cube – £1,475 

It was RECOMMENDED that £1,475 be awarded to Malvern Cube 

Malvern Spa Association - £2,500 

It was RECOMMENDED that £2,500 be awarded to Malvern Spa Association.  

Barnards Green Cricket Club - £1,800 
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It was RECOMMENDED to award a part grant to Barnards Green Cricket Club of 
£1,150 for coaching and refreshments. 

Malvern Male Voice Choir - £2,000 

It was RECOMMENDED that £2,000 be awarded to Malvern Male Voice Choir. 

Coach House Theatre - £1,500 

It was RECOMMENDED that £1,500 be awarded to Coach House Theatre. 

51. REVIEW OF EARMARKED RESERVES 

Report PR04/24 was received and accepted. 

It was RECOMMENDED to review and approve the details of Earmarked Reserves 
as summarised in the report. 

52. REVIEW OF STANDING ORDERS 

Report PR05/24 was received and accepted. 

Cllr Hooper had raised an issue with the “clear days” in the revised Standing Orders. 
An addendum was added but there was still some confusion over the wording.  It was 
AGREED to defer this item to the next meeting as the matter needs more 
consideration. 

53. DATE AND TIME OF NEXT MEETING  

  It was AGREED that the date of the next meeting would be Wednesday 7 May 2025 
at 6pm. 

The meeting finished at 8pm. 

 

 

 

 

………………………………………………(Chairman) 



AGENDA ITEM 4 
REPORT PR01/25 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held on Wednesday 7 May 2025 at 6pm 

in the Park View Meeting Room, Victoria Park Road, Malvern Link 

 

APPLICATION FOR TWINNING RESERVE FUNDS – 
 KOROSTEN MALVERN TWINNING ASSOCIATION 

 

 

1. Purpose of report 

1.1. For decision. 

2. Recommendation 

Policy and Resources Committee are asked to consider and agree that Twinning 
Reserve Funding of £1,500 should be awarded to the Korosten Malvern Twinning 
Association (KMTA). 

3. Background 

3.1. At the meeting of Full Council held on 13 November 2024, a Twinning Agreement 
with Korosten in the Ukraine was approved. It was also resolved to allocate a 
twinning reserve of £1,500 to help launch the agreement with funds to be available 
from 1 April 2025.  

3.2. The precedent of a twinning reserve was set when funds were agreed to support 
firstly the Mariánské Lázne Community Partnership and then subsequently Malvern-
Bagnères de Bigorre Twinning Association. Both of these organisations drew down 
funds gradually over a number of years.  

3.3. The Korosten Malvern Twinning Association have written to the Town Clerk and 
submitted a detailed timetable of activities and associated costings for twinning 
related activities from November 2024 until Spring 2026. Some of these costs have 
already been incurred, some are required immediately and others relate to future 
plans – See Appendix A.   

3.4. KMTA would like to claim the reserve in full and therefore officers have worked with 
them to put together a list of items to be purchased by the draw down of funds: 

• Banners        £100 

• Office Supplies       £200 

• Printer       £170 

• Official signing ceremony costs     £80 

• Launch Event Costs     £158.55 

• Education Events and Workshops   £300 

• Independence Day Celebrations August 2025  £500 

Total        £1508.55 

Total claim       £1500 
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3.5. The award of this funding and the amount to be released is at the discretion of Policy 

and Resources Committee.  

3.6. The KMTA have stressed the meaningful benefit that these projects will bring to the 
local community, the Ukrainian residents in Malvern and the people of Korosten in 
the Ukraine. They are also actively seeking additional sources of support and 
planning fundraising activities in order to raise the remaining funds needed.  

4. Financial Implications 

4.1. A one-off twinning reserve of £1,500 has been allocated to support the launch 
activities of KMTA. This can be drawn down in individual amounts or as a lump sum 
and will be paid into the designated bank account.  

5. Legal Implications 

5.1. None pertaining to this report. 

 
End 
 
Linda Blake 
Town Clerk 



  AGENDA ITEM 4 
  APPENDIX A 
 
 

Activity and 
Preparation 

Description Timeline Estimated 
Cost 

Send Constitution Exchange the 
constitution 
document to 
formalize the 
partnership structure 

November  
 
N/A 

Council Meeting Motion to be raised 
at the meeting after 
short presentation 

November 13th  
N/A 

Official Signing 
Ceremony 

Formalise the 
partnership with an 
official signing event. 

January £80 

Launch Event at the 
Hub 

Host a launch event 
at a community hub 
to celebrate the 
partnership and 
engage people to be 
involved in the 
different activities 
which help to 
develop twinning. 

March  
 
£158.55 
 
Already spent 
Need to repay 
from personal 
spending 

Educational Events 
and Workshops 

Organise   
educational events 
and workshops that 
encourage cultural 
and knowledge 
exchange   

April and ongoing £300 to include 
printing and 
workshop 
materials 
 
Monies needed 
ASAP 

Multi-Cultural 
Festival 

Host a festival to 
showcase the 
cultural diversity of 
both communities 

June N/A funded by 
Czech twinning 
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An online journey to a 
twin community. 

Twin Cities Week.  
Media materials 
(articles, videos, 
historical 
publications) will be 
created and 
published in the 
media and on our 
own communication 
channels 

July £200 
materials costs 

Independence Day Celebration with 
Malvern Rotary club 

August £500 
venue hire 
refreshments 
advertising and 
printing 
entertainment 
costs 

Potato Pancake 
Festival 
 

Celebrate with a 
traditional potato 
pancake event to 
honour cultural 
heritage and to share 
Ukrainian traditions. 

September £300  
Room hire , 
advertising, 
costs of 
ingredients 

Annual General 
Meeting (AGM) 

Review partnership 
achievements, 
challenges, and set 
new goals for the 
coming year 

October £150 
room hire, 
printing and 
refreshments 

Poetry Festival Organise a poetry 
festival to celebrate 
literary contributions 
from both towns 

October £200 
room hire, 
printing, 
refreshments 

Reporting concert of 
the Palace of Culture 
of Korosten City 
Council 

Participation of 
artists, singers and 
musicians from 
Malvern in a 
reporting concert in 
Korosten (possibly 
online) 

December, 2025  £400 
travel 
expenses,venue 
hire, 
refreshments 

Visit of a delegation 
from Malvern to the 
Korosten City 

a favourable to 
participate in the 
International Festival 
of Potato Pancakes 

Spring 2026 £3000 
Travel and 
accommodation 
costs 
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Territorial 
Community 

in Korosten (in case 
of security situation 

Economic 
Development Theme 

Focus on economic 
growth, small 
business 
development, and 
demographic 
structures 

Year-round £300 
advertising, 
printing, 
business events  

Democratic Process  Encourage and 
showcase 
democratic 
engagement and 
participatory 
processes in both 
council 

Year-round  
 
N/A 

Printer For printing  Asap urgently 
needed 

£170 

Offices supplies Ink, paper, 
stationary,files 

Asap urgently 
needed 

£200 
 

Roller Banners Information sharing Asap £100 
Total    £5820 

 
 
 



AGENDA ITEM 5 
REPORT PR02/25 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held on Wednesday 7 May 2025 at 6pm 

in the Park View Meeting Room, Victoria Park Road, Malvern Link 

 

REPORT ON ONLINE BANKING PAYMENT SCHEDULES 
JANUARY/FEBRUARY/MARCH 2025 

 

1. Purpose of report 

1.1. For noting and comment, as necessary. 

2. Recommendation 

Policy and Resources Committee should note the online banking payments as 
attached to this report and to note any issues that have arisen with control checks. 

3. Background 

3.1. Malvern Town Council recently reviewed its Financial Regulations with a new 
version being adopted by Full Council on 13 November 2024.  

3.2. Within the new Financial Regulations, changes have been made to the way in which 
online banking payments are processed, checked, and approved. 

3.3. Previously all online banking payments were approved in person by two approved 
Councillor signatories, however, it was felt that this process was both too onerous, 
particularly for small amounts and in most cases could not stop the need for payment 
when goods and services had already been delivered. Members of Policy and 
Resources Committee decided it was more important to check amounts paid for 
accuracy against bank statements and orders and thus amendments were made.  

3.4. The new Financial Regulations state that: 

“The Responsible Finance Officer will present schedules of online banking 
payments to the next scheduled meeting of Policy and Resources Committee. Prior 
to this meeting, the Chair and Vice-Chair of this Committee will randomly select 
three invoices to be checked against the bank statement. A record of the check will 
be made and any issues identified will be reported at the meeting.” 

3.5. There are four payment schedules to be considered at this meeting of Policy and 
Resources Committee: 

➢ 16 January 2025 

➢ 14 February 2025 

➢ 13 March 2025 

➢ 21 March 2025 

 

4. Financial Implications 

4.1. None pertaining to this report. 
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5. Legal Implications 

5.1. The Town Council adopted the current Financial Regulations in November 2024. 

5.2. As part of the annual audit process, the Town Council must ensure it has an effective 
system of internal control in place, this includes arrangements for bank payments.  

 
 
End 
 
Linda Blake 
Town Clerk 













AGENDA ITEM 6 
REPORT PR03/25 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held on Wednesday 7 May 2025 at 6pm 

in the Park View Meeting Room, Victoria Park Road, Malvern Link 

 

REVIEW OF PROTOCOLS AND PRACTICES 

 

1. Purpose of report 

1.1. For committee discussion and recommendation. 

2. Recommendation 

Policy and Resources Committee are asked to consider whether the Council should 
draft and implement some best practice guidelines to provide effective, transparent 
and accountable local governance for the Town 

3. Background 

3.1. The day to day administration of Malvern Town Council is governed by some clearly 
defined legal requirements and guidelines, but many protocols and procedures are 
guided by an ongoing and unwritten best practice.    

3.2. Recent feedback from some councillors has been that it would be useful for Malvern 
Town Council to develop written and agreed procedures and protocols in certain 
areas, to provide clarity over best practice and to remove any uncertainty for 
members of the public. 

3.3. A list of items which could be considered are listed in the background below, 
although this list may not be exhaustive.  

A. Publication of Agendas and Reports 

There is a legal requirement to publish agendas within three clear days of a meeting. 
There is no such requirement for the publication of reports. 

There has been some debate over the definition of clear working days and how this 
applies to the Town Council, but although the mandatory standing order cannot be 
changed, an approved best practice could be agreed for this. 

Currently the Town Council does not include a Saturday or Sunday as a clear day 
when issuing agendas and reports are published on a Friday afternoon (as far as 
possible) for meetings the following week. 

Discussion Point – guidelines for publication of agendas and reports 

B. Publication of Draft Minutes and Minutes 

Draft minutes are published on the Town Council website until they are approved by 
the relevant Committee or Council and then they become the legally adopted record 
for the meeting. 

Once again, there is no legal timescale for the publication of draft minutes and 
Council may wish to consider a protocol for this.   

Discussion Point – guidelines for publication of minutes. 

Suggestion – within 15 working days. 

 



AGENDA ITEM 6 
REPORT PR03/25 

 
C. Dates for Meetings 

The current practice is that dates for Council meetings and Committee meetings are 
agreed by Full Council before the Annual Council Meeting in May each year and 
then published on the website. 

Certain meetings such as the Annual Council Meeting and the Annual Town Meeting 
must be held within a stated timeframe, and others need to be held at certain times 
to meet deadlines such as the AGAR and precept request. The dates of other 
meetings are at the discretion of Council. 

Discussions have already taken place as to whether the meeting calendar includes 
too many meetings and therefore creates too much of a time demand and difficulties 
with attendance and a protocol could be developed to cover this. 

Sub Committee meetings and Working Parties have, historically set their dates to 
suit their business after each individual meeting, but consideration may wish to be 
given to whether a more formal structure should be set. 

Discussion Point – timescale for publication of meeting dates, is the current calendar 
workable and are additional guidelines required for sub committees and task and 
finish groups? 

D. Correspondence / Communication  

Town Council Officers receive frequent requests for information, clarification, and 
replies to questions and these come from members of the public, town councillors, 
district or county councillors or partnership organisations just to name a few. Some 
requests can be responded to very quickly as the officer involved has the information 
and time to respond almost immediately, whereas others require further information 
needing to be sought from either within or outside the Town Council.  

Whilst a timescale of agreed actions is included within the Town Council complaints 
procedure, there are no other agreed protocols or procedures in respect of general 
queries or requests for information. 

Councillors will note that Freedom of Information Requests are covered by specific 
legislation.  

Correspondence can come in the form of an email, website enquiry, letter, personal 
visit or telephone call and an appropriate timescale for a response to each could be 
included. Councillors are asked to note that it would be prudent to allow a realistic 
timescale as officer annual leave and sickness can make a shorter timescale difficult 
within a small team. 

Discussion Point – timescales and procedures for dealing with requests across 
various mediums and of varying detail. 

Suggestion – an acknowledgement of the correspondence within 10 working days. 

Suggestion - all matters should be addressed within six weeks. 

4. Financial Implications 

4.1. None pertaining to this report. 

5. Legal Implications 

5.1. Certain protocols and procedures are governed by legislation such as that in the 
1972 Local Government Act. 

End 
Linda Blake 
Town Clerk 



AGENDA ITEM 7 
REPORT PR04/25 

 
A REPORT OF THE TOWN CLERK TO 

A MEETING OF THE POLICY AND RESOURCES COMMITTEE 

MALVERN TOWN COUNCIL 

to be held on Wednesday 7 May 2025 at 6.00 pm 

in the Park View Meeting Room, Victoria Park Road, Malvern Link  

 

REVIEW OF STANDING ORDERS 

 

1. Purpose of report 

1.1. For review and decision. 

2. Recommendation 

2.1. Policy and Resources Committee is asked to consider, review and revise as 
necessary, the Town Council’s standing orders with recommendations to go to Full 
Council for approval and adoption. 

3. Background 

3.1. The last review of standing orders was carried out by Policy and Resources 
Committee in February 2025. Committee members reviewed the Standing Orders, 
identified areas which needed clarification and made amendments as required. 

3.2. The updated and amended Standing Orders were sent to Full Council on 12 
February 2025. These are attached at Appendix A and show amendments as made 
by committee in red. 

3.3. A number of queries were put forward during the Full Council meeting held in 
February 2025 and therefore following a proposal by the Chair of Policy and 
Resources, it was agreed that the draft Standing Orders should go back to the next 
meeting of this committee.  

3.4. Standing Orders written in bold reflect mandatory statutory or legal requirements 
and may not be changed.  

3.5. Recommendations from Policy and Resources Committee will then go to Full 
Council for adoption.  

3.6. This item was deferred at the March meeting of Policy and Resources and therefore 
is back for committee recommendations. 

4. Financial Implications 

4.1. None pertaining to this report. 

5. Legal Implications 

5.1. A council requires standing orders to regulate its proceedings and business. 

5.2. Standing orders in bold type contain legal and statutory requirements and so cannot 
be amended. 

 

End 
 
Linda Blake 
Town Clerk 
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Reviewed by: Policy and Resources Committee – 5 February 2025 
Adopted:  
Next review due:  

 

 

MALVERN TOWN COUNCIL   

  

  

  

STANDING ORDERS  
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Standing Orders 2024   Page 1 of 18

  

  0BRULES OF DEBATE AT MEETINGS 

  1B1BMotions on the agenda shall be considered in the order that they appear unless the 
order is changed at the discretion of the Chair of the meeting. 

  2B2BA motion (including an amendment) shall not be progressed unless it has been 
moved and seconded.  

  3B3BA motion on the agenda that is not moved by its proposer may be treated by the 
Chair of the meeting as withdrawn.  

  4B4BIf a motion (including an amendment) has been seconded, it may be withdrawn by 
the proposer only with the consent of the seconder and the meeting. 

  5B5BAn amendment is a proposal to remove or add words to a motion.  It shall not negate 
the motion.  

  6B6BIf an amendment to the original motion is carried, the original motion (as amended) 
becomes the substantive motion upon which further amendment(s) may be moved. 

  7B7BThis standing order has been deleted from MTC’s standing orders. 

  8B8BA councillor may move an amendment to their own motion if agreed by the meeting.  
If a motion has already been seconded, the amendment shall be with the consent 
of the seconder and the meeting. 

  9B9BIf there is more than one amendment to an original or substantive motion, the 
amendments shall be moved in the order directed by the Chair of the meeting. 

  10B10BSubject to standing order 1(k), only one amendment shall be moved and debated 
at a time, the order of which shall be directed by the Chair of the meeting.  

  11B11BOne or more amendments may be discussed together if the Chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 

  12B12BA councillor may not move more than one amendment to an original or substantive 
motion.  

  13B13BThe mover of an amendment has no right of reply at the end of debate on it.  

  14B14BWhere a series of amendments to an original motion are carried, the mover of the 
original motion shall have a right of reply either at the end of debate on the first 
amendment or at the very end of debate on the final substantive motion immediately 
before it is put to the vote. 

  15B15BUnless permitted by the Chair of the meeting, a councillor may speak once in the 
debate on a motion except: 

i. 16B16Bto speak on an amendment moved by another councillor;  

ii. 17B17Bto move or speak on another amendment if the motion has been amended 
since they last spoke;  

iii. 18B18Bto make a point of order;  

iv. 19B19Bto give a personal explanation; or  

v. 20B20Bto exercise a right of reply. 

  21B21BDuring the debate on 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.  
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  22B22BA point of order shall be decided by the Chair of the meeting and their decision shall 
be final.  

  23B23BWhen a motion is under debate, no other motion shall be moved except:  

 i. 24B24Bto amend the motion; 

 ii. 25B25Bto proceed to the next business; 

 iii. 26B26Bto adjourn the debate; 

 iv. 27B27Bto put the motion to a vote; 

 v. 28B28Bto ask a person to be no longer heard or to leave the meeting; 

 vi. 29B29Bto refer a motion to a committee or sub-committee for consideration;  

 vii. 30B30Bto exclude the public and press; 

 viii. 31B31Bto adjourn the meeting; or 

 ix. 32B32Bto suspend particular standing order(s) excepting those which reflect 
mandatory statutory or legal requirements. 

  33B33BBefore an original or substantive motion is put to the vote, the Chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover 
of the motion under debate has exercised or waived their right of reply.  

  34B34BExcluding motions moved under standing order 1(r), the contributions or speeches 
by a councillor shall relate only to the motion under discussion and shall not exceed 
five minutes without the consent of the Chair of the meeting. 

 
 

  35B35BDISORDERLY CONDUCT AT MEETINGS 

  36B36BNo person shall obstruct the transaction of business at a meeting or behave 
offensively or improperly.  If this standing order is ignored, the Chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

  37B37BIf person(s) disregard the request of the Chair of the meeting to moderate or 
improve their conduct, any councillor or the Chair of the meeting may move that the 
person be no longer heard or be excluded from the meeting.  The motion, if 
seconded, shall be put to the vote without discussion. 

  38B38BIf a resolution made under standing order 2(b) is ignored, the Chair of the meeting 
may take further reasonable steps to restore order or to progress the meeting.  This 
may include temporarily suspending or closing the meeting. 

 
 

  39B39BMEETINGS GENERALLY 

 Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

  40B40B● Meetings shall not take place in premises which at the time of the meeting 
are used for the supply of alcohol, unless no other premises are available free 
of charge or at a reasonable cost.  

  41B41B● The minimum three clear days * for notice of a meeting does not include the 
day on which notice was issued, the day of the meeting, a Sunday, a day of 
the Christmas break, a day of the Easter break or of a bank holiday or a day 
appointed for public thanksgiving or mourning.  
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  42B42B● The minimum three clear days’ * public notice for a meeting does not 
include the day on which the notice was issued or the day of the meeting 
unless the meeting is convened at shorter notice.  

  43B43B●● 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. 

  44B44BMembers of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the business 
on the agenda.  Public participation will take place following ‘Apologies for 
Absence’, ‘Declarations of Interest’ and ‘Approval of the Minutes of the last meeting’ 
(if relevant) 

  45B45BThe period of time designated for public participation at a meeting in accordance 
with standing order 3(e) shall not exceed thirty minutes unless directed by the Chair 
of the meeting. 

  46B46BSubject to standing order 3(f), a member of the public shall not speak for more than 
five minutes. 

  47B47BIn accordance with standing order 3(e), a question shall not require a response at 
the meeting nor start a debate on the question.  The Chair of the meeting may direct 
that a written or oral response be given. 

  48B48BA person shall raise their hand when requesting to speak (except when a person 
has a disability or is likely to suffer discomfort).  

  49B49BA person who speaks at a meeting shall direct their comments to the Chair of the 
meeting. 

  50B50BOnly one person is permitted to speak at a time.  If more than one person wants to 
speak, the Chair of the meeting shall direct the order of speaking. 

  51B51B●● Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to the public.  
To “report” means to film, photograph, make an audio recording of meeting 
proceedings, use any other means for enabling persons not present to see or 
hear the meeting as it takes place or later or to report or to provide oral or 
written commentary about the meeting so that the report or commentary is 
available as the meeting takes place or later to persons not present. 

  52B52B●● A person present at a meeting may not provide an oral report or oral 
commentary about a meeting as it takes place without permission.    

  53B53B●● 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.  

  54B54B● Subject to standing orders which indicate otherwise, anything authorised 
or required to be done by, to or before the Chair of the Council may in their 
absence be done by, to or before the Vice-Chair of the Council (if there is 
one). 

  55B55B● The Chair of the Council, if present, shall preside at a meeting.  If the Chair 
is absent from a meeting, the Vice-Chair of the Council (if there is one) if 
present, shall preside.  If both the Chair and the Vice-Chair are absent from a 
meeting, a councillor as chosen by the councillors present at the meeting 
shall preside at the meeting. 
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  56B56B●●● Subject to a meeting being quorate, all questions at a meeting shall be 
decided by a majority of the councillors and non-councillors with voting 
rights present and voting. 

  57B57B●●● The Chair of a meeting may give an original vote on any matter put to the 
vote, and in the case of an equality of votes may exercise their casting vote 
whether or not they gave an original vote. 

 58B58BSee standing orders 5(h) and (i) for the different rules that apply in the election of 
the Chair of the Council at the annual meeting of the Council. 

  59B59B● Unless standing orders provide otherwise, voting on a question shall be by 
a show of hands.  At the request of a councillor, the voting on any question 
shall be recorded so as to show whether each councillor present and voting 
gave their vote for or against that question.  Such a request shall be made 
before the vote is taken and before moving on to the next item of business on the 
agenda. 

  60B60BThe minutes of a meeting shall include an accurate record of the following: 

 i. 61B61Bthe time and place of the meeting;  

 ii. 62B62Bthe names of councillors who are present and the names of councillors who 
are absent;  

 iii. 63B63Binterests that have been declared by councillors and non-councillors with 
voting rights; 

 iv. 64B64Bthe grant of dispensations (if any) to councillors and non-councillors with 
voting rights; 

 v. 65B65Bwhether a councillor or non-councillor with voting rights left the meeting 
when matters that they held interests in were being considered; 

 vi. 66B66Bif there was a public participation session; and  

 vii. 67B67Bthe resolutions made. 

  68B68B●●● A councillor or a non-councillor with voting rights who has a disclosable 
pecuniary interest or another interest as set out in the council’s code of 
conduct in a matter being considered at a meeting is subject to statutory 
limitations or restrictions under the code on their right to participate and vote 
on that matter. 

  69B69B● No business may be transacted at a meeting unless at least one-third of the 
whole number of members of the Council are present and in no case shall the 
quorum of a meeting be less than three. 

 70B70BSee standing order 4d(viii) for the quorum of a committee or sub-committee 
meeting.  

  71B71B●●● 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. 

  72B72BA meeting shall not exceed a period of two hours.  At the discretion of the Chair, 
the council may agree to suspend standing orders and the meeting be extended for 
a further thirty minutes. 

  

  COMMITTEES AND SUB-COMMITTEES 
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  Unless the Council determines otherwise, a committee may appoint a sub-
committee whose terms of reference and members shall be determined by 
the committee. 

  73B73BThe members of a committee may include non-councillors unless it is a 
committee which regulates and controls the finances of the Council. 

  74B74BUnless the Council determines otherwise, all the members of an advisory 
committee and a sub-committee of the advisory committee may be non-
councillors. 

  75B75BThe Council may appoint standing committees or other committees as may be 
necessary, and: 

 i. 76B76Bshall determine their terms of reference; 

 ii. 77B77Bshall determine the number and time of the ordinary meetings of a standing 
committee up until the date of the next annual meeting of the Council; 

 iii. 78B78Bshall permit a committee, other than in respect of the ordinary meetings of a 
committee, to determine the number and time of its meetings; 

 iv. 79B79Bshall, subject to standing orders 4(b) and (c), appoint and determine the 
terms of office of members of such a committee; 

 v. 80B80Bmay, subject to standing orders 4(b) and (c), 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 Proper Officer before the meeting 
that they are unable to attend; 

 vi. 81B81Bshall permit the members of a standing committee or committee to appoint 
the Chair and Vice-Chair of that standing committee or committee at the first 
meeting of the committee held after the Annual Council in May;  

 vii. 82B82Bthis standing order has been deleted from MTC’s standing orders; 

 viii. 83B83Bshall determine the place, notice requirements and quorum for a meeting of 
a committee and a sub-committee which, in both cases, shall be no fewer 
than three; 

 ix. 84B84Bshall determine if the public may participate at a meeting of a committee; 

 x. 85B85Bshall 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;  

 xi. 86B86Bshall determine if the public may participate at a meeting of a sub-committee 
that they are permitted to attend; and 

 

 
e. 

 
 
 
f. 

xii. 87B87Bmay dissolve a committee or a sub-committee. 

 
Sub-committees will be formed rather than task and finish groups and shall have a 
timeframe determined at the time of appointment by either Full Council or a 
Standing Committee as appropriate. 
 
Written reports from the Chair of sub-committees will be an agenda item for 
meetings of the parent Standing Committee or Full Council to facilitate progress 
updates where applicable.  

 
 

  88B88BORDINARY COUNCIL MEETINGS  
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  89B89BIn an election year, the annual meeting of the Council shall be held on or 
within 14 days following the day on which the councillors elected take office. 

 90B90BNote: Elected councillors take office on the fourth day following ordinary elections 
and in both cases the number of days is calculated disregarding Sundays, bank 
holidays and days appointed for public thanksgiving. 

  91B91BIn a year which is not an election year, the annual meeting of the Council shall 
be held on such day in May as the Council decides. 

  92B92BIf no other time is fixed, the annual meeting of the Council shall take place at 
6pm. 

  93B93BIn addition to the annual meeting of the Council, at least three other ordinary 
meetings shall be held in each year on such dates and times as the Council 
decides. 

  94B94BThe first business conducted at the annual meeting of the Council shall be 
the election of the Chair and Vice-Chair (if there is one) of the Council.  (In the 
case of Malvern Town Council, this is currently the Mayor and the Deputy Mayor). 

  95B95BThe Chair of the Council, unless they have resigned or become disqualified, 
shall continue in office and preside at the annual meeting until their 
successor is elected at the next annual meeting of the Council.  

  96B96BThe Vice-Chair of the Council, if there is one, unless they resign or become 
disqualified, shall hold office until immediately after the election of the Chair 
of the Council at the next annual meeting of the Council. 

  97B97BIn an election year, if the current Chair of the Council has not been re-elected 
as a member of the Council, they shall preside at the annual meeting until a 
successor Chair of the Council has been elected.  The current Chair of the 
Council shall not have an original vote in respect of the election of the new 
Chair of the Council but shall give a casting vote in the case of an equality of 
votes. 

  98B98BIn an election year, if the current Chair of the Council has been re-elected as 
a member of the Council, they shall preside at the annual meeting until a new 
Chair of the Council has been elected.  They may exercise an original vote in 
respect of the election of the new Chair of the Council and shall give a casting 
vote in the case of an equality of votes. 

  99B99BFollowing the election of the Chair of the Council and Vice-Chair (if there is one) of 
the Council at the annual meeting, the business shall include: 

 i. 100B100Bin an election year, delivery by the Chair of the Council and councillors 
of their acceptance of office forms unless the Council resolves for this 
to be done at a later date.  In a year which is not an election year, 
delivery by the Chair of the Council of their acceptance of office form 
unless the Council resolves for this to be done at a later date; 

 ii. 101B101Bconfirmation of the accuracy of the minutes of the last meeting of the Council; 

 iii. 102B102Breceipt of the minutes of the last meeting of a committee; 

 iv. 103B103Bconsideration of the recommendations made by a committee; 

 v. 104B104Breview of delegation arrangements to committees, sub-committees, staff 
and other local authorities; 

 vi. 105B105Breview of the terms of reference for committees; 

 vii. 106B106Bappointment of members to existing committees; 
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 viii. 107B107Bappointment of any new committees in accordance with standing order 4; 

 ix. 108B108Breview and adoption of appropriate standing orders and financial regulations; 

 x. 109B109Breview of arrangements (including legal agreements) with other local 
authorities, not-for-profit bodies and businesses; 

 xi. 110B110Breview of representation on or work with external bodies and arrangements 
for reporting back; 

 xii. 111B111Bin an election year, to make arrangements with a view to the Council 
becoming eligible to exercise the general power of competence in the future; 

 xiii. 112B112Breview of inventory of land and other assets including buildings and office 
equipment; 

 xiv. 113B113Bconfirmation of arrangements for insurance cover in respect of all insurable 
risks; 

 xv. 114B114Breview of the Council’s and/or staff subscriptions to other bodies; 

 xvi. 115B115Breview of the Council’s complaints procedure; 

 xvii. 116B116Breview of the Council’s policies, procedures and practices in respect of its 
obligations under freedom of information and data protection legislation (see 
also standing orders 11, 20 and 21); 

 xviii. 117B117Breview of the Council’s policy for dealing with the press/media; 

 xix. 118B118Breview of the Council’s employment policies and procedures; 

 xx. 119B119Breview of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

 xxi. 120B120Bdetermining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  

 121B121BItems v. to xxi may be referred to a committee before final ratification by Full Council 
during the council year. 

 
 

  122B122BEXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-
COMMITTEES 

  123B123BThe Chair of the Council may convene an extraordinary meeting of the 
Council at any time.  

  124B124BIf the Chair of the Council does not call an extraordinary meeting of the 
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 the Council.  The public notice giving the time, place and agenda for such 
a meeting shall be signed by the two councillors. 

  125B125BThe Chair of a committee or a sub-committee may convene an extraordinary 
meeting of the committee or the sub-committee at any time.  

  126B126BIf the Chair of a committee or a sub-committee does not call an extraordinary 
meeting within seven days of having been requested 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 the committee or a sub-
committee.  

 
 

  127B127BPREVIOUS RESOLUTIONS 



AGENDA ITEM 8  
REPORT PR05/24 APPENDIX 1 

 

 

Standing Orders 2024   Page 8 of 18

  

  128B128BA resolution shall not be reversed within six months except either by a special 
motion, which requires written notice by at least seven councillors to be given to the 
Proper Officer in accordance with standing order 9, or by a motion moved in 
pursuance of the recommendation of a committee or a sub-committee. 

  129B129BWhen a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 

 

 

 

 

 

 

  130B130BVOTING ON APPOINTMENTS 

  131B131BWhere one position is to be filled: 

132B132BWhere more than two persons have been nominated for a position to be filled by 
the Council and none of those persons has received an absolute majority of votes 
in their favour, the name of the person having the least number of votes shall be 
struck off the list and a fresh vote taken.  This process shall continue until a majority 
of votes is given in favour of one person.  A tie in votes may be settled by the casting 
vote exercisable by the Chair of the meeting. 

  133B133BWhere more than one position is to be filled: 

134B134BWhere there are more nominations than positions available to be filled, each 
councillor at the meeting shall have the same number of votes as vacancies.  A 
councillor can choose to place fewer votes than vacancies, but cannot place more.  
A councillor may also only vote for each candidate once.  If there is a tie in votes, 
which does not allow for the election of the required number of candidates, then the 
name of the person having the least number of votes shall be struck off the list and 
a fresh vote taken.  This process shall continue until a majority of votes are given 
in favour of the required number of people to fill the vacancies. 

 
 

  135B135BMOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE GIVEN 
TO THE PROPER OFFICER  

  136B136BA motion shall relate to the responsibilities of the meeting for which it is tabled and 
in any event shall relate to the performance of the Council’s statutory functions, 
powers and obligations or an issue which specifically affects the Council’s area or 
its residents.  

  137B137BNo motion may be moved at a meeting unless it is on the agenda and the mover 
has given written notice of its wording to the Proper Officer at least seven clear 
days** before the meeting and provide a seconder.  

  138B138BThe Proper Officer may, before including a motion on the agenda received in 
accordance with standing order 9(b), correct obvious grammatical or typographical 
errors in the wording of the motion.  

  139B139BIf the Proper Officer considers the wording of a motion received in accordance with 
standing order 9(b) is not clear in meaning, the motion shall be rejected until the 
mover of the motion resubmits it, so that it can be understood, in writing, to the 
Proper Officer at least five clear days* before the meeting. (remove this SO) 
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  140B140BIf the wording or subject of a proposed motion is considered improper, the Proper 
Officer shall consult with the Chair of the forthcoming meeting or, as the case may 
be, the councillors who have convened the meeting, to consider whether the motion 
shall be included in the agenda or rejected.  

  141B141BThe decision of the Proper Officer as to whether or not to include the motion on the 
agenda shall be final.  

  142B142BMotions received shall be recorded and numbered in the order that they are 
received. 

  143B143BMotions rejected shall be recorded with an explanation by the Proper Officer of the 
reason for rejection.  

 

 
 

  144B144BMOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

  145B145BThe following motions may be moved at a meeting without written notice to the 
Proper Officer: 

 i. 146B146Bto correct an inaccuracy in the draft minutes of a meeting; 

 ii. 147B147Bto move to a vote;  

 iii. 148B148Bto defer consideration of a motion;  

 iv. 149B149Bto refer a motion to a particular committee or sub-committee; 

 v. 150B150Bto appoint a person to preside at a meeting; 

 vi. 151B151Bto change the order of business on the agenda;  

 vii. 152B152Bto proceed to the next business on the agenda;  

 viii. 153B153Bto require a written report; 

 ix. 154B154Bto appoint a committee or sub-committee and their members; 

 x. 155B155Bto extend the time limits for speaking; 

 xi. 156B156Bto exclude the press and public from a meeting in respect of confidential or 
other information which is prejudicial to the public interest; 

 xii. 157B157Bto not hear further from a councillor or a member of the public; 

 xiii. 158B158Bto exclude a councillor or member of the public for disorderly conduct;  

 xiv. 159B159Bto temporarily suspend the meeting;  

 xv. 160B160Bto suspend a particular standing order (unless it reflects mandatory statutory 
or legal requirements); 

 xvi. 161B161Bto adjourn the meeting;  

 xvii. 162B162Bto close the meeting; or 

 xviii. 163B163Bto congratulate, thank or encourage an individual or body or to send 
condolences or best wishes to someone. 

  

164B164B10B 165B165BQUESTIONS 

  166B166BCouncillors’ questions regarding any aspect of council business, addressed to a 
named councillor or officer, must be sent via the Town Clerk, not later than three 
working days before the Council meeting.   
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  167B167BEvery question put shall be answered by that named person, either verbally or in 
writing at the meeting or, in the case of more complex issues, at the earliest possible 
opportunity.   

  168B168BThe questioner shall have the right to ask a supplementary question and receive an 
answer, either verbally at the meeting or in writing at the earliest possible 
opportunity thereafter. 

  169B169BNo further discussion or debate will be permitted. 

 

 

 

 

 

 
 

  170B170BMANAGEMENT OF INFORMATION  

 171B171BSee also standing order 20. 

  172B172BThe 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.  

  173B173BThe 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 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).  

  174B174BThe 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.  

  175B175BCouncillors, staff, the Council’s contractors and agents shall not disclose 
confidential information or personal data without legal justification. 

 
 

  176B176BDRAFT MINUTES  

 Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

  177B177BDraft minutes will be confirmed at the next meeting of the relevant Council or 
committee having been served on Councillors with the agenda to attend the 
meeting at which they are due to be approved.  

  178B178BThere shall be no discussion about the draft minutes of a preceding meeting except 
in relation to their accuracy.  A motion to correct an inaccuracy in the draft minutes 
shall be moved in accordance with standing order 10(a)(i). 

  179B179BThe 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.  
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  180B180BIf 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: 

181B181B“The Chair of this meeting does not believe that the minutes of the meeting of the (   
) held on (   ) 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.” 

  182B182B●●● If the Council’s gross annual income or expenditure (whichever is higher) 
does not exceed £25,000, it shall publish draft minutes on a website which is 
publicly accessible and free of charge not later than one month after the 
meeting has taken place. 

  183B183BSubject to the publication of draft minutes in accordance with standing order 12(e) 
and standing order 20(a) and following a resolution which confirms the accuracy of 
the minutes of a meeting, the draft minutes or recordings of the meeting for which 
approved minutes exist shall be destroyed. 

 
 

  184B184BCODE OF CONDUCT AND DISPENSATIONS  

 185B185BSee also standing order 3(u).  

  186B186BAll councillors and non-councillors with voting rights shall observe the code of 
conduct adopted by the Council. 

  187B187BUnless they have been granted a dispensation, a councillor or non-councillor with 
voting rights shall withdraw from a meeting when it is considering a matter in which 
they have a disclosable pecuniary interest.  They may return to the meeting after it 
has considered the matter in which they had the interest. 

  188B188BUnless he has been granted a dispensation, a councillor or non-councillor with 
voting rights shall withdraw from a meeting when it is considering a matter in which 
they have another interest if so required by the Council’s code of conduct.  They 
may return to the meeting after it has considered the matter in which they had the 
interest. 

  189B189BDispensation 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. 

  190B190BA decision as to whether to grant a dispensation shall be made by a meeting of 
the Council, or committee or sub-committee for which the dispensation is required 
and that decision is final.  

  191B191BA dispensation request shall confirm: 

 i. 192B192Bthe description and the nature of the disclosable pecuniary interest or other 
interest to which the request for the dispensation relates;  

 ii. 193B193Bwhether the dispensation is required to participate at a meeting in a 
discussion only or a discussion and a vote; 

 iii. 194B194Bthe date of the meeting or the period (not exceeding four years) for which 
the dispensation is sought; and  

 iv. 195B195Ban explanation as to why the dispensation is sought. 

  196B196BSubject to standing orders 13(d) and (f), a dispensation request shall be 
considered at the beginning of the meeting of the Council, or committee or sub-
committee for which the dispensation is required. 
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  197B197BA dispensation may be granted in accordance with standing order 13(e) if 
having regard to all relevant circumstances any of the following apply: 

 i. 198B198Bwithout 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;  

 ii. 199B199Bgranting the dispensation is in the interests of persons living in the 
Council’s area; or 

 iii. 200B200Bit is otherwise appropriate to grant a dispensation. 

 
 

  201B201BCODE OF CONDUCT COMPLAINTS  

  202B202BUpon notification by the District or Unitary Council that it is dealing with a complaint 
that a councillor or non-councillor with voting rights has breached the Council’s code 
of conduct, the Proper Officer shall, subject to standing order 11, report this to the 
Council. 

  203B203BWhere the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and 
the Chair shall nominate another staff member to assume the duties of the Proper 
Officer in relation to the complaint until it has been determined and the Council has 
agreed what action, if any, to take in accordance with standing order 14(d). 

  204B204BThe Council may: 

 i. 205B205Bprovide information or evidence where such disclosure is necessary to 
investigate the complaint or is a legal requirement; 

 ii. 206B206Bseek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

  207B207BUpon notification by the District or Unitary Council that a councillor or non-
councillor with voting rights has breached the Council’s code of conduct, the 
Council shall consider what, if any, action to take against they.  Such action 
excludes disqualification or suspension from office. 

 
 

  208B208BPROPER OFFICER  

  209B209BThe Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated 
by the Council to undertake the work of the Proper Officer when the Proper Officer 
is absent.    

  210B210BThe Proper Officer shall: 

 i. 211B211Bat least three clear days * before a meeting of the Council, a committee 
or a sub-committee, 

 • 212B212Bserve 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 

 • 213B213BProvide, 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 Council convened by councillors is 
signed by them). 
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 214B214BSee standing order 3(b) for the meaning of clear days for a meeting of a full council 
and standing order 3(c) for the meaning of clear days for a meeting of a committee; 

 ii. At least two clear days ** before a meeting of the Council, a committee or a 
sub-committee issue all reports relating to agenda items for that meeting, as 
far as is practicably possible; 

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

 iv. 216B216Bconvene a meeting of the Council for the election of a new Chair of the 
Council, occasioned by a casual vacancy in their office; 

 v. 217B217Bfacilitate inspection of the minute book by local government electors; 

 vi. 218B218Breceive and retain copies of byelaws made by other local authorities; 

 vii. 219B219Bhold acceptance of office forms from councillors; 

 viii. 220B220Bhold a copy of every councillor’s register of interests; 

 ix. 221B221Bassist with responding to requests made under freedom of information 
legislation and rights exercisable under data protection legislation, in 
accordance with the Council’s relevant policies and procedures; 

 x. 222B222Bliaise, as appropriate, with the Council’s designated Data Protection Officer;  

 xi. 223B223Breceive and send general correspondence and notices on behalf of the 
Council except where there is a resolution to the contrary; 

 xii. 224B224Bassist in the organisation of, storage of, access to, security of and 
destruction of information held by the 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); 

 xiii. 225B225Barrange for legal deeds to be executed; (see also standing order 23). 

 xiv. 226B226Barrange or manage the prompt authorisation, approval, and instruction 
regarding any payments to be made by the Council in accordance with its 
financial regulations; 

 xv. 227B227Brecord every planning application notified to the Council and the Council’s 
response to the local planning authority in a book for such purpose; 

 xvi. 228B228Brefer a planning application received by the Council to the Chair or in their 
absence Vice-Chair (if there is one) of the Operations and Planning 
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 Operations and Planning committee; 

 xvii. 229B229Bmanage access to information about the Council via the publication scheme; 
and 

 xviii. 230B230Bretain custody of the seal of the Council (if there is one) which shall not be 
used without a resolution to that effect (see also standing order 23). 

 
 

  231B231BRESPONSIBLE FINANCIAL OFFICER  

  232B232BThe Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
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  233B233BACCOUNTS AND ACCOUNTING STATEMENTS 

  234B234B“Proper practices” in standing orders refer to the most recent version of 
“Governance and Accountability for Local Councils – a Practitioner’s Guide”. 

  235B235BAll payments by the Council shall be authorised, approved and paid in accordance 
with the law, proper practices and the Council’s financial regulations.  

  236B236BThe Responsible Financial Officer shall supply to each councillor as soon as 
practicable after 30 June, 30 September, 31 December and 31 March in each year 
a statement to summarise: 

 i. 237B237Bthe Council’s receipts and payments (or income and expenditure) for each 
quarter;  

 ii. 238B238Bthe Council’s aggregate receipts and payments (or income and expenditure) 
for the year to date; 

 iii. 239B239Bthe balances held at the end of the quarter being reported and 

 240B240Bwhich includes a comparison with the budget for the financial year and highlights 
any actual or potential overspends. 

  241B241BAs soon as possible after the financial year end at 31 March, the Responsible 
Financial Officer shall provide: 

 i. 242B242Beach councillor with a statement summarising the Council’s receipts and 
payments (or income and expenditure) for the last quarter and the year to 
date for information; and  

 ii. 243B243Bto the Council the accounting statements for the year in the form of Section 
2 of the annual governance and accountability return, as required by proper 
practices, for consideration and approval. 

  244B244BThe year-end accounting statements shall be prepared in accordance with proper 
practices and apply the form of accounts determined by the Council (receipts and 
payments, or income and expenditure) for the year to 31 March.  A completed draft 
annual governance and accountability return shall be presented to all councillors at 
least fourteen days prior to anticipated approval by the Council.  The annual 
governance and accountability return of the Council, which is subject to external 
audit, including the annual governance statement, shall be presented to the Council 
for consideration and formal approval before 30 June. 

 
 

  245B245BFINANCIAL CONTROLS AND PROCUREMENT 

  246B246BThe Council shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall include detailed arrangements in respect 
of the following: 

 i. 247B247Bthe keeping of accounting records and systems of internal controls; 

 ii. 248B248Bthe assessment and management of financial risks faced by the Council; 

 iii. 249B249Bthe 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; 

 iv. 250B250Bthe inspection and copying by councillors and local electors of the Council’s 
accounts and/or orders of payments; and  

 v. 251B251Bwhether contracts with an estimated value below £25,000 due to special 
circumstances are exempt from a tendering process or procurement 
exercise.  
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  252B252BFinancial regulations shall be reviewed regularly and at least annually for fitness of 
purpose. 

  253B253BA public contract regulated by the Public Contracts Regulations 2015 with an 
estimated value in excess of £30,000 but less than the relevant thresholds in 
standing order 18(f) is subject to Regulations 109-114 of the Public Contracts 
Regulations 2015 which include a requirement on the Council to advertise the 
contract opportunity on the Contracts Finder website regardless of what 
other means it uses to advertise the opportunity, unless it proposes to use 
an existing list of approved suppliers (framework agreement) 

  254B255BSubject to additional requirements in the financial regulations of the Council, the 
tender process for contracts for the supply of goods, materials, services or the 
execution of works shall include, as a minimum, the following steps: 

 i. 255B256Ba specification for the goods, materials, services or the execution of works 
shall be drawn up; 

 ii. 256B257Ban invitation to tender shall be drawn up to confirm (i) the Council’s 
specification (ii) the time, date and address for the submission of tenders (iii) 
the date of the Council’s written response to the tender and (iv) the 
prohibition on prospective contractors contacting councillors or staff to 
encourage or support their tender outside the prescribed process; 

 iii. 257B258Bthe invitation to tender shall be advertised in a local newspaper and in any 
other manner that is appropriate;  

 iv. 258B259Btenders are to be submitted in writing in a sealed marked envelope 
addressed to the Proper Officer;  

 v. 259B260Btenders shall be opened by the Proper Officer in the presence of at least one 
councillor after the deadline for submission of tenders has passed;  

 vi. 260B261Btenders are to be reported to and considered by the appropriate meeting of 
the Council or a committee or sub-committee with delegated responsibility. 

  261B262BNeither the Council, nor a committee or a sub-committee with delegated 
responsibility for considering tenders, is bound to accept the lowest value tender. 

  A public contract  regulated by the Public Contracts Regulations 2015 with 
an estimated value in excess of £189,330 for a public service or supply 
contract or in excess of £4,733,252 for a public works contract (or other 
thresholds determined by the European Commission every two years and 
published in the Official Journal of the European Union (OJEU)) shall 
comply with the relevant procurement procedures and other requirements 
in the Public Contracts Regulations 2015 which include advertising the 
contract opportunity on the Contracts Finder website and in OJEU. 

  A public contract in connection with the supply of gas, heat, electricity, 
drinking water, transport services, or postal services to the public; or the 
provision of a port or airport; or the exploration for or extraction of gas, oil 
or solid fuel with an estimated value in excess of £378,660 for a supply, 
services or design contract; or in excess of £4,733,252 for a works contract; 
or £663,540 for a social and other specific services contract (or other 
thresholds determined by the European Commission every two years and 
published in OJEU) shall comply with the relevant procurement procedures 
and other requirements in the Utilities Contracts Regulations 2016. 

 
 

  262B263BHANDLING STAFF MATTERS 
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  263B264BA matter personal to a member of staff that is being considered by a meeting of 
Council OR the Policy and Resources Committee is subject to standing order 11. 

  264B265BSubject to the Council’s policy regarding absences from work, the Town Clerk will 
ensure that levels of staff absence are reported to Policy and Resources Committee 
on a quarterly basis. 2 

  265B267BThe Chair of the Policy and Resources Committee or in their absence, the Vice-
Chair, along with the Chair of the Council shall upon a resolution conduct a review 
of the performance and annual appraisals of the work of the Town Clerk and the 
Operations Manager.  The reviews and appraisal shall be reported in writing and 
are subject to approval by resolution by the Policy and Resources Committee.  The 
Policy and Resources Committee shall also have the responsibility of reviewing 
annual appraisals of all Town Council employees once they have been completed 
by the Town Clerk and the Operations Manager. 

  266B268BSubject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff (or other members of staff) shall contact the 
Chair of the Policy and Resources Committee or in their absence, the Vice-Chair of 
the Policy and Resources Committee in respect of an informal or formal grievance 
matter, and this matter shall be reported back and progressed by resolution of the 
Policy and Resources Committee. 

  267B269BSubject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by a member of staff relates to the Chair 
or Vice-Chair of the Policy and Resources Committee, this shall be communicated 
to another member of the Policy and Resources Committee, which shall be reported 
back and progressed by resolution of the Council.  

  268B270BAny persons responsible for all or part of the management of staff shall treat as 
confidential the written records of all meetings relating to their performance, 
capabilities, grievance or disciplinary matters. 

  269B271BIn accordance with standing order 11(a), persons with line management 
responsibilities shall have access to staff records referred to in standing order 19(f).  

 
 

  270B272BRESPONSIBILITIES TO PROVIDE INFORMATION  

 271B273BSee also standing order 21. 

  272B274BIn accordance with freedom of information legislation, the Council shall 
publish information in accordance with its publication scheme and respond 
to requests for information held by the Council.   

  273B275BIf gross annual income or expenditure (whichever is the higher) exceeds £200,000 
the Council shall publish information in accordance with the requirements of 
the Local Government (Transparency Requirements) (England) Regulations 
2015. 
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  274B276BRESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

 275B277BSee also standing order 11.  (Below is not an exclusive list).  

  276B278BThe Council shall appoint a Data Protection Officer, if required. 

  277B279BThe Council shall have policies and procedures in place to respond to an 
individual exercising statutory rights concerning their personal data.  

  278B280BThe Council shall have a written policy in place for responding to and 
managing a personal data breach. 

  279B281BThe 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. 

  280B282BThe Council shall ensure that information communicated in its privacy 
notice(s) is in an easily accessible and available form and kept up to date. 

  281B283BThe Council shall maintain a written record of its processing activities. 

 
 

  282B284BRELATIONS WITH THE PRESS/MEDIA 

  283B285BRequests from the press or other media for an oral or written comment or statement 
from the Council, its councillors or staff shall be handled in accordance with the 
Council’s policy in respect of dealing with the press and/or other media. 

 
 

  284B286BEXECUTION AND SEALING OF LEGAL DEEDS  

 285B287BSee also standing orders 15(b)(xii) and (xvii). 

  286B288BA legal deed shall not be executed on behalf of the Council unless authorised by a 
resolution or the delegated powers of the Proper Officer. 

  287B289BSubject to standing order 23(a), any two councillors may sign, on behalf of 
the Council, any deed required by law and the Proper Officer shall witness 
their signatures.  

 288B290BThe above is applicable to a Council without a common seal. 

 
 

  289B291BCOMMUNICATING WITH DISTRICT AND COUNTY COUNCILLORS 

  290B292BAn invitation to attend a meeting of the Council shall be sent, together with the 
agenda, to the ward councillor(s) of the District and County Council representing 
the area of the Council.  

  291B293BUnless the Council determines otherwise, a copy of each correspondence sent to 
the District and County Council shall be sent to the ward councillor(s) representing 
the area of the Council. 

 
 

  292B294BRESTRICTIONS ON COUNCILLOR ACTIVITIES 

  293B295BUnless duly authorised no councillor shall: 

 i. 294B296Binspect any land and/or premises which the Council has a right or duty to inspect; 
or 

 ii. 295B297Bissue orders, instructions or directions. 
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  296B298BSTANDING ORDERS GENERALLY 

  297B299BAll or part of a standing order, except one that incorporates mandatory statutory or 
legal requirements, may be suspended by resolution in relation to the consideration 
of an item on the agenda for a meeting. 

  298B300BA motion to add to or vary or revoke one or more of the Council’s standing orders, 
except one that incorporates mandatory statutory or legal requirements, shall be 
proposed by a special motion, the written notice by at least seven councillors to be 
given to the Proper Officer in accordance with standing order 9. 

  299B301BThe Proper Officer shall provide a copy of the Council’s standing orders to a 
councillor as soon as possible. 

  300B302BThe decision of the Chair of a meeting as to the application of standing orders at 
the meeting shall be final. 

 

 
*  The Council will in practice use its own definition of clear days for this purpose. See below ** 
 
** A ‘clear day’ does not include the day on which notice was issued, the day of a meeting, a 
weekend, a Saturday, a Sunday, a day of the Christmas break, a day of the Easter break or of 
a bank holiday or a day appointed for public thanksgiving or mourning.  

 




